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The Victoria Independent School District prohibits discrimination, including harassment, against any student on the basis of 

race, color, religion, sex, gender, sexual orientation, national origin, disability, age, or any other basis prohibited by law.   
  
El Distrito prohibe la discriminación, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religión 

sexo, género, orientación sexual, origen nacional, discapacidad, edad o cualquier otra razón prohibida por la ley. 

 

 

 

Key Points 
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• Students must be employed by the 15th instructional day after the date of enrollment.  

•  If a student’s employment at an approved training site does not begin by the 16th day after enrollment, 

the Career Prep teacher will contact the school counselor for removal from the program and for a 

schedule change.  If a student becomes unemployed during the Fall or Spring semester, students have 15 

days to find another place of employment.  If employment is not obtained within the 15 days, students 

may be removed from the program and have their schedule changed.  

• Training Plans must be received by the Career Prep Teacher through the 15th instructional day after the 

date of employment. 

• Physical Site Visits must be completed on each student every 6 weeks.  Site visits must be on file with the 

CTE Center Principal and Career Readiness within 7 days after the end of the six weeks (see Site Visit 

Timeline below). 
 

Examples: 

Student Date of 

Enrollment  

Date of Employment  Students 

have 15 instructional days from 

the date of enrollment to secure 

employment. 

Date 

Training 

Plan is Due  
Training Plans 

due by the 

15th 

instructional 

day from the 

date of 

employment.  

Training Plan  

Not Turned in on Time 
If a training plan is not turned in 

by the 15th instructional day, 

then the CP Teacher is to 

complete the Ineligible 

Spreadsheet and email it to 

peims.specialists@visd.net and 

cc: Andrea Pope 

Student  A 

(employed on the 

first day of school) 

8/12/2026 Student is employed on 8/12/26 9/3/2026 9/4/2026 

Student B 

(Student is enrolled, 

but not employed on 

the first day of 

school) 

8/12/2026 9/3/2026 9/25/2026 9/26/2026 

Student C 

(Student not 

enrolled or 

employed on first 

day of school) 

9/3/2026 9/25/2026 10/16/2026 10/19/2026 

Student D 

(Student not 

enrolled or 

employed on the 

first day of school) 

9/3/2026 (This 

student has 15 

days to secure 

employment 

which is 

through 

9/25/26) 

9/28/2026 

(Student didn’t secure 

employment until 9/28/25 so 

funding will only be for 9/3/24 to 

9/25. On 9/28, the next school day, 

funding is turned off from 9/25/26 

to 9/28/26 because 9/28/2026 is 

the date he/she secured 

employment) 

10/19/26 

 

For lack of employment, 

funding is turned off from 

9/25/26 through 9/28/26 

 

If Training Plan is not turned 

in on or before 10/19/26, 

funding is turned off on 

10/20/26.  

 

 
 
 

Site Visit Timeline 
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25-26  
Beginning Date Ending Date & # of Days 

Site Visit Reports Due 
at CP Meeting 

1st  Aug 12, 2026 Sept 18, 2026                  27 September 22,2026 
2nd Sep 21, 2026 Oct 30, 2026                    28 November 3, 2026 
3rd Nov 2, 2026 Dec 18, 2026                   28 December 15, 2026 
4th Jan 04, 2027 Feb 19, 2027                   32 February 23, 2027 
5th Feb 22, 2027 Apr 16, 2027                    32 April 13, 2027 
6th Apr 19, 2027 May 28, 2027                   28 May 25,2027 

 

Career Preparation General; Career Prep Program of Study; and 

Extended Career Preparation  
Overview: 

The opportunity to participate in Career Preparation/Extended Career Preparation is a privilege for students. 

Before a student enters the workplace, he/she should have an adequate background of knowledge and skills. The 

recommended course sequencing should include exploratory and laboratory/technical courses. In addition, the 

following guidelines must be considered.  Career Preparation/Extended Career Preparation is offered to students 

during their junior and senior years. The purpose of the course is to provide a venue for students to transfer 

technical and academic skills acquired in the classroom to a work-based setting. Therefore, career preparation 

will allow students greater opportunities to achieve a higher skill level in order to meet the expectations of 

business and industry.  

 

Student Requirements 

A student must be at least 16 years old to enroll in a Career Preparation/Extended Career Preparation course.  

Each career preparation program must consist of an average of one class period of instruction per day in addition 

to assignment at a training station, and students must attend the classroom instruction portion of the training for 

the entire school year.  

 

Expectation 

Career Preparation/Extended Career Preparation instruction opportunities must be planned and supervised 

cooperatively by the Local Education Agency (school) and the training sponsor (work site). Students receive 

instruction by participating in specific classroom instruction and career preparation experiences. Written training 

agreements must be on file for students participating in either paid/unpaid Career Preparation/Extended Career 

Preparation experiences.  
 

A student in a paid/unpaid Career Preparation/Extended Career Preparation may be counted for contact hours on 

the first day of enrollment, provided a training plan for the student is on file within fifteen (15) instructional days 

of the student’s enrollment date. If a student’s employment at an approved Career Preparation/Extended Career 

Preparation training site does not begin by the 16th day after enrollment, funding will be turned off. Each Career 

Preparation/Extended Career Preparation teacher will be responsible for submitting the Ineligible to Receive 

Funding spreadsheet to peims.specialists@visd.net, PEIMS Coordinator-(Amanda Rubio-Caka), CTE Center 

Principal & Career Readiness Specialist-(Andrea Pope), and the Career Preparation/Extended Career Preparation 

Teacher (keeps a copy). 

 

Accountability 

Teachers assigned to Career Preparation/Extended Career Preparation courses shall physically visit each student's 

training site at least six times each school year. At least one visit during each six-week period is required in order 

mailto:PEIMS.Specialists@visd.net
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to earn contact hours for that reporting period. Documentation of each site’s visits requires the completion of a 

Career Preparation/Extended Career Preparation Site Visit and Student Evaluation Report.  

 

Credits 

A student is coded V3 for earning 3 credits. In order to earn three (3) full units of credit which is one and one-

half credits (1 ½) credits each semester, a student must be receiving an average of one class period of career 

preparation CTE instruction per day every week for the entire school year and must be assigned at least 15 hours 

per week. The course should span the entire school year.  

 

A student may be counted as an eligible student from the date of enrollment provided an approved Training Plan 

Agreement which includes the TEKS and expectations of employment is on file with the teacher and CTE Center 

Principal and Career Readiness Specialist within 15 instructional days after the date of enrollment.  

 

Training Plans shall be developed by the Career Preparation/Extended Career Preparation teacher in consultation 

with the person responsible for providing on-the-job training experiences to the student involved. Career 

Preparation/Extended Career Preparation sites shall be in business, industry, and/or governmental agencies and 

need to provide each student with a broad range of curriculum related training experiences. The approved 

Training Plans shall be based on competency statements, which address the appropriate TEKS. 

 

The Service ID (8-digit code) used on a student’s Training Plan Agreement and federal reporting must be listed 

in the TEA approved PEIMS Code Table 22. 

To maintain accountability, our district has chosen the Work-Based Learning Site Visit and Student Evaluation 

Report as documentation.  

 

Teachers are responsible for meeting the guidelines for site visits for both paid/unpaid Career 

Preparation/Extended Career Preparation students.  Verification of site visits must be acknowledged by the 

signature of the training site supervisor. Within seven working days following the last day of each six-week 

period, Career Preparation/Extended Career Preparation teachers are required to submit a copy of the site visit 

report to the CTE Center Principal and Career Readiness Specialist. The second step of the submission process is 

for the CTE Career Prep teacher to provide the PEIMS Coordinator & the CTE Center Principal and Career 

Readiness Specialist with a report for review, approval, and filing. This process is necessary to maintain 

accountability for audit documentation as required by the state of Texas.  

 

 

Career Preparation /Extended Career Preparation and Program 

Components 

Teachers of Career Preparation/Extended Career Preparation 

Teachers of Career Preparation/Extended Career Preparation courses are educators who coordinate school-based 

and work-based learning experiences for students enrolled in Career Preparation /Extended Career Preparation 

courses (paid/unpaid). The educator must have a Work-Based Learning Cooperative Education/ Diversified 

Occupations Teaching Endorsement.  Career Preparation/ Extended Career Preparation are for paid or unpaid 

work-based learning experiences. 
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Selected Student-Learners  

Student-learner is the name given to students enrolled in Career Preparation/Extended Career Preparation. Before 

enrolling, students must apply and be selected by the teacher-coordinator to participate.  Three important criteria 

for student selection include: (1) a desire to participate, (2) a tentative career objective, and (3) an ability to benefit 

from on-the-job training.  Only students who meet these criteria should be selected to participate.   

 

Related Classroom Instruction 

The related class must be taught by the Career Preparation/Extended Career Preparation teacher-coordinator, 

complement the student-learners' on-the-job learning experiences, and be developed to meet the specific needs of 

each student.  Related classroom instruction should be designed to improve personal and social skills, provide 

needed basic education, and develop relevant occupational skills and knowledge.  Research has found that 

employers believe that the related class should have a broad focus and should include topics such as 

computational skills, communication skills, computer and other technological skills, good work attitudes, 

appropriate work behaviors, job seeking skills, and job coping skills.   

 

Supervised On-The-Job Training 

This training, provided by employers during their usual working hours, should involve the application of theory 

and specific skills common to the occupation.  Indicators of quality on-the-job training include: (1) students are 

paid for their work or unpaid experiences, (2) the job content is meaningful, (3) adequate safety instruction is 

provided, (4) the job challenges the student's ability, (5) the work is related to the student's career/occupational 

choice, (6) the duration of the work experience is long enough for the student to perform a variety of meaningful 

tasks, (7) job activities foster responsibility, (8) the job provides an adequate amount of work to keep the student 

busy, and (9) the instruction is sequentially planned.  In addition, student-learners must be employed and paid in 

conformity with federal and state laws and regulations and in a manner that does not result in their exploitation.   

 

Selected Training Stations 

Businesses that provide training experiences for student-learners are called training stations and should be 

selected after the teacher-coordinator has visited the site and determined that it would be a meaningful and safe 

learning environment.  Employers should be given the opportunity to interview and hire the student-learners of 

their choice; however, student-learners cannot be hired if it causes the displacement of regular 

workers.  A specific training supervisor should be designated who will be directly responsible for supervising the 

student-learner while they are on-the-job.   

 

Training Agreements 
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Training agreements must include student's name, address, telephone number, date of birth and age; date 

employment begins; program completion date; starting rate of pay; student-learner's job title; employer's name, 

address, telephone number; name of student-learner's supervisor; conditions for employment; an equal opportunity 

statement; and signatures of the student, parent, teacher/coordinator, and employer.   

 

Training Plans 

The teacher-coordinator, student-learner, and training sponsor must develop a list which spells out the attitudes, 

skills, and knowledge which are needed by the student-learner to successfully obtain his/her occupational 

objective.  Once these competencies have been identified, the coordinator and the training sponsor should decide 

if they are to be learned in the related class, on-the-job, or both.  This detailed outline of sequentially planned 

tasks becomes the training plan.  Documentation of safety instruction is a critical part of the training plan.  The 

student-learner should be informed of the level of competency that he/she will be required to demonstrate. 

 

Coordination 

Close supervision of the student’s school site learning and work site training must be coordinated if both are to 

contribute effectively to their education and employability.  All parties to the Training Agreements including 

students, Career Preparation teacher and employer in collaboration with the parent/s and school district will 

follow county, state and federal guidelines to ensure the health, safety, welfare and educational progress of the 

students. Consequently, a work schedule that permits adequate time for supervision of student-learners on the job 

is essential.  Coordinators must maintain written documentation of regular visits to training stations.  The 

following documents must be kept on file for a minimum of five years: Training Plan Agreements, student 

evaluations, and visitation reports. 

 

Evaluation  

The awarding of credit for related class progress and on-the-job performance is recommended for Career 

Preparation/Extended Career Preparation student-learners.  Secondary students must receive a separate grade for 

the related class and for their on-the-job training in the Career Preparation/Extended Career Preparation 

class.  The training supervisor must assist the coordinator when evaluating a student-learner's progress toward the 

competency attainment described in the training plan, but the ultimate responsibility remains with the teacher-

coordinator.   

 

Career Preparation General; Career Prep Program of Study; and Extended Career Preparation 

Program Forms:  

 

1. Training Plan Agreements  
2. Description of Specific and Related Occupational Training 
3. Child Labor Laws 
4. Work-Based Learning Cooperative Education Site Visit and Student Evaluation Report 
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5. Weekly Training Report 
6. Standards of Operation 
7. Student Daily Job Search Report 
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Career Preparation General 
General requirements. This course is recommended for students in Grades 11 and 12. Recommended prerequisite: at least one credit in a career and technical education 

course. Students shall be awarded two credits for successful completion of this course. This course may be related to or outside the student's program of study. 

(1) A student may repeat this course one time for credit provided that the student is experiencing different aspects of an industry and demonstrating proficiency in 

additional and more advanced knowledge and skills. 

(2) A student may not earn more than six credits for any combination of career preparation courses selected from Career Preparation General, Career Preparation for 

Programs of Study, and Extended Career Preparation. 

127.20 Texas Essential Knowledge and Skills (TEKS)  
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Related Study Assignments 

 

1. 1. Demonstrates professional employability skills to gain an 

entry-level position. The student is expected to: 
(A) Identify methods for employment (e.g., websites, networking)  

(B) Demonstrate essential workplace behaviors (e.g., greetings, attire)  

(C) Create a cover letter, resume, CV, or portfolio  

(D) Demonstrate interview techniques  

(E) Create pre- and post-employment documents (e.g., thank-

you/resignation letters)  

(F) Complete employment forms (e.g., I-9, W-4, application) (G) 

Describe the benefits of employment and self-sufficiency  

X X 

Complete a variety of activities and 
projects including job searches (print & 

online sources), workplace knowledge & 

skills, creating a resume, letters of 

intent and resignation, mock 

interviews, E-Portfolio, job applications 

and pre-employment forms (I-9, W-4 & 
thank you letter). 

 

(2) The student develops skills for success in the workplace. The 

student is expected to:  

(A) Model hygiene, grooming, and attire  

(B) Demonstrate professionalism (e.g., problem-solving, respect, 

initiative)  

(C) Display proper workplace etiquette (physical and digital)  

(D) Demonstrate accountability (e.g., task completion, teamwork)  

(E) Apply time management (e.g., prioritizing, meeting deadlines) 

 

X X 

Participate in Dress to Impress 

activities in class, dress appropriately 

for workplace.  

Demonstrate productive work habits 

and attitudes both in class and at the 

workplace. 

Participate in class activities to relate 

and apply concepts to work 

environment such as teamwork, 

grooming, self-evaluation, time 

management,   

 

(3) The student applies academic skills to the workplace. The 

student is expected to: 

(A) Apply industry math skills  

(B) Create and analyze a personal budget  

(C) Interpret data from tables, charts, graphs  

(D) Write and curate industry documents and digital communication  

(E) Interpret pay statements (e.g., FICA, taxes, tips)  

(F) Explain how debt affects financial stability 

X X 

Complete a variety of activities and 

projects in class that demonstrate the 

use of these competencies and skills 

as required in the workforce and 

related to the student’s job site.   

 

(4) The student exemplifies appropriate interpersonal skills in the 

workplace. The student is expected to: 

(A) Explain interpersonal skills' impact on workplace relations  

(B) Distinguish between successful and unsuccessful relationships  

(C) Explain importance of respecting others’ rights  

(D) Describe impact of personalities, experiences, workstyles  

(E) Demonstrate verbal/nonverbal communication professionally 

 

 

X X 

Participate and complete activities 

and projects relating to self-

evaluation (self-image, self-concept, 

individual 

strengths/weaknesses/improvement 

resources), communication, conflict 

resolution, negotiation teamwork and 

leadership skills such as CTSO’s. 
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(5) The student applies the ethical code of conduct and legal 

responsibilities within the workplace. The student is expected to:  

(A) Research workplace policies and consequences  

(B) Follow school/work codes of conduct with integrity  

(C) Explain importance of workplace ethics  

(D) Summarize the Fair Labor Standards Act  

(E) Describe privacy laws (FERPA, HIPAA, COPPA) consequences  

(F) Research Civil Rights Act, Title VII, Title IX  

(G) Describe relevant laws/regulations in chosen industry 

 

X x 

Complete a variety of activities and 

projects in class that demonstrate the 

use of these competencies and skills 

as required in the workforce and 

related to the student’s job site.   

 

(6) The student applies concepts and skills related to safety in the 

workplace. The student is expected to: 

(A) Identify and demonstrate safe practices  

(B) Identify unsafe practices and solutions  

(C) Explain OSHA's importance  

(D) Describe health/wellness practices influencing performance 

 

X x 

 

Research OSHA, CDC, WHO as 

well as other county, state and 

federal safety regulations. 

 

 

(7) The student evaluates personal attitudes, work habits, and 

skills that support job retention and advancement. The student is 

expected to: 

(A) Develop leadership skills (e.g., CTSOs)  

(B) Identify relevant certifications  

(C) Compare employment levels’ demands/rewards  

(D) Use surveys/tests to explore career options  

(E) Set SMART goals  

(F) Explore growth mindset methods  

(G) Explain workplace self-advocacy  

(H) Describe the role of evaluations in job growth  

 

X x  

 

(8) The student identifies skills and attributes necessary for 

professional success. The student is expected to: 

(A) Evaluate careers based on salary/benefits  

(B) Explain how personal factors affect career choices  

(C) Identify continuing education opportunities  

(D) Analyze future employment outlook  

(E) Describe entrepreneurial opportunities  

(F) Evaluate strategies for retention and advancement 

X x 

Complete learning activities that 

explore future employment outlook, 

entrepreneurial opportunities and 

rewards and demands for various 

levels of employment in a variety of 

careers of interest. (U.S. Bureau of 

Labor & Statistics, Youscience, and 

Job-Site) 

Complete activities & projects hat 

evaluate career 

retention/advancement trends, rights 

& responsibilities of employers and 

effective money management 

techniques.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Last Revised 7-22-25 

Extended Career Preparation  
General requirements. This course is recommended for students in Grades 11 and 12. Corequisite: Career Preparation General or Career Preparation for Programs of 

Study. This course must be taken concurrently with Career Preparation General or Career Preparation for Programs of Study and may not be taken as a stand-alone course. 

Students shall be awarded one credit for successful completion of this course. 

(1) A student may repeat this course one time for credit provided that the student is experiencing different aspects of an industry and demonstrating proficiency in 

additional and more advanced knowledge and skills. 

(2) A student may not earn more than six credits for any combination of career preparation courses selected from Career Preparation General, Career Preparation for 

Programs of Study, and Extended Career Preparation. 

 
127.22 Extended Career Preparation: Texas Essential 
Knowledge and Skills (TEKS)  
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Related Study Assignments 

(1) The student demonstrates employability skills as required by 

business and industry. The student is expected to: 

(A) Identify and pursue training, licensure, certification, or other 

credentials  

(B) Complete tasks to high standards to ensure quality 

products/services  

(C) Demonstrate planning and time-management skills for work tasks 
 

X 
X 
 

Demonstrate competencies and 
skills as required and relevant to 
the student’s job site.   

(2) The student demonstrates essential skills for success in the 

workplace. The student is expected to: 

(A) Apply professional standards and personal qualities (e.g., 

punctuality, initiative, respect, cooperation)  

(B) Use content knowledge, technical concepts, and vocabulary 

appropriately (C) Apply effective listening skills to obtain/clarify 

information  

(D) Maintain proper hygiene, grooming, and attire 

 

X x 
Demonstrate competencies and 
skills as required and relevant to 
the student’s job site.   

(3) The student applies and enhances academic knowledge and 

skills in the workplace. The student is expected to: 

(A) Use critical-thinking skills for problem-solving and decision-

making  

(B) Analyze problems to develop creative and innovative solutions 

X x 
Demonstrate competencies and 
skills as required and relevant to 
the student’s job site.   

(4) The student exemplifies appropriate interpersonal and 

communication skills in the workplace. The student is expected 

to: 

(A) Demonstrate teamwork and conflict-management skills  

(B) Use clear, concise verbal and non-verbal communication  

(C) Model effective internal and external communications 

X x Complete job-site’s safety 
training and procedures.   

(5) The student models ethical codes of conduct and legal 

responsibilities within the workplace. The student is expected to: 

(A) Show positive work ethic through task completion  

(B) Model ethical reasoning in workplace settings  

(C) Comply with workplace rules, laws, and regulations  

(D) Explain the roles of EEOC and Texas Workforce Commission 

(TWC) 

X x 
Demonstrate competencies and 

skills as required and relevant to 
the student’s job site.   
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(6) The student applies concepts and skills related to safety in the 

workplace. The student is expected to: 

(A) Follow workplace safety regulations  

(B) Operate tools and equipment safely  

(C) Report and handle accidents per procedures  

(D) Perform and describe a workplace hazard analysis 

 

x x 
Demonstrate competencies and 
skills as required and relevant to 
the student’s job site.   

(7) The student participates in a paid or an unpaid career 

preparation experience. The student is expected to:  

(A) Conduct, document, and evaluate supervised learning activities  

(B) Assess and report advanced technical knowledge and growth  

(C) Evaluate technical skill strengths and weaknesses  

(D) Document workplace experiences and curate work samples 

   

NOTE: This form is intended as a template; the user may modify as needed. 

 
1A training plan should be developed for any student that participates in a CTE work-based learning (WBL) experience where the training is conducted outside of 

the direct supervision of the teacher. This form may be used in conjunction with any CTE course; however, the most common WBL arrangements are either a 
cluster specific Practicum course or Career Preparation (paid only). An unpaid training plan cannot be used for students enrolled in Career Preparation. 

 

 
 

The Victoria Independent School District prohibits discrimination, including harassment, against any student on the basis of race, color, religion, sex, gender, sexual 

orientation, national origin, disability, age, or any other basis prohibited by law.    

 
El Distrito prohibe la discriminación, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religión sexo, género, orientación sexual, origen 
nacional, discapacidad, edad o cualquier otra razón prohibida por la ley.  
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Career Preparation for Programs of Study 
General requirements. This course is recommended for students in Grade 12. Prerequisite: at least one Level 2 or higher career and technical education course. Students 

shall be awarded two credits for successful completion of this course. 

(1) A student's employment experience connected with this course must be related to the student's program of study. 

(2) A student may repeat this course one time for credit provided that the student is experiencing different aspects of an industry and demonstrating proficiency in 

additional and more advanced knowledge and skills. 

(3) A student may not earn more than six credits for any combination of career preparation courses selected from Career Preparation General, Career Preparation for 

Programs of Study, and Extended Career Preparation. 

127.15 Texas Essential Knowledge and Skills (TEKS)  
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Specific Related Study 
Assignments 

 

 (1) The student applies and evaluates employability skills to improve the 

student's marketability within the workplace. The student is expected to: 
(A) Differentiate between a job and a career  

(B) Refine a professional portfolio or resume  

(C) Identify sources and obtain letters of recommendation  

(D) Model interview skills for a chosen career cluster  

(E) Evaluate methods for gaining employment  

(F) Describe how jobs lead to careers and self-sufficiency  

(G) Identify and explain work-based benefits (e.g., insurance, retirement) 

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   

 

(2) The student demonstrates essential skills necessary for success in the 

workplace. The student is expected to:  

(A) Maintain workplace hygiene, grooming, and attire  

(B) Model etiquette in physical and digital environments  

(C) Justify time-management decisions  

(D) Reflect on evaluations to understand employer expectations  

(E) Demonstrate workplace listening skills  

(F) Improve professionalism through dependability, communication, problem-

solving, and initiative 

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   

(3) The student applies and enhances academic knowledge and skills in 

the workplace. The student is expected to:  
(A) Use math in transactions (e.g., inventory, discounts)  

(B) Compare earnings for careers with personal goals  

(C) Use data (charts, graphs) to solve problems  

(D) Analyze and synthesize information from electronic communications 

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   

(4) The student demonstrates leadership qualities by applying work ethic, 

job expectations, multicultural considerations, and communication skills 

in the workplace. The student is expected to:  
(A) Model interpersonal skills and mentorship  

(B) Use verbal, nonverbal, written, and digital communication with various 

audiences  

(C) Define and evaluate personal integrity’s effect on workplace relationships  

(D) Identify functional vs. dysfunctional working relationships  

(E) Participate in leadership and career development activities  

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   

(5) The student models ethical codes of conduct and legal responsibilities 

within school and the workplace. The student is expected to:  
(A) Evaluate the Fair Labor Standards Act  

(B) Analyze privacy law violations (FERPA, HIPAA, COPPA)  

(C) Research profession-specific laws  

(D) Analyze policies, procedures, and ethical standards from employment  

(E) Interpret employer and employee rights/responsibilities 

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   
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(6) The student applies concepts and skills related to safety in the 

workplace. The student is expected to: 
(A) Research identity theft risks and prevention  

(B) Evaluate consequences of safety breaches  

(C) Model safe practices at a training station  

(D) Evaluate OSHA regulations’ workplace impact  

(E) Analyze effects of physical and mental wellness on career longevity 

X X 

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   

(7) The student models the skills that support employment retention and 

advancement. The student is expected to: 
(A) Create a personal growth plan with certifications and postsecondary 

options  

(B) Develop SMART goals for career growth  

(C) Analyze rewards/demands of career advancement  

(D) Model workplace self-advocacy  

(E) Compare performance evaluations to identify growth  

(F) Evaluate employment advancement factors (e.g., salary, benefits) 

  

Complete a variety of 

activities and projects in 

class that demonstrate the 

use of these competencies 

and skills as required in 

the workforce and related 

to the student’s job site.   (8) The student analyzes postsecondary career opportunities within a 

selected program of study. The student is expected to:  
(A) Compare growth and declining industries  

(B) Analyze job growth in relation to societal needs  

(C) Identify skills for success in emerging industries  

(D) Identify continuing education needs for future careers  

(E) Research entrepreneurial opportunities  

(F) Evaluate how personal priorities influence career choice 

X X 

Research OSHA, CDC, 

WHO as well as other 

county, state and federal 

safety regulations. 

 
NOTE: This form is intended as a template; the user may modify as needed. 

 
1A training plan should be developed for any student that participates in a CTE work-based learning (WBL) experience where the training is conducted outside of 

the direct supervision of the teacher. This form may be used in conjunction with any CTE course; however, the most common WBL arrangements are either a 

cluster specific Practicum course or Career Preparation (paid only). An unpaid training plan cannot be used for students enrolled in Career Preparation. 

  
The Victoria Independent School District prohibits discrimination, including harassment, against any student on the basis of race, color, religion, sex, gender, sexual 

orientation, national origin, disability, age, or any other basis prohibited by law.    

 
El Distrito prohibe la discriminación, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religión sexo, género, orientación sexual, origen 

nacional, discapacidad, edad o cualquier otra razón prohibida por la ley. 
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Weekly Training Report 
Due Every Friday: Attach Copy of Pay Stub 

 
Week # _ ____     Pay Period:       Weekly         Bi-Weekly          Bi-Monthly         Monthly 

Student Name: __________________________   Training Station: _______________________ 
 
Training Sponsor_______________ Weekly Training Objective:  ________________________ 
    

Write in the 

Day your 

work week 
starts 

Date 

Format:  
09/01 

Training Hours at 
Work: 

Total 
Hours 
and 
Minutes  
Per Shift: 

Attendance at Work: 
Explain any incidences you  
1. Were late to work 
2. Did not report to work 
3. Left work early 

Start 
Time: 

End 
Time: 

      

      

      

      

      

      

      

    

1. Did you report to work all week as scheduled?         Yes          No 

2. If you were absent from work at any time this week:  
a. Did you follow the company’s procedures for being absent?  Yes             No 
b. What is your employer’s procedure for not reporting to work as scheduled __________________ 
_______________________________________________________________________________ 

c. Did you call your training sponsor as soon as the establishment opened for business?  Yes No 

3. Calculate your wages this week: 

Total Hours __ ___ X Hourly Wages __ ____ = Total Weekly Gross Wages ____________ 

 
Gross Wages:      $ ______________ 

 
Federal withholding Tax:  $____________ 
FICA Medicare   $____________ 
FICA Social Security  $____________ 
Other     $____________ 

Total Deductions     $ _______________ 

Net  

Wages       $ _______________  
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4. a. Are the Gross and Net amounts you calculated the same amount indicated on your check?  
    (attach check stub to this report)                                                          Yes           No 

4. b. If the amounts are not the same, what were the discrepancies?  _________________________ 

5. List and explain your job duties this week: _______________________________________________ 

6.Journal Topic:  _________________________________________________________________ 
 

ABSENCE REPORT FROM SCHOOL THIS WEEK 

Class 
Period: 

Indicate any days you were Absent or Tardy from 
school this week. (A = Absent & T = Tardy) 

Reason/s you were absent or tardy from 
school.  

Monday Tuesday Wednesday Thursday Friday  

1       

2       

3       

4       

5       

6       

7       

         Check box if you were present and on time to all of your classes all week.  
 

1. Did you inform your teacher/Program Coordinator on the date of absence?  Yes ____No _____ 
If not, explain. 
______________________________________________________________________ 

2. Did you report to the Training Site and not to school?  Yes _____     No ______ 
If yes, explain. 
______________________________________________________________________ 

3. What are your total absences to date for the 2020-2021 school year? ______________ 
(Each class counts as one absence). 

4. What are your total tardies to date for the 2020-2021 school year? ______________ 

  I certify that the information is accurate and honest on both the Weekly Training and Absence 
Reports.  
 

__________________________________________________________________________________________     
   Student Name                                                                                                      Date 

 
The Victoria Independent School District prohibits discrimination, including harassment, against any student on the basis of race, color, religion, sex, gender, sexual 
orientation, national origin, disability, age, or any other basis prohibited by law.   
  
El Distrito prohibe la discriminación, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religión sexo, género, orientación sexual, origen 
nacional, discapacidad, edad o cualquier otra razón prohibida por la ley. 
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STUDENT DAILY JOB SEARCH REPORT 
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Student's Name ___________________  Date of Face-to-Face Job Application: ____________ 
 
                                Date this form was submitted to Work Program Coordinator: ____________ 
 
                                                                         Work Program Coordinator Initials: ____________ 
                                        
                                       Professional, Business Casual, Casual photos attached: Yes ___ No ___ 

 
When unemployed, you must be actively seeking employment by applying face-to-face for 
employment with at least one employer/jobsite per instructional day until you have secured 
employment. You  have up to 15 school days to secure employment at an approved jobsite, but 
must submit this form for every job application you submit and it is your responsibility to submit it 
to your work program coordinator the following school day from the date of your application. 
Online job applications are accepted, but are limited to 2 online applications per week and will be 
accepted only with a complete printout of the submitted application. Please do not hesitate to 
contact your work program coordinator if you are needing help finding employment. I’m here to 
help guide you through this process. 
 
To help you secure employment before the deadline, please complete the following information: 
 
Name of  Employer (Jobsite) your applied: ___________________________________________ 
 
Address: _____________________________________ Phone : _________________________ 
 
Who did you speak with when you applied? ___________________  
 
What is their job title?___________________ 
 
What color ink did you write with on your job application? ____ Did you ask to borrow a pen? ___ 
 
Was your handwriting legible? ____ How do you know? _________________________________ 
 
Did you maintain eye contact with the employer? __________  
 

Did you have an on-the-spot interview? ____  Explain. What happened when you submitted the 
application? 
______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

Did you ask when they would be scheduling interviews? _________________________________  
 
What did you wear to the interview?_________________________________________________ 

 

Were you well-groomed? Explain. __________________________________________________ 

Did you submit a resume with your job application? Yes ____        No _____ 
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Did you inform the employer you are enrolled in the Career Preparation Program? Yes ___No___ 

 
Did you have your cell phone visible at any time while you were at the jobsite? No ___ If yes, 
explain the purpose. _____________________________________________________________ 
 
For face-to-face applications, did  you have friends or family with your at the time you submitted 
your job application?  Yes____   No____ 
 
 
What can you wear, say or do at the next interview to give a more professional impression of 
yourself?______________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 

Submit a photo of professional dress, business casual, and casual dress with this form. 
 

 
List any concerns and/or problems you are facing in securing employment. _________________ 

 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 

 

What would you like help with as far as securing employment? (Examples: what to wear, 
introducing yourself, resume writing)________________________________________________ 

 

_____________________________________________________________________________ 

 

What employers do you know of that are hiring now? ___________________________________ 

 
Where are some possible places you can apply? ______________________________________ 
 
What are your career goals, interests, hobbies? _______________________________________ 
 
Can you think of an entry-level job that would be a good fit for your career goals? ____________ 
 
If so, where? __________________________________________________________________ 
                                                                                                                                     
                                                                                      __________________________________ 

                                                                                                           Student Signature 
 
The Victoria Independent School District prohibits discrimination, including harassment, against any student on the basis of race, color, religion, sex, gender, sexual 

orientation, national origin, disability, age, or any other basis prohibited by law.   
  
El Distrito prohibe la discriminación, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religión sexo, género, orientación sexual, origen 

nacional, discapacidad, edad o cualquier otra razón prohibida por la ley 
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Chapter 5.7 of the 2025–2026 Student Attendance Accounting Handbook: 
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Use the following chart to determine the CTE code for students participating in a practicum 

learning experience. 
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I acknowledge that I received the Career Preparation Handbook and Attendance Policy 
as required by TEA.  
 

 

 

Student Signature                                                                                                   Date 

 

 

 

Parent/Guardian Signature                                                                                                     Date 

 

 


