ABC SCHOOL DISTRICT


ABC HIGH SCHOOL

Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title:  Accounting Assistant
Holland Code:  Conventional, Investigative

	Working Papers Certificate #.

	School Coordinator:


	School’s Telephone Number:

Fax:  

Email:

	Employer:


	Employer’s Telephone Number:

	Job Supervisor:


	Supervisor’s Telephone Number:

Fax:

Email:

	Duration:
	Schedule:  

	Insurance Coverage:

· Student is an employee - Worker’s Compensation

· Student is a non-paid intern – Employer’s Insurance

· Student is a non-paid intern – ABC’s School’s Insurance
	Transportation Provided by:


	GOALS FOR THIS WORK-BASED LEARNING STUDENT:

	1.  To experience the career field of Bookkeeper

	2.  To be exposed to and master the skills necessary for this career. 

	3.  To develop the soft workplace skills necessary for success in the world of work.  

	4.  To be trained in the safe operations of this career.

	5.  To be able to demonstrate positive behavior and appropriate dress for this career.


	Job Tasks and Learning Outcomes (to be developed by the employer and school coordinator) 

Specific Tasks related to Position
	 # of training weeks
	Achievement Level and Comments

1.  Mastered skill

2.  Needs more Training at the work site.  

3.  Needs more training at school.                
4.  Has not reached this training area.

	1.Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes
	
	

	2. Classify, record, and summarize numerical and financial data in order to compile and keep financial records, using journals and ledgers or computers
	
	

	3. Calculate and prepare checks for utilities, taxes, and other payments if necessary
	
	

	4. Debit, credit, and total accounts on computer spreadsheets and databases, using specialized accounting software.
	
	

	5. Operate computers programmed with accounting software to record, store, and analyze information.
	
	

	6. Perform financial calculations such as amounts due, interest charges, balances, discounts, equity, and principal if necessary
	
	

	7. Prepare bank deposits by compiling data from cashiers, verifying and balancing receipts, and sending cash, checks, or other forms of payment to banks.
	
	

	8.  Prepare trial balances of books.
	
	

	9. Receive, record, and bank cash, checks, and vouchers

	
	

	10. Perform general office duties such as filing, answering telephones, and handling routine correspondence.
	
	


	 SAFETY TRAINING

(Below list specific items.)
	Date of Safety Training
	Achievement Level and

Comments

1.  Mastered safety training instruction.

2.  Needs more safety training at work site.  

3.  Needs more safety training at school.                 
4.  Has not reached this training area.

	1.  Maintain clean working area.

	
	

	2.  Observe all safety rules as to               electrical connections & office equipment

	
	

	3.  Conduct proper office procedures following verbal or physical abuse by a customer.

	
	


	DRESS and BEHAVIOR CODE FOR POSITION

Describe specific items.
	Achievement Level  and Comments
1.  Dresses/behaves appropriately

2.  Needs to modify dress/behavior.  

3.  Needs personal consultation.

	1. Wear appropriate clothes for an office – no jeans or sneakers
	

	2.  Make sure your hair is neat and out of your eyes
	

	3.  No sneakers or sandals.

	

	4.  Personal Cleanliness


	

	5.  Appropriate positive body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


3/28/2005

1

