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Student Name_______________________________________________ Start Date_______________________

Worksite___________________________________ Supervisor Name_________________________________

Student Responsibilities: (Failure to comply with any of the following may result in termination from the program.)
1. Keep regular attendance at school and on the job, notifying the employer of any absences. Excessive absences may result in disciplinary action and/or loss of credit. 

2. Abide by all school rules and regulations, as well as business site rules and expectations.

3. Demonstrate honesty, punctuality, cooperation, confidentiality, and respect for others.

4. Turn in weekly work diaries/pay stubs to your CVA teacher, as well as any required paperwork.

5. Let your supervisor CVA teacher and know of any problems, concerns, or injuries.

6. Dress responsibly and appropriately for a public school and the learning/training site.

7. Read and abide by the goals and guidelines of the Work Based Learning Program.

Work Site/Learning Site Responsibilities:
1. Comply with Federal and State Labor and Industry regulations, as well as state worksite learning standards and school district policies.

2. Provide orientation: facility tour, awareness of safety policies and procedures, and harassment. (See reverse side.)
3. Conform to federal laws prohibiting discrimination on base of race, color, origin, sex or disability.

4. Provide a safe working environment and report any student accidents and injuries.

5. Consult with the CVA teacher concerning the student’s learning plan.

6. Verify attendance and time records and provide feedback regarding performance and skill attainment. 

7. Maintain liability insurance.

8. Supervise students while on business premises and monitor employees who oversee them.

9. Students will in no way violate collective bargaining agreements between business and employees.

School District Representative Responsibilities:
1. Review all paperwork, including a training plan, before grades are issued.

2. Inform students of basic work site safety and minor work laws.

3. Consult with work site supervisor to evaluate student performances as per the student learning plan.

4. Document all accidents and injuries.

5. CVA Teacher will contact employer at quarter and semester.

Each party shall defend, indemnify and hold the other party, its officers, employees, and volunteers harmless from any and all claims, injuries, damages, losses, or suits including attorney fees, arising out of injuries and damages caused by each party’s own negligence.

Valley School District, as an educational institution and as an employer, does not discriminate on the basis of race, religion, ethnicity, national origin, age, disability, sex, marital or veteran status. This is a commitment made by the District in accordance with federal, state, and local laws and regulations.

STUDENT:
 

Name: _________________________________ Mailing Address: ____________________________________

 

City/State/Zip:______________________________________ Phone: _________________________________
Signature: __________________________________________


EMPLOYER:






Name of Business: __________________________________ Address: ________________________________
City/State/Zip: ______________________________________ Phone: _________________________________
Supervisor Name: ___________________________________ Signature: ______________________________

COLUMBIA VIRTUAL ACADEMY: 

Teacher: ____________________________________  Signature: ____________________________________
3030 Huffman Road
Valley, WA  99181

(509) 937-4663
Orientation to Business
Directions:  (Be sure that your student employee obtains information about the following factors)
1.  Explain the company’s history

2.  Describe the company’s product line(s)

3.  Discuss company policies and procedures regarding:

a.  Appropriate dress and grooming


b.  Safety rules


c.  Emergency procedures


d.  Procedures for absences


e.  Procedures for arrival (i.e. Who/where to check in, where to put coat, etc.)


f.   Procedures for departure


g.  Parking


h.  Policies about use of telephone


g.  Presence of food at workstation

4.  Introduce co-workers

5.  Explain job responsibilities of co-workers

6.  Identify training supervisor

7.  Show student his/her workstation.

8.  Describe student’s responsibilities.

9.  Explain the importance of the student’s responsibilities to the organization.




     Work Based Learning Program


          Student Learning Agreement











Please review Orientation to Business on reverse side of this document.

