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FOREWORD

The problems involved in chosing a career, securing the required
preparation, andentering the chosenoccupational field are numer-
ous and complex and in a constant state of flux. To solve them,
full consideration must be given to trends in job requirements as
well as to existing requirements. The basis for this considera-
tion canbe developed inlarge part through well-planned counseling
programs. However, these programs may be greatly enriched by
providing students opportunity for on-the-job experiences. These
experiences may be in any occupational fields or in the fields in
which theybelieve their interestslie and in which they believe they
have the ability to be successful. In either case, they are learn-
ing about the world of work.

In recognition of the importance of giving students the opportunity
to discover their interests and abilities and tolearn about job re-
quirements, the L.egislature has authorized the governing boards
of school districts maintaining high schools to develop and operate
programs of work experience education. The material in this pub-
lication, Handbook on Work Experience Education, should be a
valuable asset to school administrators who have responsibility

for such programs. %
Wee Ao

Superintendent of Public Instruction
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PREFACE

Sections 8351 to 8358, inclusive, of the Education Code authorize
the governing board of any district maintaining a high school or a
Junior college to establish and maintain programs of work experi-
ence education in their respective institutions. Sections 115.20
through 115.26, California Administrative Code, Title 5, are the
rules and regulations adopted by the State Board of Education to
establish standards and guidelines for the development of suchpro-
grams of work experience education.

This handbook, first published in 1959, was designed to assist
school administrators in the implementation of these regulations
and in the establishment of standards for the operation of work ex-
perience education. So well has the material stood the test of time
that five years of use inthe field has not pointed up a need for ma-
jor changes and revisions in the content. This new edition, there-
fore, reflects only thosc¢ minor revisions necessary to bring the
information up to date.

It is hoped that the second edition of this publication will prove to
be equal in value to the first for those school districts currently
operating work experience education programs as well as to those
districts contemplating the establishment of such a program.,

J. GRAHAM SULLIVAN
Associate Superintendent

of Public Instruction

Chief, Division of Instruction
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Chapter I

WHAT IS WORK EXPERIENCE EDUCATION?

Choosing a career and preparing for it are surely among the most complex
tasks faced by youth today. The choice becomes increasingly difficult as tech-
nological changes and shifts in the econcmy eliminate some iobs while creating
a wide variety of new ones.

Often youth lack an understanding of the factors involved in their decision,
although it is one of the most important decisions they will make in their life-
time. Predictable opportunities in the various fields of work, the preparation
required and its duration, and their own talents and capabilities all must be
considered. Some careers, for example, may be eniered upon without any
training, while others may require as many as 10 years of schooling beyond
high school. Some careers can be successfully pursued by persons of limited
talents and capabilities; others require taients anc¢ capabilities possessed by
only a few. Compounding the problem of choosing a career and preparing for
it are the difficulties youth may have in making the transition from the aca-
demic environment of the classroom to the vastly different environment of the
world of work.

The Work Experience Education Program

3 Educational programs providing preparation for the world of work have been

-3 in operation in both the public and private schools of the United States for more

3 than 50 years. All of the major statements of the goals of education formulated
in this century have mentioned explicitly the school's responsibility for
some kind of occupational education. One unique type of program, variously
referred to by many titles, including "cooperative education, " "work educa-
tion, "' and "work experience, '' has made use of community facilities for such

; preparation. Many plans of operation have been used, and many types of

training have been offered. Some have adequately met the needs of students;
some have not.

h: The public schools of California have accepted as a major responsibility the
3 provision of assistance to youth in solving the many problems related to choos-
ing and preparing for a career. In many high schools and junior colleges of

X the state, a part of this responsgibility has been met through programs of work
= experience education. Such programs have taken on widely varying forms,
3 some of which are not considered to be genuine work experience education as

described in this handbook. True work experience education results only
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2 Handbecok on Work Experience Education

when it encompasses a systematic plan whereby young people, while still in

school, gain realistic employment experience through part-time work per-
formed under all of the following conditions:

1. The schooi adopts a specific plan of operation based on a written
outline that shows the respective roles of the school, the student,
and the employer.

2. The school assigns qualified personnel to direct the program and to
coordinate student jobs with the school learnings.

3. The school makes certain that work done by students is of a useful,
yvorthwhile nature, and that federal, state, and local laws and regu-
lations are followed.

4. The school, with the help of the employer, evaluates work done by
students, awards credit for work successfully accomplished, and
enters pertinent facts concerning the student's work on his per-
manent record.

Benefits of Work Experience Education

Work experience education, thus constituted, is a part of ithe school curricu-
lum as are history, English, mathematics, business, and auto mechanics.

Work experience education programs provide substantial benefits to the siu-
dent, the school, the employer, and the community.

How Does Work Experience Education Benefit the Student?

A3 has been stated, programs of work experience education in the secondary
schools assist students in meking career choices, in preparing for careers,
in developing an understanding of the meaning of work, and in making the

transition to the world of work. During the course of a survey of work exper-

iennce education programs in California made in 1954-55, high school admin-
istrators indicated that they considered the most important purpose of work
experience education programs in high school to be helping young people to
learn, as part of their general education, what employment entails! In the
same study, junior college administrators indicated that they felt the most

‘Henry T. Tyler, Repcrt of the Study of Work Experience Programs in California High
Schouls and Junior Caolleges, Bulletin of the California State Department of Education,
Vol. XXV, No. 3 (July, 1956), p. 19.
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Work Experience Education 3

important purpose of such programs wrs assisting young people toward their
chosen occupational goals.?

In addition to accomplishing the purposes already mentioned, work experience
education provides other specific benefits to students who participate in such
training. These benefits include:

1. Learning to assume responsibility

2. Gaining knowledge and attitudes necessary for successful job
3 performance

3. Acquiring good work habits
4. Learning how to get along with fellow workers and employers
5. Developing personality and poise

6. Augmenting the financial resources of the students and assisting
them to remain in school

=,
B
P

7. Developing an appreciation of the value of wages

: 8. Developing an appreciation and understanding of the relationship
between formal education and job success

9. Exploring the fields in which they feel their vocational interests
lie and determining whether or not these fields are suitable

10. Broadening their understanding of the occupational world and of
working conditions in the world of work

‘ P R
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1i. Giving students who must work a feeling that their jobs have added
importance

How Does Work Experience Education Benefit the School, the Employer, and -
the Community? 3

. ; Although the values of work experience education extend primarily to the stu- 3
4 deni, several additional groups are benefited, including the school, the

21bid. , p. 39.
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employer, and the community. The following advantages of work experience
education to these three groups are of major importance.

~ Benefits to the school. For the school, work experience education:

1. Provides an opportunity for the school to relate academic training
to job requirements

2. Utilizes many community facilities and resources for training pur-
poses, thus making it possible for the school to provide training in
fields that the school program could otherwise not serve

3. Increases the school's ability to hold students in school for a
longer period of time

4. Provides assistance in occupational guidance

5. Enables the school to keep abreast with developments in the busi-
ness and industrial world

6. Provides a direct avenue through which the school can meet
community needs

7. Develops good school-community relations

8. Acquaints employers with the work that young people trained in
the schools can perform

Benefits to the employer. For the employer, work experience education:

c 1. Provides the employer with carefully selected, part-time help
who may become permanent at a later date

2. Provides an opportunity for the employer to train possible future
] employees by ise cf the methods that he has found to be most
satisfactory for his operation

' 3. Provides the employer with employees who are receiving additional
3 training through related instruction at school

4, Serves as a training program for prospective employees of small
businesses or industries that are unable to conduct extensive
training programs within their own establishments

Reduces turnover because the employees have become adjusted to
the job before they accept full-time employment
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Benefits to the community. For the community, work experience education:

1. Provides the community with an increased source of well-trained
workers

Provides the community with a labor force that is more thoroughly
- trained than graduates who have not had work experience education
and hence works more efficiently

N

3. Increases cooperation between the community and the school
4. Increases the possibility that your g people will remain in the
community after graduation, since they will already have found

a place in community life

Kinds of Work Experience Education in the Public School

Because of the variety of purposes of work experience education and the di-
versity of needs among students and communities served by such programs,
it has become necessary for schools to divide work experience education into
three classifications: exploratory work experience education, general work
experience education, and vocational work experience education. Each type
1s initiated and controlled by the school and coordinated by school personnel.
The specific purposes of each vary, however, and a single school may not
necessarily provide for all three types.

The three major types of work experience education may be described as
follows:

What Is Exploratory Work Experience Education?

Exploratory work experience education is essentially a guidance program.

In a program of this type, students spenu specified hours of school time at

a variety of jobs--either within the school or at business, professional, or
industrial establishments--for the purpose of asceriaining their suitability

for the occupation. During this time, they are given opportunities to observe
and to participate in a variety of activities. It is not intended that students

de productive work. Students receive school credit but no pay. Close super-
vision is provided by the school to ensure that students are not exploited and

do not replace paid employees. Exploratory work experience education is lim-
ited to two semesters in the high school and one semester in the junior college.

What Is General Work Experience Education ?

The controlling purpose of general work experience education is to give
teen-age boys or girls maturing experiences through supervised part-time

e et
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employment that will help them to become productive, responsible individuals.
This part-time work need not be related to the occupational goals of the stu-
dents. It may be performed either in the school or in public or private estab-
lishments outside the school, and all or part of the work may be done during
school hours. Pay is received for this work if it is performed outside of the
school. Pay may or may not be received for jobs performed within the school,
depending upon district policy. Students receive school credit for general work
experience education.

What Is Vocational Work Experience Education?

In vocational work experience education programs, the employment of students
is specifically within the occupations for which their courses in school are pre-
paring them, the employment thus serving the function of a practical laboratory
for reinforcing the in-school occupaticnal education. Students in vocational
work experience education receive both pay and school credit for their work.

Vocational work experience education may be classified according to the oc-
cupation or occupations within which employment is found:

Agricultural occupations. Students in vocational agricultural programs
are preparing for an occupation within the broad area of agriculture. The
part-time employment in which they engage as a part of the program is often
self-employment. It may take place on the home farm, school farm, or other
farm within the community served by the school; it may alsc take place in
such local establishments as dairies, food processing plants, or farm im-
plement houses.

Distributive occupations. Occupations in the area of distribution for which
the students' school courses are preparing them and in which they have part-
time employment include retail salesmanship and merchandising, wholesale
and specialty salesmanship, advertising, insurance, real estate, business
management, traffic and transportation, interior decorating, merchandising,
and others.

Office occupations. Students preparing for jobs in the office occupations
work at part-time employment in business establishments or in school offices
and are enrolled in courses that prepare them for secretarial and stenographic,
accounting and bookkeeping, general clerical, and many other types of positions.

Trade and industrial occupations. Students in this program are usually
enrclled in day trade classes in which they study the same vocation as that of
their part-time employment. This type of program commonly is coordinated
by the instructor of the trade class or a coordinator of trade and industrial
education.
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Diversified occupations. In some small schools it is not possible to have
a separate program in each of the occupational fields. By establishing a "diver-
sified occupations'' program, such schools enroll students in one program,
under a single coordinator, but covering more than one occupational field.
The school has the responsibility of making certain that the employment of
each student in such a program is compatible with his occupational goal and
is related to his in-school courses.




Chapter I

WHAT FACTORS MUST BE CONSIDERED BEFORE STARTING
A WORK EXPERIENCE EDUCATION PROGRAM?

Any school district considering the establishment of a work experience educa-
tion program must take many factors into consideration. First, the existing
philosophy of the school in which the program would operate should be exam-
ined and whether or not a work experience education program would fit into
this philosophy shotld be considered. An analysis should be made of the oc-
cupational training currently available in the school curriculum and of the way
in which these offerings are meeting the needs of the students in the school.

An attempt should also be made to discover what attitudes, if any, exist among
students, administrative personnel, and faculty toward such programs.

The second consideration in the establishment of work experience education
program is whether or not it is needed in the community. As this determina-
tion is made, information should be obtained concerning the attitudes held by
employers in the community toward the establishment of such a program and
concerning the extent to which training facilities would be available within the
business, industrial, or agricultural establishments of the community if a work
experience education program were established. School officials should also
familiarize themselves with the activities of all youth employment services in
operation within the community.

The third major consideration for school districts before they make a final
decision to establish a work experience education program is the financial a~»-

rangements that would be involved in the operation of such a program.

Need for and Interest in Work Experience Education

Another important factor to be taken into consideration by those contemplating
the establishment of a work experience education program is the needs of the
students who will be served by such a program. Also of importance are the
potential students' attitudes toward work experience education.

How Can Student Needs and Interests Be Determined?

A valuable ji: ‘ication of student need for work experience education is the ex-
tent to which students are already employed in the community. Any school
district contemplating the establishment of a program of this type should know
not only the number of students already employed at part-time jobs but also
the nature of these jobs and as many additional facts as possible concerning
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their empioyment. Employed students should be queried as to whether or not
they feel that they could profit from classroom or individual instruction that
would either give them additional skills in the field in which they are working
or help in solving various types of problems they have on the job, or both.

Specifically, answers to the following questions should be sought:
1. How many students currently work at part-time jobs?
2. What are the current occupational goals of the students?

3. What are the students' plans for their education upon leaving
high school?

4. Do many of them have problems that might necessitate their
leaving high school before graduation, and if so, what are they?

5. Do students now working have problems on the job that they
need assistance in solving?

6. Do students now working feel that they could profit from
related instruction?

7. How many students must help their families financially ?

Several devices may be used to obtain information concerning student needs
and interests. Surveys may be made by means of formal questionnaires, or
information may be obtained by counselors as they work with students during
registration or regular counseling interviews,

An additional device that has proved to be effective both for discovering exist-
ing interest and for building up interest where it does not exist is the assembly
program in the school. Possible features on such programs include guest
speakers from local businesses or industry, films showing various types of

, job opportunities, and presentations by school personnel of the proposed work

’* experience education program. At the termination of such an assembly program,
“ questionnaires requesting information regarding student interest and need may

, be distributed to students. If assembly programs cannot be held, proposed pro-
grams may be explained to students in home rooms or in an appropriate class,
and questionnaires distributed following the explanation.

1 How Can Community Needs, Attitudes, and Facilities Be Determined?

Pt

As has been stated, information should be obtained concerning the needs of a
community for work experience education, concerning the attitudes held in
the community, and concerning the availability of work stations. As was the

TSR L s S e i s e 3
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case in determining student needs and attitudes, several devices may be used
to obtain such information. A survey may be conducted among businessmen
in the community by the use of formal questionnaires mailed to all individuals
believed to be possible participants in the program; by informal interviews
held with such individuals by school personnel; or by a combination of both
procedures. When both questionnaire and interview are used, the interview i.
usually a follow-up to the questionnaire. 1t is often desirable tc test the pro-
posed questionnaire form with a sample group within the community before the
survey is started.

In addition to obtaining the desired information from the individual employers,
school personnel may obtain information from various civic groups within the
community. Through the cooperation and assistance of such groups, a large
number of individuals may be acquainted with the nature and purpose of the
survey, and their support may be enlisted in carrying it out. Some school dis-
tricts have found that an advisory committee, made up of a representative
group of employers within the community, may be used to give assistance and
direction to such a survey. (See pages 19-22.)

Answers to the following specific questions concerning community needs, at-
titudes, and facilities should be sought:

1. Are employers interested in having the school establish a work expe-
rience education program?

Would employers cooperate if such a program were established?
Is there a labor shortage in the community?
In what areas of employment does this shortage exist?

How many student employees could be used immediately and for
how many would there be a continuous and increasing need?

Is there a need for employees with a specific type of training,
and if so, what type?

Are the existing needs found in an area of emplioyment that a
school work experience education program could serve?

Is there an adequate number of potential work stations in
the community ?
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How Can the Attitudes of School Perconnel Be Determined?

School administrators considering the establishment of work experience educa-
tion should discuss the proposed program with all administrative and instruc-
tional personnel ;. an effort to discover their attitudes concerning such a
proposal. This may be done on an individual basis or in groups. At this time,
a thorough explanation of the proposcd program or programs should be given
to avoid possible misunderstanding.

Financial Considerations Involved in Work Experience Education

As school districts plan the establishment of work experience education pro-
grams, they should consider ali of the financial aspects of their operation.
They should recognize that there are costs involved in the operation of such
programs that are in excess of the costs of operating the regular classroom
programs. In some instances, these may be comy cnsated for by the fact that
students enrolled in work experience education Jdo not require school housing
auring the hours that they are at work.

What Major Expenses Are Involved in Work Experience Programs?

Salaries for supervisior and coordination make ur *he major item of expense
in the operation of work experience education programs. Involved in this
item are the time and expense of traveling to the students' work stations and
the time spent with students and their employers on the job, as well as the
time spent at the various related tasks in the school. (See Chapter V.) Ina
study of work experience education made in 1954-55, it was found that full-
time coordinators of work experience education in California were being as-
signed approximately 125 students.! It was the recommendation of this study,
however, that 75-100 students are the maximum load that a coordinator can
handle satisfactorily.

What Other Expenses Are Involved in Work Experience Programs?

Giher costs involved in the operation of work experience education programs
include the costs of clerical service, office supplies, and mileage for super-
visory visits. If the coordinator uses his own car, costs of insurance may
also be involved. Mileage allowances will vary but will naturally be greater
in districts in which work stations are scattered over a large geographic area.
Also, the number of supervisory visits may vary. In any case, budget items
for these costs are not large.

‘Tyler, op. cit., p. 71.
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What Problems of State Apportionment Are Involved in Work Experience
Education Programs in the High School and Junior College?

At present, high schools operating work experience education programs have
no great problem concerning state apportionment because high school students
usually have been in attendance for a minimum day before going on the job.
However, one problem exists in the junior college concerning hours worked on
the job that may be counted for state apportionment. In the junior college,
state support is based on units of average daily attendance, 525 class hours of
authorized attendance constituting one unit. Hence, whatever portion of the
employment hours of a work experience education student can properly be
counted for apportionment helps to offset whatever costs the program incurs.

The crux of the problem of legal authority to count, for apportionment purposes,
hours worked by students in their numerous and scattered places of employment,
is found in Education Code Section 11251, which states:

In computing the average daily attendance of a school district, there shall be included only
the attendance of pupils while engaged in educational activities required of such pupils and
under the immediate supervision and control of an employee of the district who possessed
a valid certification document, registered as required by law, authorizing him to render
service in the capacity and during the period in which he served.

Since in the usual wrrk experience education program as now found in junior
colleges, the student at work cannot be said to be at all times under the 'im-
mediate s*° ervisicn and control'' of a certificated school employee, to attempt
to count hours worked does not appear to be legal under existing law. ''Im-
mediate supervision' has been interpreted as follows:

Schools can count a.d.a. only in the amount of time spent by the coordinator supervising tne
students on the job. Any part of the hour is counted as a full hour for attendance purposes.?

2Statement by Ronald W. Cox, Chief, Division of Public School Administration, California
State Department of Education.




Chapter III

WHAT STEPS SHOULD BE TAKEN IN PLANNING
A WORK EXPERIENCE EDUCATION PROGRAM ?

Extensive planning is necessary if the operation of a work experience education
program is to be successful. After it has been determined that a work experi-
ence education program is to be established, several steps must be taken before
its actual operation can begin. Decisions must be made on many matters, in-
cluding personnel, related instruction, scheduling and programming, school
credit, and office facilities. In addition, a plan of operation must be drawn up,
adopted by the governing board of the district, and approved by the State De-
partment of Education. If a lay advisory committee has been in operciion,
such a group may continue to assist the school district as plans are made for
the operation of a work experience education program. If no advisory commit-
tee exists, it is highly desirable that one be appointed.

Determining Personnel Needs

Any school district planning the operation of a work experience education pro-
gram should make adequate provision for personnel to operate such a program.
Determinations should be made concerning necessary supervisory and clerical
personnel. Qualifications of supervisory personnel should be decided upon, and
general determinations concerning their work load should be made.

What Supervisory Personnel Are Needed?

Of major concern is provision for personnel to provide general supervision and
coordination for the program. The individual employed in this capacity is usu-
ally designated as a ''coordinator.' He is the key person in the operation of
the program and should be given recognition as a member of the supervisory
or guidance staffs.

The number of individuals employes for coordination activities varies, depend-
ing upon the size of the district, school, or program. In large schools, one
or more individuals may be employed for coordination activities. School dis-
tricts in which work experience education prrograms are operating in several
schools may find it necessary to employ a coordinator for general supervision
of all programs. In some small schools, or in schools with limited work ex-
perience education programs, coordination may be only a part-time activity

of a teacher in one of the vocational programs or of a member of the super-
visory or guidance staffs.

13
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What Qualifications Should a Coordinator of Work Experience Education
Possess?

The choice of a coordinator of a work experience education program involves
the consideration of many factors. An individuzl who is to succeed as a coor-
dinator must posses 2 certain combination of skills, training, and experience.
He must have the education, experience, and credential needed to conduct the
related classes. He must have an occupational background sufficiently wide
to give him an adequate understanding of the areas of employment in which the
students he is supervising are employed. He must have the personality {raits
required of an individual who, in the course of a day's work, must meet suc-
cessfully large numbers of people, including employers in many types of
establishments, students of varying skills and personalities, and fellow work-
ers within the school system in which he is employed. He must be a person
of good judgment, since nuinerous aspects of work experience education cannot
readily be reduced to a few clear-cut rules.

Any school district considering an applicant for the job of a coordinator should
consider the following points:

1. How much experience has he had as a wage earner in a business or
industry and/or in owning and operating a business or industry?

2. What is his educational background?
3. What teaching experience has he had?

4. What affiliations and community contacts daes he have and into
what community activities do his avocational interesis take him?

5. Does he appear tc have the personality traits that would be neces-
sary to get along successfully with many types of people?

6. Is he well known in the community ?

What Should Be the Work Load of the Coordinator ?

Because of the varying patterns and practices within the operation of the three
types of work experience education, it is often difficult to determine the num-
ber of students to be assigned. However, it is generally believed that, to
assure adequate staff time for the operation of work experience education,
assignments of coordinators shouid not exceed, on a full-time equivalent basis,
50 to 75 students in exploratory programs and 75 to 100 students in general and
vocational programs. It is recognized that local conditions and the demands of
program expansion will necessitate adjustinents in these ratios. In a beginning
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program of work experience education, however, it is particularly important
that the number of students in the ratio not exceed the optimum.

Many factors must be taken into consideration in determining the coordinator's
work load:

1. What type of work experience education is to be conducted?

2. Is placement of the students made by the coordinator or by some
other assigned person or agency?

3. What distance is traveled by the coordinator between school
and students' work stations?

4. How many different employers must the coordinator visit?

5. Is the secretarizl i:2lp allocated to the coordinator sufficient
to handle the work experience education program?

6. Is there to be a specific provision for related class instruction?
7. What type of community advisory group is to be used?

What Clerical Assistance and Office Accommodations Are Needed for a Work
Experience Education Program?

Adequate clerical assistance should be provided in any school operating a work
experience education program, for a large number of forms are involved in a
program of this type and time is required to process them. Provision for ade-
quate clerical service for the work experience education staff has been found
to be sound economy in view of salary differentials between prefessional and
secretarial personnel. The successful functioning of the entire work experi-
ence education program depends to a large extent on an efficient clerical staff.

The work experience education program should be provided with sufficient
office space within the school to house supervisory and clerical personnel.
There should be adequate space for files and records. The coordinator
should have privacy for individual conferences. Because of the extensive use
that work experience education personnel make of the telephone in such ac-
tivities as student placement and supervision, it is extremely advisable for
the work experience education office to have access to a direct line telephone
or equivalent service.
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Planning Related Insiruction

If students are to obtain the educational benefits from work experience edu-
caticn indicated in Chapter I, their job experiences should be supplemented
by and correlated with formal classroom instruction in school on a regularly
scheduled basis, or by equivalent instruction scheduled at intervals through-
out the semester, or by other types of related activities. Such related in-
struction is part of the work experience education program, and it usually
takes place during the semester in which students are enrolled in the program
and are working on a job. Making provision for such insiruction is of major
importance. As plans are developed, decisions must be made concerning
course content and instructional materials, types of projects to be assigned
students if classroom instruction cannot be arranged, coordinator's or teach-
ers' schedules, and classroom facilities.

What Types of Related Instruction Should Be Provided?

Classes in which related instruction for work experience education students

is offered are of two rzneral types: (1) work orientation classes, in which
students receive instruction concerning the meaning of work and discuss prob-
lems of a general nature related to their employment; or (2) classes that
provide students with specific skills related to their jobs. Other types of
activities closely related to work experience education may supplement on-
the-job experience; these activities include written research projects and sur-
vers on subjects such as selling techniques, public relations, and promotion.

What Should Be the Content of the Related Instruction?

The content of related instruction differs according to the objectives of each
type of work experience education program. Since the major objective of
exploratory work experience education is to help students to choose careers
and to study the occupations they are exploring as student-learners, related
instruction should be built around vocational guidance activities. Work ori-
entation would also be included. Instruction for general work experience
education students will be primarily concerned with work orientation. The
major objectives of instruction in the related class for students in vocational
work experience education are the development of skills, knowledges, and

understandings appropriate to the occupation.

A great variety of subjects may be taught in the orientation classes. Included
arong these are employer-employee relations, techniques of applying for a
job, development of good work habits, personal appearance and grooming,
development of responsibility, occupational information, the value and use of
money, the value of education, personal business, laws and regulations af-
fecting the worker, social security, income tax, banking, insurance, housing,
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community service, and the like. (See Appendix D, pages 96-97, for sample
course outline. ) In addition to studying subjects such as those listed above,
students in a class of this type should have every opportunity to make both
oral and written reports of their experiences on the job.

Since the nature and objectives of the program have as their basis the needs

of the students and employers concerned, a careful review should be made of

B these needs before the content of related instruction is finally determined.

=2 If an advisory committee has been established, it should be consulted concern-
) ing curriculum content. (See page 19.)

W How Shall Classes of Related Instruction and Working Hours Be Scheduled?

The scheduling of classes of related instruction and working hours of the stu-
S dent can be accomplished in many ways, depending upon the type of program,
the needs of the students enrolled in it, the organization of the school schedule,
and the demands of the employer. Students in exploratory and general work
experience education should attend a class of related instruction at least one
period a week throughout the semester. Related instruction for those enrolled
in the vocational program is usually given in the regular vocational classes.

3 Because of the difficulties that sometimes arise in planning a related class

k- for students in work experience education, special arrangements may have

to be made. These wiil vary, depending upon the needs of the program and

the students enrolled in it and upon the demands of the employer. Coordina-
tors should work with guidance personnel in arranging students' schedules so
that time will be available for both related instruction and on-the-job experience.

: Some of the procedures that have been used satisfactorily are the following:

1. A regular class period iz scheduled to meet daily throughout
the year.

2. At least once a week, the students' work time is reduced by
one or two hours to make it possible to hold a class.

3 3. A class is scheduled to meet one morning a week one-half
hour before classes regularly start.

What Arrangements Should Be Made for Classrooms?

If work experience education is to be completely successful, adequate training
facilities and equipment must be available to the student in the school class-
room. This is particularly important, of course, in the case of vocational
programs. In such programs, it is highly desirable for classrooms to simulate
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actual situations that students will encounter on the job. An example of this
type of arrangement would be the establishment of a "store unit" for use as a
classroom laboratory in a merchandising program. In the case of exploratory
and general work experience education, provision for a regular classroom is
usually adequate. A library of guidance pamphlets and occupational informa-
tion could very -well be built up as part of the work experience classroom.

Determining School Credit

When a work experience education program becomes an integral part of the
curriculum, determinations must be made concerning the awarding of school
credit, as is the case with any other school subject. Such determinations
include: (1)the amount of credit that students may earn per semester for work
experience education; (2) the total credits that may be counted for graduation;
and (3) the verified hours of employment that must be completed for each
semester hour of credit.

How Much School Credit May Be Granted for Work Experience Education?

The amount of credit varies depending upon the policy of the school district,
the type of work experience education, and the degree to which the program

is tied in with a class of related instruction. Although there exist no regula-
tions concerning the minimum amounts of credit that may be offered, e
maximums have been designated by regulations of the .State Board of Education,
and appear in the California Administrative Code, Title 5, Education, as Sec-
tion 115.22.

115.22. School Credit. The district shall grant to a pupil for the satisfactory completion of
Work Experience Education credit in an amount not to exceed:
() In High Schools, a total of 40 semester periods made up of one or a combination of two
or more of the following types:
(1) For Exploratory Work Experience Education: Five (5) semester periods for
each semester, with a maximum of ten (10) semester periods earned in two semesters.
(2) For General Work Experience Education: Ten (10) semester periods for each
semester with a maximum of twenty (20) semester periods.
(3) For Vocational Work Experience Education: Ten (10) semester periods for
each senfester with a maximum of forty (40) semester periods.
(b) In Junior Colleges, a total of 16 credit hours made up of one or a combination of two
or more of the following types:
(1) For Exploratory Work Experience Education: Three (3) credit hours per
semester with a maximum of one semester.
(2) For General Work Experience Education: Three (3) credit hov - ~er semester
with a maximum total of six (6) credit hours.
(3) For Vocational Work Experience Education: Four (4) credit hours per semester
with a maximum total of sixteen (16) credit hours.

These stipulations apply only to the actual work performed by work experience
education students on the job. The amount of credit granted for systematic re-
lated classes is not necessarily included in the maximum.
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In the granting of school credit, it should be noted that hours worked as part
of a work experience education program beyond the regular school day are
considered to be equivalent to hours of work during the school day.

How Many Hours of Work Should Be Completed for Each Semester Hour
of Credit ?

A study of work experience education programs in California showed that the
number of hours of verified work the student must complete to earn one se-
mester period of credit varied in the high school from seven to 100 hours. !
Similar variations in practice were found in the junior college.

The following credit allowances are recommended for the high school and
junior college:

High school: Five semester hours of credit--that is, one unit--for
an average of 10 hours of work a week performed
throughout the semester

Junior college: One semester hour of credit for an average of five
hours of work a week performed throughout the
semester (90 hours of work per semester per unit
of credit)

Establishing an Advisory Committee

Work experience education is an educational activity snarcd by the schocl and
the community. Therefore, an advisory committee composed of employers,
employees, other citizens in a community, and individuals closely associated
with education can provide much counsel and guidance to the program. Such

a group appointed in the initial stages of the program is extremely helpful in
establishing good will and understanding among all participants and in devel-
oping acceptance and support of the program by employers. The advisory com-
mittee can give valuable service by reviewing the plans for a work experience
education program as well as for follcwing them up as the program develops.

What Is the Composition of an Advisory Committee ?

The choice of members for any advisery committee is determined by the type
of work experience education program to be served. In general, membership
on an advisory committee includes representatives of employer and employee

'Tyler, op. cit., p. 33.
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groups within the community, representatives of governmental agencies
concerned with work experience education, and representatives of the local
chamber of commerce and other community organizations. School personnel
in charge of work experience education also meet with this group. Some com-
munities have developed successful advisory committees within the frame-
work of the chamber of commercs or other business associations. It ‘is

: extremely important that members of an advisory committee be individuals

N who have an understanding of and interest in the total educational program of
3 the community.

Members are usually selected by the coordinator and the principal, with for-
mal approval of the superintendent and board of education. Advisory com-
= mittess vary in size but usually range from six to 10 members. The customary
3 term of service is three years, with one-third of the members terminating
73 their service each year.

Because a good advisory committee is composed of capable people who have
“ many interests and responsibilities, its meetings should be infrequent, should
follow a well-planned agenda, should open and close promptly, and should
usually be limited to about two hours of work. Dinner meetings are often pre-
ferred. Meetings generally are held at the school. An occasional general
meeting, at which students, parents, and employers describe their contacts
with the program and their reactions to it, will be found very useful. It has
] also been found desirable to hold an occasional meeting of the advisory commit-

tee with the board of education. During the planning period, the committee may

meet approximateiy once a month; once a program is in operation, they may
3 find that two to four meetings a year are sufficient.
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What Specific Tontributions Can an Advisory Cominittee Maxe?

- —— ———

An advisory committee provides the work experience education coordinator
b with one of his strongest aids and provides a major channel of communication
between the school and the cooperating employers. It makes it possible for
i’ the school to build a training program based on the current needs of the com-

munity and to adapt the program to changing neceds.
Specifically, an advisory committee helps to:

1. Publicize the entire program in the community.
3 2. Maintain good community relations.
3. Make comxmunity surveys.

4. Locate training stations
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5. Set up standards for the selection of students and work stations.
6. Cbtain classroom equipment and materials.
7. Establish standard practices for the employment of students.
8. Solve specific problems in conjunction with the employer.
In addition, an advisory committee undertakes to:
1. Act as a guide in problems concerning wages and hours.
2. Determine a course of action on general problems that arise.
3. Make recommendations concerning courses of related instruction.

4. Continually evaluate the entire program.

5. Provide information concerning areas in which employment
opportunities are expected to open up or fall off.

6. Act as a sounding board for new ideas.
1. Arrange special events, such as student-employer banquets.

A clear statement of the functions and limitations of an advisory committee
on work experience education should be set forth in the plan of operation for
the program. It has been stated that: "'Of greatest importance is the under-
standing that the comamittee is orly advisory in character, and that its advice
is to the board of trustees, to accept or reject. It has no administrative or
peicy-forming power. The good committee will make suggestions on policy
and procedure, but the source of :ts authority is the local governing board "?

How Can the Success of an Advisory Committee Be Assured?

The value of any advisory committee depends largely upon the ability of the
school representative to work with it effectively. Several points should be
remembered by those working with an advisory committee if committee mem-
bers are to function successfully.

2vGuide for Establishment and Conduct of Local Advisory Committees for Vocational Agricul -
tural Departments' (Sacramento: California State Department of Education, Bureau of Agricul-
tural Education, September, 1954), p. 9.
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1. New members of an advisory committee should be informed con-
cerning the total operation of the work experience education program.,

2. Since all committee members are volunteers, care should be taken
regarding the number and types of tasks given to them. They
should be given specific duties and probiems, however, so that they
feel that their efforts are worthwhile.

3. Members should be allowed adequate time to complete their com-
mittee assignments.

4. Members should be kept abreast of current developments within the
program, particularly within the field of their specific interests.

9. Members should be kept abreast with all school activities reiating
to the program.

Developing the Plan of Operation

The Cahforma Administrative Code states that work experience education
programs ''shall conform to a plan adopted by the district and submitted to,
and approved by, the State Department of Education." (See Section 115. 20.)
After the work experience education program has been planned in detail, a
written plan of operation must be prepared by the school district and adopted
by the governing board of that district.

What Shall Be Included in the Plan of Operation?

The exact nature of the plan is the responsibility of the local school district;

it should be written in the manner that is most appropriate for the particular
type of program involved. However, it must set forth a systematic design
taat can be put into operation, and it should be sufficiently detailed to be com-
pletely understood by all concerned with the program.

The applicatiorugage.’ The first page of 2ach plan for the administration and
operation of a work experience education program constitutes the formal ap-
plication to the State Department of Education for authorization to conduct
such a program. As a matter of convenience, this page may be prepared on
district stationery showing the official name of the district, the correct ad-
dress, and the date of application. In addition, the following items of inform-
ation are to be included:

3See sample page, Appendix B, page 66.
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The name of the chief administrative officer

A statement concerning the date on which the governing board »f the
district officially adopted the proposed plan of work experience edu-
cation that is being submitted for Department of Education approval

The name cf the person, with position and title, submitting the
application

The school year’ ir which the proposed plan will become operative,
if approved :

The classification(s) of work experience education proposed in the
plan--exploratory, genzral, vocational (California Administrative
Ccde Section 115.21.)

The plan for the administration and operation of a work experience education

program. The plan for a work experience education program should include:

1.

2.

A statement of the philosophy and objectives of the program

A description of the plan of administration and operation for each
classification of work experience proposed in the application
{California Administrative Code Section 115.20. )

A statement of the amount of credit toward high school graduation
earnable by students - _ .oyed in work experience education (Cali-
fornia Administratin Code Section 115.22), indicating the ratic be-
tween hours to be worked and credit to be granted

A statement explaining the qualifications of students to be seclected
for work experience education(California Administrative Code
Section 115.23) with particular reference to:

(a) Vocational or educational goals
(b) Guidance service prior to assignment
{c} Parental approval

A specific statement concerning the plan for the supervision of
students, in accordance with California Administrative Code Section
115.24 and including workload of coordinator({s) full time and part
time (See pages 14 and 26-40 of this handbook. )

A statement of the records to be maintained by the district (Cali-
fornia Administrative Code Section 115.25. )
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7. A statement of the criteria to be utilized in the selection of work
stations for each classification of work experience education pro-
posed (Califorvwia Administrative Code Section 115, 26.)

A statement concerning the insurance coverage, by ihe district and/or
employers, of students engaged in work experience eaucation--acci-
dent, liability, and/or workmen's compensation (California Educa-
tion Code Sections 1004, 8358, and 11711; California Administrative
Code Section 115.26, and this handbook, pages 45, 50-51.)

co

All individuals coacerned with work experience education should have a com-
plete understanding of all facets of the operation of the program.

When and to Whom Shall Plans Be Submitied for Approval ?

Plans of operation for work experience education programs and requests ior
their approval must be submitted to the State Department of Education, in du-
plicate, at least one month prior to the date on which it is planned that the
program shall begin to operate.

Requests from high school districts should be sent directly to the:

Chief, Bureau of Secondary Education;

from junior college districts to:

Chief, Bureau of Junior College Education;

both at the following address:

Californiz State Department of Education
721 Capitol Mall
Sacramento, California 95814

When notice of approval has been received from the Department of Education,
the school district should file a copy of the plan with the office of the county
superintendent of schools. An annual notification must be made to the Depart-
ment of Education that the school will continue the program, if such is the case.
This notification should be received by July 1. It should be accompanied by a
statement such as: "We are continuing to operate under the plan submitted un-

der date of ----- M

How Shall Amendments to a Plan Be Handled?

When a school district-desires to make amendments to its plan of operation
of a work experience education program, such amendments must be adopted

g Y, ke
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by the governing board of the school district and submitted to the Depariment
of Education for approval.

Orienting School Personnel to Work Experience Education

One of the factors most necessary to the success of any work experience edu-
cation program is that school personnel hold a favorable attitude toward it.
Such an attitude can be assured only when all members of the administrative
and teaching staffs are completely informed regarding the basic philosophy of
work experience education and the nature of its operation. As a work expe-
rience education program is being planned, particular attention should be
given to providing complete information concerning the program to guidance
personnel and all personnel concerned with planning students' schedules.

Building Interest in Work Experience Education

Many of the procedures used in conducting 2. community survey prior to put-
ting a work experience education program into operation do much to arouse
interest in work experience education and serve as valuable public relations
devices., Additional steps should be taken, however, to build up further inter-
est among employers, students, and school personnel after a school district
has dceided to establish a work experience education program.

How Shall the Interest of Employers Be Stimulated?

Either before or during the time that the community survey is being conducted,
a school district may deem it advisable to wage an intensive public relations
campaign promoting the establishment of a work experience education program.,
Such a campaign would include the use of newspaper, radio, and TV publicity;
talks by school personnel before civic, business, and social groups within the
coramunity; and the distribution of brochures and leaflets describing the pro-
gram. Interviews with employers are an important part ¢f such a campaign.

How Shall the Interest of Students and School Personnel Be Stimulated ?

Assembly programs of the type mentioned on page 9 of this handhook serve
the dual purpose of determining student need and interest and acquainting
school personnel and the student body with the proposed program. Panel
presentations or addresses by local business people may also be used. Such
programs should be well publicized, and all members of the administrative
and teaching staffs should be urged to attend. Guidance personnel should be
urged to inform students regarding this program as they counsel with students
and help them plan their courses. Brochures describing the program should
be placed in the library and in the counse¢lor's office, and posters or other
forms of announcements may be placed on bulletin boards.




Chapter IV

WHAT ARE THE RESPONSIBILITIES OF THE SCHOOL COORDINATOR
OF A WORK EXPERIENCE EDUCATION PROGRAM?

Coordination is the major responsibility of the school in the operation of a
work experience education program. Work experience education, whether
exploratory, general, or vocational, can succeed only when the learner's ac-
tivities, both in the school and at work, are coordinated to assure maximum
learning.

In any description of the activities involved in the coordination of work experi-
ence education programs, confusion often results from the interchangeable use
of the terms "coordination" and "supervision." The word "supervision' may
apply to the general supervision and administration of all activities of the pro-
gram, including both the school and work activities of ail students enrolled in
suzh a program. It may also apply, however, toc the type of supervision that
ic involved in the on-the-job training., During the time that the student is
working on the job, he is under the immediate supervision of the appropriate
employee of the business or industrial establishment in which he is employed.
Obviously, this immediate supervision must be provided by the employer and
not by the school employee. To eliminate confusion in this handbook, the term
"coordinator" is used throughout this handbook to designate the school employee
who has the over-all responsibility for the administration and coordination of
the work experience education program and to whomn the student in such a pro-
gram is at all times responsible.

A coordinator of any work experience education program has a wide variety

of duties., If he assumes his job as a new program is being established, he
will, no doubt, play an important part in the preliminary community and school
surveys described in Chapter I, If, however. he assumes his duties with a
program that has been in operation for some time, his duties probably will be-
gin with finding and approving work stations. Other duties include drawing up
a training agreement; working with the student and the employer on the job and
in in-school conferences and related instruction classes, and evaluating the
student's work. (See pages 14-15,)

Finding and Approving Work Stations

One of the major tasks of a work experience education coordinator is finding
work stations where students who wish to enroll in work experience education
programs may obtain experience. In carrying out this task, the coordinator
must give consideration to the needs, interests, and abilities of ¢iie student
and must attempt to match the job and the student.

26
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How Are Work Stations Found?

Some students may find their own jobs, probably prior to enrollment in a work
experience education program. In this case, the student may request that he
be allowed to keep his job and enroll for work experience education credit.
When such a request is made, it is the coordinatcr's responsibility to visit

the student's place of employment and his employer to determine whether or
not the job provides a work situation that is suitable for work experience educa-
tion. However, if the student wishes to enroll in a work experience education
program and has not already found a job, it is the coordinator's respcnsibility
to help him find a work station that is suitable for his particular needs.

The types of work stations sought will vary, depending upon the type of work
experience education to be conducted. Informiation concerning possible work
stations of various types that are available within the community may be ob-
tained during community surveys, as described in Chapter II. In addition to
the information obtained as a result of the community survey, the coordinator
may obtain such information by other means. The procedure that is foliowed
most often is direct contact and solicitation of employers. In choosing the
appropriate work station for a particular student, the coordinator may find it
necessary to visit several employers before he is able to make a suitable
selection,

In his search for work stations, the coordinator may also obtain the assistance
of other school personnel and advisory committees. (See pages 20-21, 25.)

If a placement office is operated by the school in which a work experience edu-
cation program is conducted, the coordinator should work in close cooperation
with it in his search for work stations. In many communities, youth employ-
ment services and various community groups interested in the welfare of youth
are actively involved in job placement. Coordinators should avail themselves of
the assistance offered by these groups and should cooperate with them in every
way possible. Such activities may be carried out by special committees of
service clubs and of other civic organizations. The Youth Employment Program
of the Departmeut of Employment is prepared to give valuable assistance to

any school district operating a work experience education program. (See
Appendix E for addresses of Public Employment Offices of the Department of
Employment. )

Among the many jobs in which work experience education students have been
employed are the following:

Bookkeeping trainee posting
Buyer typist
Clerks: Dental assistant

bank (various) Draftsman's assistant
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Food trades assistant Nurseryman's assistant
Forestry assistant Receptionist
General office worker Retail salesman
Hotel clerk Secretary
Interior decorator's assistant Stock clerk
Laboratory technician's assistant Title-searcher
Landscape gardener's assistant Typewriter repairman
Nurses!' aide Typist

As agreements are reached with employers for the establishment of work sta-
tions, a file may be established recording complete information necessary for
student placement and for future reference,

What Standards Should Be Used in Selecting a Work Station?

If the specified purposes of a work experience education program are to be ac-
complished successfully, and students are to obtain the maximum benefits from
a work experience education program, work stations must measure up to many
standards. Specifically, they must conform to the following provisions of the
California Administrative Code, Section 115,26, Selection of Work Stations,
which reads:

(a) 'The employer is in sympathy with the educational objective of providing work experi-
ence for the pupil.
(b) The employer knows ~f the intent and purpose of the work experience education

program.
(c; The work station offers a reasonable probability of continuous employment for the
pupil during the work experience period for which he is enrolled.
() The employer has adequate equipment, materials, and other facilities to provide an
appropriate learning opportunity.
() Overall desirable working conditions prevail which will not endanger the healtk, E
safety, welfare, or morals of the pupils. ' 2
() The employer will provide adequate supervision to insure a planned program of the %
pupil's job activities in order that the pupil may receive maximum educational benefit. 3
(£) The employer, as required by law, will provide adequate compensation insurance. .
() The employer will maintain accurate records of the pupil's atteadance.

NI g

In addition, the following factors should be considered by the coordinator when
he chooses a work station:

1. Are wages comparable to wages paid for similar occupations in the
community ?

w7

2. Is the work station conveniently located with respect to the student, the
school, and the coordinator?
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3. What is the reputation of the employer within the community?
4, Does the employer select his employees carefully?
5. Will the job provide a sufficient number of hours of profitable training?

6. Will the job provide training in all appropriate phases of the occupation
rather than in routine activities only?

7. Does the job provide training in ai occupational area in which a beginner
would have a reasonable chance of finding full-time employment upon

graduation, if he should so desire?

8. Are the tasks to be performed on the job within the range of the student's
ability but at the same time difficult enough to provide a challenge?

9. Do local union regulations and practices affect work experience educa-
tion students?

Drawing up the Training Agreement

When an agreement is reached between the employer and the coordinator on
the establishment of a work station, a written agreement is usually advisable,

What Preliminary Interpretation Is Necessary?

Before the training agreement is drawn up, the coordinator should discuss the
program with the employer in detail and should make certain that the employer
clearly understands the aims and objectives of the program and its advantages
not only to himself and the student but also to the school and community. It is
also the coordinator's responsibility to make certain that the employer under-
stands his obligations in providing educational training and that he knows the
proper techniques for providing such training. It should be pointed out to the
employer that work experience education students are potential full-time em-
ployees and that, if they prove to be satisfactory during the time they are en-
rolled in this program, he may wish to keep them on in permanent positions,
The coordinator must also make certain that the employer understands the legal
obligations involved and that he understands his liabilities for providing insur-
ance protection for the students within his employ.

What Should Be Included in a Training Agreement?

Included in any training agreement should be the purposes of the work experi-
ence education program and an indication of the responsibilities of all concerned:
the employer, the schcol, the student, and the parents. One agreement form
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may be prepared for signatures of all concerned, or a separate agreement may
be prepared for parents. Sample training agreements used in some California
school districts are shown in Appendix C.
Specifically, the following points should be set forth;
1. The duties of the student
2, Tt= number of hours the student is to devote to the job
3. The responsibilities of the student in such matters as:
(2) Notifying the employer in case of unavoidable absence
(o) Keeping the safety rules
(c) Observing business etiquette
(d) Cooperating with his supervisor on the job
(e) Attending school regularly |
4. The responsibilities of the employer for:
(a) Training'and supervising the student
(b) Providing the student with a variety of learning experiences
(c) Recording the student's attendance and keeping the coordinator
informed as to his conduct on the job and his progress in learn-

ing the job

(d) Obeying wage and hour laws and safety regulations and providing
adequate insurance

5. The responsibilities of the school for:
{(a) Providing overall supervision and coordination of the total program
(b} Providing a related instruction class

(c) Selecting capable students who will profit from the program and
be a credit to the school

(d) Assisting the student in obtaining a work permit




O

O AT

Responsibilities of the Coordinator 31

6. The responsibility of the parents fcr:
(a) Cooperating with those coordinating the program

(b) Assisting and encouraging their children in carrying out the duties

AR ]

and responsibilities of the job

Selecting Students focr Participation in Work Experience Education

Among the most important factors in the success of a work experience educa-
tion program are the selection and placement of students in jobs appropriate
to their needs and abilities., Major responsibility for this task rests with the
coordinator, working in cooperation with the student's counselor. Every effort
should be made to choose students with care and to place them in the jobs at
which the maximum learning can take place. With the proper matching of stu-
dents and work stations, the purposes of work experience education can be
accomplished successfully. Misplacement of students in jobs for which they
are unsuited or which are beyond or below their level of ability, however, may
nullify many of the educational benefits that are obtained from a work experi-
ence education program.,

What Steps Should Be Taken in Choosing a Student for Admittance to a Work
Experience Education Program? )

Before admitting any student to a work experience education program, the co-
ordinator should interview him personally. Prior to this interview, the coordin-
ator should consult with the student's counselor and check the student's complete
record in order to become as familiar as possible with his abilities, deficiencies,
and potentialities. The counselor should also familiarize himself with the stu-
dent's family situation., During this interview, the student's occupational and
educational goals and needs must be discussed with him. The coordinator may
find it desirable to give vocational aptitude and interest tests to work experi-
ence education applicants, particularly those seeking admission to vocational
programs,

In the process of selecting students for work experience education programs,
coordinators should obtain the assistance of all staff members who are acquainted
with the student, as well as members i the guidance staff. Approval from the
parents as well as from appropriate school personnel is reruired before the
student is finally enrolled.

What Factors Must Be Considered in Selecting Students?

As students are admitted to a work experience education program, many factors
should be taken into account, Primary consideration must be given to the legal
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regulations governing the age of the employment of minors, which must be ob-
served in the selection of students for the program. (See Chapter VI,) Because
of the restrictions that legal regulations impose, students under 16 are rarely
eligible for such courses. Most high schools require that a student be 16 years
of age, but in unusual situations, younger studenis are accepfed inic some pro-
grams, Some schools may require that students be at a certain grade level,

but age is generally considered more often.

Additional factors that should be taken into consideration are the student's scho-
lastic record, his citizenship, his maturity, and his attendance records. His
health, too, should be considered, and care must be taken not to place a stu-
dent in a job that -vill be detrimental to his health or for which he does not have
the physical stamina. The type of work experience education for which the stu-
dent wishes to enroll should be considered. For example, if he wishes to en~-
roll in vocational work experience education, serious consideration should be
given to his vocational goal, or at least to his current vocational choice. In
addition, the requirements of the particular job into which the student will be
placed and any training that he might have had previously for such a job are
determining factors in deciding whether or not he shall be admitted to the program.

The coordinator should ask himself the following kinds of questions about the
student before making a final decision to admit him to a work experience edu-

cation program:

1. Are the student's abilities such that he will be able to perform the job
to which he is assigned?

2. Is the student genuinely interested in work experience education?
3. Does the student have a satisfactory record in school?

4, Is the student sufficiently mature to profit from the training?

5. Is the student prompt and dependable?

6. Does the student use his own initiative?

7. Is the student neat and well groomed?

8. Is the student of legal age for employment?

9. Does the student have good healih?

10. Is the student furthering his particular educational and/or vocational
needs by enrolling in work experience education?
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Before a student is formally admitted to the program, he should be interviewed
by his prospective employer. Such an interview gives the student valuable ex-
perience in applying for a job and also provides the employer with an opportunity
to determine whether or not the student is acceptable for the job.

What Scholastic Requirements Shall Be Maintained for Admittance to Work Ex-
perience Education?

Because of the wide variety of jobs found in the various types of work experience
education programs, scholastic requirements for students may vary. It has
3 been found in general practice that a student must be in good standing in his
1 regular school program before being chosen for work experience education.
Work experience education is no* ‘ntended for those who are already failing in
4 their school program. For entrance into work experience education programs,
a minimum scholastic average of C is commonly required in California schools.
Many schools have found it desirable to establish mrore stringent scholastic
requirements for students who wish to continue in work experience education
programs than for students who are entering the programs,

Which Students Can Profit from Work E}gperience Education?

Experience seems to indicate that all students can profit from work experience
education., However, the following listing identifies some specific groups of
students who may derive particular benefit from: the program:
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1, Students who are uncertain of their occupational goals and hence wish
3 to explore several occupations,

2, Students who are enrolled in vocational programs with the intention
of terminating their formal education at the end of high school or
junior college,

’ 3. College-bound students who need experience in their chosen vocations,

: 4, College-bound students who wish to verify the appropriateness of their
E occupational choices by actual experience within their chosen vocations.

3 2. Students who have a need for financial assistance to remain in school
" or to assist their families.

6. Students who the counselor believes are potential dropouis.

7. Gifted students who counselors feel could profit by extending their
learning experiences beyond the facilities of the school,
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8. Students who have had no previous experience in paid production jobs.

9. Students who have made occupational choices for which the school is
unable to provide training.

10. Students in special education classes who cannot profit from ordinary
and routine classroom instruction,

How Should Student Interest in Work Experience Education Be Developed?

When a work experience education program is first established in a school,
student interest in the program can be aroused through couns<lors' interviews,
class discussions, assemblies, bulletin board announcements, articles in the
school paper, and brochures, The program should also be explaine” to parents
individually or in groups in order that they may be properly and sufficiently
informed about the program to assist their children in the decision to enroll.
Students should not be encouraged to enroll, however, unless they show a definite
interest in and enthusiasm for the program.

Woerking with the Student and Employer

A large share of the time of any work experience education coordinator is spent
in working with the student and his employer. The coordinator should prepare
the student properly for the job before he reports for duty and should visit him
on the job. The coordinatcr should work with the student's employer not only
when the studznt begins his job but frequently throughout the semester. Both
the student's eraployment and the instruction related to it must be coordinated
in such a way as to assure the accomplishment of the purposes of the program.,

How Does the Coordinator Prepare the Student for the Job?

After the student has enrolled in a work experience education program, the co-
ordinator should give him as much preparation as possible before he actually
begins work on the job. In some cases, it may be desirable for the coordinator
to prepare an analysis of the duties involved in the job and to explain them care-
fully to the student, The student who understands thoroughly ‘what is expected
of him has the best chance for success on the job, The coordinator should point
out to the student the importance of the work experience program to the school
and to the community, as well as to the student. The coordinator should also
make it clear to the student that his success on the job will be a credit to all
concerned.

Before the student goes to work, the coordinator must make certain that the
student understands school attendance laws and the hours he is to be on the job.
The coordinator should assist him in obtaining a work permit and a social
security number.
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What Assistance Does the Coordinator Give the Student on the Job?

The assistance that a coordinator gives to the student on the job and the fre-
quency and length of his visits to the place of the student's employment vary
greatly, however, depending upon several factors. If. for example, the stu-
dent is employed in a large establishment, which has a well-organized training
program, it is not likely that the coordinator will visit the student frequently
on the job., If there is no training program, however, and the student is left
on his own most of the time, the coordinator may spend more time with the
student on the job.

Another factor that determines the amount of assistance that a coordinator
gives to a student is the student's familiarity with his duties. A student con-
fronted with tasks for which he has had little cr no training will, no doubt, re-
quire assistance from the coordinator. Personality is also a factor, for even
if he is new to the job, a bright, aggressive student usually can work out solu-
tions to problems without too much assistance from the coordinator. The stu-

dent load and other duties of the coordinator further determine the amount of
supervision.

The coordinator may be required to spend more time with the student during

the first weeks on the job., During this time, and throughout the student's em-
ployment, the coordinator can be of great assistance by discussing the demands
of the job and the special requirements of his particular employer with the
student either in a school conference or in a related instruction class.

It is generally recommended that the coordinator observe a student on the job
at least once each half semester.

How Does the Coordinator Help the Studept in In-School Conferences and the
Related Instruction Class?

Liroughout the time that a student is enrolled in a work experience education
program. he will encounter many problems on which he has need for advice
and counsel. The coordinator should aliow time in his schedule for discussirg
these problems with the student. Such conferences not only give the student
a chance to ask the coordinator for advice but also give the coordinator an
occasion to point out certain ways ‘n which the s.udent can improve his job
performance. Consultation with the student at school should take place at
least once each half-semester, As in cie case of visits to the student on the
job, the frequency of such conferences depends upon the student load of the
coordinator and the needs of individual students.

The student may also receive assistance with his problems in the classes of
instruction related to the job. (See pages 16-17.)
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For What Purposes Does the Coordinator Visit the Employer?

The coordinator contacts the employer on many occasions in additicn {o the
initial contacts made to select the work station and draw up the tcraining agree-
ment., Several purposes must be accomplished during such visits., At the be-
ginning of the student's employment, the coordinator should observe the training
methods uszd by the student's immediate supervisior., If he feels that the
methods could be improved, he should discuss the matter with the employer,

It may be necessary to remind the employer and the student's immediate super-
visor ofthe purposes and objectives of the work experience education program.
The coordinastor also makes certain that the employer is meeting his legal
obligations in such matters as permits to employ and minimum wages and that
he is providing adequate insurance protec*ion. (See pages 45, 50-51,)

Throughout the time that the student works at a work experience education job,
the coordinator should continue to work with the employer. The c¢mployer!'s
full cooperation is necessary if the student is to receive maximum benefit from
his training on the job. The coordinator should become familiar with the man-
agement policies of the organization and should make every effort to make the
employer aware of the close relationship between the student's job and his
school program. One of the most important purposes for which the coordinator
contacts the employer is to secure his evaluation of the student's work. (See
below.)

School districis may find it desirable to prepare and disiribute to employers

a handbook contdining information concerning the purposes and operation of the
program, This handbook should contain detailed suggestions concerning the
supervision of work experience education students.

How Often Should the Coordinator Contact the Fmployer?

Many factors must be taken into consideration in deciding how often the coordi-~
nator should visit the place of employment., ircluded are the employer!s atti-
tudes toward visits from the coordinator, the success of the student on the job,
the geographical location of the place of employment, and the confidence the
coordinator has in the job supervision and the way in which the employer is
living up to his part of the work experience education agreement. As was the
case in determining the number of in-school contacts and cn-the-job visits
with the student, the student load carried by the coordinator is a determining
factor in the frequency of visits to thc pilace of employment,

It is generally recomm.ended that the coordinator consult with the student's
immediate supervisor at least four times per semsster,
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What Procedure Should Be Followed When a Student's Job Is Terminated?

Coordinators should make every effort to place students oniy on jobs that will
be continuous throughout the semesier. If for unforeseen reasons, however,
the job at which the work experience education student is employed should be
terminated during the semester, a serious problem may arise. Several solu-
tions to this probiem include:

1. The coordinator may find another job for the student as soon as possible.
2, The student may be assigned additional related projects, either as
part of his related instruction class or as a special assignment, that
will make it possible for him to earn credit for the course.

3. The student may be assigned to a study hall.

4, If the job loss occurs before midterm, it may be possible to assign
the student to another class,

No serious problem arises in cases in which the student hag already worked a
sufficient number of hours to have earned credit for the course and in which
the student already has earned more credits than he needs for graduation.

Conducting a Class in Related Instruction

It is the coordinator who carries the major responsibility for the class of re-
lated instruction. He is usually responsikle for conducting a class on problems
of a general nature related to employment and for preparing a course outline
or writing a manual of instruction. In the case of classes tha’ provide instruc-
tion in specific job skills, such as those usually related to vocational work ex~
perience education, the classrocm instruction may be provided by ihe coordi-
nator or by a teacher who is a specialist in the area concerned.

Evaluating and Grading

One of the coordinator's major r :sponsibilities is the evaluation of the student's
work both on the job and in the related instruction. On the basis of his evalua-
tions in these two situations, the coordinator assigns the student's grade. In
some cases, it may seem desirable to assign only cne grade for the course.

In others, one grade may be given for the work on the job and ancther for
related instruction.

Evaluation should be made on a regular, systematic basis in cooperation with
the student's employer. The coordinator may find that the employer will make
a more thorough evaluation of the student's work if he is provided with a rating
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sheet. This device not only indicates to the employer the points he should
evaluate but also makes it possible for him to take more time to make his
evaluation. It is the coordinator's responsibility to explain the use of the rating
sheets to the employer and to explain that a student's skills should be rated in
relation to those of other students and not 1o those of more experienced workers.
The student's job performance should be rated by the person most 72 niliar with
i his work.

Evaluation includes, in addition to the assignment of a grade and the awarding
of credit, a determinaticn as to whether or not the student shall remain in the
’ program if he so desires, If the evaluation is to provide its maximum benefit,
the coordinator should discuss it with the student and explain each point to him.

On What Points Should the Student's Work on the Job Be Evaluated ?

Those making any =valuation of a student's performance in a work experience
» education program should obtain information concerning the following aspects of
a3 the student's performance;

1. Dependability

2. Cooperation
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Personal appearanc

—« 4, Judgment

' 9. Self-confidence

6. Initiative

S 7. Speed

3 8. Accuracy

. 9, Ability to learn

10, Ability to get along with others

How Often Is the Student'’s Work Evaluated?

. A written evaluation of a student's progress generally should be made at least
§: once during each half-semester, Some schools, however, evaluate work ex-
perience education students as often as once a week., More common practice
is for two or three such ratings to be made each semester, F- ~auent evalua-
tion is valuabie because it gives the ccordinator an opportunity observe
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facets of the student's performance that should be corrected or improved and,
in turn, to devote time either in class or in personal school conferences to
accomplishing necessary correction or improvement,

Keeping and Maintaining Records

All districts conducting work experience education programs should keep com-
plete and continuous records of the student's job performance and of his perfor-
mance in the school class in which he receives instruction related to his job.
Such records are based on reports made by employers, coordinators, and
students. The success of a work experience education program may well de-
pend upon the adequacy and regularity with which reports are made and the
system by which records are maintained.

Whai Records Are Required for a Work Experience Education Program?

Secticn 115.25 of the California Administrative Code, Title 5, Education, states
that the district shall maintain the following records:

1. A record of the type of work experience in which each pupil is enrolled,
where he is employed, and the type of job he holds

2. A record of work permit issued, if applicable

3. The employer's report of the pupil's attendance and performance on
the job

s The coordinator's report of his cbservations of the pupils
5. The coordinator's report of his consultations with employers
6. The coordinator's rating of each pupil, including grade

Also included in the record; should be the name of the course, the amount of
credit awarded, the total number of verified hours worked, and a brief explana-
tion of the jcb performed, unless its nature is wzll known. Both the coordinator's
and employer's rerorts nf the student's work should include information concern-
ing the student's attitudes, aptitudes, and quality of work. Records of a stu-
dent's work experience education shoull be entered into his permanent cumula-
tive record.

What Forms Are Necessary for the Operation of a Work Experience Education
Program?

Maintaining records is a time-consuming process snd requires the use > many
forms. These forms include survey iforms, personal data forms, interview




40 Handbook on Work Experience Education

forms, personnel requisitions, contact cards, employers' reports, coordinator's
reports, record forms, and many others. Samples of some of the forms used
are included in Appendix C,

Making Preparations for the Work Experience Education
Program Outside the Kegular School Year

Because of the variety and types of duties involved in the operation of a work
experience eduvcation program, the duties and responsibilities of the coordi-
nator may extend beyond the regular school year, Duties in which the coordi~
nator may be involved at this time include locating work stations, checking
student's attendance and scholastic records, participating in preregistration
activities, assisting students by guidance and counseling, meeting with advisory
committees, evaluating the program, and following up former students.

In some programs, a period of two weeks at the end of the school year and two
weeks before the start of the fall seinester may be adequate for carrying out
these duties, However, in programs in which a coordinator must obtainr work
stations during the summe:, it may be necessary for him to be employed for
a l2-months year.




Chapter V

WHAT ARE THE RESPONSIBILITIES OF THE EMPLOYER
IN THE OPERATION OF A WORK EXPERIENCE EDUCATION PROGRAM?

The employer who accepis a work experience education student into his employ
assumes a definite responsibility tcward that student and toward the work ex-
perience education program. These responsibilities are set forth in the train-
ing agreement. They include;(1) supervising the student's work on the job;

(2) providing him with the necessary training for the job; (3) giving him an
opportunity to learn a variety of tasks related to his employment; and (4) evalu-
ating his work. In carrying out his rer nusibilities, the employer works in
cooperation with the work experience . .ucation coordinator or the school per-
son employed for overall supervision of the program,

Supervisory and Training Responsibilities

The major responsibility for the immediate supervision of the student's work

on the job rests with the employer or with the person in his employ assigned

to serve as supervisor of the student worker. The amount and nature of super-
vision and training vary, of course, with each individual student and with each
different job situation. If the student is hired to perform tasks that he already
possesses the ability ‘to perform, the supervisor will be required to give him
little training, If the student must perform tasks with which he is not familiar,
however, the supervisor will find it necessary to devote more time to his train-
ing. Not only will it be necessary to give him initial training, but it may also

be necessary to follow up this training with close supervision as new tasks arise,

In addition to supervising and training the student, the supervisor should ex-
plair the company organization, personnel and management policies, and the
em, yee benefit program. He should explain the deductions, such as those
for social security and insurance, that will be made from his pay check, how
they are figured, and what benefits are derived from them, Time spent in this
way is helpful in making the student feel that he has a place in the business or
industry.

All work experience education students, regardless of the type of program in
which they are enrolled, need assistance in adjusting to their status as a

worker and in learning the disciplines of the job, Individuals responsible for
supervising such students should realize that, in addition to the usual considera-
tion given to adult workers as they begin a job, special consideration should

ke given to young workers, who are in’a stage between youth and adulthood.
They should be understood, taught, encouraged and respected:

41




42 Handbook on Work Experience Education

UNDERSTAND THZIM

They are growing up physically and mentally,
They have learning ability but lack judgment.
They are striving for independence but feel insecure.

ke MRV

They want to conform yet value their individuality,
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TEACH THEM

Make your orders clear and concise,

Start them on jobs they can do quickly and well.
Teach them safe practices.

Answer their questions and explain their mistakes.
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ENCOURAGE THEM

Make them welcome.

Praise them when they deserve it,
Help them stand on their own feet.
Show them your :nthusiasm.
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RESPECT THEM
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3 Listen to their ideas.

Give them responsibility when they can take it.

Help them find opportunities for training and education.
Promote them when you can,
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The employer should be urged to consult with the coordinator in all matters

5 regarding the student's supervision and training in order that jointly they may
plan ways of improving his learning. The employer should keep the coordinator E
informed concerning the student's conduct on the job and his progress in learn-
ing the job. If major problems involving the student arise on the job, the em-~
ployer should contact the coordinator immediately.

It ie the employer's responsibility to keep a reco=d of the student's attendance,

Respongibilities for Evaluating the Student's Work

2 R R T TUNC
AR AR AT P SR AR

R It is the employer's responsibility to work with the work experience education

13 coordinator in evaluating the student's work on the job, As indicated in Chap- '
ter [V, evaluation is made on a systematic basis, The coordinator of the pro- 3 .
gram usually provides the employer with a rating sheet, which ne requests the 3

employer to use in evaluating the student. When the coordinator visits the work
station, he should discuss the evaluation of the student with the employer and/or 3
the studeat's immediate supervisor and the student, 255
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In addition to these formal evaluations, the employer should make informal
evaluations from time to time, The student's immediate supervisor is mainly
responsible for making informal evaluations.

Legal Responsibilities

Employers have certain legal obligations toward the work experience education
students they employ. These obligations are stipulated in federal, state, and
local regulations. Employers must be aware of these obligations and meet
them at all times, Further information on this matter is presented in Chap-~
ier VI,
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Chapter VI

WHAT ARE THE LEGAL RESPONSIBILITIES INVOLVED
IN THE CPERATION OF A

WORK EXPERIENCE EDUCATION PROGRAM?

Work experience education programs must be operated in conformity with fed-
eral, state, and iocal laws and regulations. Both the letter and the spirit of
existing laws and regulations must ke followed. The coordinator or other in-
dividual responsible for the operation of a work experience education program
must understand thoroughly all laws and regulations that pertain to the employ-
ment of minors. He should know the source of information on all legal matters
and should maintain a complete file of publications that include these laws and
their interpretations. Coordinators operating work experience education pro-
grams that are reinbursed from federal vocational education funds must be
familiar with those sections of the California Plan for Vocational Education
that apply.

In addition to possessing complete and current information on legal matters,

the coordinator should assume the responsibility for passing along such inform-
ation to employers. Thus, he can make certain that they have the information
needed for an understanding of their legal obligations toward their employees.

Federal and State Laws and Regulations

Federal and state laws pertinent to work experience education are complex in
nature. They govern age requirements, work permits and permits to employ,
minimum wage laws, regulations governing hours of work, compulsory school
avtendance, working conditions, and social security. Three federal statutes,
the Walsh-Healey Public Contracts Act, the Fair Labor Siandards Act, and the
Sugar Act of 1948 are designed to protect working minors wherever the federal
government has jurisdiction. Wherever both state and federal laws apply to the
employment, the law setting the higher standard must be observed.!

What References Are Available on Labor Laws and Regulations?

No attempt has been made here to review pertinent laws and regulations in
detail, as such a review would, of necessity, be at the risk of omitting current

T work Experience Programs in American Secondary Schools, Bulletin 1857, No. 5 (Wash-
ington, D.C.: U.S. Department of Health, Education, and Welfare,1857), p. 76.
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and pertinent information. Therefore, only summary charts are included.
More complete information concerning such laws and regulations appears in
the following references:

1. Child-Labor Provisions of the Fair Labor Standards Act (the federal
wage and hour law). Questions and answers on child labor, informa-
tion about age certificates, and analysis of hazardous occupations
orders.

2. Digest of the California Child Labor Laws. Contains summary of
California child labor laws and selected child labor provisicns of
the Fair Labor Standards Act.

3. Employment Certificates--Help You Help Youth. Provides informa-
tion about who may issue employment certificates and what good
practices are.

4. Your Social Security--Old-Age and Survivors Insurance under the So-
cial Security Law. Summary of provisions of the Social Security Act.

Where Are Local Offices of Federal and State Agencies Located?

Work experience education coordinators should maintain contact with local or
area representatives of the Division of Labor Law Enforcement and the Divi-
sion of Industrial Welfare of the Department of Industrial Relations of the
State of California. Listed in Appendix E are the addresses of offices of
these agencies located throughout the state. When questions arise concerning
federal labor legislation, school authorities should seek the advice of the rep-
resentative of the nearest U. S. Department of Labor office.

Insurance Protection Against Accident and Injury

Students enrolled in a work experience education program must have adequate
insurance protection against accident and injury. Therefore, it is advisable
for both the school operating a work experience education program and the
enplayver of a work experience education student to carry insurance that is
adequate to previde the student with such protection, as well as insurance tnat
protects them against damage suits reculting from accident or injury to the
students.

Three types of insurance should be considered by a school operating a work
experience education program and by employers of work experience education
students: accident insurance, general liability insurance, and workmen's
compensation insurance.
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50 Handbook on Work Zxperience Education

What Accident Insurance Should Schools Carry?

Although schools are not legally obligated to carry accident insurance, schools
operating well-planned programs of work experience education often provide
their students witk such protection. If schools do not carry accident insurance,
students or their parents should be urged to obtain such protection before a
student is permitted to enter a work experience education program.

Authority for local boards of education to protect students adequately is found
in the California Education Code, Section 117 11, which reads as follows:

11711, The governing board of any school district or districts which does not employ af least
five physicians as full time supervisors of health, or the equivalent thereof, may provide, or
make available, medical or hospiial service, or both, through nonprofit membership corpora-
tions defraying the cost of medical service or hospital service, or both, or through group,
blanket or individual policies of accident insurance or through policies of liability insurance
from authorized insurers, for injuries to pupils of the district or districts arising out of acci-
dents cccurring while in or on buildings and other premises of the district or districts during
the time such pupils are required to be therein or thereor by reason of their attendance upon
a regular day school of such district or disiricts or while being transported by the district or
dictricts to and from school or cther place of instruction, or while at any other place as an
incident to schocl-sponsored activities and while being transported to, from and between such
places. No pupils shall be compelled to accept such service without his consent, or if a minor
without the consent of his parent or guardian. The cost of the insurance or membezship may be
paid, from the funds of the district or districts, or by the insured pupil, his parent or guardian.

Such insurance may be purchased from, or such membership may be taken in, only such com-
Panies or corporations as are authorized to do business in California.,

What Liability Insurance Should Schools Carry?

School districis in California may be sued for and may he required to pay dam-
ages on account of the negligence of the district, its officers, and employees.
It is now mandatory that all school districts carry insurance against such lia-

bilities. The California Education Code states:

1017. (a) The governing board of any school district shall insure against:

(1) The liability, other than a liability which may be insured against under the provisions
of Division 4 (commencing with Section 3201) of the Labor Code, f the district for damages
for death, injury to person, or damage or loss of property; and

(2) The personal liability of the members of the board and of the officers and employees
of the district for damages for death, injury to a person, or damage or loss of property
caused by the negligent act or omission of the member, officer or employee when acting
within the scope of his office or employment.

(b) The insurance may be written in any insurance company authorized to transact the
business of insurance in the State, or in a nonadmitted insurer to the extent and subject to
the conditions prescribed by Section 1763 of the Insurance Code.
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Suitable liability insurance usually is carried by employers as protection
against damage suits resulting from accident or injury to employees or to any-
one on their premises. Ross, in his study of the legal aspects of work exper-
ience education programs in California high schools, points out that:

Two aspects of iiability insurance in relaiion to work experience programs were noted as
(1) protection against losses by the insured on account of liabilities which might arise in
relation to a work experience arrangement, and {2) protection to students against loss
because of financial inability of anyone who may be liable to the student on account of
some injury or loss in connection with his work experience, 2

How Does Workmen's Compensation Insurance Protect Work Experience
Education Students?

Employers in California are required by law to carry workmen's compensation
insurance, which provides the benefits of the workmen's compensation laws to
their employees. An employee covered under workmen's compensation is
guaranteed specific benefits for injuries arising out of and in the course of his
employment. Students receiving wages for their work in a work experience
education program are covered by such insurance. If a student does not re-
ceive wages for his work on the job as part of the work experience education
program, however, circumstances may dictate coverage by either the school
district, acting as the legal employer, or the employer himself, if he elects

to provide coverage {Education Code, Section 8358; refer to page 62).
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2 John Griffin Ross, "The Legal Aspects of Work Expérience Programs in California High
Schools, " unpublished doctoral dissertation {University of Southern California, June, 1955),
p. 354, . . abe ,
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Chapter VII

HOW CAN GOCD PUBLIC RELATIONS BE MAINTAINED?

-

The cooperation and support of many individuals and groups are essential to the
maintenance of a successful work experience education program. The school
must make a continuous effort to keep them all informed regarding the purpose,
operation, and accomplishments of the program and the plans for its future.

Responsibility for Public Relations

The establishment and maintenance of good public relations for a work experi-
ence education program are the responsibility of both the school personnel in
charge of the program and the students enrolled in it. Since the work experi-
ence education coordinator contacts members of the community more often than
do other school personnel during the operation of a program, to a "arge extent

he carries the major responsibility for maintaining good public tions through-
out the community. During the time a student is enrolled in work xperience ed-
ucation, he, too, serves as a "'school representative" at his place of employment.

The "Publics'" in Public Relations

Good working relaticnships with the community, school personnel, parents of
work experiznce education students, and certain federal and state agencies are
important to the success of the work experience education program.

How Can Good Public Relations Be Maintained with the Community ?

Two valuable public relations oppertunities have been mentioned in the discus-
sion of a work experience education program. These occur in the community
survey and the advisory committee, for which the coordinator carries major
responsibility. Throughout his work on the survey and with the committee, the
coordinator makes many contacts with individuals in the community. He also
works with many employers, as he selects work stations and coordinates. the
activities of students already enrolled in work experience education. (See
Chapter IV.) The coordinator may also make valuable contributions to commu-
nity relations by his participation in meetings of service clubs, the Chamber of
Commerce, and other community groups. Close cooperation with all community
agencies specifically concerned with the welfare of youth and youth employment
is extremely important to maintaining successful public relations.
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Good Public Relations 53

Many devices in addition to the coordinator's personal contacts may be used to
publicize a work experience education program in the community. These in-
clude newspapers, radio, television, talks before community gro-.ps, window
displays, and brochures. The coordinator should constantly be on the slert
for student activities or accomplishn:ents that have particular news value.

Although these activities are intended primarily to serve the work experience
education program, they become an excellent means whereby a school repre-
sentative may provide information to the community concerning the total
school program.

How Can Good Public Relations Be Maintained with School Personn_e_l?

The continuous cooperation and understanding of all school personnel are es-
sential if a work experience education program is to succeed. Therefore, the
work experience education coordinator should make it his responsibility to keep
school personnel informed of the activities of the program at all times. Regular
written reports of the activities of the program should be made to the principal,
superintendent, and board of education. Information may be provided to the in-
structional and guidance staffs in group meetings and assemblies as well as in
personal conferences. Pamphlets, news items in the school paper, and bulletin
board displays and posters may be used for this purpose. Work experience edu-
cation students assigned to work within the school serve to give faculty members
a firsthand understanding and appreciation of the program.

Of major importance to the success of a program is the cooperation of guidance
personnel who have responsibility for aptitude- and interest-testing, scheduling,
and many other activities directly related to work experience education. There-
fore, the coordinator should make a particular effort to work closely with them
and tc gain their confidence and support.

How Can Good Public Relations Be Maintained with Parents ?

Since parental interest and ccoperation are vital to the success of work experi-
ence education, parents should be made thoroughly familiar with all of its as-
pects. The California Administrative Code requires that the consent of his
parents must be obtained hefore a high school student can be admitted to the
program. (See page 63.) After the student has been enrolled, his parents
should be kept informed of his progress. The work experience education co-
ordinator may encourage parental cooperation and support by cccasional visits
to the home, telephone calls, group meetings with parents, and the distribution
of brochures and pamphlets describing the program. Parents should also be
informed of all events relative to the program that are scheduled for television
and radio. Special activities such as student-parent banquets and school pro-
grams relative to work experience education can be planned to bring parents
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into the school. Every effort should be made to develop in parents a sense of
pride in the accomplishments of their child on a work experience education job.

; How Can Good Public Relations Be Maintained with Federal and State
figencies Concerned with Work Experience Education Students ?

Several federal and state agencies have responsibilities relative to the activ-
ities of work experience education. These include mainly those agencies re-
sponsible for administering the laws and regulations pertinent to work experience
education and those agencies concerned with the employment of youth--the var-
ious agencies of the U. S. Department of Labor; the divisions of Labor Law En-
forcement, Industrial Welfare, and Apprenticeship Standards of the California
State Department of Industrial Relations; and the California State Department of
Education. Also concerned with the activities of work experience education
students are the Social Security Administration and the California State Depart-
ment of Employment. (See Appendix E for addresses of local offices. ) Coor-
dinators should make the acquaintance of local representatives of these agencies 3
and 1ake every effort to secure their cooperation.
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Chapter VIII

HOW CAN A WORK EXPFRIENCE EDUCATION PROGRAM
BE EVALUATED?

High standards and continuing improvement of a work experience education

program are possible only when it is subject to periodic evaluation. Evalu-
ation may be both formal and informal.

Informal Evaluation

As a program progresses, evaluation takes place continually on an informal
basis. The coordinator is constantly receiving from the employer, the student,
the parents, and school personnel their informal evaluation of the program.

Formal Evaluation

Formal evaluation of a program usually takes the form of questionnairs com-
pleted by employers and students currently enrolled in a program, by students
who have completed the program and are permanently employed, by students
who have completed the program and are still in school, and by students who
have dropped out of the program without completing it. Some school districts
have found it desirable to obtain an evaluation of the program from parents and
from staff members of the school in which the program operates.

Satisfactory evaluation can be accomplished only when all facets of a program
are considered. Any evaluation of a work experience education program should
obtain answers to the following questions:

Aims and Objectives of the Program

1. Does the plan of operation state the program's philosophy and objectives ?
2. Is the program evaluated periodically in terms of these objectives?
3. Are the objectives adjusted as changes occur in the community?

Effectiveness of the Coordinator

1. Does the coordinator's schedule provide sufficient time for
coordination activities ?

2. Does the coordinator use this time only for coordinating purposes?

55
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10.

11.

12.

13.

Handbook on Work Experience Education

Does the coordinator plan his time carefully and develop a
realistic schedule for coordination that he can fcilow?

Does the coordinator visit each training station at regular
intervals and obszrve the student on the job?

Do the employer and the coordinator work together in close
cooperation?

Is there regular contact by the coordinator with the student's im-
mediate supervisor in order to learn of the student's progress?

Does the coordinator keep a record of his daily coordination
activities ?

Does the coordinator keep records of each student's performance
and progress on the job?

Does the coordinatcr use the records of student performance and
progress as a basis for both class room instruction and conferences
with students?

Is there a reguiar evaluation by the coordinator and che employer
of the student's progress on the job?

Does the coordinator have the personal leadership qualities neces-
sary to unite effectively school and community groups in support of
the program?

Does the coordinator participate actively in school and community
activities ?

Is the coordinator respected by the students and faculty?

Work Stations

1.

2.

Are employers carefully briefed concerning the purposes of ‘he
work experience education program and of the work stations?

Are work stations selected on the basis of whether or not their
facilities provide adequate work experience?

Do the work stations provide opportunities for well-organized,

varied learning situations?
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Are the legal requirements that are concerned with the employment
of youth being met?

Classroom Instruction

[u—y

Is ithe class carefully planned for in advance?

Does the ¢! sroom instruction include a variety of teaching methods
and technig ‘s such as conferences, lectures, films, panel discus-
sions, student reports, and individual and group projects ?

In the planning of instruction, is full advantage taken of community
resources by such activities as field trips to local firms and appear-
ances of community leaders before the class?

Are the students' individual :roblems given attention?

Is information presented concerning the basic skills and attitudes
that are common to all employment ?

Does the instructor use suitable instructional materials in the
classroom?

Are reports made by the employer and coordinator used as a basis
for classroom instruction and conferences?

Are students given an opportunity to participate in the evaluation
of classroom instruction?

The Advisory Committee

1.

Has a general advisory committee of community representatives
been appointed?

Does this committee meet regularly and function actively?

Has this cominittee been used to assist in the formation of the
philosophy and objectives of the program?

Has this committee been used to assist the coordinator in locating
training stations ?

Does the coordinator furnish leadership for the committee and plan
the agenda for its meetings?
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6. Are the school administ:ator and the coordinator actively invol ved
in the operation of the advisory committee ?

7. Does the committee give continuing advice and counsel to the
coordinator?

Public Relations

1. Has the program been adequately publicized and promoted among
various community organizations? 3

2. Have the objectives, philosophy, and operation of the program
been publicized with the entire faculty in an effort to build genuine :
understanding ? %

3. Are the written objectives and operating procedures of the program
made available or presented to parents of potential work experience
education students?

4. Are the guidance counselors informed of the program and of its
place in the total school program ?

5. Is the program publicized periodically in community and school
publications?

K PN I N
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6. Is the program respected by the community, the school, and
the parents ?

7. Is there a well-planned program of public relations that includes the 4
use of such media as newspapers, radio, television, movies and E
films, brochures and leaflets, talks to various community groups,
and exhibits and displays ?

Records and Reports

1. Does the coordinator have access to, and use, complete student
records, including tests, grades, attendance and health records,
and other available data?

2. Are suitable forms used for recording each of the various coordi-
nating activities?

3. Does the coordinator present his record of his daily coordination
activities weekly or monthly to his school principal?

IR
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Does the coordinator keep systematic records of all the activities
and the performance of each student on the job and in the related
instruction classroom?-
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9. Is the student's job performance evaluated periodically by the
employer ?
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6. Is the employer furnished with a rating sheet for evaluation purposes ?

7. Does the school maintain as part of the student's cumulative record
complete information concerning the student's work experience
education activities ?

Student Follow-up

1. Isthere an organized system of follow-up of each former student?
( 2. Are the findings of follow-~up activities recorded and reported to
the school administration, faculty, and advisory committee ?

3. Is an effort made to adjust the work experience education program
on the basis of findings of follow-up activities?
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Appendix A

LEGAL AUTHORIZATICNS GOVERNING
WORK EXPERIENCE EDUCATION

In California, recognition of work experience education and authorization for

the operation of such programs appear in the California Education Code and in
the California Administrative Code

“\l.

The California Education Code

’1 The California Education Code, Division 7, Chapter 4, Artlcle 4, Work Experi-
. ence Education, sections 8351 through 8358 states:

i gl o4

g 8351. The governing board of any district maintaining a high school or junior college may:
| (a) Provide for the instruction of pupils in the skills, attitudes, and understandings neces-
sary to success in employment by means of courses of work experience education as provided
in this article (commeicing at Section 8351).
- o (b) Provide for guidance and supervision procedures designed to insure maximum educa-
- tional benefit to students from placement in suitable work experience education courses.

(c) Provide for arranging, approving, co-ordinating, and awarding credit for work experi-

ence education courses, and for those purposes employ instructors, co-ordinators, and other
necessary personnei.

"y

"
A
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E 8352. The State Board of Education shall establish standards for work experience educa-
: tion, including but not limited to, the following:

(a) Selection and approval of work stations.

(b) Supervision of pupils.

(c) Credit allowable for work experiences.

() Guidance procedures related to work experience education.

,, 8353. The Department of Education shall adopt such rules and regulations as are necessary

to implement the standards set by the State Board of Education, so as tc maintain the educa-
tional purpose and character of work experience education.

d LA L

T students enrolled in work experience education courses.
J’ 8355. Work experience educaticn as authorized by this article ...includes the employment

4 of pupi!s ia part-time jobs selected or approved as having educatlonal value for the students
E: employed therein and co-ordinated by school employees.

9 8356. Work experience education involving apprenticeable occupations shall be consistent
v with the purposes of Chapter 4, Division 3, of the Labor Code and with standards established
' by the California Appreanticeship Council.

8557. The governing board of any school district which maintains one or more high schools
k- or junior colieges may provide for the estabiishment and supervision of work experience educa-
tion programs in contigl sus arcas outside the district.

3 8338. Notwithstanding any provisions of this code or the Labor Code to the contrary, the
- school district under whose supervision work experience education is provided shall be con-
sidered the employer under Division 4 of the Labor Code of persons receiving such training
3 unless such persons during such training are bemg paid a cash wage or salary by a private
employer ..., (Added by Stats. 1961, ch. 1798 ... .)
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The California Administrative Code

In addition to the authorization for work experience education found in the
California Education Cede, regulations governing programs of this type are
found in the California Administrative Code, Title 5, Education, sections
115.20 through 115.26. They were approved by the California State Board of
Education on July 10, 1958, and became effective for the 1958-59 school year.
These regulations read as follows:

Article 13.1. Work Experience Education

115.20. Approved Plan Required. Any program of work experience education conducted by
the governing board of a school disirict, hereinafter in this article called "the district," pur-
suant to Education Code Sections 8351 through 8357 shall conform to a plan adopted by the dis-
trict and submitted to, and approved by, the State Department of Education. The plan shall set
forth a systematic design of work experience education whereby young people, while stiii en-
rolled in school, will gain realistic employment experience through part-time work. Among
other things, the plan submitted shall contain the provisions:

(a) A statement that the district has officially adopted the plan subject to approval of the
State Department of Education.

(b) A specific description of the respective responsibilities of the school, the pupil, the
employer, and other co-operating agencies in the operation of the program.

(c) A statement that the district will:

(1) Provide appropriate and continuous guidance service to the pupils throughout
their enrollment in the work experience education program.

(2) Assign a sufficient number of qualified certificated personnel to direct the
program and to co-ordinate jobs held by pupils with the school curriculum.

(3) Make certain that work done by pupils is of a useful educational nature.

(4) Ascertain, through the appropriate enforcement agency, that applicable federal,
state, and local laws and regulations are followed.

(5) Evaluate, with the help of the employer, work done by a pupil, award credit
toward graduation for work successfuily accomplished, ‘and enter pertinent facts con-
cerning the pupil’s work on the pupil's cumulative record.

(6) Provide necessary clerical and instructional services.

Note: Authority cited: Sections 8352 and 8353 ... , Education Code.
History: 1. New Article 13.1 (115. 20 through 115. 26) filed 7-18-58; effective thirtieth day
~ thereafter (Register 58, No. 13).

115.21. Classifications of Work Experience Education. Work experience education is a
district-initiated and district-controlled program of education consisting of one or more of
the following types:

(@) Exploratory Work Experience Education, having as its general purpose the vocational
guidance of the pupil through affording him opportunities to observe and sample systematically
a variety of conditions of work for the purpose of ascertaining his suitability for the occupation
he is exploring. There is no intent to teach production skills of any kind.

(b)  General Work Experience Education, having as its purpose the supervised part-time
employment of pupils with the intent of assisting them to acquire desirable work habits and
attitudes in real jobs. The part-time job held by a pupil need not be related to the occupa-
tional goal of the pupil.

(c) Vocational Work Experience Education, having as its purpose the extension of voca-
tional learning opportunities for the pupil through part-time employment in the occupation for
which his course in school is preparing him.
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115.22. School Credit. The district shall grant to a pupil for the satisfactory completion
of work experience education credit in an amount not to exceed:
(a) In High Schoolg, a total of 40 semester periods made up of one or a combinatica of
two or more of the foliowing types:
(1) For Exploratory Work Experience Education: Five (5) semester periods for
each semester, with a maximum of ten TlOTsemester periods earned in two semesters.
(2 Tor General Work Experience Education: Ten (i0) semester periods for each
semester with a maximum of twenty (20) semester periods.
(3) For Vocational Work Experience Education: Ten (10) semester perlods for
each semester with a maximum of forty (40) semester periods.
() In Junior Colleges, a total of 16 credit hours made up of one or a combination of two
or more of the following types:
{i) For Exploratory Work Experience Education: Three (3) credit hours per
semester with a maximum of one semester.
(2) For General Work Experience Education: Three (3) credit hours per semester
with a maximum total of six (6) credit hours.
(3) For Vocational Work Experience Education: Four (4) credit hours per semester
with a maximum tofal of sixteen (16) credit hours.

i15. 23. Pupil Qualifications. In order tol qualify for participation in the work experience

education program, a pupﬂ shall:
(a) Have attained junior standing in high school or 16 years of age, except that, with

specific authorization by the principal, individual pupils with exceptional needs who are 15
years of age may be enrclled.
(b) Be a full-time pupil. For the purposes of this section, a full-time pupil means one
of the following:
(1) A legally indentured apprentice or a continuation pupil, regardless of the
number of subjects or the secondary school in which he is enrolled.
(2) A high school pupil enrolled in four or more subjects, including work experi-
ence education as one of such subjects.
(3) A junior college pupil enrolled in 12 or more credit hours, including the
credit hours for work experience.
(c) Have, if a high school pupil, parental or guardian approval.
(d Have the approval of the school guidance service to enroll in the work experience
education chosen.
(e) Have a vocational or educational goal to which the work experience education chosen
will, in the opinion of the district, contribute.

115. 24. Supervision. In carrying out its plan for work experience education, the district
shall, in addition to meeting the requirements of Section 115. 20, provide sufficient services
for initiating and maintaining work stations, for co-ordinating the program, and for super-
vising the pupils, including but not being limited to:

(a) On-the-job observation of the pupil.

(b) Consultation with the employer.

(c) Written evaluation of the student's progress.

(d) Consultation with the student.

In the case of legally identured apprentices, the requirements of this section shali not be
deemed to prevent collaboration between the school administrators and the Joint Apprenticeship
Committee in order to avoid duplication of supervisory services.

115.25. Records. The district shall maintain records which shall include:

(a) A record of the type of work experience in which each pupil is enrolled, where he is
employed, and the type of job held.

{b) A record of work permit issued ii applicable,

(c) The employer's report of pupil attendance and performance on the job.
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(d) The supervisor's report of his observations of the pupils.
(e) The supervisor's report of his consultations with employers.
(f)  The supervisor's rating of each pupil, including grade.

115.26. Selection of Work Stations. In selecting and approving a work station for an
individual pupil, the district shall observe the following criteria:

(@) The employer is in sympathy with the educational objective of providing work
experience for the pupil.

(b) The employer knows of the intent and purpose of the work experience education
program.

(c) The work station offers a reasonable probability of continuous employment for
the pupil during the work experience period for which he is enrolled.

(d) The employer has adequate equipment, materials, and other facilities to provide
an approvriate learning opportunity.

() Overall desirable working conditions prevail which will not endanger the health,
safety, welfare, or morals of the pupils.

() The employer will provide adequate supervision to insure a planned program of
the pupil's job activities in order that the pupil may receive maximum educational benefit.

() The employer, as required by law, will provide adequate compensation insurance.

(h) The employer will maintain accurate records of the pupil's attendance.
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Appendix B

WAUCOBA UNI(FIED SCHOOL DISTRICT
1165 Pinon Street
White Mountain City, California 99930

September 18, 1964

TO: The California State Department of Education
FROM: Waucoba Unified School District
SUBJECT: Application for authorization to conduct a work experience education

program.

Chief Admin’strative Officer:

Charles E. Bolton, District Superintendent

Date of Adoption:

The Waucoba Board of Education, at its regular meeting on June 22,
1964, officially adopted this plan for the administration and opera-
tion of a work experience education program,

Person Submitting This Application:

Frank O, Wesson, Coordinator, Work Experience Education, Wau-
coba Unified School District

Year of Ogeration:

If approved, this plan will be in operation during the 1964-65 school
year,

Classifications of Work Experience Education Proposed:

This plan has been organized to provide the exploratory and general
classifications of work experience education only.
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Appendix B

A HIGH SCHOOL PLAN FOR THE ADMINISTRATION

AND OPERATION OF A WORK EXPERIENCE EDUCATION PROGRAM

Details of exploratory and general work experience education
A. Description

1. Exploratory work experience education, having as its general
purpose the vocational guidance of the pupil through affording him
opportunities to observe and sample systematically a variety of
conditions of work for the purpose of ascertaining his suitability
for the occupation he is exploring. There is no intent to teach
production skills of any kind,

2. General work experience education, having as its purpose_ the
supervised part-time employment of pupils with the intent of as~-
sisting them to acquire desirable . work habits and attitudes in real
jobs. The part-time job held by a pupil need not be related to
the occupational goal of the pupil.

Work stations. In selecting work stations, as the Callfornla Administra-

tive Code, Title 5, Section 115,26 requires, the district shall observe

the following criteria:

1, The employer is in sympathy with the educatmnal obJectlve of
providing work experience for the pupil.

2, The employer knows of the intent and purpose of the Work exper1-
ence education program,

3. The work station offers a reasonable probability of continuous
employment for the pupil during the work experience period for
which he is enrolled.

4, The employer has adequate equlpment materials, and other
facilities to provide an appropriate learning opportunity.

5. Overall desirable working conditions prevail which will not en-
danger the health, safety, weliare, or morals of the pupils.

6. The employer will provide adequate supervision to insure a planned
program of the pupil's job activities in order that the pupil may
receive maximum educational benefit.

7. The employer, as required by law, will provide adequate compensa-~
tion insurance.

8. The employer will maintain accurate records of the pupil's atten-
dance.

Related classes 5

Every student enrolled shall be in exploratory or general work experi-

ence education program required to attend one hour each week, a related

class, which must be attended all semesters the student is enrolled

in the program.

Credit

For the satisfactory completion of work experience education credit

the district shall grant to a pupil in an amount not to exceed:
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1. For eaploratory work experience education: Five (5) semester
periods for each semester, with a maximum of ten (10) semes-
ter periods earned in two semesters.

2. For general work experience education: Ten (10) semester
periods for each semester with a maximum of twenty (20)
semester periods.

II. Records
The district shall maintain records that shall include:
A, A record of the type of work experience in which each pupil is enrolled,

where he is employed, and the type of job held.

A record of work permit issued, if applicable.

The employer's report of pupil attendance and performance on the job.

. The coordinator's report of his observations of the pupils.

. The coordinator's report of his consultations with employers.

. The coordinator's rating of each pupil, including grade.

III, Supervision
"Supervision' refers to supervision of the program and not supervision of
the student on the job. In Waucoba Unified School District this responsi-
bility rests in two offices, the principal of the school and the assistant
superintendent of secondary education. Each high school will assign a
teacher-coordinator to teach related classes and coordinate the students
on the job. His duties will be to:
A. Make on-the-job ohservation of the pupil and consult with employers.

_ These visitations shall not occur less than twice each semester for

i each student.

Instruct related classes once a week.

Hold individual consultations with students.

Consult with the student’s counselor concerning student's achievements

in school and on the job.

. Evaluate the student's work both on the job and in class. Grades are

computed twice a semester as in all other courses.

3 IV. Responsibilities of school, student, and employer

A. Responsibilities of the school

C It shall be the responsibility of the school to:

: 1. Provide sufficient services for initiating and maintaining work

stations.

2. Provide related instruction,

3. Provide clerical help to perform nccessary clerical services
needed for the program.

4, Maintain a record-keeping system of all data pertinent to the pro-
gram, This system will include:

1 a. A record of the type of work experience in which each pupil

3 is enrolled--where he is placed, the number of credits he

: earns, and who serves as his immediate supervisor in the

1 placement.

HJEHoOW
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b. The employer's report of pupil's attendance and perfor-
mance in the placement,

c. 'The teacher-coordinator's grades of work performed in
the related class.

d. The teacher-coordinator's report of his consultations
with employers.,

e. The teacher-coordinator's report of his observations of
the pupil in the placement,

5. Comply with all legal requirements, federal, state, and local

in making placements.

6. Assume whatever necessary insurance is involved-~accident,

liability, and workmen's compensation,

Responsibilities of the student

It shall be the responsibility of the student enrolled in this pro-

gram to:

. Obtain the written pe: mission of his pare~t or guardian.

. Maintain his school grades satisfactorily.

Attend all related classes and perform all assigned work.

Report to the coordinator any unsatisfactory aspects of his

placement,

Responsibilities of the employer

It shall be the responsibility of the employer participating in this

prog - to:

1, . t student as to rules, regulations, and duties.

2, 1 .. adequate supervision for student and to help him pro-

gre. s on job,

3. For each student employee, give the school a performance

rating that may be used in the determination of his grade.

4, Confer with the coordinator regarding any problems.

5, Provide adequate insurance,

6. Maintain accurate records of the student's attendance.
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A JUNIOR COLLEGE PLAN FOR THE ADMINISTRATION AND OPERATION
OF A WORK EXPERIENCE EDUCATION PROGRAM

I, Classifications
Bend City College has organized the work experience education program to
include two types of experience,
A. General work experience education
1. Description
This program has as its purpose the supervised part-time employ-

2 ment of students with the intent cof assisting them to acquire desir~

3 able work habits and attitudes in real jobs. The part-time job

held by the student need not be related to the occupational goal of

the student. The work shall be paid for at the current, going rates;
must be other than casual short-term labor; and shall meet the
criteria set forth in Section 115,26 of the California Adminisira-

3 tive Code, Title 5:

2 a. The employer is in sympathy with the educational objective of

5 providing work experience {or the student,

- b. The employer knows of the intent and purpose of the work

experience education program,

3 c. The work station offers a reasonable probability of continuoi's
employment for the student during the work experience period
for which he is enrolled.

5 d. The employer has adequate equipment, materials, and other

facilities tc provide an appropriate learning opportunity.

e. Overall desirable working conditions prevail which will not

endanger the health, safety, welfare, or morals of the students.

The employez will provide adequate job supervision to insure

a planned pregram of the student's activities in order that

th2 student may receive maximum educational benefit.

2. Related classes
Bvery student enrolled in the general work experience education
program is required to attend a related class entitled "Occupational
Relations.'" This clase meets one hour each week and must be
attended 2all semesters the student is enrolled in the program.
The class is taught by the same teacher who coordinates the
student's work,

3. Credit

: Credit for the general program is based on the number of hours

worked with a maximum of three units for the job and one unit

for the related class per semester, 10 through 14 hours offer two

units, 15 or more hours offer three units. A maximum of six

3 units is allowed for work and two units for the related class cover-

ing a period of two semesters.

ST
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B. Vocational work experience education
1, Related fieldwork program

a. Description
This program has as its purpose the supervised part-time
employment of students in jobs related to their school major.
It is designed for terminal students enrolled in a three- or
four~hour trade, technical, or business program aad any
cther students whose work can be directly related to their
occupstional goals as indicated by their school major., Stu-
dents enrolled in three- or four-hour block programs will
nst be required to atiend occupational relations classes, but
all others must do so.

b. Credit
Students in the vocational work experience program receive
up to four units of credit, with a maximum of 16 units in two
years. Units are based on the number of hours worked:
(1) 10-14 hours provide 2 units
(2) 15-19 hours provide 3 units
(3) 20 or more hours provide 4 units

2. Oififice experience--occupational relations

a. Description
This program has as its purpose the provision of practical
work experience in a school oifice, It is limited to business

_ majors, coordinated by a teacher-counselor who meets with

each student once 2 week., This coordinator is responsible

o for seeing that each student is given a broad and varied ex-

Y perience on the job,

b. Credit

.5 The studenis receive three units or less of credii, with a maxi-

v mum of nine uvnits in four semesters.

3 II. Records P

} -4 In accordance with California Adminisirative Code, Title 5, Section 115,25, ‘

the district maintains the following records on each work-study student:

.3 A. A record of the type of work experience in which each student is en-
rolled, where he is employed, the number of hours he wcrks, and the
type of job he holds.

B. The coordinator's report of his visits at the place of business.

C. The coordinator's record of student attendaice in the occupational

D

relations classes,
. Written evaluations from employers regarding attitudes, aptitudes,
3 quality of werk, etc,, of each student.
E. Each student's grade, which is entered on his permanent record.
III. Supervision
5 "Supervision'' refers to supervision of the program and not supervision of
the student on the job. In Bend City, the work-study program is under the

73
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general supervision of the dean of placement. Three teacher-coordinators

teach the occupational relations classes and coordinate the students on the

job. Included among the duties of these coordinators, in accordance with

California Administrative Code, Title 5, Section 115.24, are the following:

A. On-the-job observation of the pupil and consuitation with employers.
These visitations occur not less than twice each semester.

B. Instructor of occupational relations classes. Each teacher-coordinator
is assigned six sections, each meeting one hour weekiy,

C. Individuel consultations with students.

D. Consultation with the student's academic counselor concerning the
student's achievements in school and on the job.

E. Written evaluations of the student's work, both on the job and in class,
Grades are computed twice each semester on the basis of employer
evaluations and the quality of work accomplished in the occupational
relations classes,

Resuonsibilities of school, employer, and student

A. Responsibilities of the school
it shall be the responsibiiity of the school to:

1. Provide sufficient services for the initiating and maintaining of
work stations (placement).

2, Provide coordinators to teach the related occupational relations
classes and visit the work stations.

3. Provide adequate clerical help.

4. Maintain a record-keeping system of all data pertinent to the pro-
gram,. This system will include:

a. A record of the type of work experience in which each pupil
is enrolled, where he is employed, the number of hours he
works, his’ immediate superv_sor, etc.

b. The employer's report of the pupil's attendance and perfor-
mance on the job.

c. The coordinator's grade on the work performed in the cccupa-
tional relations class,

d. The coordinator's report of his consultations with employers,

e. The coordinator's report of his observations of the pupil on
the job,

B. Responsibilities of the student
It shall be the responsibility of the student who is enrolled in this pro-
gram to:
1. Attend 21l related classes and perform all assigned work to the
satisfaction of the coordinator,

2., Notify the coordinator of any changes of job, supervisor, or work
hours.
3. 1If the job terminates, notify the coordinator immediately and make
application at the school placement bureau, if necessary.
C. Responsibilities of the employer
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It shall be the responsibility of the employer participating in this pro-
gram to:

1, Instruct the student as to rules, regulations, and duties.

2. Provide adequate supervision for the student and help him to pro-
gress-on the job,

3. For each student employee, give the scheol a performatice rating
that may be used in the determination of his grade,

4, Confer with the coordinator regarding any problems.

. Provide adequate compensation insurance,

6. Maintain accurate records of the student's attendance.
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APPENDIX C

SAMPLE FORMS USED IN THE CPERATION OF
A WORK EXPERIENCE EDUCATION PROGRAM !

Community Survey

Student Interest Survey

Job Inventory

Training Agreements (four samples)

Application for Interview for a Work Experience
Education Program

Application for Admission to a Work Experience
Education Program

Teacher's Recommendation of Student

Application Form for Work Permit

Coordinator's Rating of Work Performance

Employer's Rating of Work Performance

Employer's Midsemester Progress Report

Student's Weekly Production Record

Cumulative Record Card

Follow-up Letter to Graduates

'For additional information concerning specific forms suggested in connection with distribu-
tive occupations, please refer to Cooperative Part-Time Training for the Distributive Occupa-

tions, Business Education Publication No. 107 (Sacramento: California State Department of
Education, 1963).
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Your High School
City, California Zip Code

COMMUNITY SURVEY
Work Experience Education Program

The [name] High School is considering beginning a work experience education
program in which students are placed part time in business or industrial estab-
lishments for on-the-job training, for which they receive school credit. Your
answers to the following questions will help the school to determine the need
for such a program in[cityl. All infcrmation will be held in strict confidence.

Name of firm Phone
Address
Type of business Business hours

Name of person
completing questionnaire Position

1. Approximately how many high school students does your firm now employ ?

Male : Female

2. Approximately how many full-time employees does your firm employ ?

Maie Female

3. What is the union status of your firm's employees? ., heck the one that
applies. )

Nonunion ( )  Voluntary union ( ) Compulsory union ( )

4. Are temporary workers employed by your firm during any of the following
times? (Check those that apply.)

Christmas ( ) Summer ( ) Weekends ( ) Other times ( )

5. What are your sources for the recruitment of new employees? {Check those
that apply.)

High school placement service ( )
Voluntary applications ( )
Other {specify) ()




=4

'

. .
i vt Bepeltes
o s -t

NLPIATS - fope Ak te A ot
P A LN F L v

Appendix C

6. Which of the following are characteristic of your beginning, inexperienced -
employees? (Check those that apply.)

Ability to express themselves well ()
Ability to spell correcily ( )
Good knowledge of business arithmetic ( )
Initiative ()
Responsibility and punctuality ()
Ability to follow directions ()
Ability to meet the public ()
Ability to get along with fellow workers ( )

7. Do you think a program designed to give students on-the-job training would
be of value to the following? (Check those that apply.)

Your city students: Yes ( ) No ( } Undecided { )
Your city employers: Yes ( ) No () Undecided ( )
The whole community: Yes ( ) No () Undecided ( )

8. Would your firm be interested in cooperating with the school in providing
on-the-job training for interested and capable students? (Check those that

apply.)

Undecided

Interested (
( Not interested

Want more information

'
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Your High School

STUDENT INTEREST SURVEY
Work Experience Education Program

Name of student Date
Study major Year
I am employed part time: Yes No

Occupation

Name of employer

Address of employer

I am not currently working, but I am interested in work experience education:

Yes No

I am working and feel I would benefit from classroom training that would help
me do a better job:

Yes No

I am undecided. Please give me additional information:

Yes No

Signature
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JOB INVENTORY
Work Experience Education Program

Name of person who will interview Date

Name of firm

Address Dhone

Name of specific job

Duties and responsibilities

Special abilities

Special clothing

Union: Yes No Business agent

Name of union Local No.

Address

Prefer boy or girl J0b future

Employment hours: From to Sat, Holidays
Wages Best time for interview

Students sent for interview:

School Date _~ Time
School Date __ Time
School Date ___ Time
School __ - Date _ Time
School Date __ Time

Successful candidate

Date started to work

Outcome
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Your Union High School District

WORK EXPERIENCE EDUCATION AGREEMENT
AMONG STUDENT, COOPERATING AGENCY, AND PARENT

The student will:

1. Report promptly and engage in his assighment Monday through Friday,

.m. to .m., from 196 to 156_.

2. Notify the agency well in advance when absence is unavoidable.

3. Cooperate with the agency supervisor, engage in the assignment as a
learning experience, observe business etiquette, and keep safety rules.

4. Write a weekly report and an end-of-quarter report for the school director.

The cooperating agency will:

1. Direct the observation and participation of the student in the occupational
experience as indicated below, wiih the objective of assisting the student
in understanding the nature of the occupation and its responsibilities and
opportunities.

. Not allow this student to replace any regular employee.

. Keep a daily record of the student's attendance and will report attendance
and progress to the school director as requested.

. Notify the school director at once of any unsatisfactory development.

. Not assign the student to hazardous tasks and will provide insurance
against accident on the premises.

w

S

The parent:

Consents to this assignment and will assist the student in making use of the
educational experiences provided.

It is understood that this agreement may be terminated by either the school or
the cooperating agency by mutual consent.

Type of work experience Occupational position

Experiences provided in this position

Wage (must be at least legal minimum wage) per hour.

Total hours per week: Monday to Friday » Saturday » Sunday
Signed and accepted by: Student

Cooperating agency
By
Date ' Parent

Work permit No. Issued Expires




Appendix C
Your Union High School District
TRAINING AGREEMENT
Work Experience Education Program
By this agreement will permit

(Training agency)
to enter its

(Name of student)

establishment for the purpose of securing work experience in

(Occupation)

All persons concerned jointly agree to the following:
The training will extend from to

(Date) (Date)

The trainee and the employer will have a probation period of two weeks. At
the end of this period, this agreement takes effect.

The trainee will be given employment for 550 hours during the school year.
This is an average of approximately 15 hours per week.

The trainee agrees to remain with the employer during the entire training
period.

The trainee will be supervised by the district coordinator of work experience
education. |

The trainee will be given related instruction in the occupation named above.

The minimum wage will be paid for the type of work being performed.

The training during the work period shall be progressive. It should providé
for the trainee's proceeding from one phase of the work to another in order
that the trainee may become proficient in all areas of the occupation.

All complaints shall be made to and adjusted by the district coordinator.

The coordinator shall have the authority to transfer or withdraw the trainee
at any time.

The undersigned promise to abide by the terms included in this agreement.
The trainee shall be bound, during his work-training period, by school regu-
lations. The parent or guardian shall be responsible for the conduct of the
student during the entire training period.

(Employer's signature) (Student's signature)

(Coordinator's signature) (Parent's or guardian's signature)
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TRAINING AGREEMENT
" Work Experience Education Program
By this agreement the will permit

‘ (Training agency)

j@ to enter its establishment
(Student)

for the purpose of securing training and knowledge in .
3 (Gecupation)

All persons concerned jointly agree to the following conditions:

£ 1. The training will extend from to )
five days per week. (Date) (Date)
2. The trainee and the training agency will have a probation period of

weens. At the end of this period the trainee, training agency, or coor-
dinator may terminate this agreement.

’
R L T
bt o

1 3. The trainee will divide his time: in school, hours; laboratory
period, hcurs.
: 4. The trainee will be supervised by: in school, ;
"y laboratory period, .
5 ‘ 5. The minimuvm wage must he paid.

58 6. The school will make provision for *he student to receive related and
technical instruction in the above occupation.

-

7. The training during the laboratory period shall be progresgive. It shall
3 provide for the trainee's passing from one job to another in order that
] the trainee may become proficient in diiferent phases of the occupation.

8. All complzaints shall be made to and adjusted by the ccoordinator.

9. The coordinator shall have the authority to transfer or withdraw the
trainee at any time.

3 10. The trainee may work after 4:00 p.m. and/or on Saturdays as he arranges
3 with the training agency.

3 11. The student promises to abide by all implied and stated terms included

in this memorandum. The studeri shali be bound during the laboratory
3 period by the ordinary school regulations. The parent or guardian shail
& be responsible for the conduct of the student while in training.
N
t (Employer's signature) (Student's signature)

T (Coordinator's signature) (Parent's or guardian's sig ature)
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Effective Date

2]

-3

.
s

Your High School -
b TRAINING AGREEMENT 5
| Work Experience Education Program A
, The major purpose of this program is to provide valuable work experience educ.ation for i
%9 students. This agreement is made to show responsitilities of the participants: student P
" (or trainee), parent, school, and employer. 3
1 1. The student enters this program to learn as much as ths employer can provide in the ff: .
“; nature of job information, skills, and attitudes.
3 2. The employer is asked to inform regular employees of their important role in assist-
, 2 ing in the training of the trainee and of the school's request for their cooperaticn. 3
3. The trainee will keep regular attendance both at school and on the job. He cannot 3
° work on any school day that he fails to attend school. Exceptions are permissible 3
only with the mutual consent of the employer and teacher-coordinator (see No. 10).
4. A trainee who quits school loses this job at once. Any job change must be arranged g
in advance by the employer and the coordinator. 4
7: 5. Pay and hours are to be determined by the employer. The minimum wage as re- .
‘ quired by the State Industriz! Relations Department applies. Since the trainee starts b /|
k. to work during te legal school day, the school reserves the right to approve the ’«,
k- working hours. A work permit is required for all trainees under 18 years of age. s
6. T nployer =xpects the trainee to be honest, punctual, cooperative, courteous, y;
a illing fo learn. The employer may discharge the trainee for just cause; how- =
N ever, the coordinator requests consultation with the employer beforehand. ‘ !
;‘ 7. The employer is urged to keep the trainee on the job for at least the minimurn num- :
: ber of hours agreed upcn., In general, trainees should average 15 hours of work per 2
_ week, including Saturdays and a school holiday. This average is spread over the full e
G school semester,
({ 8. The trainee must be 16 at the time he enters this program. e
A s
4 9. Parents or guardians are responsible for the conduct of their children in this program. )

10, The school provides a coordinator tn supervise the student on the j;ob. He will make
periodic visits to observe the trainee and consult with employer and trainee. Evalua-
tion of job performance will be a joint effort of the employer and the ccordinator.

School credit is granted for successful job performance.

3
3 (Student's signature) (Teacher-coordinatcr's signature)
3

g

3 (Parent's signature) (Employer's signature)
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Appendix C
Your High School

APPLICATION FOR INTERVIEW
For a Work Experience Education Program

Name Phone

Parents or guardian

Home address

Birth date Height Weight Sex

How many times (total number of all classes) have you been tardy this year?

How is your general health?

List all the business subjects that you have taken in high school:

9
=3
2
i

Are you working now? Where?

3 Why do you want to be in the work experience education program next year?

Do you believe you will have a job when school starts next fall?

If so, describe it: Hours Wages Duties

2

What school subjects will you register for but agree to drop if you are placed
on 2 job in the work experience education program?

What kinds of jobs interest you most? Why?

i For references, give the names of two teachers (business teachers preferred;
= not the ccordinator)

I understand that this application is for an interview only and that, if I am
selected to be in the work experience education program, I will accept the
i responsibilities required of me by the school and my employer. I realize
that I must successfully complete the job training to receive school credit
for graduation.

Approved by counselor Signed by applicant
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APPLICATION FOR ADMISSION
To a Work Experience Education Program

PLEASE PRINT: Please dc not write below inside the
Last name First Initial double lines.

Occupational title Code
Street and number City ZIP code

Skills, knowledges, Contact

Telephone number | Soc. sec. nc, |Date of birth abilities, test results Jates
&  School Sex |Height |Weight
Grade '
Major HAVE: Bike _ Motorcycle__ Scooter__ License__ Car__
TYPE OF WORK ACCEPTABLE: |First semester classes |Second semester classes
Baby-sitter Wrapper Period | Room | Subject [Period | Room | Subject
¢  Mother's Office ! !
~ helper worker 9 9
E  Housework Typist 3 5
- Ironing Waitress
: 4 4
= Sales Usher
' Stock Other 5 5
- First choice 6 6
3 Second choice 7 7

- FUTURE PLANS:
- Vocational school __ Junior college __ College _ Work _ Career choice

' LIST THE JOBS YOU HAVE HELD ON CAMPUS AND OFF CAMPUS:
Name of employer Duties Length of time worked | Reason for leaving

LIST THREE REFERENCES (YOUR COUNSELOCR AND TWO TEACHERS):
£ 1, 2. 3.

¢ NAME OF INTERVIEWER

|

Referral date Employer Job title Result

P 87
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CONFIDENTIAL
Your High School Placement Office

TEACHER'S RECOMMENDATION OF STUDENT
For Work Experience Education Program

Date

To
(Teacher's name)
{Subject) (Rcom)
has applied for placement in the follow-~
(Name of student) ing fields of work:
1. 2. 3.

Your name has been incleded in the student's lict of refersnces who know him
well. Please evaluate this student as you know him/her in and/or out of the
clagsroom.

Feel free to make additional comments.

Please return this form promptly to coordinator or placement office,

Thank you for your cooperation.

Excellent Goed Fair Poor Comments

1. Cooperation

2. Reliability

3. Industry

4. Promptness

5. Personality

6. Training

If you were in a position to employ this student, WOULD YOU? Yes No

= T T N N ey i
e T VR Y TR YR g ST T

(Teacher's signature)
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APPLICATION FORM FOR WORK PERMIT

LIFORIIIA STATE DEPARTMENT OF EDUCATION
FORM NO. B-2 (REV. 11.43)

STATEMENT OF PROSPECTIVE EMPLOYER OF MINOR

Date
i§1 intend toemploy_.___ Address
Name of minor
EMinor will be required to work as
5 Kind of work~describe in detail
ype of industry — Wages

L Vork to be done by minor will be [] when school is in session; [ out of school hours

Between the hours of a.m. to a.m. and p.m. to p-m.

umber of hours on Saturday Sunday Total hours per week

;He/ she may attend Continuation Education Classes on: Day Hours—from to

SIGNED |

Employer Firm Name

ﬂddress

T

STATEMENT OF PARENT OR GUARDIAN
E The above-named minor will be employed with my full knowledge and consent.

SIGNATURE OF PARENT 02 GUARDIAN

SUPPLEMENTARY INFORMATION

(Regsired for Mincrs 14 and 15 years of age who are exempt from fxll-time attendance at school)

PHYSICIAN’S STATEMENT SCHOOL RECORD
My examination of Name of Minor, Age
ndicates that his/her physical condition is such that the work  Birehdate Birthplace
bescribed on the reverse side should not be/would be injurious to
is /her health, Last grade completed

This minor has apparently attained maturity to the age of Hoursin school

School Work: Satisfactory [ Unsatisfactory []
e months.
3 Y Attendance: Regular [ Irregular []
.‘ ddress. _ School
Bate DA,
9
e bscribed end swors to before the person axtborszed 2o AFFIDAVTYY. 1do solemnly swear that to the best of my kwowledge and belief,
work end employment permits:

3 the statements as 1o age, address, birthplece end neme of my.

SiGNATURE]
%

2
-

,,”
=2

3

son, devghter, ward
are corvect. His/ber evrmings are meeded becense of the death/descrtion/illmess/
iniury of the perent or guardian and sid can not be secured in eny other manner.

{SieNED]
5 Psrent 6u Guardian
ty or County..
5 ? Address
‘_ 73 PDate
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Appendix C
COORDINATOR'S RATING OF WORK PERFORMANCE
Work Experience Education
Student Experience Date
Qccupation Agency Reported by
Assignment: Began Terminated .

90

Reascns for termination

Period covered by this rating: weeks; work hours

DEPENDABILITY: Is the student regular, on time, and careful to notity in advance when
unavoidably absent?
Very reliable ( ) Usually reliable ( ) Unreliable { )

Comments

COOPERATION: Does the student keep the rules, follow instructions, and have an attitude
of helpfulness?
Very cooperative ( )
Comments

Generally cooperative ( ) Uncooperative ( )

APPEARANCE: Does the student dress neatly and appropriately for the position?
Very neat and appropriate ( } Generally satisfactory ( ) Unsatisfactory ( )
Comments

PUBLIC RELATIONS: Does the student meet people well, establish good personal relations,
and create good public relations for the agency?
Very satisfactory { ) Moderately satisfactory { ) Very poor ( )
Comments

INTEREST IN LEARNING: Does the student make the most of the learning opportunities
available in this situation?

Moderately interested { ) Not interested { )

Very interested ( )

ABio1TY TO LEARN: Does the student evidence ability to learn this kind of work?
Very quick to learn( ) Learns readily ( ) Rather slow ( ) Very slow { )
Comments

INITIATIVE: Does the student exhibit initiative? Does he do his work without being told?
Makes good suggestions ( ) Occasional initiative ( ) Needs constant direction ( )
Comments

ACCURACY: Is the student accurate in his work ?
Very few errors ( ) Occasional errors ( ) Often careless ( ) Very careless ( )
Comments

SPEED: Does the student do his work with reasonable speed?
Very fast ( )} Rather rapid( } Moderate ( ) Slow { ) Very slow { )
Comments

Would you recommend that the student continue study toward this type of occupation?
Would you consider this student for permanent emplcymeant if a position were open?
How can the school help this peraon become 2 better employee ?

What do you like about him most?
What are his speciai weaknesses?

(Use back of page for further comments)

T ESRee e wh
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EMPLOYER'S RATING OF WORK PERFORMANCE
Work Experience Education Program

Trainee's Name Office
o Employer Date
Company From to

Your constructive criticism enables us to provide better instructional training.
Please evaluate the following traits of the above-named trainee by circling:
(0) unsatisfactory; (1) poor; (2) good; or {3) excellent,

E Personal traits Skill in
Grooming 0 1 2 3 Typing 0 1 2 3
E Suitability of dress 0 1 2 3 Shorthand 0 1 2 3
Personal hygiene 0 1 2 3 Transcription 0 1 2 3
. Deportment 0 1 2 3 Filing 0 1 2 3
:;‘ Speech 0 1 2 3 Grammar 0 1 2 3
Interest in work 0 1 2 3 Mathematics 0 1 2 3
Cooperation 01 2 3 Spelling c 1 2 3
Initiative 0 1 2 3 Punctuationand 0 1 2 3
k- Adaptability 01 2 3 capitalization
5 Ambition ¢ 1 2 3 Proofreading 0 1 2 3
Tact ¢ 1 2 3 Office machines ¢ 1 2 3
-5 Ability to BRusiness techniques
4 Understand 0 1 2 3 Meeting people 0 1 2 3
instructions Use of telephone ¢ 1 2 3
2 Follow directions 0 1 2 3 Useofsources 0 1 2 3
: Attend to details 0 1 2 « of information
Keep on the job 0 1 2 3 Useof supplies 0 1 2 3
= Take criticism 0 1 2 3 Office house- 0 1 2 3
E keeping

General rating of trainee (please circleone}: 0 1 2 3

Please list any points that should be emphasized in his tre uing:
V: 1 e
3.

Do you wish trainee to see this report? Yes No

'('E‘mployer's signature)
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EMPLOYER'S MIDSEMESTER PROGRESS REPORT
Work Experience Education Program

Name of student worker Date
Employer
Supervisor _
3 1. Job competence: How well does this student meet your normal standards

of performance?
Very well Average Below average

Progress on the job: Dgces this student show evidence of satisfactory growth?

Yes No

Relations with other people:

How well does this student respond to supervision?
Very well Average Below average

How well does this student get along with fellow workers?
Very well Average Below average

How well does this student represent your company in public contacts?
Very well Average Below average

Attendance: Is student's record of punctuality and regularity satisfactory?
Yes No

Dependability: How well does he accept responsibility and follow instructions?
Very well Average Below average

Initiative: Does he have constructive ideas? Is he a self-starter?
Yes No

Appearance: Does this student meet your standards of grooming for this job?
Yes No

General comments:

Student could profit from suggestions for improvement in these areas:

Student appears to show strength in these areas:

Additional comments or suggestions:

Have you discussed this employee's progress with him?
Yes No

-

(Employer's or supervisor's signature)

. ».m
T S A
satiiiods ot ik

g

J e 4 ‘t",’t \“
A IR ol G

S " ‘f&{ia,‘

e




Appendix C

STUDENT'S WEEKLY PRODUCTION RECORD
Work Experience Education Program

Student's nam? ' Employer

Supervisor's name

Week dating from to 19

: Total Hourly | Total
) Day In Out hours | wage |  Jobs performed
i T
v
f o«
B
: Tatalsl -- - -
SUMMARY OF WEEK'S WORK:

What problems came up on which you would like help or class discussion?

£

)
Rl

35

What mistakes did you make? How did you handle the situation?

e

434

Lot e
2 niﬁ"‘\ v,

h

What new jobs or procedures did you learn from your work this week?

M

VIR ¥ AN
T

Describe the most interesting incident ~r experience you had this week.

\;-.s\,'k~ ,}.c N
RO AR PN

Other comments on your work or class discussion of your work.
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Appendix C
CUMULATIVE RECORD CARD'
Work Experience Education Program
Aviation Hardware Supply 1075 Aviation Blvd. FR 9-2111 Martin
(Employer) (Address) (Phone) (Coordinator)
Mr. Pollock Metal Fabrication Aircraft Parts
(Person to see) (Type of industry) (Product or service)
—e—— —_— m“
Sex Quarters
Name Hired | School| Gr.| Age |Hr.| Job title 1234 |TermJ] Comment
" Doe, John {2/10/64 Riis M Hand former E. R. Simms,
: A12]| 17 | 23 1.32 B A | Grad] Supervisor
So. i -
. Roe, Jane [9/15/64 Bll} F File clerk Will
4 Gate 16 20 1.21} CBBA rehire

1used by area coordinator who supervises students from several schools at one work station.
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Appendix C

FOLLOW-UP LETTER TO GRADUATES
Work Experience Education Program

Dear Graduate:

We like to keep in contact with former trainees to know what they are doing,
to help them in any way possible, and to get their suggestions for improving
our cooperative training program. May we ask your assistance?

In order to keep school records up to date, we should appreciate your furnish-
ing the information requested on the enclosed sheet. It will be kept confident:al.

Please fill out this sheet as soon as you can and mail it in the enclosed self-
addressed, stamped envelope. Thank you for your cooperation.

Sincerely yours,

Coordinator

If a double postal card is used, the second and third paragraphs might be com-
bined and changed to read:

In order that school records may be kept up to date, please fill in
every blank and mail the attached card promptly. The information
you send will be kept confidential, and will aid in planning future pro-
grams. Thank you fer your cooperation.

Information on the follow-up questionnaire would also have to be condensed if
a postial card were used. Such a form could include:

Date

NAME Name in school records

Present address

Present employer

Present type of work

Other employment since completing the work experience education program:

Job title Name of company Months employed

Training since high school
What topics covered in cooperative training have been most beneficial to you?

What should be added to the course? _
How has the training helped you, either in business or personal use?

IInformation from these forms makes excellent promotional material.
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SUGGESTED OUTLINE FOR '3
RELATED INSTRUCTION COURSE 2

i I. Introduction to work experience education .
A. Purpose of the course g
B. School and work schedules
1. Time released from school ?
2 2. Work hours N
, 3. Holiday and vacation schedules B
% C. School credit anc grading '
t D. Rates of pay
E. Work permits
| F. Payroll deductions
! 1. Unemployment insurance
1 2. Social security
, G. Workmen's compensation insurance
4 H. Accident insurance
II. Job application
& A. Preparation for interview with prospective employer
5 1. The application form
2. The letter of application
3. The personal data sheet
- B. The interview
g 1. Appearance
A a. Dress
- b. Grooming
E 2. Approach and attitude
3. Presentation of personal data sheet to prospective employer
4, Responses to employers' questions
Ey 5. Information to obtain from employe” concerning job
- III. A. Choice of an occupation
= 1. Duties and responsibilities involved in various proiessions,
E trades, businesses, etc. .
2. Qualifications and education necessary for various 4

occupations -
B. Local opportunities in various occupations
- C. Opportunities for employment for the student while still
3 in school
3 IV, Human relations
A. With persons on the job
1. Employer
2. Immediate supervisor
b 3. Fellow employees
B. With customers or any individuals with whom student comes
in contact as part of his job

o ———— e+ e e e, e —
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VL.

VII.

VIIL

Conduct on the job

QEHEDOWE >

Promptness

Ability to follow directicns
Initiative

Responsibility
"Housekeeping"

Efficiency

Attitude toward work

Appearance on the job
A,

aw

Dress

1, Appropriateness
2. Safety

Grooming

Personal hygiene

1. Cleanliness

2. Health

Personality development

HEESOE >

Definition of personality
Emotional maturity
Self-confidence
Self-appraisal
Adjustment to the job
Voice

1. Diction

2. Vocabulary

3. Grammar

Personal finances

poowE

The value and use of money
Budgets

Savings accounts

Income tax

Arithmetic review

Appendix D
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APPENDIX E
E ADDRESSES OF LOCAL OFFICES OF THE:
5 DIVISION OF LABOR LAW ENFORCEMENT,
2 DEPARTMENT OF INDUSTRIAL RELATIONS
: DIVISION OF INDUSTRIAL WELFARE,
3 DEPARTMENT OF INDUSTRIAL RELATIONS
3 CALIFORNIA STATE DEPARTMENT OF EMPLOYMENT
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Appendix E

OFFICES OF THE DIVISION OF LABCR LAW ENFORCEMENT'
DEPARTMENT OF INDUSTRIAL RELATIONS

City and ZIF code

San Francisco 94102

Bakersfield 93301
El Centro 92243
Eureka 95501

Fresno 93721

Long Beach 90812

Los Angeles 90012

Oakland 94607

Pomona 81766
Redding 96001

Sacramento 95814

San Bernar Jino 92410

San Diego 92101

San Jose 95112

Santa Ana 92706

Street address

455 Golden Gate Ave.

Room 3258
2030 19th St.
588 Broadway
619 2ng St.

2550 Mariposa St.
Room 4092

236 E. 3rd St.
Room 210

107 S. Broadway
Room 5007

1111 Jackson St.
Room 3062

436 W, 4th St.
2115 Akard Ave,

1107 9th St.
Room 600

478 W. Base Line St.

1350 Front St.
Room 3064

888 N, 1st St.
Room 3501

1619 W, 17th St.

Telephone number

861-8700,
Ext. 3278

FAirview 7-4827
352-6931
442-5748

268-7151
Ext. 321

432-8978
620-2100
834-3460
Ext. 411
623-4306

241-5100

445-8478

TUrner 9-1131

232-4361
Ext. 345

294-7413

547-039%4

IResponsible for the minimum wage, maximum hours, and labor standards for women and

minors.
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Appendix E
LABOR LAW ENFORCEMENT OFFICES (Continued)
City and ZIP code Street address Telephone number
Santa Barbara 93101 411 E, Canon Perdido St, 963-1438
Stockton 95202 807 N. San Joaquin St. 466-3412
Room 212 |
Vallejo 94590 327 Georgia St, Mlidway 4-7755
Van Nuys 91408 6931 Van Nuys Blvd. 782-3733
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Appendix E
OFFICES OF THE DIVISION OF INDUSTRIAL WELFARE

DEPARTMENT OF INDUSTRIAL RELATIONS

Telephone number Counties covered

861-8700
Ext. 3111

San Francisco 94102
455 Golden Gate Ave.

San Francisco, San Mateo

e ol b R B SR SR I Dt LR LR BT S L L R B S LR N

Room 2246

Bakersfield 93301
255 Chester Ave.

819 Forum Bldg.

San Bernardino 92410
478 W. Base Line St.

104

FAirview 7-5388

TUrner 5-5898

Jnyo, Kern, Kings, Mono,
Tulare

Sacramento, Sierra, Sutter,
Yolo, Yuba

Western Riverside,
San Bernardino

El Centro 92243 352-7583 Imperial, Eastern Riverside
588 Broadway 4
Eureka 95501 442-5748 Del Norte, Humboldt, 3
619 2nd St. Mendocino -
525 Fresno 93721 268-7151 Fresno, Madera, Mariposa, E
: 2550 Mariposa St. Ext. 305 Merced -
3 Long Beach 90812 432-0378 Portion of Los Angeles,
] 236 E. 3rd St. City of Long Beach
5 Los Angeles 90012 620-3930 Los Angeles
3 107 S. Broadway
5 Room 4014
; Oakland 94607 834-3460 Alameda, Contra Costa, -
: 1111 Jackson St. Ext. 312 Solano E
Room 3063 {
Redding 96001 241-5100 Butte, Colusa, Glenn, Lassen, .
2115 Akard Ave. Modoc, Plumas, Shasta, 3
Siskiyou, Tehama, Trinity |
Sacramento 95814 445-5403 El Dorado, Nevada, Placer, 3
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Appendix E

INDUSTRIAL WELFARE OFFICES (Continued)

E District office Telephcene number Counties covered

= San Disgc 92101 232-4361 San Diego

1350 Front St. Ext. 341

San Jose 95112 294-0405 Monterey, San Benito,

888 N. 1st St. Santa Clara, Santa Cruz

L Santa Ana 92706 542-8514 Orange

1619 W. 17th St.

Santa Barbara 93101 966-1417 San Luis Obispo, Santa

3 411 E. Canon Perdido St. Barbara, Ventura

Santa Rosa 95404 Llberty 6-6350 Lake, Marin, Napa, Sonoma

: 306 Mendocino Ave.

] Stockton 95202 466-3412 Alpine, Amador, Calaveras,

. 807 N. San Joaquin St. San Joaquin, Stanislaus,
Tuolumne

Van Nuys 91405 782-5960 San Fernando Valley of

6931 Van Nuys Blvd. Los Angeles County
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Appendix E

Office

Alameda 94501
Alhambra 91801

Alturas 96101

Auburn 95603

Bakersfield 93301

Berkeley 94702
Bishop 93514
Chico 95928
Compton 90220
Crescent City 95531

Culver City

Duarte 91010
Dunsmuir 96025

El Centro 92244

El Monte 91731
Escondido 92025

Eureka 95503

106

OFFICES OF THE CALIFORNIA
STATE DEPARTMENT OF EMPLOYMENT

Street address

2437 Lincoln Ave.

1412 S. Garfield Ave.

113 E. North St., Room 2

(Mail: P.O. Box 1664)
100 El1 Dorado St.

1924 Q St.

1375 University Ave.
168 W. Line St.

240 W. Tth St.

212 E. Arbutus St.
485 I St.

10829 Venice Blvd.
Los Angeles 90034

1805 E. Huntington Dr.
838 Florence Ave.

100 N. Imperial Ave.
(Mail: P.O. Box 458)

3224 N. Tyler Ave.
321 E. Ohio St.

409 K St.
(Mail: P.O. Box 994)

Telephone number

923-3735

282-6145

233-6351

885-3775

327-4692
Ext. 242

843-1389

872-2701

342-3581

632-7181

464-2111

837-0181

359-6601

235-4865

352-1801

443-4171

745-6211

443-0801

'4:;. &
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Office

N lorence

Fort Bragg 95437
Fresno 93721

Fullerton 92632
Gilroy 95020

Glendale 91204

3 Grass Valley 95945
Hanford 93231
Hayward 94544

Hollister 95023

3 Hollywood
‘ﬂ
4 Indio 92201

Inglewood 90306

VY

o o '3,
RO >

Interstate
Sacramento 95814

Lancaster 93534

k-
P,
5

5
g,
&

Lodi 95242

EMPLOYMENT OFFICES (Ccntinued)

Street address

2121 Firestone Bilvd.
Los Angeles

(Mail: P.O. Box 72002,

Los Angeles 99002)

1].5 S. Franklin St.
(Mail: P.O. Box 645j

1050 O St.

233 E. Commonwealith Ave.

590 N. Monterey St.
1255 S. Central Ave.
309 Neal St.

400 E. 6th St.
(Mail: P.O. Box 300)

24790 Amador St.

43 N. San Benito St.

6725 Santa Monica Blvd.

Los Angeles 90038
83151 Requa St.

4546 W. Century Blvd.
(Mail: P.O. Box 41)

800 Capitol Mall

44902 N, 10th St.

200 E. Oak St.

Telephone Number

582-8631

964-4081
268-4511

Ext. 211
526-6651
842-2164
246-1721
2173-8471

582-2571

581-7211
€37-37176

464-9121

347-9761

674-2531
445-6600

942-1146

369-2753
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EMPLOYMENT OFFICES (Continued)

Office

Long Beach 90813

Los Anseles
Apparel Industry
Casual- Farm

Commercial

(East) Los Angeles

Industrial

Professional

Service

Youth and Student

Madera 93637
Marysville 95901

Merced 95341

Modesto 95354

Monterey 93942

108
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Street address

1313 Pine Ave.

1400 S. Hill St. 90015

305 E. 16th St. 90015

3223 W. o6th St.
9th Floor 90005
944 S. Indiana St. 90023

1524 S. Hill St. 90015

3223 W. 6th St.
8th Floor 90005

141 W. Venice Blvd. 90015

147 W. Venice Blvd. 90015

213 S. C St.
1204 E St.

1205 W. 18th St.
{(Mail: P.O. Box 800)

629 12th St.

480 Webster St.
(Mail: P.O. Box 1150)

> 8 A X

Telephone number

4370171

748-6511

Ext. 497

748-6511
Ext. 430

748-6511
Ext. 79%

268-7266

748-6511
Ext, 2023

748-6511
Ext. 601

748-6511
Ext. 597

748-6511
Ext. 734

674-4683

743-1561

722-8025

524-7921

375-4191
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Appendix E
EMPLOYMENT OFFICES (Continued)

4

4

Office Street address Telephone number
Napa 94558 1355 Division St. 226-9947
Nortk Hollywood 91601 11308 Weddington St. 766-4301
Norwalk 90650 11723 E. Firestone Blvd. 868-3713
Oalkland 94607 235 12th St. 835- 8000
; Room 1009 Ext. 200
Oceanside 92054 141 Canyon Dr. 722-1544
3 Ontario 91762 1000 W. 4th St. 986-3811
3 Oroville 95965 2060 Park Ave. 533-1535
1 Palo Alto 94306 449-453 Sherman Ave. 326-6590
1 Pasadena 91101 1207 E. Green St. 449-1213
4 Petaluma 94952 714 Petaluma Blvd., N. 762-4501
4 Pittsburg 94555 1150 Harbor St. 439-9186
i Placerville 95667 893 Spring St. 622-2525
Pomona 91767 150 E. Arrow Hwy. 593-4901
: Porterville 93258 405 E. Putnam Ave. 784-2740
8 (Mail: P.O. Box 1232)

Quincy 95971 205 Lawrence St. 162

(Mail: P.O. Box 788)

3 Red Bluff 96080 836 Washington St. 5217-1835
(Mail: P.O. Box 649)

4 Redding 96001 1325 Pine St. 243-1652
3

4 Richmond 94804 344 21st St. 234-5351
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Appendix E

EMPLOYMENT QFFICES (Continued)

Office

Riverside 92501
Sacramenio 95814

Salinas 93903

San Bernardino 92401

San Diego 92101

San Fernando 91341

San Francisco
Industrial and Service

Profescsiorial and
Commercial

Youth and Student
Youth Opportunity
Center
San Jose 95126

San Luis Obispo 93407

San Mateo 94402
San Pedro 90731
San Rafael 94901

Santa Ana 92704

110

Street address

3460 Orange St.
703 N. St.

346 Front St.
(Mail: P.OQ. Box 600)

480 Mountair View Ave.

1354 Front St.

1520 San Fernando Rd.

1449 Mission St. 94103

134 California St. 94111

1450 Mission St. 924103

173 Hilltop Rd. 94124

1345 The Alameda

817 Palm St.
(Mail: P.O. Box 1229)

52 E. 1Sth Ave.
435 W. 8th St.
805 E St.

2823 S. Bristol St.

Telephone number

683-7550

444-6252

442-4731
889-8341

234-4341
Ext. 481

365-4637
626-3400

626-3400
626-3400
626-3400
Ext. 314
204-8424

94 3-53M0

341-6111
832-6441
454-0355

546-0540
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Appendix E

EMPLOYMENT OFFICES (Continued)

Office Street address Teler. one Number

. Santa Barbara 93101 130 E. Ortega St. 965-7063

3 Santa Cruz 95062 420 May Ave. 423-54175
4 Santa Maria 93456 712 E. Chapel St. 925-8686

(Mail: P.O. Box 608)

1 Santa Monica 90401 828 Broadway 393-0454
Santa Rosa 95401 620 Healdsburg Ave. 545-1250

Souora 95370 10 Wyckhoff St. 532-3138
. (Mail: P.O. Box 745)

South San Francisco 215 Miller Ave. 588-7820
3 94083 (Mail: P.O. Box 588)

3 South Tahoe 95702 Harrison and Tallac Ave. 544-2269
3 Al Tahoe

Stockton 95202 135 W. Fremont St. 465-0271

, Ext. 35
Susanville 95130 1408 Main St. 257-2127
'f Torrance 90507 1016 Sartori St. 328-2611
4 Turlock 95380 202 Lander Ave. 634-4927
E Ukiah 95482 208 Mason St. 462-2904
E (Mail: P.O. Box 209)

4 Vallejo 94591 1440 Marin St. 643-7607
Van Nuys 91405 14400 Sherman Way 782-1350
,P Ventura 93003 1568 Thompson Blvd. 643-2291
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Appendix E

EMPLOYMENT OFFICES (Continued)

Office Street address Telephone number
Visalia 93277 321 S. Bridge St. 734-7411
Watsonville 95076 215 Van Ness Ave. '724-3855
Whittier 90602 234 S. Greenleaf Ave. 598-6771
Wilmington 90746 400 N. Marine Ave. 834-3481
Woodland 95695 439 2nd St. 662-28817
Yreka 96097 601 S. Main St. 842-4317
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