ABC SCHOOL DISTRICT


ABC HIGH SCHOOL

Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth: 

	Student’s Address:

	Job Title:  Radio Announcer and Television Announcer.

Holland Code:  Social, Artistic

	Working Papers Certificate #.

	School Coordinator:  Andrea Belisario


	School’s Telephone Number:  (718) 232- 2500

Fax:  

Email: abelisa@doe..org

	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   radio and television announcers.

	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.  Prepare and deliver news, sports, and/or weather reports,
	  
	

	2.  Gather and rewrite material so that it will convey required information and fit specific time slots
	 
	

	3.  Identify stations, and introduce or close shows, using memorized or read scripts, and/or ad-libs.

	 
	

	4.  Select program content, in conjunction with producers and assistants, based on factors such as program specialties, audience tastes, or requests from the public.

	 
	

	5.  Study background information in order to prepare for programs or interviews.
	 
	

	6.  Comment on music and other matters, such as weather or traffic conditions.

	 
	

	7.  Interview show guests about their lives, their work, or topics of current interest.


	 
	

	8.  Discuss various topics over the telephone with viewers or listeners
	 
	

	9.  Host civic, charitable, or promotional events that are broadcast over television or radio.

	 
	

	10.  Make promotional appearances at public or private events in order to represent their employers.


	 
	


	 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.Hand tools: Computer, telephone, read and observe all safety procedures in employee manual.


	
	

	2.     CPR/Basic First Aid
	
	

	3.  Office Safety – Repetitive Stress prevention of other computer related injuries, eyestrain, etc.  


	
	

	4.  Electrical connections and cords stored properly.


	
	

	5.  Prevention of Eye and back problems  Conduct self in safe orderly manner
	
	


	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:  Students must wear business attire.

Boys:  shirt, slacks.  No sneakers tie optional.

Girls:  business dress, skirt, slacks, stockings, moderate size heel, suit.


	

	2.  Hair:  combed neatly and conservative.
	

	2. Shoes:  Shoes should look clean and polished,

      Closed toe shoes should be worn every day.  

      No sneakers or high heels.


	

	3. Personal Cleanliness:  Students should be clean, showered and odorless.  

      No excessive perfume or make-up.

      Fingernails should be kept clean and not very              

      long.


	

	4. Appropriate positive body language.

Use only appropriate body language.
	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan
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