Student Services Model

JOB PLACEMENT

NOTE:  Each level builds upon the previous level(s).  While not always explicitly stated, it is understood that activities and services advance in comprehensiveness from the “Novice” level through “Advanced.”  For “Advanced” status, all services in “Meets Standard” are incorporated as well.

	
	Novice
	Developing
	Meets Standards
	Advanced

	Student Preparation and Assistance
	· Upon completion, students are referred to outside agencies.
	· The technology center assists second year students with resumé writing and knowledge of job application procedures.

· The technology center assists completers with job referral as requested.

· Contact with completers is made only for purposes of follow-up reports.


	· The technology center assists all students in full time programs in developing employability skills, computer familiarity, résumé writing, interview skills and knowledge of job application procedures, interpersonal communications, skills for disclosing special needs and requesting modifications (self-advocacy), and job search skills prior to program completion.

· The technology center informs all students prior to program completion of the availability of job placement services.

· The technology center provides job placement assistance to all completers of full time programs for a minimum of six months after program completion.
	· Students are provided opportunities to role-play interviews, are supplied with professional resume materials, participate in CTSO job interview events, and are assisted with preparing portfolios to demonstrate their skills development.

· Short term programs have the opportunity to participate in employability skills training.

· The technology center informs all students upon enrollment of the opportunity for employability preparation and existence of job placement services.

· The technology center job placement resources, including resume and portfolio update and job referral, are available to former students for an indeterminate amount of time.

	Business and Industry Relationships
	· Programmatic advisory committees are considered the contact base for student employment.
	· The technology center initiates contact with businesses and industries that employ students from the occupational areas taught on campus.
· Students nearing completion are given contact information for potential employers or for on the job training.
	· The technology center maintains regular contact with businesses and industries as well as creates and maintains a current list of job openings accessible to all staff and students to facilitate employment of completers.

· The students are provided opportunities for interaction with business and industry representatives throughout their training experience.

	· The technology center markets the benefits of employing program completers and promotes individual students to prospective employers.
· Opportunities for mentoring, apprenticeship, and internships are developed jointly with business and industry and offered to students.
· The technology center invites business and industry representatives to participate in job fairs, on-campus interviews opportunities, and CTSO events.

	Documentation
	· Job placement is the responsibility of program instructors. Records are kept within individual programs for purpose of submitting follow-up reports.
	· Documentation of student placement activity is maintained within individual student records. 
	· The technology center keeps records and/or documentation to show that all eligible students were given equal opportunity to respond to job referrals.
	· The technology center maintains a database of information showing student placement history, specific job skills and competencies, referral history, and student employment record.

	Nondiscrimination (School)
	· The technology center includes a statement of nondiscrimination on any material disseminated by the technology center.


	· Information about employment laws that protect students from discrimination based on race, religion, color, ethnicity, national origin, gender, age, or disability is made available to students.
	· The district has grievance procedures and policies regarding harassment in place.   Information about these policies, procedures and employment laws that protect students from discrimination based on race, religion, color, ethnicity, national origin, gender, age, or disability is distributed to each student.
	· The district has grievance procedures and policies regarding harassment in place.  Information about these policies, procedures and employment laws that protect students from discrimination based on race, religion, color, ethnicity, national origin, gender, age, or disability are distributed and discussed with all students.

	Nondiscrimination (Employers)
	· The technology center assumes employers have policies and procedures for grievances and harassment and do not discriminate in employment, work assignment, or promotion based on race, religion, color, ethnicity, national origin, gender, age or disability.
	· The technology center informs employers that students must not be subjected to harassment or discriminated against in employment, work assignments, or promotion based on race, religion, color, ethnicity, national origin, gender, age, or disability
	· The technology center requests assurances from employers that policies and procedures for grievances and harassment are in place and that students utilizing job placement services will not be discriminated against in employment, work assignments, or promotion based on race, religion, color, ethnicity, national origin, gender, age, or disability.  All personnel engaged in job placement are made aware of these assurances.  The district maintains a copy of these assurances on file at the technology center.
	· Employers provide written assurances to the technology center that policies and procedures for grievances and harassment are in place and that students will not be discriminated against in employment, work assignments, or promotions based on their race, religion, color, ethnicity, national origin, gender, age, or disability.  All instructors receive training regarding the importance and purpose of these assurances.  The district maintains a copy of these assurances on file at the technology center.


