BALDWIN SCHOOL DISTRICT


BALDWIN SENIOR HIGH SCHOOL

Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title: Public Relations Specialists
Holland Code:  SOCIAL, INVESTIGATIVE, ARTISTIC

	Working Papers Certificate #.

	School Coordinator:

Gregg Kelley
	School’s Telephone Number: 516-377-9227
Fax:  516-377-9208
Email: kelleyg@baldwin.k12.ny.us

	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 – Baldwin School’s Insurance
	Transportation Provided by:
Student


	GOALS FOR THIS WORK-BASED LEARNING STUDENT:

	1.  To experience the career field of a Public Relations Specialists

	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.

	6.  To make connections in this field.


	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. Prepare or edit organizational publications for internal and external audiences, including employee newsletters and stockholders' reports.
	 
	

	2. Respond to requests for information from the media or designate another appropriate spokesperson or information source.
	 
	

	3.  Establish and maintain cooperative relationships with representatives of community, consumer, employee, and public interest groups.
	 
	

	4. Plan and direct development and communication of informational programs to maintain favorable public and stockholder perceptions of an organization's accomplishments and agenda.
	 
	

	5. Confer with production and support personnel to produce or coordinate production of advertisements and promotions.
	 
	

	6. Arrange public appearances, lectures, contests, or exhibits for clients to increase product and service awareness and to promote goodwill.
	 
	

	7. Study the objectives, promotional policies and needs of organizations to develop public relations strategies that will influence public opinion or promote ideas, products and services.
	 
	

	8.  Confer with other managers to identify trends and key group interests and concerns or to provide advice on business decisions.
	 
	

	9. Consult with advertising agencies or staff to arrange promotional campaigns in all types of media for products, organizations, or individuals.
	 
	

	10. Coach client representatives in effective communication with the public and with employees.
	 
	


	 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. Office Equipment

	 
	

	2.  Electrical outlets, plugs, wires.

	
	

	3.  Office furniture, floors.

	
	

	4.  Fire
	
	

	5.  Terror threats
	
	


	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

· Student must wear business attire.

· Shirt and tie for boys

· Business dress for girls


	

	2.  Hair

· Must be neatly groomed, and short
	

	3.  Shoes

· Closed toe shoes should be worn everyday.  

· Shoes should look neat!


	

	4.  Personal Cleanliness

· Students should be clean and odorless everyday.

· Fingernails should be kept


	

	5.  Appropriate positive body language.

· Only use appropriate body language
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


4/8/2005

2

