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Introduction
Welcome to the Work-based Learning Guide 2002. This document replaces:

e lowa Risk Management Guide for Work-Site Learning Environments,
Revised Edition, November, 2000

« lowa Cooperative Vocational Education Handbook, Revised 10/99

e Legal Aspects of Work-Place Learning, Revised 1999

e Cooperative Education Training Notebook, circa 1985

This document offers general guidance for students, teacher-coordinators, school
administrators, employers, businesses, communities, and others involved in a work-based
learning experience receiving credit in an lowa school. But the Guideisjust that —only a
guide; no single document covering work-based learning can be comprehensive. This
Guide provides many useful resources, including an overview of work-based learning
program development; safety and health for students in such programs; labor laws and
legal issues affecting students, schools, and employers; and a collection of contacts and
Web links related to work-based learning.

Due to state budget constraints, the WBL Guide 2002 will not be released as a printed
document; it will be maintained in electronic form as a PDF file available for download
through the lowa Department of Education Web site. A link to Adobe Acrobat Reader,
the software needed to view PDF files, can also be found at the lowa Department of
Education Web site at <http://www.state.ia.us/educate/index.htmi>

Always use the file with the most current / recent date, or call the appropriate state or
federal agency for more information about specific topics or questions.

The local Work-based Learning/School-to-Work (WBL/STW) teacher-coordinator and
school district are responsible for staying current on all applicable laws and procedures
affecting work-based learning experiences.

lowa Workforce Development, lowa Division of lowa Labor Services, also maintains up-

to-date information on its Web site <http://www.state.ia.us/iwd/labor/index.html>. Check
regularly for information on safety, health, labor, legal issues and consultation services.
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Cooperating Agencies

The Work-based Learning Guide 2002 was developed in cooperation with the lowa
Association of Business and Industry Foundation, lowa Department of Economic
Development, lowa Department of Education, lowa Division of Labor Services, the
South Central lowa Federation of Labor AFL-CIO, and the School-to-Work Office.

As attorney for the lowa Department of Education and the School-to-Work Office,
Andrew J. Bracken, of Ahlers, Cooney, Dorweiler, Haynie, Smith & Allbee, P.C. in Des
Moines, provides legal advice on federal and state child labor laws.

As Managing Agent for insurance programs of the lowa Association of School Boards,
Robert E. Jester of Jester Insurance Services, Inc., in Des Moines, provides advice to
lowa schools and school districts on insurance and liability issues.

Work-based Learning Review 2002

Through a review committee, information in a collection of previously published
documents has been revised in the form of this Work-based Learning Guide 2002. Input
was provided from colleagues and constituents of many agencies, including the lowa
Department of Education (Ray Morley, Jim Fliehler, Colleen Hunt, Laurie Phelan), the
lowa Department of Economic Development (Jean Johnson, Michael Brown), lowa
Workforce Development/lowa Division of Labor Services (Gail Sheridan-Lucht), and the
lowa Center for Career and Occupational Resources (Penelope Shenk). Jill J. Jensen of
The Jensen Group, West Des Moines, lowa-based developers of communication and
multi-media, served as writer/editor and project manager.
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Section A

Work-based Learning
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Planning and Developing
Work-Based Learning
Programs

Work-based Learning Guide 2002

Start Here

At least a year before launching a work-based learning program, contact the lowa
Department of Education Bureau of Career and Technical Education for assistance. The
Bureau provides leadership and technical help in promoting delivery of quality work-
based learning programs, services, and activities which are equitable and accessible to
lowa students. State resources support instructional costs (instructor salary and travel)
involved in operating approved educational programs. As evaluation of program need
unfolds, a designated school official should work closely with faculty to develop a
positive attitude toward and support for the work-based learning program in order to
ensure its success.

Understand the Definition of Work-based Learning

As identified by the School-to-Work Administrative Team and work groups in 1997,
work-based learning is the planned and supervised connection of classroom experiences
with the expectations and realities of work. Work-based learning experiences provide all
students the opportunity to develop and apply knowledge, skills, and employability
attitudes and behaviors leading to better informed career choices and productive
employment. Clarifiers include:

e Connection: integrating academic studies with career development and applied
field experience opportunities which may be internal or external to the school. All
students can learn and participate in work-based learning experiences.

e Better informed career choices: work-based learning enables students to learn
about careers, reflect on their interests, set career goals, and develop the skills and
understanding needed for a productive future.

 Employability attitudes and behaviors: traits such as punctuality,
communication skills, honesty, teamwork, quality orientation, and customer
orientation. Curriculum should be developed with the involvement of partners
such as business, labor, industry, education, and other community groups.

e Location: varies for work-based learning and includes community-based
worksites as well as worksites at school.

By following a relevant training plan that provides both school-based occupationally
related instruction and an actual workplace experience, students learn what the world of
work is like and are better prepared to take their place within it. Classroom activities and
work training are jointly planned and supervised by qualified school personnel.
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In lowa, work-based learning may be developed in areas such as agriculture, business or
office occupations, health, family and consumer sciences, industrial technology, or
marketing, among others.

Include the Continuum of Work-based Learning Experiences

Work-based learning applies to all levels of learners, from elementary school through
postsecondary, and covers a continuum of awareness and activities that increasingly
move students from schoolhouse to workplace. Each step on the continuum represents a
growing involvement in an occupation and/or at a worksite. Beginning with classroom
lectures about jobs, vocations, or the expectations of the work world, this continuum
ultimately ends with acceptance of competitive employment.

Competitive Employment
Approved Apprenticeship Program
On-the-Job (OTJ) Training
General Work Experience
Entry Level Work Experience
Job Visits
Industry Tour
Informational Interview
Classroom Lecture
e In-school work-based learning
in-school bank in higher level Junior school-run  higher level

elementary school competencies  Achievement enterprise  of student
(restaurant) management

e Career Awareness Career Exploration Career Implementation

e Thisis a cyclical process. Learners can reenter the continuum of activities as needed
when changes occur in their employment goals.
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Determine the Need for the Program

The primary reason to establish a work-based learning program is to serve the needs of
students in the school. Justification for the program should be supported by information
about a wide range of individuals and their needs.

Collect and evaluate data from these four key sources: follow-up studies, student needs,
needs of pre-graduation leavers, and surveys of employer/occupational needs.

Follow-Up Studies

Survey graduates and dropouts after one, three, and five years to discover reliable and
valid data about their employment histories. Identify positions held by graduates and ask
about their problems in making satisfactory occupational adjustment.

Initiating a work-based learning program may be justified if responses show unmet needs
and issues such as:

e Periods of underemployment or unemployment after leaving school;

e Aseries of unrelated entry-level jobs;

e Sub-minimal incomes relative to costs of living;

e Expressed needs for training that could have been met through work-based

learning;
e Occupations performed which are best learned through work-based learning.

Student Needs
As students begin occupational exploration and develop basic criteria for planning their
own career development, the need for a work-based learning program may become clear.
Structured career development programs, with tools such as CHOICES (software for
career information comparison), may provide indicators about opportunities students
need for self knowledge and exploration. Counselors and faculty are also key sources of
information about student needs because they are likely to know student strengths,
challenges, and those who would benefit from practical learning experiences. Students
may also ask directly for work-based learning experiences, especially if they have:
e Occupational plans and interests which are best learned through work-based
learning;
e Plans for further education;
e Interest in occupations for which training can be provided,
e Interest in part-time employment (for which supportive employers can provide a
range of hours worked and income earned);
e Perceived relevance of school offerings to personal needs;
e Financial need while in school or for obtaining further education.
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Needs of Pre-Graduation Leavers

Former students whose needs were not met by experiences with traditional education can
be an extremely valuable source of information. Work-based learning has shown great
promise as a plan suitable for students who would otherwise leave school before
graduation. Such early school leavers, perhaps formerly unmotivated, may have
abandoned traditional education to seek employment prospects, only to become frustrated
by a lack of specialized occupational training or even the basic requirements necessary
for any long-term job success.

Occupational / Employer Needs
Employer interest and support is essential to determining the need for the work-based
learning program. Measure it very early in planning because a work-based learning
program cannot exist without employer interest and support. Employers provide training
stations and training sponsors. They must understand the purpose of work-based learning,
the benefits and advantages to them, and their role in its efficient and effective operation.
Employers must perceive the program’s potential source of trained workers for full-time
positions as a return on their business investment. Employers must also view the program
as an opportunity to fulfill a social obligation and a community responsibility, rather than
as a way to get cheap part-time labor. Whenever possible, coordinate visits and
information requests to employers with on-going professional business and association
activities to determine:

e Number who can provide suitable training opportunities;

e Number and kinds of related occupations in the community;

e Potential short-range and long-range needs for trained full-time employees;

e Training needs for occupations or for competency areas;

e Number of students for whom employers could adequately provide learning

experiences; and
e Number willing to provide training, even though full-time employment
opportunities in their organizations are limited.
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Understand the Key Characteristics of a Work-based Learning Program

At both secondary and postsecondary levels, work-based learning experiences effectively
and efficiently prepare students for successful transition to the world of work, especially
when they include the following quality components common to all types of work-based
learning programs:

1.
2.
3

o N

10.

11.

12.

13.

14.

15.

16.

17.

The program is coordinated by a qualified and dedicated teacher-coordinator.
Students are enrolled based on aptitudes, needs, interests, and occupational goals.
Worksite training stations are developed by teacher-coordinators to provide on-
the-job experiences that are directly related to students’ career needs and goals.
Career counseling includes information about traditional and non-traditional
occupations.

Related instruction (general and specific) is planned and correlated directly with
students’ on-the-job experiences and occupational needs. All career and technical
education programs are used for related instruction.

Well-defined rules have been developed and appropriate responsibilities have
been assigned to guide the program.

Evaluation activities allow teacher-coordinators to monitor the program.

A gender-balanced advisory committee, representative of community
occupational and ethnic groups, advises and assists in planning, developing, and
implementing the work-based learning program.

Written training agreements and individual student training plans are carefully
developed and agreed upon by the employer, training sponsor, student, and
coordinator.

Employers pay compensation and schools award credit to students for
successfully completing on-the-job learning experiences.

Training stations adhere to all state and federal laws regarding employment
practices.

Adequate time (a minimum of one-half hour per student per week) is provided for
teacher-coordinators to coordinate and supervise training station experiences.
Teacher-coordinators are provided an extended contract to assist training
sponsors, develop training plans, update records, supervise students, and handle
other program operation and development activities.

Counselors and teacher-coordinators work closely in the work-based learning
effort.

Results of follow-up studies conducted by teacher-coordinators and counselors
are used to improve the current program and plan for future work-based learning
opportunities.

Adequate facilities are provided for teacher-coordinators, including an office, a
telephone, and a related-instruction classroom.

Teacher-coordinators know the advantages of work-based learning and promote
work-based learning experiences to various audiences, including students,
parents, schools, employers, and their communities.

Work-based learning helps students develop social, academic, and personal skills needed
to live as a productive member of society; explore and participate in actual work
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experiences; develop sound and realistic work habits; and develop entry-level skills in an
occupation. As a result, students, schools, businesses, and communities benefit.

Follow Program Guidelines and Components

Local schools and the businesses in their communities are the heart of work-based
learning. Schools provide classroom instruction and program coordination, while
businesses provide willingness to participate in the program and specific on-the-job
training.

Collaboration

The teacher-coordinator, student, and employer should jointly arrange students’
educational plans to meet desired occupational outcomes. Through the use of training
plans and agreements, teacher-coordinators individualize students’ instructional programs
and work one-on-one with them for at least one-half hour per week, generally during time
that coincides with each student’s working schedule. Training plans and agreements for
each student should be on file with everyone involved in the process: student, parents,
teacher-coordinator, and employer.

Students
Class size should be at least ten (10) and no more than twenty-five (25), with students
enrolled in:
1. A related class that parallels the employment experience for a recommended
minimum of 200 minutes per week;
2. Approved skill-related course(s) based on occupational choices discovered before
or during the work-based learning experience; and
3. A cooperative employment work-based learning experience.

Each student should work the minimum number of hours each week that provides a
continuum of training.

NOTE: State and federal regulations differ on the maximum number of hours
per week students may work. lowa allows each student to work up to
twenty-eight (28) hours per week, while federal regulations restrict the
maximum to eighteen (18) hours per week.

Teacher-Coordinator

Teacher-coordinators plan, organize, and operate the program of work-based learning.
They provide both general-related and specific-related classroom instruction, with
assistance from training sponsors, businesses, and other educators. Coordinators also
work with training sponsors to develop training plans that list skills and attitudes students
develop through work-based learning.

Employers

As “training stations,” employers work closely with teacher-coordinators to identify and
support training sponsors within their facility who will supervise the work-based learning
experience for students placed there. Employers are also responsible for compliance with
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federal and state laws applicable to their business, including wage-and-hour, child labor,
and safety requirements identified by OSHA, the federal Occupational Safety and Health
Administration, and IOSHA, the lowa Occupational Safety and Health Administration.

Advisory Council

A community advisory council, representing current and potential occupational areas for
which training is provided, should meet regularly to help schools develop and assess
program outcomes. When establishing the council, also consider gender balance,
minority populations, individuals with disabilities, and local media liaison.

Student Organizations

Considered an integral part of work-based learning programs, student organizations can
complement and enhance classroom instruction and on-the-job experiences through
group projects and activities. Student organizations focus on skills needed for successful
employment, including professional, social, and leadership development. The teacher-
coordinator serves as advisor to the local organization. Annual budgets should provide
reimbursement to coordinators and instructors for approved travel.

School Support and Facilities

Classroom and office space, appropriate equipment, and sufficient clerical assistance are
key components of program success that should be provided by the local school. The
optimal arrangement is a classroom for general-related instruction, located next to the
coordinator’s office. The office, which should be equipped with at least one telephone,
will be used for conferences with students, parents, employers, and for other activities
related to the educational outcome of the program.

Schools should also be able to administer and operate the program, which includes
providing for student recruitment and acceptance, classroom scheduling, school credit for
worksite and classroom phases, recordkeeping, coordinator resources and responsibilities,
and minimum requirements for training stations, among others.

A Difference for Postsecondary Programs: Instructional Load

The primary difference between work-based learning programs at the secondary level and
those at postsecondary institutions deals with instructional load. Postsecondary
instructional load for on-the-job coordination is usually calculated on the basis of
assigned semester/quarter credit hours.

Teaching load may be adjusted based on the number of students enrolled and the location
of training stations. Depending on the accepted method of the postsecondary institution,
teacher-coordinators may be assigned a teaching load of no more than sixteen (16) credit
hours per term or six (6) hours per day per term. If the instructor agrees, three (3)
additional credit hours may be assigned to the load. Postsecondary teacher-coordinators
should review their respective institutional policies and practices for teacher load
requirements.
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Appreciate the Advantages of Work-based Learning

Work-based learning effectively prepares students to enter and make progress in the
world of work. However, no instructional method can perfectly simulate the real world
job environment. The best work-based learning combines learning on the job with
learning that is better handled in classrooms, shops, and laboratories, creating benefits
and advantages for everyone.

Student Advantages

Increases motivation;

Develops responsibility and maturity by strengthening resourcefulness, problem-
solving skills, self-confidence, and self-discipline;

Provides opportunities to explore occupational choices before making long-term
and costly investments in more training or education;

Offers an organized plan of training on the job under actual business conditions;
Develops human relations skills through personal interactions in job settings;
Provides skilled professionals to help students make the transition from school to
work;

Increases awareness of civil and social responsibilities;

Improves job entry and advancement;

Adds to financial resources;

Improves chances of at-risk students staying in school;

Provides technical education beyond that available at most schools;

Makes academic instruction relevant and applicable to the workplace.

Employer Advantages

Provides better employee candidate pool, which may reduce turnover;

May reduce training costs;

Shares employee screening function with school,

Provides opportunity to evaluate worker before deciding to hire full-time;
Produces workers with better attendance records;

Exempts employer from paying unemployment compensation taxes on student
wages;

Provides workers who bring new ideas, fresh approaches, and enthusiasm for
work;

Offers direct input into education and training provided by schools;

Improves image and prestige of the industry and/or business among student-
learners and with the community.
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School Advantages

Increases working relationships and links with business and industry;

Develops partnership between school and community;

Makes curriculum relevant by extending classroom experience to integrate theory
and practice;

Keeps faculty better informed and aware of current trends in business and
industry;

Provides faculty with access to knowledgeable people working in a variety of
fields;

Builds positive public relations, which enhances school’s reputation and attracts
students

Upgrades quality of school’s graduates;

Provides training facilities in business and industry that would otherwise be
difficult for schools to finance;

Creates greater flexibility to meet individual student needs and goals.

Community Advantages

Increases prospects for graduates to remain in their home communities;

Involves the community in meeting its own immediate training needs;
Encourages more young people to remain in school, thereby reducing community
problems associated with at-risk students;

Produces citizens who are more likely to meet their responsibilities at an earlier
age;

Improves local economic climate by increasing student buying power;

Promotes a closer relationship between community and school.
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Teacher-Coordinator
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Key to Success

Teacher-coordinators are the key to the success of any work-based learning program.
Effective teacher-coordinators are self-starters able to plan their work, organize time,
evaluate, and manage resources. Through teacher-coordinators’ successful operation of a
work-based learning program, student-trainees with various occupational objectives
develop useful employment skills.

Teacher-Coordinator Characteristics
To foster and coordinate the efforts of several kinds of people in different settings, and to
influence others to achieve desired work-based learning goals, teacher-coordinators must
demonstrate effective leadership abilities. In addition, they are often stable, calm, easy-
going, warm-hearted, intelligent, capable of abstract thinking, realistic, and enthusiastic.
They must also be:
e Dependable and reliable;
Proficient in establishing good interpersonal relations;
Advocates for students;
Effective managers of time and resources;
Good communicators;
Observant and insightful,
Wise decision-makers;
Innovative and creative;
Responsible and self-disciplined,;
Continually updating their skills and growing as professionals.

When appropriately fulfilling their roles, teacher-coordinators help make learning on the
job into a true training program, not the usual hit-or-miss accidental-learning situation
that often occurs through work experience placements. Teacher-coordinators collaborate
with employers to develop training plans that suit the needs of students and of the
workplace; they gain commitment to these plans from both students and employers; they
follow up with regular coordination visits to worksites while students are on the job; and
they provide the related instruction and guidance that helps students connect classroom,
workplace, personal characteristics, and occupational development.
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Responsibilities and Functions

Teacher-coordinators combine and coordinate efforts of many others to assure that work-
based learning experiences effectively and efficiently help students develop knowledge,
skills, attitudes, and work habits so they can move successfully into the world of work.
The functions and responsibilities of teacher-coordinators include program planning,
development, and evaluation; related-class instruction; on-the-job instruction and
coordination; guidance and advice; program administration and management; community
and public relations; and development in their own professional role and activities.
Following are descriptions of each area.

Program Planning, Development, and Evaluation
e Initiate and study the feasibility of a work-based learning program;
e Write a program proposal for the state Department of Education;
e Effectively use community resources;
e Develop objectives and responsibilities for the program;
e Include student self-knowledge exploration and planning in a team-oriented
approach to career development, beginning as early as grades 6-8;
e Design the program to include continued improvement and re-evaluation.

Related-Class Instruction

e Review and evaluate curriculum;

e Develop curriculum for both general-related and specific-related instruction; link
efforts with other career and technical education staff to provide specific-related
instruction;

e Consider special needs of disabled, at-risk, disadvantaged, and talented and gifted
students;

e Develop outcome-based, measurable student objectives;

e Correlate classroom and on-the-job training;

e Use a variety of teaching methods and techniques, including team teaching;

e Use field trips, community facilities, and speakers to supplement classroom
learning;

e Individualize instruction, as appropriate;

e Evaluate instruction and curriculum, using input from students, training sponsors,
and advisory council members.

On-The-Job Instruction and Coordination
e Evaluate, select, and establish training stations;
e Inform training sponsors of their role and responsibilities;
e Inform parents of their role and responsibilities;
e Create, monitor, and adjust training plans;
e Help training sponsors develop teaching techniques for working with students;
e Monitor student progress through regular on-site visits;
e Review state and federal labor and safety and health laws with training station,
sponsor, and student;
e Seek student evaluation of the training station.
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Guidance and Advising

Advise potential program enrollees;

Provide reference material for career information;

Be aware of and assist in providing for special needs of disabled, talented and
gifted, disadvantaged, and at-risk students;

Help students develop good work habits;

Sponsor and supervise work-based learning student organizations;

Develop and coordinate work experiences that avoid occupational and gender
stereotypes;

Recognize when students need counseling from other staff members and agencies;
Help students determine ways to best describe their marketable skills;

Assist graduating students with the various aspects of the job search;

Write letters of recommendation for students.

Program Administration and Management

Establish and use an advisory council;

Develop and file written training plans and agreements;

Know and assure compliance with relevant state and federal labor laws and
regulations;

Effectively manage resources, including facilities, equipment, and supplies;
Insure student-learner safety and health protection;

Maintain training station opportunities for disabled, disadvantaged, and at-risk
students.

Program Evaluation

Prepare, administer, and analyze annual student and employer follow-up surveys;
Seek evaluation from advisory council members;
Prepare and analyze year-end reports.

Community and Public Relations

Use various community and human resources to enrich work-based learning;
Design and implement public relations events;

Contact and use various news media in planning and publicizing work-based
learning student programs, events, projects, materials, proceedings of advisory
council meetings, and related items;

If needed, print promotional brochures for potential training stations and students;
Visit previous and potential training stations to promote work-based learning;
Use the resources of other agencies such as the Chamber of Commerce, lowa
Workforce Development, and trade unions;

Develop and maintain a community personnel resource file;

Represent work-based learning as a guest speaker at community and service clubs
and organizations;

Organize and conduct an open house of school’s work-based learning facilities;
Plan public service projects with and publicize outcomes of student organizations
and their meetings;
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e Sponsor activities, such as recognition banquets and field trips to various
facilities;

e Maintain good communication and public relations;

e Seek evaluation from the public.

Professional Role, Activities, and Development

e Explain and champion the work-based learning philosophy, including the role of
the teacher-coordinator;

e Maintain ethical standards;

» Foster a climate where staff members collaborate with other disciplines to provide
broad student experiences;

e Serve and support professional organizations through leadership;

e Attend relevant professional seminars and workshops;

e Monitor professional literature;

e Contribute to and publish research through state and federal grant opportunities;

e Acquire new occupational skills to keep pace with technological advances in the
work-based learning field;

e Seek evaluation and feedback from administrators and peers.

Specific examples of teacher-coordinator activities include preparing students and
training sponsors for job interviews; ensuring students are oriented to their jobs; and
informing training sponsors of classroom activities. Teacher-coordinators may also apply
their best problem-solving skills to challenging student situations such as:

e Weaknesses or deficiencies leading to on-the-job difficulties;

e Conflicts caused by undesirable personal traits or habits;

e Suspicion of on-the-job theft;

e Excessive hours on the job interfering with other student activities;

e Multiple and conflicting on-the-job student supervisors;

e Impact of potential layoffs or reduction of employment hours on minimum

program requirements;

e On-the-job safety and/or health hazards for students;

e Student work assignments result in no real training;

e Transfers and/or replacement of training sponsors during the agreement period;

e Conflicts with workplace supervisors or co-workers.

Effective coordination requires a great deal of planning and effort, but it can be the most
interesting and pleasurable part of the job. When done well, students develop
employment skills that would have been difficult to achieve in any other way. Every
success confirms the need for the work-based learning program and the value of the
teacher-coordinator.
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Professional Requirements: Licensure and Endorsements

All lowa teachers must hold a valid teaching license, issued by the Board of Educational
Examiners, with the proper endorsements for the services they provide (lowa Code
Sections 272.2 and 272.7). Special endorsements qualify teachers to supervise students
working in specific areas. A multi-occupational coordination (MOC) endorsement
authorizes teachers to supervise students in all occupations.

Endrsmt# Occupational Area

300 Agriscience/Agribusiness

301 Marketing/Distributed Education

302 Office Education

303 Consumer/Homemaking Education (Family/Consumer Science)
304 Occupational Home Economics

306 Health Occupations

307 Trade and Industrial

Because they supervise students in the workplace and plan or monitor educational
experiences in the workplace, teacher-coordinators in work-based learning programs
must be properly licensed. If a major portion of the teacher’s job is placing and
supervising students in the workplace, the teacher must also hold the coordinator
endorsement.

If worksite placement is an occasional part of the teacher’s job duties, the worksite
component is considered another method of instruction, and the instructor does not need
to hold a special or a coordinator’s endorsement. But if a separate credit or portion of a
credit is earned by students for worksite learning components, teachers must hold special
endorsements in those areas.

Examples: No Endorsement Needed

e If ajournalism instructor provides educational opportunities in journalism in the
worksite for students to observe for a limited number of days as part of a
journalism class, then the instructor need not hold the special endorsement.

e If an English teacher is placing and supervising stu