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Guidelines

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 discriminacién, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religion
sexo, género, orientacion sexual, origen nacional, discapacidad, edad o cualquier otra razén prohibida por la ley.

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

e Ifastudent’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.

e Training Plans must be received by the Career Prep Teacher through the 15th instructional day after the
date of employment.

e 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 Date of Employment Students | Date Training Plan
Enrollment | have 15 instructional days from | Training Not Turned in on Time
the date of enrollment to secure | Plan is Due | If a training plan is not turned in
employment. Training Plans | by the 15th instructional day,

due by the then the CP Teacher is to
15th complete the Ineligible
instructional Spreadsheet and email it to
day fromthe | peims.specialists@visd.net and
date of cc: Andrea Pope
employment.

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

(employed on the

first day of school)

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

(Student is enrolled,

but not employed on

the first day of

school)

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

(Student not

enrolled or

employed on first

day of school)

Student D 9/3/2026 (This | 9/28/2026 10/19/26 For lack of employment,

(Student not student has 15 | (Student didn’t secure funding is turned off from

enrolled or days to secure | employment until 9/28/25 so 9/25/26 through 9/28/26

employed on the
first day of school)

employment
which is
through
9/25/26)

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)

If Training Plan is not turned
in on or before 10/19/26,
funding is turned off on
10/20/26.
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25-26 - . Site Visit Reports Due
Beginning Date Ending Date & # of Days 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
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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 ¥2) 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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Revised HE22024
Training Plan Agreement

Student Grade Age
School District Campus Mame

Career Cluster Business Name

Program of Study CTE Courze Title

Time Class Meets Course Code

The student agrees to diligently performn the work-based training experiences and conscientiously pursue the coordinated classroom
course of study as outlined in this training plan. Work-based training experences will be assigned by the training sponsor and performed
acconding to the same company poficies and regulstions applicable to regular employees. The student agrees to take advantage of
every opporunity to improve his or her efficiency, knowledge, and personal traits in order to pursue further education and enter the
chosen occupation as a desirable employes.

The company and school are responsible for providing students with opportunities for training in the basic skills of an ococupation and
kmowledge of related technical information. In order to provide a systematic plan for wellrounded training, a schedule of work-based
training experiences and a parsllel classroom course of study have been coordinated and agreed upon by the fraining sponsor and CTE
teacher.

In addition to providing practical instruction, the work-based leaming instruction the student receives can be paid or unpsaid.
Flease check one:

[J uUnpaid wark-basad instrucion
OR

|:| Paid work-based imstruction. The training sponsor agrees to pay the student for the useful work done while undergoing
training sccording to the following plan:

1. The beginning wage will be § per for hours per school week.

2 Periodically, the training sponsor and CTE teacher will joinly review the wages paid the student to determine a fair and
equitable wage consistent with the student’s increased ability, prevailing economic conditions, and company policy.

The freining pericd begins the day of .20 , and extends through

There will be a probationary period of days during which the interested parties may determine if the student has made a wise choice of

an orcupational fraining area, and if the training should be continued. This plan may be terminated for just cause by either party without
recourse.

Is the training objective listed considered to be a hazardous occupation by the U. 5. Department of Labor, Employment
Standards Administration and the Wage and Hour Division: Yes Ho

If yes, any exemption(s) for student-learmers or apprentices will apply as described in the Yowth Employment Provisions for
MNonagriculfural Oceupations Under the Fair Labor Standards Act - Child Labor Bulletin 101 or Child Labor Requirements in
Agriculfural Occupations - Child Labor Bulletin 102. Current information for exemptions is available from the U. 5. Department of

Labor in the Wage and Hour Division or its website at www.dol.goviwhd.

Itis the policy of School District and [business name) not to discriminate on
the basis of race. color, national origin, sex, disability or age in its programs or activities and provides equal aceess to the Boy Scouts
and other designated youth groups. The following person has been designated to handle inguiries regarding the nondiscrimination
policies: tite, sddress, telephone number, email.

Es norma de Distrito Escolar y (Mambre del blegnsia) no disciminss
por [0plines de [agn. color, grigen. nasinnal. 5exe. disparanidad o sfasl e, sus pragnanss o sptividedss v brinds igualdad d= sqpssn @
los Boy Scouts y pirgs, aRiRes. juveniles designades. Le siguienis, persona ha side desigoads. pars [aneist cansuias. sakis las

Hioas, de no discriminasin. i = S de tekakne. o

Signature
[Student) Date TPPrOVELS Troining Sponsar) Dste

[Farent or Guardian) Date [CTE Teacher) Diate:
Mote: Each party to this agreement should receive a signed copy. Keep the original or a copy with the student’s permanent record |

Last Revised 7-22-25




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.

(C) Explain importance of respecting others’ rights
(D) Describe impact of personalities, experiences, workstyles
(E) Demonstrate verbal/nonverbal communication professionally

°
8 c 8%
127.20 Texas Essential Knowledge and Skills (TEKS) § 2 § & Related Study Assignments
1. Demonstrates professional employability skills to gain an
entry-level position. The student is expected to: Complete a variety of activities and
(A) Identify methods for employment (e.g., websites, networking) projects including job searches (print &
(B) Demonstrate essential workplace behaviors (e.g., greetings, attire) online sources), workplace knowledge &
: skills, creating a resume, letters of
(C) Create a cover letter, resume, CV, or portfolio X X intent and resignation, mock
(D) Demonstrate interview techniques interviews, E-Portfolio, jlob applications
(E) Create pre- and post-employment documents (e.g., thank- and pre-employment forms (1-9, W-4 &
you/resignation letters) thank you letter).
(F) Complete employment forms (e.g., 1-9, W-4, application) (G)
Describe the benefits of employment and self-sufficiency
(2) The §tudent develops skills for success in the workplace. The Participate in Dress to Impress
student is expected to: _ activities in class, dress appropriately
(A) Model hygiene, grooming, and attire for workplace.
(B) Demonstrate professionalism (e.g., problem-solving, respect, Demonstrate productive work habits
initiative) and attitudes both in class and at the
(C) Display proper workplace etiquette (physical and digital) X X workplace.
(D) Demonstrate accountability (e.g., task completion, teamwork) Pa(rjtiCiP?te in ClaStS f:CtiVitiis to relate
; §ritizi i i and apply concepts to worl
(E) Apply time management (e.g., prioritizing, meeting deadlines) 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 Complete a variety of activities and
(B) Create and analyze a personal budget projects in class that demonstrate the
(C) Interpret data from tables, charts, graphs X X use of these competencies and skills
(D) Write and curate industry documents and digital communication as required in the workforce and
(E) Interpret pay statements (e.g., FICA, taxes, tips) related to the student’s job site.
(F) Explain how debt affects financial stability
(4) The student exemplifies appropriate interpersonal skills in the Participate and complete activities
workplace. The student is expected to: and projects relating to self-
(A) Explain interpersonal skills' impact on workplace relations Ie:j:\‘/’f‘c}:]‘;’l‘ (self-image, self-concept,
(B) Distinguish between successful and unsuccessful relationships X X 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

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

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

(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

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.
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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.

°
T 23
127.22 Extended Career Preparation: Texas Essential ﬁ B ‘_§ & Related Study Assignments
Knowledge and Skills (TEKS) = % 2 ﬁ
= c £0
(1) The student demonstrates employability skills as required by
business and industry. The student is expected to:
fﬁ;)dleclji?;gy and pursue training, licensure, certification, or other X Demonstrate competencies and
. . X skills as required and relevant to
(B) Complete_ tasks to high standards to ensure quality the student’s job site.
products/services
(C) Demonstrate planning and time-management skills for work tasks
(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) Demonstrate competencies and
(B) Use content knowledge, technical concepts, and vocabulary X X skills as required and relevant to
appropriately (C) Apply effective listening skills to obtain/clarify the student’s job site.
information
(D) Maintain proper hygiene, grooming, and attire
(3) The student applies and enhances academic knowledge and
skills in the workplace. The student is expected to: Demonstrate competencies and
(A) Use critical-thinking skills for problem-solving and decision- X X skills as required and relevant to
making the student’s job site.
(B) Analyze problems to develop creative and innovative solutions
(4) The student exemplifies appropriate interpersonal and
communication skills in the workplace. The student is expected
to: X X Complete job-site’s safety
(A) Demonstrate teamwork and conflict-management skills training and procedures.
(B) Use clear, concise verbal and non-verbal communication
(C) Model effective internal and external communications
(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 Demonstrate competencies and
(B) Model ethical reasoning in workplace settings X X skills as required and relevant to

(C) Comply with workplace rules, laws, and regulations
(D) Explain the roles of EEOC and Texas Workforce Commission
(TWCQC)

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

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.

LA 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 discriminacion, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religion sexo, género, orientacion sexual, origen

nacional, discapacidad, edad o cualquier otra razén prohibida por la ley.

Last Revised 7-22-25




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) Specific Related Study
S D = Assignments
S < h
© O o =
05 39
X 32 s 8
$e 23
Complete a variety of
(1) The student applies and evaluates employability skills to improve the activieties and projicts in
student's marketability within the workplace. The student is expected to: class that demonstrate the
(A) leferentlate bet_ween ajob a_nd a career X X use of these competencies
(B) Refine a professional portfolio or resume and skills as required in
(C) Identlfy_ sources anq obtain letters of recommendation the workforce and related
(D) Model interview skills f(_)r_a chosen career cluster to the student’s job site.
(E) Fvaluate methods for nainina emnlovment
(2) The student demonstrates essential skills necessary for success in the Complete a variety of
workplace. The student is expected to: activities and projects in
(A) Maintain workplace hygiene, grooming, and attire class that demonstrate the
X X use of these competencies
(B) Model etiquette in physical and digital environments and skills as required in
the workforce and related
(C) Justify time-management decisions to the student’s job site.
(D) Reflect on evaluations to understand employer expectations
(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) Complete a variety of
] ) activities and projects in
(B) Compare earnings for careers with personal goals class that demonstrate the
X X use of these competencies
(C) Use data (charts, graphs) to solve problems and skills as required in
(D) Analyze and synthesize information from electronic communications 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 ;:c(iir?/ﬁliztsea?u\j/ar::(e)?écﬁ in
in the workplace. The student is expected to: lass that demonstrate the
(A) Model interpersonal skills and mentorship X X use of these competencies
(B) Use verbal, nonverbal, written, and digital communication with various and skills as required in
udiences the workforce and related
to the student’s job site.
(5) The student models ethical codes of conduct and legal responsibilities Complete a variety of
within school and the workplace. The student is expected to: activities and projects in
(A) Evaluate the Fair Labor Standards Act X X class that demonstrate the
use of these competencies
(B) Analyze privacy law violations (FERPA, HIPAA, COPPA) and skills as required in
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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) Fvaluate conseauences of safetv breaches

Complete a variety of
activities and projects in
class that demonstrate the

use of these competencies
and <kills ag reqilired in

(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) Develon SMART aoals for career arowth

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

(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) ldentifv continuina education needs for future careers

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.

A 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 discriminacién, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religién sexo, género, orientacién sexual, origen

nacional, discapacidad, edad o cualquier otra razon prohibida por la ley.
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For further information about Texas' child labor laws, call:
B00-832-9243 (TDD BOO-FI5-2989)

This paster provides some guidelines ta the Texas child labar
laws, but it is not complete, Chapter 51, Texas Labor Code,
gaverns the employment of children under Texas stabe |aw.
MMINIMUM AGE FOR EMPLOYMENT IS 14; however, state and
federal lews provide for certain exceptions. Please call
TWC's Wage and Hour Departrment conterning questions
about labor law. The Fair Labor Standards Act (FLSA)
governs federal laws and guidelines pertaining to child labor.
For information conceming federal child labar laws, consult
your local office of the U.S. Department of Labar, Wage and
Hour Division or call BEG-4B7-9243

The following are prohibited sccupations for 14- through
17-year-old children:

Prahsbited cocwpaticns are the same for both federal and state law. The
hazardous ocoupations designated by an asterisk {*) hawe prowisions
far employment of persons below the age of eighteen ([ 18), provided
applicable apprentice ar stisdent-leamer certification has been obtained.
Persons desinng specific infonmation about these exceptions should
comtact the nearest office of the United States Deparbment of Labor.

Emnru ﬂbdmntpuﬂrt!:l.llaﬂ'r' hazardous or detrimental to the
heall: wel-being chilkdren 14 throwgh 17 yemrs of age indude
orrupations:

(1] in or about plants or establishments other than retail
establishiments which marufacture or store explosives or articles
containing explosiee components other than retail estal

(2] involving the driving of mator vehicles and outside helipers

A, on any public road ar highway,

B. in or about any place where logging or sawmill operations

are in progress, or

C. in excavations.

[Under certain conditions, driving a motor vehicle for a
commercial purpose is ROT considered a hazandous cooupatian
under state or federal law,

{3) connected with coal mining,.

(4] in logging and sawmill ccoupaticns and ococupations involbeing
firefighting and timber tracts,

(5] ™in aperating ar assisting o operabe power-dmven woodworicing
machines,

(&) involving expasure to radioactive substances and ta ionizing
radiatians,

(7] in aperating ar assist o operabe power-driven haisting apparatus

) =|.||:|1P:= :Ir:?.lm:. cranes, dermcks, hoists, high-idft w:“?.u

(8] * in operating or assisting to operate power-driven metal fonmang,
punching, and sheanng machines,

(9] in connection with minang, ather than coal,

[ 0i}] * in operating or assisting to operate power-driven meat
processing machines, and occupations including slaugbering, meat
packing, processing, or rendering,

(S 5] in aperating or assisting to operate power-driven bakery
machires.

(53] * ineolwed in the operatian of power-drinven paper-products:
machines, balers and compactors,

13y in manufacturing brick, tile, and kindred products,

(14} = jn aperating or assisting o operate power-drven ciroular
saws, bandsaws and guillobine shears, abrasive cutting discs,
neciprocating saws, chain saws and wood-chappers,

(5 5] in wrecking, demaolition, and ship-brea DpErations,

(1E) * in rocfing cperations and on or about a . mnd

{1¥) * in connecticn with excavation operations.

Additional prohibited acocupations that apply under state

laww:

(1] Occupatiaons insalved in sales and solicitation by a child wnder 18
vears of age. Consuit $1.0145 Texas Labor Code for exceptions and
requirements.

{2) Ocoupations in sexually oriented businesses by a child under 21
vears of age.

CHILD LABOR LAWS
Texas Workforce Commission
Wage and Hour Department, Child Labor Enforcement
U.S. Department of Labor
Wage and Hour Division

Additional prohibited accupations that apply only to 18-

and 15-year-old children:

Oooupatiors declared partioularty hazardous or detrimental to the

health ar well-besing of 14- and 15-year-old children nclsde:

{1} maning, manufacturing, or processing ooospations, induding duties
in warkrooms ar places where goods are manufactured, mined, ar
atherwise processed,

{2} operating ar assesting in céﬁ:mtmg power-drmeen machinery ar
hoisting apparatus ather m typecal office machines,

{3} wark as a rnde attendant or ride aperator at an amusement park or
a “dispatcher” at the top of elevated water slides,

{4} driwving a motor wehicle or helping a driver,

(5} ocoupations involwed in transporting persons or property by rail,
highway, air, water, pipeline, or other means,

{6} youth peddiing, sign wawving, ar doar-to-doar sales,

{7} poultry catching ar cooping,

(8} ifeguarding at a natural envircnment such 25 a lake, river, ooean
beach, quarry, pond (youth must be at least 15 years of age and
property certified to be a lifesguard at a traditional swsmeming poold or
water amusement park],

{9} public messenger jobs,

{10) communications and public wtilities jobs,

{11} corstruction induding demalition and repair, work performed inor
abaut boller ar engine rooms or in conmection with the mainbena o
ar repair af the establishment, machines, or equipment,

{12) outside window washing that invalves warking from window sills,
and all work requiring the use of ladders, scaffolds or their
subesti butes,

{13} cooling, except with ﬁn: or edectric grills that do nat involee:
cooking ower an open flame and with deep fat frpers that utilize
dewioes that automatically lower and rasse the baskets from the hot
grease ar ail,

(14) baking and all activties inwalved in baking,

(15} ocospations which involve operating, setting up, adjusting,

o g, oiling, or re pawer-driven food skicers and grinders,
food choppers and cutters, and bakery-type mixers,

{16) freezers ar meat coalers waork, except minars may oocasionalhy
enter & freezer for a shart period of time to retriese ibemes,

{17) meat processing and work in aneas where meat is processed,

(18] loading and unloading goods to and fram trucks, railroad cars ar
canveyors, amd

{19]) all cooupations in warehocuses and storage exoept affice and
cherical work.

Work times for 14- and 15-year-old children:

State Law — A person commits an offense if that person permits a

child 14 or 15 years of age whao s employed by that person to wark:

{1} mare than & howrs in one day or mone than 48 howrs in one week,

{2} between the howrs of 10 p.m. and 5 a.m. an a day that is followed
by a school day or betesen the hours of midnight and 5 a_m. on a
day that is not followed by a school day of the child is enrolled in
school, ar

{3} between the howrs of midnight and 5 a.m. on any day during the
tamee school s recessed for the summer if the child is not enrolled in
summer school.

Federal Law — The FLSA further requlates hours of employment. 14

and 15 year old children may not wsorks

{1} during school hours,

{2} mare than eight hours on a non-school day or 40 hawrs during a
non-school week,

{3} mare than three hours on a school day or 18 hours during a school
wenk, and

{4} between T p.m. and 7 a.m. duning the school year, or betwesn 9
p-m. and ¥ a.m. from June 1 and Labar Day.

Child Actors- state law

Child actor definitian - a child wsnder the age of 14 who is to be

employed as an actor or other perfonmer

Child actor extra definition - & child under the age of 14 who is
employed as an extra without any speaking, singing, or dancing roles,
usually in the background of the performance

Every person applying for child ador autharization must submit an
application for avthorzation an a form provided by the Texas Warkforce
Comimitssion.

Special avthorization for child actors to be employed as extras s
granted without the need for filing an application f the employer meets
the Texas Workforce Commissson’s reguirements. Contact 1-800-832-
9243 for instrsction.

PENALTIES:

State of Texas — An offense under Chapter 51, Texas Labor Code, is a Class B misdemeanor, except for the offense of d;h-rlng:dild
|.-1|:|lr.'l.-|-1nIIInt!nlbdt,ldi:hh:ﬂ-l“.l.-ﬁdlmnnnl'lﬂilMMIMMMIFMMHM’I M has

wiolated this Act, or a rule adopted under this Act, the C I=s

an administrative Ity that inan

amowunt ot to exceed $10,.000 for esach wiolat The at

| may seek injunctive redief in district I:nl.rl:.l-g.lllll: an employer

genera
who rqr-.rl-dlf viclates the reguirements established by this Act relating to the em ent of children.
inistrative penalty of $11,000 per vm

The FLSA prescribes a maximum adm

and/or criminal prosecution and fines.

101 E. 15th Strest « Awustin, Texas PEF7E-0001 = (513} #53-2223
Ralyy Texas: B00-TI5-FAET (TDD) BO0-TI5-25EE [Vioioe )
W R WOk OTCR arg
Equsal Dpporunity Emplryer § Services

L
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LEYES DE TRABAID INFANTIL
Comisién de la Fuerza Laboral de Texas
Departamento de Horas y Salarios, Cumplimiento del Trabajo Infantil
Departamento de Trabajo de EE. UU.
Divisién de Horas y Salarios

Adicionates Ocupaciones profibilas que apFcan solarsents a

Fary mds informacdn sohre s ieyes abomles de menones
de Tewas, flame a:
SO0-S32-2243 ( TOD HO0-735-2589)

Este informe proporciona algunas keyes |aborales sobre e
trabajador juwenil de Texas, pero no estd completo. Capitulo
51, cidigo laboral de Tewas, contiene leyes estatales gue
perterssoeEn al trabajador mernar de edad. La edad minima
pars el emolec g5 14; sin embargo, |2 leyes del estado y 25
leyes federales aseguran certas excepciones. Por fawor Bame
al departameento de leyes laborales del TWE acerca
pregunizs sobire esta ley. También, el cddigo laboral federal,
Fair Labor Standards Act (FLSA), contens leyes federales
pertenecienda al trabajador jueend. Para obtener
informacidn sobre las leyes federales, consulte con su cficna
ool deld D bo de Trabajo de kos Estados Uniksdos o
Blamee 2l 1-856-487-9243_

Las siguientes son ocupaciones prohibidas para
mernores de 14 & 17 affos de edad:

OCUPACiones profabadat Son 1as s param kyas federales
EETaa eE. Las oCupaciones das 00N un asbensos (<)
RN provitiones par o emeieo da IiE PRrSCNas Mancres dea decocha
aflos, oon condiciones de que la camificaddn oo estedants - aprandiz
aplicable haya sido obtenida. Las persomnas que detadmn 1 indo nmashin
aspaCifica sobre EElds EnoenCiones sa d N poner &n contacts oon la
ofldng mids cercana del Depastamente de Tralajo de ks Estados
Unidos.

Las ooulacionas declaradis parmicu lanmente aTicgadas o perjedcaies &
a salud o @l bisrsstar o bodos los manoeres de 14 2 17 aflos de sdad
nciuirdn las oruaRones:

(1) &N o oerca de fiwicas o establecimientos an donda s& rabrlqunn ]
guarden sxploGives o articulos ooe ©
amplodvos aparme de estabdacimeanios que waaradan al [ e

) gue valucran @l manejar S wehiculios moorizadoes ¥y ayudantos
DR TG
A en cualquier camins pabkos o arebera.

B. @n o corca de cual quier kegar Sonds e funcionameantos da tala
0 AEAFTA0arD @EDdn &N CUFSE, O

L &N Gucayachorss.

[Bajo derfas crounstancias, an manaje de wehicukes moborizados

con prepdsitn comendal, NO serd considarade oome  crabajo

PEQFOSD @GN CUNTD 3 laE leyes eslatakes. )

3 an conasiedn con la mineda dal carbdn.

{4) ooupacionis o tala ¥ aseTadend @ involetrando contraincandiss §
tractes da madera.

=) ™ ol M E: 1] iraeria motorizada da carpl s,

B gque involecran la icidn & jas radicactwas w a
raadi Sod ones onzadas.

() ded huncinamian o da anaeatos Motor 2ades 9 alzamients tal como
EECANSCIES, QNaas, Doeres, QAL T da

@) = ded funcionamisnis de Maguirana molodzada pama fomar, parforar y
cowtar ematal.

() @n Conasion con la minera, aparte dnl carbdin.

dil} ®dal func da da en o procaso G
AMmE ,'n:unaunnu Im:luw-m:h u:u.n MaLINZa, SMmpagie, process
o de co 1]

(11} Sad fund to dia inafia motor zada de panadeia.

giZ) = chonas da inaria molorizados de productos de pagssd,

empacadoras de papsl desperdicio 0 compa cadoras de pamssdl

(13} g la maredaciuracon de ladrillos, tajas y productos simalanes.

i) *dal Poenckramients de serudhos mobor zados, skrma de cinta,
cizalla de guiloting, disco oor@dor  abradies,  Slera de
FeCiErOCamane, rl'i'.lh:l SRTa, ymmumm

(15} el func i o , darmoler, ¥ desguazar.

L] Fooupa Ciones Gan o i kones ‘da techar W@ O OO resRpecte ol
T,

(1Th %an oo e Con BureCio L

i 2 e R

Orcupacicnes prohibidas adicionales gue se splican

segdn la ley estatal:

L} Dcupacionss invlucmadas oo SR O =i
amdtedantes de un joeen menor de diedocho afios, consulte 51.0145
Taxas Lates Code, cllige da Taxas pars las esancionas v los

de 14 a 15 afes:

Coupadones decaradas partcularmantes paligrosas o perjudiciales a ks

salued o o Banactar O miencres G 14- 15 afioas S

011 Minena, marefaohorE, U O3NS 08 DROCESITEGNDD  Sole:
MErCAnCi S Somete a un cambio &n forma o sustanda. ESios
trai:ﬂpstu.uwn'nmum tallares o an lugares donde se fabeican

‘transfior diss S Sbra fo

[ =] anh:- o & acichir da aparatos de alzaemiento o cualguier
o Fnaguina Fia motorizada, apate de maguinasa da oficna

@1 ASiSTRNDE G PasE0 U Gpeador de pIEe0 @n un pargue de diversones
o LN AEETENCE &n b Ao de tob acedtiont

) Opssando wn wahiculs MOFEa%0 0 Sirdondo Como Jyudantes en
Cales valhicuios;

= DCupaciones relaconadas an & TENSErTE 08 PArSONaE O Dienes o
ferrocarril, CAPRtaNa, aifa, agua, duchos di Dulfia oMo gasoducins
W SO0 UCDos, U STPOL Mo

B Vendedoras o promolores ambulanies; demostacgon de anuncos
Pusra del esiabl ecimienie;

T Pescar v enjaular aves Oe oorral RN pReparacidn para ser
CranEporiados O pard & mercado;

E Sabmvidas &n aguas dal medc ambbents Natural Coemes an un II?,. Fia,
A, pPRLa, o ettanpes (Lo vernes delban seF pof i manos 1S ahos
de edad, vy debdarsnie certificado pama ser un Salvasidas an una
piscing tradicional o un parue cudtion o divarsiones);

| Servica poablico da

ﬁu: Mﬁ ¥ mmmnmnm

(10 Construccidn induyando la demokcidn v i@ repar cidn ;

(1) DEupa Cones & O Cefca O& salas 0o Calderas O Salas O Maduinaris,
o @ rela chdin Coen sl n e el s o = belci
maquinanias, o equipo;

17 El lavade o& wentanas afues gue induya rabajando an afeizares
Do Trabdjo qui repsera o o de escalaris, Gl S0s O SuSTiDItoE;

(14 Cocinas, ascapio con gas o parrllas ekoricas qua no wbll 2an oocnas
solfea una Bama abiama v axcepto fredoras gue wtiizan dispositivos
que aubcmaTica mente bajen ¥ suben ln cestas ol aceite O Qrass
cal et

131 El hammear ¥ 1ot prooesos redac onados al horear;

(1 Dfupaciones qua involocran @l Tunchona meento, establec miento,
ajustamiente, Emgez, iricacin, o la reparacdn de maquinars
mesborizada para la comeda oo B rebanadorss,  modadore,
picadoras, oortadoras, v batidoras de panaderia;

(171 Los congeladores o los refrigeradores da caema. Excapio, mancras
puadan @nirar e vez an culneds an un congelador o uno parisss
CoFDo O T Po PAra reCuisETar armiculo;

(1m Trabao imeolucrado &n @ preparacion de canme para s wenia o
trabajar an dras donds @ procasa la came;

19 Carga y descangs Oe mearcancia haca v decde los canmdonas, «a gones
da Ferrocarmil, o TaNEpOTadonis]

@ Todas las cCuDacionas &N AMacenes, axcapio & trabaje o oficinag

Hovarios pars los v de 14 y 15 afios de ealad

Ly Esiadal - Una persona comabesd una ofensa & ial persona parmite

gk &l niloa) de 14 o 15 afes da adad empkado por G5 parsona

Eraa

1y mnds da B horas an un da o mds e 48 hOrs o NS Semana.

@ anire las homs os 10 pme y 5 a.m. aando o dia sgusnb: Ses un dis
asnlar o antre a5 horas o8 mMadanoche ¥ 5 a.m. en un da que no
pracods i dia eeonlar o o Menod astS matrioulado en L esoela.

= anire las homs oe melanoche y 5§ am en cuabgueer dia durants o tem po
an que B escusa enine @n reoess para @ verano i al menor no astd
inEcrite &n la esosela.

Lary Fadaral - El FLSA an adicidn raglamenta las homas de emples para

L

(1) o dian trabajar d horrs de 1l

= momids de ocho horas an wncdia no esoslar o 40 homas duranie una Semans
N ecclar

= mo mids g8 res homs en un dia dar, 18 Foras o L ST
asolar.

o s erahagar ol antee e 7 A y B 7 pom. durants
ol afen emocdar. Sin argo, @nre o pr e funks ¥ ool Din del
brabajadorn, puaden ratajar entre bs 7 aum. ¥ las 9 oo

= mifaa) manor de 14 alos gue S& emplea
COITHD LN 30507 U obno: @ cuta e

- niflaa) manor de 14 afios gue s

FequUisiios SIMQIaa OOETI0 L @EETa O ] an & amb da la actuaciin,
{2} Ocupacionss an negocos orentados al saxo por veras manor o Sin hacar use de la palatsa, & canto, Badle o Tunciones.

21 oo Cada perscrna gus sobcta autorizackin para o acdor jusenll delard
pretantas wha sobotud de SUteRiIac SN an un formallars proporcionado
por la Comisiden o I Fuarza Latoral de Teas. L aatoniZachin e pecial
A actoras | las o ser mplaados CoMO Eiras @6 ComoRdida Sin
Ia necesidad d& archivar una apli cackin si o empleador cumple con los

iGitns da b Comisidn. Para mas formaidn & @EirUocones, |Laims
&l BD0-S3F-934 T,

MULTAS:
Exfado de Texay = Uns cfeoae bajo o Capifwle 51, Codigo Leboral de Tajfan, au on deifto ssenor de Clase 8, A oy o & un fowss
i il £ bt e el o i comi vt cove il ek e Dk A 1 B i i el b vislacc wxta Acts ar al
*—:h:d-_-:ﬁ-n_rqﬁmﬁ*—mk_ﬁﬂh_m l-L :;‘“ e o il

ow m.m.—l-—l—-n- nm b coritew conine am

FI0, 000 por ¥ = q it floees pﬂﬁl"rrnr- Judicial

-':r -'-"-'l n.m““l- rri— L resar e 5 -I-:;.l-nj,.nnn‘m—- iy s - e SR

BB B ESih Shrest + Asutin, Tecss MTTE-B00 = (5] 4E£3- 3333
Fiskry Tecms: 8037135 3% (TDO} 880725268 (ioical

1 e TR
Lqual Oppartuniy Empicysr ¢ Sardces

NS | REa
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Victoria ISD - Student Evaluation Form

Student Name: Instructor/Campus: Training Site: Phone:

Scoring Guide: 100-90 = Outstanding | 89-80 = Above Average | 79-70 = Average | 69 and Below = Needs Improvement

Description

Criteria Visit Visit Visit Visit Visit Visit
Completes assigned tasks accurately and

| 2 3 4 5 6

efficiently

Arrives on time and follows schedule

Dependabili consistently

Communicates effectively with supervisors and
coworkers

Maintains a positive attitude and professional
behavior

Works independently and follows through on
responsibilities

Adjusts well to change and works cooperatively

Teamwork

isit Date Score Supervisor Signature Coordinator Signature

2 |
4|
6

Itis the policy of Victoria ISD not to discriminate on the basis of sex, handicap, disability, race, religion, marital status, color, gender, age, ancestry, veteran status, national origin or political
affiliation in its education or employment programs and/or activities, including career and technology programs, as required by Title VI of the Civil Rights Act of 1964, Title IX of the
Educational Amendments of 1972, and Section 504 of the Rehabilitation Act of 1973.
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Week #

Student Name:

Weekly Training Report
Due Every Friday: Attach Copy of Pay Stub

Pay Period: |:| Weekly |:| Bi-Weekly |:| Bi-Monthly |:| Monthly

Training Sponsor

Training Station:

Weekly Training Objective:

Write in the

Day your
work week
starts

Date

Format:

09/01

Training Hours at
Work:

Start End
Time: Time:

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

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? YD I\l:|
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? 1 Yes[INo

3. Calculate your wages this week:

Total Hours

Gross Wages:

Federal withholding Tax:

FICA Medicare

X Hourly Wages

= Total Weekly Gross Wages

FICA Social Security

Other

Total Deductions

R R

Wages

Last Revised 7-22-25
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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)

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:

Yes[ | No [ ]

ABSENCE REPORT FROM SCHOOL THIS WEEK

Class Indicate any days you were Absent or Tardy from Reason/s you were absent or tardy from
Period: school this week. (A = Absent & T = Tardy) 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?

| 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 discriminacién, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religién sexo, género, orientacién sexual, origen
nacional, discapacidad, edad o cualquier otra razon prohibida por la ley.
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CAREER AND TECHNICAL EDUCATION
CAREER PREPARATION
STANDARDS OF OPERATION

Career Preparation Training programs allow students to gain actual work experience and classroom instruction in the
career area they have chosen. It is necessary to the success of the Career Preparation Programs that students,
parents, and employers understand and agree to abide by several basic principles of operation.

The development of good work habits begins with compliance of all concerned to the departmental standards.

The objectives of Career and Technical Education in the School District are to provide each student with a saleable
occupational skill and to develop student abilities in areas of leadership, scholarship, cooperation, attitude, and career
planning.

The School District offers cooperative training programs in many of the 11 career clusters. Admission to these programs
is based on interest, aptitude, grade classification, age, and course prerequisites.

The School District does not discriminate on the basis of race, color, national origin, religion, sex, disabilities gender,
sexual orientation or any other basis prohibited by law in providing educational services, activities, and programs,
including career and technical education programs, in accordance with Title VI of the Civil Rights Act of 1964, as
amended; Title IX of the, Educational Amendments of 1972; Section 504 of the Rehabilitation Act of 1973; as
amended; and Title || of the Americans with Disabilities Act.

The School District will take steps o assure that lack of English language skills will not be a barrier to admission and
participation in all educational and career and technical education programs.

To the Student and the Parents/Guardians: (Initial each program requirement on the left).

Student Parent |

1. Students enrolled in a Career Preparation program are seen in the community as representatives from
their respective high school. Any misconduct while at a training station becomes a matter of school
B — policy during the school year. Teachers, employers, and the school expect career preparation
students to maintain excellent conduct at all times.

2. Students will have 15 school days from the 1st day of class to secure employment at a teacher-
approved jobsite. It is recommended that students not work under the direct supervision of a relative.
S — Students are expected to provide their own transportation to and from their training station and work a
minimum of 15 hours per week.

3. If a student is not on the work schedule during class periods designated for work, he/she is expected
S ta leave the high school campus unless the teacher has given written approval in advance. Any
student found on campus without written approval will be subject to administrative due process.

4. Students must be at least a Junior, 16 years of age by the first day of school, and must have valid
_— work documentation such as a state issued photo D, driver's license, Social Security card, etc.

5. All school district policies concerning behavior will be enforced while the student is on the job, at
school, and or attending program functions. Waorking at the jobsite is a privilege and is an extension of
the student's worked-based learning experience from the classroom.

6. All jobsite policies, regulations and procedures will be enforced while on the job. Failure to comply
- would be violating work program and Texas Education Agency requirements TEKS: 12714 2A, 12715
2812716 5C

7. Frequent absenteeism from school cannot be tolerated and may result in loss of credit. Students with

_ special circumstances or chronic illness should remain in contact with Career Preparation teacher and
home campus.
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B. The student is expected to contact the teacher and employer if he/she will not be in class or on the job.
- Reporting for on-the-job training on a day when the student is absent from school (including
suspension), unless approved in advance by the teacher, constitutes grounds for removal from the
Career Preparation program.

9. Parents should understand the student's responsibility to the training station for periods the student is
scheduled to work and should not expect the student to “call in® to miss work for various reasons
including but not limited to a last-minute shopping trip or weekend getaway. Request for days off from
work for personal obligations need to be made prior to student being put on the work schedule. Once
the work schedule is made, employers are relying on employees to execute the workload. Parents
should consult with the teacher coordinator rather than the employer concerning training station
difficulties.

10. The student is expected to maintain a satisfactory academic standing at school and to inform the
teacher of any problems that might affect his/her job or school work. It is recommended that student
work hours be limited to 25 hours per week, excluding weekends.

11. The student is expected to stay in the same training station during the entire period of enroliment in
_ the program. Any student who guits a job at an approved training station without prior approval of the
teacher will receive a zero for the work portion of the grading period.

12. Any student who has been dismissed by hisfher training sponsor for sufficient reason will receive a
_— grade of "zero" for the work portion of the grading period involved. The student will need to meet with
the teacher to discuss new employment at which time the principal, teacher and counselor will
determine program status.

13. Students may not accept or place personal phone calls while at their training station.

14. Family and friends are not to visit the student on their jobs at any time.

15. Career Preparation students are encouraged to participate in a CTS0 (Career & Technical Student
_— Organization). The Youth Leadership Programs (BPA, DECA, FBLA, FCCLA, FFA, Skills, TAFE, TSA)
are an integral part of Career Preparation Training. Members are expected to participate in the
approved functions of the erganization and to assume nominal financial responsibilities associated
with organization activities such as dues, employer banquet, contest expenses, etc. Students are
under the jurisdiction of the school while participating in approved organization activities.

16. Parents of Career Preparation students will consider this form as parental consent for their student to
—— ——  take partin all program activities as well as permission to leave school to participate in these activities.

| have read the above statements and | agree to comply with them. | understand that
failure to follow these rules may result in loss of credit and removal from the program.

Student Signature (Date) Parent/Guardian Signature (Date)

Student ID Number Home Phone (of Parent/Guardian) Work Phone
The Victoria Independent School District prohibits discrimination, incluoding harassment, against any student on the basis of race, color, religion, sex, gender,
sexual orientation, national origin, disabality, age, or any other basis prolibited by Law.

El Dristrito prohibe la discriminaciin, incluyemdo ¢l acoso, en contra de cualquier esdiante debido a su raza, coloe, religion sexo, ghnero, oremtacidn sexual,
urigl.'n nacional, ﬂi:::u.pm.'i.dad. edad o |.'uu.||.]uil:.r olra razdi pruhib:ilh por la |.|.'}'.

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 discriminacion, incluyendo el acoso, en contra de cualquier estudiante debido a su raza, color, religion sexo, género, orientacion sexual, origen
nacional, discapacidad, edad o cualquier otra razén prohibida por la ley
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Chapter 5.7 of the 2025-2026 Student Attendance Accounting Handbook:
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Section 5 Career and Technical Education (CTE)

This section addresses unigue attendance accounting provisions for CTE. They must be applied in
conjunction with the general rules in Section 1 Overview, Section 2 Audit Requirements, and Section 3
General Attendance Reguirements. If students are served by multiple programs, review and apply the
provisions of each applicable program.

Important: See Section 3 General Attendance Requirements for general attendance requirements
that apply to all program areas, including CTE.

5.7 Career Preparation and Practicum Learning Experiences

Career Preparation consists of time spent at an approved training site and classroom instruction.
Practicums and Career Preparation for Programs of Study are specific to a career cluster and combine
classroom instruction with learning experiences in a laboratory setting or at an approved training site.

Career Preparation and practicums require that the LEA and the training sponsor plan and supervise
instruction cooperatively. Students receive instruction by participating in occupationally specific
classroom instruction and training site experiences.

MNote: Time a student spends at a training site is instructionally engaged time. Up to 120 minutes per day
required time at the training station counts toward meeting full-time and half-time attendance
requirements. (See 3.2 Membership and Eligibility for Attendance and Foundation School Program (F5SP)

Funding.)

5.7.1 Career Preparation Eligibility Requirements

CTE Career Preparation eligibility requirements are as follows. Refer to 5.7.3 Training Plan Requirements
and Date on Which Students May Earn Contact Hours through 5.7.5 Required Site Visits by Teachers for
additional information and to the Glossary for definitions.

# The Career Preparation course'* is for paid or unpaid experiences. The classroom component
must address all the TEKS for the course, with accommodations or modifications as specified by
the student's IEP if it is a student who receives special education services. The training site will
provide students with a variety of learning experiences that will give them the broadest possible
understanding of the business or industry.

# Each Career Preparation course must consist of student participation in career preparation
training appropriate to the instructional program plus participation in related CTE classroom
instruction. The course should span the entire school year, and classroom instruction must
average one class period each day for every school week. Class periods are required to be a
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minimum of 45 minutes in length. A student is expected to be enrolled the entire school year.
However, in accordance with LEA policy, a student may enter or exit the course when
extenuating circumstances require such a change.

s Astudent must be a minimum age of 16 and hold valid work documentation, such as a Social
Security card, to participate in paid Career Preparation learning experiences.

s Students unemployed or without an unpaid work-based learning experience for more than 15
consecutive school days are not eligible for contact hours.

* An LEA must not enroll a student in a Career Preparation course in any setting that does not
allow a student to be enrolled for the entire school year, such as credit recovery.

Use the following chart to determine the CTE code for students participating in CTE Career Preparation.

Classroom Instruction Work-Based Instruction Units of Credit CTE Code

1 class period per day 10 hours per week 5 V2
(average) (average)

1 class period per day 15 hours per week 3 V3
(average) [average)

5.7.2 Practicum Course Eligibility Requirements

CTE practicum course eligibility requirements are as follows. Refer to 5.7.3 Training Plan Reguirements
and Date on Which Students May Earn Contact Hours through 5.7.5 Required Site Visits by Teachers for
additional information and to the Glossary for definitions.

# Practicum courses and other two credit or three credit CTE courses found in 19 TAC Chapter 127
may be used as laboratory-based, paid, or unpaid work experiences for students.

s Each practicum course using a work-based learning instructional arrangement must consist of
student participation in training aligned with the student’s program of study plus participation in
related CTE classroom instruction. A practicum course spans the entire year. A student is
expected to be enrolled the entire school year. However, in accordance with LEA policy, a
student may enter or exit the course when extenuating circumstances require such a change.

* In a practicum instructional arrangement, related classroom instruction must average one
class period per week during the school year. Student instruction during the one class period
per week is required to be a minimum of 45 minutes in length.

* A student must be a minimum age of 16 and hold valid work documentation such as a Social
Security card to enroll in any of the practicum learning experiences that have a paid component.

* Students unemployed for more than 15 consecutive school days in a practicum learning
experience must be placed in an unpaid learning experience.

Use the following chart to determine the CTE code for students participating in a practicum
learning experience.
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Combination of Classroom Instruction and Work-Based
Instruction (Work Site or Lab Based)

2 class periods per day (average) 2 V2

3 class periods per day (average) 3 V3

Units of Credit CTE Code

5.7.3 Training Plan Requirements and Date on Which Students May Earn
Contact Hours

Written training plans must be on file for any student participating in either a paid or unpaid work-based
learning experience at an approved training site except for a student participating in an unpaid
practicum for which the teacher of record provides all training. The training plan form is available at
http://tea.texas.gov/CTE_Career_Preparation_and_Practicum_Courses/.

A student in paid or unpaid work-based instruction may be counted for contact hours on the first day of
enrollment, provided a training plan for the student is on file within 15 school days of the student’s
employment date.

5.7.4 Additional Requirements for Students Participating in Paid or Unpaid
Learning Experiences

For a student participating in paid or unpaid experiences, employment must begin within 15 school days
of the student’s enrollment date. If a student’s employment ends before the end of the school year,
contact hours may be counted without interruption provided the student’s training resumes within

15 school days and a written training plan is on file within 15 school days of employment.

5.7.5 Required Site Visits by Teachers

A teacher assigned to teach courses involving work-based learning experiences, both paid and unpaid,
must physically visit each student training site at least six times each school year. If a student’s work-
based learning experience is 100 percent remote, the teacher assigned may conduct online video site
visits. The teacher must be provided time within his or her schedule to visit the training sites. The
training site visits must not be conducted during the teacher’s planning and preparation period.'*
Regardless of the length of a grading period, at least one training site visit must be conducted during
each grading period to earn contact hours for that reporting period.

5.8 Career and Technical Education Project-Based Capstone

The Career and Technical Education Project-Based Capstone course'*® must be cooperatively planned by
the student and teacher, continuously supervised by the teacher, and conducted by the student with the
guidance and support of a mentor or interdisciplinary team. Adaptations such as accommodations or
maodifications must be implemented as specified by a student’s IEP, as applicable.

An LEA must maintain a written project plan for each student enrolled in the Career and Technical

Education Project-Based Capstone course. An LEA may count a student in the Career and Technical
Education Project-Based Capstone course for contact hours on the first day of enrollment, provided the
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student’s project plan is written within 15 school days of the student’s enrollment date. If a student’s
project plan is not written within this time period, an LEA may count the student for contact hours
beginning on the first day the project plan is written.

The Career and Technical Education Project-Based Capstone course provides a combination of classroom
instruction and supervised research equivalent to an average of five class periods per week. The student
and teacher must meet for instruction at least once each week for the purpose of project planning,
reporting, evaluation, supervision, and coordination. The student must use remaining class time to
conduct research, work with the project mentor or interdisciplinary team, analyze and interpret project
data, compile evaluation results, and compose a project presentation. A project progress evaluation for
each grading period is required for the student to earn contact hours for that reporting period.
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| acknowledge that | received the Career Rreparation Handbook and Attendance Rolicy
as required by TEA

Student Signature Date

Parent/Guardian Signature Date




