ABC SCHOOL DISTRICT


Broome Tioga BOCES
Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title: Computer Sales Representative
Holland Code:  Social, Enterprising, Realistic

	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  Computer Salesperson

	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. Persuasion — Persuading others to change their minds or behavior

	
	

	2. Speaking — Talking to others to convey information effectively
	
	

	3. Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	
	

	4. Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.

	
	

	5. Use electronic cash registers

	
	

	6. The customer is always right at the time.

	
	

	7. Maintains professionalism under stressful situations

	
	


	 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. Following designated Fire Drill Plans

	
	

	2. Know the Fire and Police numbers for the area. 911 does not always work.
	
	

	3. Identifying suspicious persons and activities.

	
	

	4. Know the employers robbery policy and procedures.

	
	

	
	
	


	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.  Clothes- Must wear proper attire that the business specifies and their work smock

	

	2.  Hair- Must be neat, well groomed, out of the eyes and traditionally colored
	

	3.  Shoes- Black, shoes or sneakers, non open toed

	

	4.  Personal Cleanliness


	

	5.  Appropriate positive body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


3/28/2005

1

