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Defining a Career Practicum
A career practicum is a planned program of work-site learning experiences relevant to a student’s chosen career major or plan of study. A career practicum is coordinated with the student’s academic or school-based preparation.

Establishing Local Program Requirements

In addition to following the establishment guidelines, a career practicum may establish local requirements to ensure its proper operation. All such local requirements must apply equally and fairly to all students in the career practicum.

Guidelines for establishing local requirements include the following (See Appendix A for sample):

· Set attendance requirements for career practicum students which are consistent with requirements for other school programs and with school policy;

· State the attendance requirements on the career practicum agreement;

· Establish a policy for probation status for students who fail to maintain passing grades in other courses while in the career practicum. Ensure that policies on grading and probation status are similar to those for other school programs; and

· Clearly define grading or evaluation policies and procedures for students, parents, and employers.

Identifying a School-Site Coordinator

The school-site coordinator serves as a liaison among students, employers, parents, and teachers. This individual has overall responsibility for ensuring the integrity of the career practicum. Specific responsibilities of the coordinator include the following:

· Ensuring that a formal career practicum agreement is signed by all parties involved: student, school, parents, employer, and coordinator (see Appendix B for sample form);

· Coordinating the efforts of academic and vocational instructors for the career practicum;

· Making sure that each student’s participation is based on his or her chosen career major or plan of study;

· Assessing and recommending students for employer interviews (in cooperation with counselors and teachers);

· Maintaining regular contact through work-site visits and other communication;

· Ensuring that practicum-related instruction meets requirements for high school graduation;

· Monitoring student attendance (at school and at the work site);

· Monitoring and evaluating the effort (1) to ensure that instruction meets agreed upon progressive work-site experiences or work processes, and (2) to ensure that instruction is coordinated with the school-based curriculum;

· Ensuring that all local program eligibility requirements are maintained and satisfied; and

· Keeping records of the practicum (See Appendix E for sample form).

A school-site coordinator may be a teacher, counselor, or administrator, but must hold a secondary certificate/license. Vocational education teachers may be appropriate school-site coordinators. They have experience in coordinating work-site experiences for students. The school-site coordinator should receive the time and/or extra duty pay needed to coordinate the practicum effectively. Although one coordinator can work with students in many career fields, some schools may identify a different coordinator to represent each school department. For example a science teacher could be the school-site coordinator for students interested in careers within the science cluster or base. A social studies teacher might coordinate students in career practicum experiences in government, law, or social service careers. However, the best school-site coordinator is someone who is genuinely interested in coordinating a career practicum.

Identifying a Work-Site Mentor

Being a successful mentor in a career practicum demands special qualities. Not all adults are suited to be work-site mentors. The ideal work-site mentor should possess qualifications that include:

· Experience in the business/industry;

· Pride in craft/skill;

· Knowledge of career practicum concepts;

· Exemplary technical and non-technical skills;

· Respect of peers and co-workers;

· Skills in teaching, coaching, and advising; and

· Willingness to participate and interest in contributing to the education and career development of young people.

Responsibilities of the work-site mentor should reflect the mentor’s level of involvement. The work-site mentor is primarily responsible for:

· Teaching the techniques of the career major or cluster area;

· Designing a training plan;

· Using hands-on, state-of-the-art, and project-based instruction;

· Training for high levels of performance;

· Reviewing student progress and providing feedback;

· Demonstrating personal and workplace ethics; and

· Communicating effectively with the student and the school-site coordinator.

Work-site mentors can be prepared through participation in a mentor training program.

Defining Legal Issues

Implementing a career practicum can pose a number of questions about laws and regulations. Participants (and potential participants) may have specific questions about liability and the applications of labor standards or other issues. Specifically, career practicum participants should be concerned with:

· addressing state and federal labor standards and child labor requirements;

· addressing insurance and liability issues;

· reducing the risk of work-related injuries; and

· ensuring equity for all students.

Concerns about legal issues can be addressed successfully. For example, participation in a career practicum does not involve any extra compliance obligations under the federal Fair Labor Standards Act (FLSA) (See Appendix F for FLSA). Working with career practicum students is just like working with other minors. A combination of resources will guide participants in implementing a career practicum. These resources include publications offering a broad treatment of fundamental legal issues (such as Oklahoma’s Legal and Labor Considerations school-to-work module, and others) and the advice of qualified attorneys. If a career practicum includes participants from bordering states, the impact of those states’ laws must also be determined.

Developing Policies and Agreements

A career practicum implements specific agreements and policies. For example, agreements may include:

· a work-site partnership agreement;

· a student agreement, a parent or guardian agreement, and a work-site mentor agreement;

· an agreement defining the roles of the partners/participants;

· an agreement about the evaluation process by work-site mentor, school-site coordinator, parent, and student (See Appendix C for sample form); and

· a career major or plan of study form (See Appendix D for sample form) which is compatible with the career practicum site.

In addition, policies should be in place with guidelines such as the School-to-Work Opportunities Act; child labor laws and liability issues; proper use of each student’s chosen career major or plan of study; appropriate work-site positions and whether positions are paid/unpaid; agreements to be in place prior to student placement at a work-site; the relationship between the school and the work-site; and the relationships among the participants, including the school-site coordinator, work-site mentor, teachers, counselors, and parents or guardians.

A good place to start is with the publications listed under Resources for More Information and Appendices.

Selecting Student Participants

The process for selecting students for participation in a career practicum should serve all students. It should not target only high-ability students, nor overlook “problem” students. The goal of the selection process is to help each student realize his or her personal goals and abilities. Students must be matched only to a work-site experience related to their chosen plan of study or career major.

Specific steps in the selection process could include the following:

· Organize an advisory committee involving students, teachers, employers, and the school-site coordinator to design the application form and process; and

· Include in the application process, an interview between the student and the employer. (The ultimate decision for work-site placement rests with the school-site coordinator and the employer.)

The number of students participating in a career practicum is limited only by: (1) the availability and suitability of work-sites; and (2) the size of classroom facilities. Approval from the student’s parent or guardian and the work-site mentor is required before a student may be placed in employment (per the career practicum agreement).

Granting Credit

A maximum of two units earned may be granted for a career practicum and applied toward high school graduation requirements. One unit may be granted when: (1) all of the following criteria are met, and (2) the student is involved in a work-site learning experience an average of 10 hours per week, or at least 300 hours, during the school year. Units may be earned and granted in an accredited high school summer program.

The following criteria must be satisfied:

· The school-site coordinator must hold a secondary license/certificate to coordinate the career practicum.

· The career practicum must comply with labor standards and with all applicable standards and laws regarding safety, child labor, and equity.

· A career practicum agreement must outline the responsibilities of the school, the school-site coordinator, the parent/guardian, and the employer.

· The student must be at least 16 years old and be enrolled in grade 11 or 12.

· Credit must be granted for a planned sequence of work-site experiences consistent with and directly related to the student’s chosen career major or the plan of study. Credit may not be granted for isolated work release, shadowing, on-the-job training, or other work-based experiences.

· Every student in the career practicum must be assigned a trained work-site mentor. Mentors must receive orientation to the purpose and goals of the practicum. Their responsibilities include facilitating competency attainment, evaluating student performance, and consulting with the school-site coordinator and the employer.

· Satisfactory performance for credit must be defined.

· The student must evidence satisfactory progress toward completing appropriate academic credits for high school graduation and/or college entrance.

· The use of student, school-site coordinator, and work-site mentor evaluations must be clarified.

RESOURCES FOR MORE INFORMATION

Implementing a Local School-to-Work Partnership: A Series of How-To Modules. Stillwater, OK: Oklahoma Department of Vocational and Technical Education, 1996.

Planning and Implementing Youth Apprenticeship and Work-Based Learning. Madison, WI: Center on Education and Work, University of Wisconsin-Madison, 1995.

School-to-Work Toolkit: Building a Local Program. Cambridge, MA: Jobs for the Future, 1994.

appendices

APPENDIX A

Sample School Policies for a Career Practicum

Students are expected to follow the local district’s policies and rules for a career practicum work-based learning experience.


1.
Each student is required to obtain a work permit before beginning work.  A student will not be excused from school to go to work until the permit is obtained.


2.
Students are required to maintain wage and hour forms at school.  The forms list hours worked and pay received.  Students are responsible for keeping these forms up-to-date and for obtaining their work-site mentor’s signature to verify the information.


3.
Students are required to maintain a daily record of their work experiences.


4.
If a problem occurs at the work-site, the student is responsible for contacting the school-site coordinator immediately.  The school-site coordinator will investigate the situation to resolve the problem.


5.
Students must work a minimum average of 10 hours per week or a minimum total of 300 hours for the duration of the school year.


6.
Students are responsible for their own transportation to and from their work-site unless special arrangements are made through the local district.  Transportation problems do not justify absence from work or school.


7.
Students who are injured on the job must report the injuries to their work-site mentor immediately and to the school-site coordinator as soon as reasonably possible.


8.
Absence from school means absence from work.  Students may not, without permission from the school-site coordinator, report to their work-site when they are absent from school.


9.
Student employment must be coordinated with the school-based instruction.


10.
If students become unemployed as the result of situations or conditions beyond their control, they will be assigned in-school simulated work experience during the period of unemployment.


11.
Students who become unemployed as the result of poor performance on the job will be placed on probation and re-assigned, placed on in-school simulated work experience, or removed from the program.


12.
Students who are removed from the workplace as the result of dishonesty of any kind will be removed from the course.  Additional disciplinary or legal action may be taken by the work-site and/or school depending on the circumstances.


13.
Written consent of the school-site coordinator, employer, and parent/guardian is necessary for a student to terminate participation in the career practicum.  Failure to follow this policy will result in a student being placed on probation, on in-school work experience, or being removed from the program.


14.
The student will follow the attendance policies of the school and the work-site.
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career practicum agreement

Cooperating Business and Industry: 









Date Employed: 







Address: 















Telephone: 








Career Practicum Student: 






















School: 


























Date of Birth:








Approximate Number of Hours Per Week: 








Career Major/Cluster:







Grade: 


Practicum Period: 




(Mos.)

Parent or Guardian: 























Home Address: 













Telephone: 








Business Address:













Telephone: 








student responsibilities


1.
A career practicum student, in order to receive high school credits that will apply toward graduation, must be employment a minimum of 10 hours per week or at least 300 hours during the school year and meet the requirements of the school regarding classwork.


2.
The career practicum student agrees to abide by all rules and regulations set forth by the school-site coordinator and work-site mentor.


3.
The career practicum student will not terminate employment at the approved cooperating business and industry firm without written approval of the school-site coordinator.  Failure to do so may result in loss of school credit.

school-site coordinator responsibilities


1.
The school will provide organized vocational and/or related academic courses of study that will meet the needs of the career practicum student within their chosen career major/cluster.


2.
The school-site coordinator and work-site coordinator will work closely together on all problems concerning the mutual benefit of all parties concerned and especially for the successful progress of the career practicum student.


3.
The school-site coordinator will monitor the academic progress of the career practicum student to ensure high school graduation and/or college entrance requirements are being met.


4.
The school-site coordinator will, at regular intervals, observe the career practicum student while at work and visit in person with the work-site mentor in order to assure successful progress.

school-site coordinator responsibilities


1.
The school will provide organized vocational and/or related academic courses of study that will meet the needs of the career practicum student within their chosen career major/cluster.


2.
The parents (or guardians) will ensure transportation to and from the work-site is provided.


3.
The parents (or guardians) will assume full responsibility for any action or happening pertaining to the career practicum student from the time the student leaves school until he/she reports to his/her place of employment.

appendix b (continued)

employer responsibilities


1.
The cooperating business and industry firm will employ the above career practicum student on a part-time basis and will assist in the development of training plans that will help the student realize his or her career goal.


2.
The schedule of compensation shall be mutually agreed upon by the cooperating employer and the career practicum student, but not less than state minimum wage.


3.
The cooperating business and industry firm will provide workers compensation for the career practicum student for all hours worked.


4.
The cooperating industry agrees to authorize the work-site mentors to attend training related to the program.


5.
No employer shall hire a career practicum student which will displace any currently employed work and/or full-time adult apprentice.


6.
The cooperating work-site mentor will assist the school-site coordinator by giving pertinent information that will ensure the successful progress of the career practicum student.


7.
The work-site mentor will evaluate student progress and mastery of competencies by a written evaluation at least once per grading period and provide the evaluation forms to the school-site coordinator when requested.


8.
Before the career practicum agreement is dissolved, the work-site mentor will discuss the reasons for such action with the school-site coordinator.


9.
I would like for the school-site coordinator to visit me or my designee 







 in person to discuss the career practicum student’s progress every 











.



















(Frequency of Visitation)

The career practicum program and cooperating firm will accept, assign, and otherwise treat career practicum students without regard to race, color, national origin, sex, or handicap.

We, the undersigned, indicate by the affixing of our signatures that we have read and understand the purpose and intent of this “Career Practicum Agreement.”





Work-Site Mentor









School-Site Coordinator





Parent or Guardian









Career Practicum Student
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career practicum student performance and training center

Name:














Date: 










Cooperating Business or Industry: 




















Job/Position: 

























Beginning Career Practicum Date:









Last Evaluation Date: 







This performance/evaluation form is an instrument to assist you in evaluating the job performance of a career practicum student.  Appraising any employee is a serious responsibility, as the employee’s future is greatly influenced by your appraisal.  Appraisal of your student is equally important.  PLEASE GIVE IT YOUR CAREFUL AND THOUGHTFUL CONSIDERATION.

Instruction: Listed below are skills and characteristics that are important for review of a student employee.  Make specific comments to support your ratings, especially on categories where you have rated the student/apprentice very Low or very High.


1.
quality of work:



Consider neatness, accuracy, and general efficiency.

	LOW
	
	
	
	HIGH

	Makes too many errors in performing routine tasks. Quality of work is unacceptable.
	Accuracy of work is at the below average level. Not very accurate.
	Is average with respect to accuracy in performing routine tasks.
	Seldom makes an error. Accuracy is constantly above average.
	Practically never makes an error. Is extremely accurate in clerical tasks.


Comments: 

























2.
quantity of work:



Quantity of work turned out and promptness with which it is completed.

	LOW
	
	
	
	HIGH

	Is too slow. Productivity is low. Tasks are below minimum standards.
	Produces at minimally acceptable level.
	Performs routine tasks with average output.
	Performs routine tasks with good output.
	Exceptional output in performing routine tasks.


Comments: 

























3.
attendance:



Consider absenteeism and tardiness.

	LOW
	
	
	
	HIGH

	Frequently absent and/or frequently late for work.
	Below average attendance and promptness.
	Usually reports for work on time.
	Very prompt and regular in reporting for work.
	Extremely prompt and regular in reporting for work.


Comments: 
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4.
basic understanding of business and industry principles:

A.
Displays low/high level of comprehension of this firm’s operations. 











B.
Does career practicum student take initiative to inquire about jobs or duties he/she has been assigned? 




C.
Has career practicum student developed a good rapport with fellow employees?  Members? 






D.
Does attitude/actions of career practicum student indicate weak/strong interest in the industry? 





additional comments: 





















Evaluation by: 














Date: 















(Work-Site Mentor)

This evaluation has been discussed with me: 








Date: 



















(Student)

Reviewed by school-site coordinator: 










Date: 


















(School-Site Coordinator)

appendix d

Insert a copy of one of the 16 Career Cluster High School Plans of Study located at:

http://www.okcareertech.org/guidance
Select Career Cluster Plans of Study; click on “Cluster Icon.” Revise; save to hard drive and/or print. 
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CAREER PRACTICUM

Hour
1
2
3
4
5
6
7

Male




Female




Coordination Records






Grade 




Name









Social Security Number





Phone Number

Address






City





Zip Code





Date of Birth

Parent’s Name


















Phone Number

Cooperating Business or Industry








Supervisor

Address






City





Zip Code





Phone Number

Work-site Mentor












Name

	Period
	Subject
	Teacher
	Room
	Credit Hr.

(1 or 2)
	
	Work Schedule



	1

2

3

4

5

6

7






Total School Credits Prior to Enrollment 






	
	
	
	

	
	
	
	Sunday
	

	
	
	
	
	

	
	
	
	Monday
	

	
	
	
	
	

	
	
	
	Tuesday
	

	
	
	
	
	

	
	
	
	Wednesday
	

	
	
	
	
	

	
	
	
	Thursday
	

	
	
	
	
	

	
	
	
	Friday
	

	
	
	
	
	

	
	
	
	Saturday


	

	
	


CAREER PRACTICUM

Hour
1
2
3
4
5
6
7

Male




Female




Coordination Records






Grade 




____________________________________________________________________________________________________________________

Name









Social Security Number





Phone Number

____________________________________________________________________________________________________________________

Address






City





Zip Code





Date of Birth

____________________________________________________________________________________________________________________

Parent’s Name


















Phone Number

____________________________________________________________________________________________________________________

Cooperating Business or Industry








Supervisor

____________________________________________________________________________________________________________________

Address






City





Zip Code





Phone Number

____________________________________________________________________________________________________________________

Work-site Mentor

____________________________________________________________________________________________________________________












Name

	Period
	Subject
	Teacher
	Room
	Credit Hr.

(1 or 2)
	
	Work Schedule



	1

2

3

4

5

6

7






Total School Credits Prior to Enrollment 






	
	
	
	

	
	
	
	Sunday
	

	
	
	
	
	

	
	
	
	Monday
	

	
	
	
	
	

	
	
	
	Tuesday
	

	
	
	
	
	

	
	
	
	Wednesday
	

	
	
	
	
	

	
	
	
	Thursday
	

	
	
	
	
	

	
	
	
	Friday
	

	
	
	
	
	

	
	
	
	Saturday
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	STANDARDS FOR 16- AND 17-YEAR OLDS

The following standards apply to 16- and 17-year old youths employed in nonfarm jobs.




	Hours Limitations

· None under FLSA: Federal law does not limit either the number of hours nor the time of day that youth 16 years of age and older may work.

· Some state laws do restrict the hours that 16- and 17-year olds may work.

Occupation Limitations

Minors may perform all work except in 17 occupations considered too hazardous for all youth under the age of 18.  The Hazardous Occupations Orders (HOs) are:

HO 1
—
Manufacturing and storing explosives;

HO 2
—
Motor-vehicle driving and outside helper, including driving motor vehicles or working as outside helpers on motor vehicles or driving as a part of any occupation;

HO 3
—
Coal mining;

HO 4
—
Logging and saw milling;

HO 5*
—
Work using power-driven woodworking machines, including the use of saws on construction sites;

HO 6
—
Work where exposed to radioactive substances;

HO 7
—
Work involving the operation of power-driven hoisting devices including the use of fork lifts, cranes, and nonautomatic elevators;

HO 8*
—
Work using power-driven metal forming, punching, and shearing machines (but HO 8 permits the use of a large group of machine tools used on metal, including lathes, turning machines, milling machines, grinding, boring machines, and planing machines);

HO 9
—
All mining other than coal mining, including work at gravel pits;

HO 10*
—
Work involving slaughtering or meat-packing, processing, or rendering;

HO 11
—
Work involving the operation of power-driven bakery machines;

HO 12*
—
Work using power-driven paper-products machines, including the operation and loading of paper balers in grocery stores;

HO 13
—
Work in manufacturing of brick, tile, and kindred products;

HO 14*
—
Work involving the use of circular saws, band saws, and guillotine shears;

HO 15
—
All work involving wrecking, demolition, and ship-breaking;

HO 16*
—
All work in roofing operations; and

HO 17*
—
All work in excavating, including work in a trench as a plumber.
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	STANDARDS FOR 16- AND 17-YEAR OLDS

The following standards apply to 16- and 17-year old youths employed in nonfarm jobs.




	Exceptions in Occupation Limitations

Special provisions for Student-Learners and Apprentices — The seven HOs identified with an asterisk permit the employment of apprentices and student-learners in vocational education programs under certain conditions. Student-learners in STW programs will meet the student-learner exemption if the student is employed under a written agreement which provides that:

(1)
all hazardous work will be performed under the direct and close supervision of a qualified and experienced person;

(2)
safety instructions will be given by the school and reinforced by the employer with on-the-job training;

(3)
the job training follows a schedule which reflects organized and progressive skill developments; and

(4)
the work in the hazardous occupation is intermittent and for short periods of time and is under the direct and close supervision of a journeyman as a necessary part of such apprenticeship training.

The written agreement must be signed by the employer and placement coordinator (or school principal). Copies of the agreement must be kept on file by both the school and employer.

NOTE: To qualify as an apprentice, one must obtain the appropriate certificate from the local U.S. Department of Labor Bureau of Apprenticeship and Training (BAT) office or a state office approved by BAT.
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	STANDARDS FOR 14- AND 15-YEAR OLDS

The following standards apply to 14- and 15-year old youths employed in nonfarm jobs.




	Hours Limitations

The hours 14- and 15-year olds may work are limited to:

outside school hours;

no more than three hours on a school day;

no more than 18 hours in a school week;

no more than eight hours on a nonschool day;

no more than 40 hours in nonschool weeks;

between 7 a.m. and 7 p.m. (between June 1 and Labor Day they may work as late as 9 p.m.).

Occupation Limitations

In addition to the Hazardous Occupations listed that are prohibited for minors under the age of 18, 14- and 15-year olds may not work in the following occupations:

cooking, other than at lunch counters and snack bars, and within the view of the customer;

manufacturing, mining, processing;

most transportation jobs;

work in warehouses and workrooms;

on construction jobs except in the office;

in any job involving hoists, conveyor belts, power-driven lawn mowers, and other power-driven machinery.

No Exceptions to Occupation Limitations

Occupation limitations are strictly enforced for 14- and 15-year old youths, with no exceptions. The student-learner provisions applicable to some Hazardous Occupations for youth 16- and 17-years of ages (as listed) do not apply to minors under the age of 16.
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	special provisions for 14- and 15-year olds under wecep


	The Work Experience and Career Exploration Program (WECEP) includes special provisions that permit 14- and 15-year old STW enrollees to be employed during school hours and in occupations otherwise prohibited by regulation.

WECEP is designed to provide a carefully planned work experience and career exploration program for 14- and 15-year old youths, including youths in STW programs, who can benefit from a career-oriented educational program.  WECEP is designed to meet the participants’ needs, interests, and abilities. Among other things, the program helps dropout-prone youths to become reoriented and motivated toward education and helps to prepare them for the world of work.

A state education agency with a school-to-work program may obtain approval from the Department of Labor for STW enrollees participating in WECEP to be employed:

up to three hours on a school day;

up to 23 hours during a school week;

any time during school hours;

under variances granted by the Wage and Hour Administrator that permit employment of WECEP participants in otherwise prohibited activities and occupations.1
Any representative of the Governor who is interested in establishing a WECEP may forward a letter of application to the Administrator of the Wage and Hour Division, U.S. Department of Labor, Room S3502, 200 Constitution Avenue, NW, Washington, DC 20210. The provisions for WECEP are set by Regulations 29 CFR Part 570.35a. Approval to operate a WECEP is granted by the Administrator of the Wage and Hour Division for a two-year period.

1NOTE: The regulations do not permit issuance of WECEP variances in manufacturing, mining, or in any of the 17 Hazardous Occupations orders listed.




appendix f (continued)

	STANDARDS FOR farm jobs

The following standards apply to minors employed in farm jobs.




	Hours Limitations

Minors 16 years and older may be employed in any farm job at any time.

Fourteen and 15-year old farm workers may be employed outside school hours in any occupation not declared hazardous. Children who move from a school district where schools have closed for the summer vacation and live in another district where the schools are still in session, may work during the hours that the school is in session in the new district. After May 15, it is assumed that school is closed for the summer.

With written parental consent, 12-and 13-year olds may be employed.

Minors under 12 years of age may be employed outside school hours in any nonhazardous job with written parental consent but only on farms not subject to the minimum wage provisions of FLSA.

Minors of any age may perform work at any time on a farm owned or operated by the minor’s parents or persons standing in place of the parents.

Occupation Limitations

Once teenagers reach age 14, they may perform the same agricultural work as an adult except occupations that involve the agricultural Hazardous Occupations orders.

Agricultural Hazardous Occupations orders apply to minors under age 16. These orders are listed in Child Labor Bulletin 102—The Child Labor Requirements in Agriculture Under the Fair Labor Standards Act.

Exemptions

Exemptions from the agricultural Hazardous Occupations orders applicable to tractors and certain other farm machinery apply to 14- and 15-year old student-learners enrolled in vocational educational programs and holders of certificates of completion of training under 4-H programs.
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