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Instructions by Standards – 

Office of Career and Technical Education

Explanation of Standard and Documentation

Standard 17 –Work Based Learning

Forms

Most forms can be located in the Work Based Learning Manual 
http://www.kde.state.ky.us/KDE/Instructional+Resources/Career+and+Technical+Education/Ca
reer+and+Technical+Ed+Resources/Work+Based+Learning+Manual.htm 
Other forms and sample forms can be located on the Kentucky Tech Website.
http://kytech.ky.gov/pa17standards.htm 
WBL – Employer Evaluation Report (Standard 17 – Blank Documents – Word)
WBL - Off-Campus Training Project Request
WBL – Log of Employer Contact  (Standard 17 – Blank Documents – Word)WBL – Off Campus Training Project Request
WBL – Program Assessment – Community Involvement 
and Explanation of Standard and Documentation
WBL - Training Plan Agreement - Cooperative Technical Education 

WBL - Training Plan Agreement - Practicum Work Experience (use for Medical and Office Tech)
WBL - Training Plan – Application – Co-op – Page 1 of 2 (Sample)
WBL - Training Plan – Application –Co-op – Page 2 of 2 (Sample)
WBL - Statement of Understanding-Clinical Programs
Work Order - Approval Request

Work Order Log
Equal Education and Employment Opportunities M/F/D
Clinical Experience

Guided clinical experience shall be an integral part of the Health and Human Services educational program.  The guided clinical experience shall be appropriate to the level of the trainee’s skill consistent with the educational objectives of the course and shall be integrated with the classroom instruction. 

The school shall use the approved standardized written agreement or a clinical facilities agreement approved by the Cabinet’s legal department to arrange for clinical training sites.  Each cooperating agency shall specify responsibilities and authority of each party in the agreement.  (See Form and related information, in the WBL Guide http://kytech.ky.gov/pa21standards.htm ) 

Medicaid Nurse Aide Training Program Requirements and Guidelines: 907 KAR 1:450 

The Medicaid Nurse Aide Course consists of a minimum of seventy-five (75) hours with a minimum of sixteen (16) hours of supervised practical training.  The Medicaid Services Manual for Nurse Aide Training and Competency Evaluation Program can be found on the KCTCS website http://www.kctcs.edu/
Cooperative Education/Practicum

Cooperative Education refers to an educational program consisting of in-school instruction alternating with on-the-job work experience in a business or industrial setting.  Cooperative education activities are planned experiences supervised by the school and the employer to ensure that each phase contributes to the student’s education and career major.

The purpose of cooperative education programs shall be to develop occupational competence reinforced by real-life job experience. 

Requirements for Cooperative Education:

1. The student shall be enrolled in a related preparatory educational subject.

2. The cooperative program shall be an integral part of the school’s educational program.

3. On-the-job training supplements the planned program of in-school instruction.

4. The school arranges with the employer for on-the-job training.

5. The school coordinates the training during the on-the job-phase of instruction.

6. The student shall be paid a salary for on-the-job phase of instruction.

7. High School credit shall be granted for the cooperative education training.

8. A training plan shall be on file for each student.  See Forms, WBL, Training Plan Agreement Cooperative Technical Education The training plan shall be signed by the student, parent, employer and school representative.  The plan shall explain the responsibilities of each party and serve as a basis for the employer’s complying with the training plan.  

Students shall have proof of age on file with the employer.  This may be a birth certificate, driver’s license or a comparable record.  Students under 18 shall comply with special labor laws.  For information, see the Kentucky Child Labor Bulletin and the Federal Wage and Hour Publication #101.

Enrollees shall have taken the basic skill prerequisites required by the occupational program they are pursuing and be recommended by their teacher before being placed in cooperative education.

Internship - Student

Internships are typically work-based learning experiences involving students who have completed extensive school-based preparation relating to a career objective.  Internships are usually one-time work experiences that may or may not lead to course credit and/or pay.  Internships are conducted under the supervision of a competent job supervisor.

An internship program is most applicable to careers that require a high level of academic preparation and knowledge before a student is placed for field experience.  Some internships simply involve observing professionals as they carry out their duties, while others are designed to allow students to apply hands-on activities that were taught in class.

Internships should be structured with a combination of classroom experience and field experience.  A student needs time in the classroom each week for updating and progress evaluation.  A specific set of competencies shall be agreed upon with the workplace personnel.   The Practicum Training Plan Agreement may be used to document this activity.

Live Work Projects (On and Off-Campus) 

(780 KAR 2:040) 

Live work is defined as a project that meets a curriculum requirement and is completed for an individual or organization.  Area technology centers shall be permitted to accept live work projects when the administrative and instructional staffs deem the projects appropriate for training purposes.  Live work projects shall relate to curriculum currently being studied.

Area technology centers accepting live work shall adhere to the following standards:

(
All services performed shall be documented on work order forms provided by the Office of Career and Technical Education.  (See Form, Work Order - Approval Request) No other type of work orders shall be used.  The school principal is responsible for accounting for all unused work order forms.  All services performed shall be recorded on a work order log.  (See Form, Work Order Log)

(
Anyone requesting live work shall be provided a copy of the school’s policy for accepting and performing live work.  Persons requesting live work shall sign the policy form indicating that they understand the policies and agree with them.  (See Form:  Work Order – Agreement)
· 
No preferential consideration shall be given to anyone requesting 
live work.  

(
Live work orders shall be approved and initialed by the school principal and the teacher of the class.

(
No live work shall be approved for a teacher in his/her program for his/her own use.

(
Live work to be performed off site shall be carefully evaluated to determine if such experience is in the best interest of the student, school, and community.  All off-campus live work shall have prior approval by the Executive Director for the Office of Career and Technical Education.  (See Form, WBL - Off-Campus Training Project Request) 

· 
A Field Trip and Off-Campus Training Project Permission for Short Trips 
form shall be on file for all students participating in Off-Campus 
Projects.  This form will cover all off-campus short trips for the school 
year.  (See Form, Field Trip and Off-Campus Training Project Permission for Short Trips)
· 
The Executive Director of the Office of Career and Technical Education 
shall be notified immediately if there is a complaint from a local business 
that student work is conflicting with their business.  

(Live Work Projects Section Rev:  October 18, 2006)
Student Transportation:
Students participating in Work-Based Learning projects (cooperative education, mentoring, shadowing, etc.) shall provide their own transportation if not provided by local school district. OCTE staff shall not use their personal vehicle or ATC vehicle to transport students.  (Also reference:  Transportation of Students in Section 12     Secondary Programs/Students)
 (Above paragraph added 03-27-08)

Students traveling to Off-Campus Training Projects, Student Organizations events, and miscellaneous field trips are to be transported by local district school buses or in accordance with 702 KAR 5:130.       
(Above paragraph added 03-27-08)

Mentoring/Shadowing

Mentoring and shadowing are components of the partnership movement between schools, employers, and the community.  Volunteers from the business/industry community are used on a one-on-one basis to broaden students’ perspectives of the world of work.  Mentoring is an opportunity for individuals to have a positive influence on the youth of today.  Mentoring helps students become aware of career opportunities, work ethics, and the importance of positive self-esteem.   Through shadowing experiences, students are given the opportunity to discuss items of interest and concern with the individual actually in the occupation they are shadowing.  Employers are able to contribute to the education of students and showcase occupations that are not as well known or those where there will be a shortage of qualified candidates in the near future.  Students who are interested in participating in mentoring or shadowing shall complete an application and return it to the program teacher.  The teacher shall be responsible for placing the student.  After the mentoring or shadowing experience has been completed, the student and mentor/employer shall complete an evaluation of the experience.  

Clinical Programs - Statement of Understanding 

Each student and parent, prior to being assigned to a clinical site, shall sign a Statement of Understanding. It covers the student’s requirements to adhere to school policies, rules, and regulations; patient confidentiality; liability insurance requirement, immunization requirements, and other pertinent information.  The legal guardian shall sign the Statement of Understanding if the student is a minor.  

Work Based Learning Manual
A guide to all work based learning experiences can be found on the Kentucky Education and Workforce Development Cabinet website under Instructional Resources, Office of Career and Technical Education. 
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