South Lewis Central School District


South Lewis Central School
Student Employee Training Plan

	Student Name:


	SS#:

	Date of Birth:


	Student’s Address:

	Job Title:  Word Processor
Holland Code:  Conventional, Artistic and Social

	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 Word Processing.

	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 completed work for spelling, grammar, punctuation, and format. 
	Throughout the course
	

	2.  Perform other clerical duties such as answering telephone, sorting and distributing mail, running errands or sending faxes. 
	1
	

	3. Gather, register, and arrange the material to be typed, following instructions.
	2
	

	4.  Type correspondence, reports, text and other written material from rough drafts, corrected copies, voice recordings, dictation or previous versions, using a computer, word processor, or typewriter. 
	3
	

	5.  File and store completed documents on computer hard drive or disk, and/or maintain a computer filing system to store, retrieve, update and delete documents. 
	1
	

	6.  Print and makes copies of work. 
	1
	

	7.  Keep records of work performed. 
	1
	

	8.  Compute and verify totals on report forms, requisitions, or bills, using adding machine or calculator. 
	1
	

	9.  Collate pages of reports and other documents prepared. 
	2
	

	10.  Electronically sort and compile text and numerical data, retrieving, updating, and merging documents as required.
	2
	


	 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.  Keeping walkways clear

	
	

	2.  Carpal Tunnel Syndrome
	
	

	3.  Eye Strain

	
	

	4.  Work Station Ergonomics

	
	

	5.  Office Electrical Safety and Fire Prevention Strategies
	
	


	DRESS and BEHAVIOR CODE FOR POSITION

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

2.  Needs to modify dress.  

3.  Needs personal consultation.

	1.  Clothes are business attire

	

	2.  Hair is neat and styled for the work place
	

	3.  Shoes are appropriate and comfortable for the office environment

	

	4.  Personal Cleanliness


	

	5.  Appropriate positive body language.
	


	BEHAVIOR IN THE WORKPLACE

Describe specific items.
	Achievement Level  and Comments

1.  Acts appropriately

2.  Needs to modify behavior.  

3.  Needs personal consultation.

	1.  Polite to co-workers


	

	2.  Answers the phone politely, making the customer feel comfortable
	

	3.  Does not swear and/or use slang in the office


	


	Student Signature                          


	

	Employer Signature


	

	Parent Signature                          


	

	Coordinator Signature


	

	Date of Training Plan


	


4/8/2005

1

