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FOREWORD

Teamwork is the key tip an eff_ectwe-erZcational program This teamwork is evidenced in

this Guide tzu- , -g---471_1-rrrEcrnship Program irT Simulated Distributivf. Education

Programs This guide- is the product of teacher education, distnbUtive education

'teacher-coordinators, Kentucky Department of Education,.and cooperating businessmen

This handbook was prepared as a guide for teacher-coordinators of distributive education

programs in Kentucky for initiating and operating an Internship Training Program.

It is hopeful that this handbook -vvrtl-be of value---6 those who are seeking methods to
-

enrich th_eur programs ancLiprovtde the most comprehensive-eft...9140n program possible

Will T Jeffrey, Director
Distributive Education
State Department of Education
Frankfort, Kentucky

xY

v'. (L

Hugh. Montgomery; erector
.wl:1,94,ires's"tlftrrity,-R eg I on for

Vocational Education -

,r,.---="P3Neftsboro,,,Keptucky
.,.



PREFACE .

The putpose of this guide is to p-rovide a practical reference that will be particularly

helpful to tekher.coordinators in initiating internship programs.

Our sintere thanks to each of the field test Owensboro businessmen, Gene Linney,

Manager, J C Penney, David Smith, Wyndall Enterprises, Bruce Whitmer, Green River

Insurance and Realty Company, and Ron Lucas, Mr Wiggs Discount

Dr Clayton R fey
Distributive Education
Nres rh-Kentucky University
Bowitng Green, Kentucky

.r....vlin...1.1%.1.*......ro.-.....-....

J .................

Mrs Betty Turner
Bureau of Vocational Education
Kentucky Department of Education
Frankfort, Kentucky

I I

2



l

TABLE OF CONTENTS

Background 1

. . ,

Objqctries of the Internship Training Program
,--

Initiating an Internship Program

2

3

School Administration 4

Duties of Teacher-Coordinator 4

Scheduling Internship 6

Rotation of Students 6

Orientation of Training Sponsors 6

Orientation of Students 7

Labor Regulations ... "."\ 7

Development of Internship Agreement 8

Transportation of Students 9

Supervision of Students . 9

Developing the Training Plan 10

Revision of Training Plans 12

Evaluation 12

Appendix 13

_.-----------2L'

1



N

BAtKGROUND

In 1938, when the distributive eclucatiorAprogram was initiated in Kentucky, the,State

was primarily agrarian, and distributive education was limited to the youth in the metropolitan
areas. Kentucky rural youth were limited, in the main, in their opportunities for the traditional

cooperative distributive education programs due \o lack of training stations, and in some

instances, because of their social and economic background Therefore, a proposal was
approved in May, 1968, by the Kentucky Resources Development Unit to conduct a
developmental program in distributive education utilizing simulated occupational experiences
in four areaivocational-technical schooll.

The purpose of the developmental program utilizing simulated occupational experiences
was to assist in serving the education& needs of rural youth who would otherwise have been
denied a program in distributive education by

1 Developing a procedure for training. high school students in distributive education

utilizing simulated occupation& experience.

2 Developing specifications for a simulated laboratory for providing occupational

experience,

3 Developing a curriculum utilizing laboratory training for 11th and 12th grade .

students,

4 Determining the facilities and equipment needed,
.

5 Developing, trying out, evaluating and refining instructional materials,

6. Evaluating the effect of the program on adoption qf.distributive education programs
in cooperating schools,

7 Evaluating the effectiveness of simulated experiences in securing anc, maintaining

employment in distributive occupations.
. .

The Distributive and Marketing Education Unit,of the Kentucky Bureau of Vocatic/41

Education, selected four schools to-participate in the two-year develop(peritai program. A

workshop was held for participating teacher-coordinators. Q 'cl-prse or'study; teaching aids,
instructional methods, and procedures for initiating a program wer developed

4The.facilities

and equipment needed for programs were determined,'criteria for selection of students were

identified and procedures for evaluating the program Were outlined. i
The developmental project resulted in the establishment of simulates} programs as an

integral part of the total distributive education effort fn Kentucky. The success of the original

program proved that simulation could be used effectively. The programs' here effective in
isolated rural areas where training stations were not available'as rn urban, areas. The

'distinct advantages of utilizing simulation were:*

1



Rural ytauth, lacking a training station in their home community, could betrained in.
the field of distribution,

Disadvantaged. youth who might have been denied a training station, -could, be
reached by distribution programs and receive training in a laboratory setting,

3. The learning experiences in the labofatory can be controlled by the coordinator,

4. Specialized skills and cornpetenCi`sTaa-n be pr vided for individual student needs.

Tangible results of the project included

1 The developm t of materials and procedui-es or *aiming distribupon students
through the simulation approach,

.

2. The training and, Placement of tfie majority of the 28 students who enrolled in the
developmental programs and participated both years. -

OBJECTIVES OF THE'INTERNSHIP TRAINING PRCYGRAM

.
'..-

The, flap objective of the internship. traiiiing program i's to supplement the Simulated

... ,..
p,occupationalex program with'practrical-'hands-ori': experiences by on the job tra ni g,

-
MOre through experiences obtaIned fromthe developmental program, the

'guidelines herein should assist teacher ,coordinators to
A

1 lnttiate Intern;hip Traimin disiributiye eatication .programs utilizing. the
simulated method of teaching

2. Follow procedures for utilizing local bus inesses as intern training stations to enrich
the simulated occupational experience program.

3. Utilize procedures for working with /raining sponsors in conducting the internship
experiences in the local businesses

a
4 Complete Internship Agreement (IT-2) and Training Plans (IT 3) needed for the

Internship Program.which fulfill the brequirements of the Fair Libor Standards Act.

5 Plaice students for internship training.

6. Conduct relear meetings with training sponsors.

7, Supervise students placeOn local business cooperating in the internship program,

8 Fvalua e students' progres\ in the internship program

2
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INITIATING AN INTERNSHIP PROGRAM

The initiation of an internship-program in distributive education in your school is the first
giant step in a VVQII-conceived prograp of instruction Initiation is the beginning, it is the
determining factor that will influence students, parents, faculty, administration, and the
business community acceptance of this program.

The following initiating procedures are presented as suggestions for implementing your
.internship prOyam. Priorities have been assigned to these procedures\ by sequenCe. Do
remember, hoWever, that welt written plans are only well written when they become well
implemented actions. Always remember that the students, parents, faculty and businessmen
will develop their attitude toward acceptance or rejection of the internship program on the
planning, promotion and actions of the distributive education teacher-coordinator. So, be
prepared, have a plan of action. Plan your work and work your plan,

If you plan to initiate an internship program, you should start your planning at least a
year ,rn adyarice. The following procedure, or steps, is a suggested plan for initiating an
internship program

1. Meet with the administrators to explain benefits of the program and procedures to
be followed to initiate the program and gain approval.

2. Make personal contacts with a sampl% of the businesses in your local community to
explain the program and evaluate responses.

3. Conduct a sutvey of local businesses to determine the number of businessmen that
will serve as a training sponsor.. (IT-1)

Contact the State Department to obtain approval for incorporating the program

Organize an advisory committee of local businessmen to assist in planning and
initiating the program.

6. Conduct a p-ifnning meeting of administrators, teacher-coordinator, participating
businesses and advisory committee members. This meeting will serve the following
purposes

a. To determine the length of time and days per week the program will be
conducted

.

'b. To explain the Internship Training Agreements and Training Plans; (IT IT 3)

c. To set up orientation meetings With personnel whp will be supervising The
students within the businesses.

.

7: Establish a method and procedure for transportirw students to 6-wrung stations

.In summary, visit an on going internship program. 'rake your principal and guidance
counsel r with you, Talk "iu your'students deterliirie hoini many\ are interested in participating

8
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in the internship program. Survey local businesses to determine interest. Discuss the program
with the State Department and organize an advisory committee.

SCHOOL; ADMINIStRATION

A successful program is dependent upon 'full cooperation and understanding of i(Oul-
interns.hip program by >cur administrators, faculty, counselors and students. The internship
plan must have the endorsement and suppbrt of the -school's \administrators. The
teacher coordinator must .establish and maintain an adequate and 'functioning system. (rules
and regulations) to insure harmony and rapport ampng school officials. The coordinator must
sell the internship program to the administration by emphasizing the'need for such aprogram
to both students and community. You must keep your administration informed as to how the
program is progressing. Ask your administtator, to assist in selecting, organizing and initiating
an advisory committee. Also, your administrator, and guidance counselor should visit and talk

)with local businessmen concerning the program.

.There should be an agreement as to whether the teacher-coordinator should call on local
businessmen to 'obtain inform.ation concerning clasSroorn instruction' and parents. Ari
agreement should be made tis to the amount of time the teacher-coordinator should spend
vision() local merchants

A
DliTtES OF TEACHER-CoORDINATORL_

The duties of the distributive education teacher-coordinators are many. `The success of
the program depends upon how well the coordinator performs The many functions he,hias to
carry out. Six areas should be considered. (1) Public Relations, (2) Prograrnrning, (3) Training,
(4) Coordination. of.Classroom Instruction, (5) Guidance;. and (6) Records *and Resorts. A
brief description of thesesluties are given below:" .

Public Relations

a, - Work with school adminiStra'tion, school counselors, students, parents_and local
'businessmen

b Work with civic and school gloUps,

c Prepare publicity on'program.

d. Confer with prospective stucjents, ttaeir parents and training sponsors.
Remember that the beqt way to overcome any resistance you might have from

t your pUblic is to prepare well enough that the pi-oblerns never arise



.1 1

2. Programming

a. Make community survey

(1) What should be ta,ught
(2) Internship stations available

44.

b. Setection of Advisory Committee

\\,
c. , Assist in arranging students' school aryl, internship schedule

d. rrOvide internship training stations

3. Training

a. Teach classes

b. Prepare training plans and training agreernTents, (IT-2, IT-3)

c Visit students in training stations

d: Visifand confer with training sponsors

4. Coordination of Classroom Instructionti

a. Placement of students in training stations

b. Coordinate classroom activities witk internship experiences as outlined in the
training plan

c. Follow-up on students' program

5. Guidance

a. Assist counselor in the selection of students

b. Help students determine a career objective

c. Counsel students

d. Confer with training sponsor .on student's progress in the business.

6. Reco'rds and Reports

a. Prepare school reports

b. Make out internship schedules

0. Prepare evaluation of student's progress at training station (IT -5)

d. Prepare reports for local and state administration as necessary

10
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SCHEDULING INTERNSHIP'

It issuggested that students be placed in the training stations during the spring term, as
this perrod is usually d slower season, thus providing employees with more time to devote to

' the students It is also anticipated the business would not lose as much productivity of its
emphoyees.,

The, program is 'structured for the students td spend eighteen weeks in the internship
progr.arn observing the Various businesses.. For example, the school week could consist of
Monday, Wednesday, and Friday in the classroom- laboratory Setting, and Tuesdays and
Thursdays in the training stations- -the classroom insteuction will be augmented by .their
exj%nendeS the - training _station. Remember that training plans must be adjusted and
evaluated, with classroom and laboratory instruction being provided to meet the student's

"needs.
4

ROTATION OF STUDENTS

IP

The eighteen week internship period (semester). should be divided among those ,local
cooperating businesses which complement the student's career objective. For example,
students could be assigned to nine businesses for two weeks per business. The students would
be rotated among the various jobs, areas, deOtments, or operation' to be observed. The final
schedule of the students would depend upon the 'number of businesses available and the
number of operatibns within the business that the student's training plan indicated a need to
be observed. An example rotation schedule is included in the appendice%to this guide.

ORIENTATION OF TRAINING SPONSORS

Prior to the placement of students' in the internship program, pn orientation of the
owners or managers, and of the employees who will provide direct supervision of the students,
should be held The following information should be Covered during the meeting.

1. The'ainfand objectives of internship Program.

2. The Federal and State Labor Regulations concerning the internship program

3. The procedures 'for rotation of students on the job.

4. The teacher coordinator's role in the program.

5. The training agreement and training plans.
.3

The ph.ocedures fOr studets reporting and learning the training stations. (IT-41

Y.



7. The expectatrons on the part of the businesses and the students.

8., The evalCiation of student's perfoimance in the training station. (IT 5)

9. The communication channels between the businesses and the school.

ORIENTATIPN OF STUDENTS

The teacher-coordinator will have discussed the internship training program with the
students throughout the first semester. However, prior to placement of students, a formal
orientation should be provided for the students. The following items should be discussed and
any questions or concern answered, and any suggestions or concerns noted from the meeting
of the businessmen could be discussed

1. Review the aims and objectives of the program.

2. Review any procedures, rules, or regulations established for internship program.

3. Review, discuss and complete training agreements, (See appendix for copy.) (IT-2)

4. Note of any dress codes and policies of the cooperating businesses.

5. Note of any procedures for completing records and forms to be used.

6. Note of any training plans and rotation summaries. (See appendix for copy of
'training plan and rotation Summary )

.1...4139R REGULATIONS

The Kentucky and Federal labor laws concerning placement ofltudents in bustnesses
an internship training program must be followed to the letter. It must be remembered that the

status of the students and training sponsor in the training stations must be that of a
student-instructor and not an employer-employee. In. order that the minimum wage can be
waived so.that the students would be classified as student learners, there are six labor criteria
that must be met

1. The training, even though it includes actual operation of the facilities, of the
employee is similar to that which would be given" in,a vocational school.

2 The training is for the benefit of the trainee or students.
.

The trainees or students do not displace any regular employee, but work Linder their
close superviSion (on .\6-ine-to-one. basis.)

12
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The employer that provides training derives no immediate advantage from the
activities of the trainee or students, and on occasion, his operation may actually be
impeded

5. The trainee or students are not necessarily entitlelpto a lob at the conclusion of the
training period.

6. The employer and the trainee or student understand that the trainee or students'are
not entitled to wages for the time spent in training.

Also, the following point should be considered and discussed.

1. All students involved inlhe internship program will be rotated and receive a variety
of experiences in the businesi(s).

2. The specific duties and limitations ofthe students while enrolled in the internship
program.

3. All students involved in the internship program must have either school insurance or
evidence of other insurance that covers them under these conditions so that the
cooperating businesses will not be held liable for injury.

4. That a student instructor relationship will exist between students and emplOyees in
the cooperating businesses.

The State and Federal Department of Labor should be informed of the internship
program so that cooperation between Labor Department and the cooperating business can be
coordinated. See Page 31-33 for a copy of letter from U.S. Department of Labor and
recommendations of the Kentucky Department of Labor concerning the internship progra

DEVEL6PMENT OF INTERNSHIP AGREEMEN

After the training schedule in the training /stations has been developed-,;2,the
ternship agreement betwe6n st nt , the

example of an internstitrrfraipjnO4reement is

(,must be developed in accordance with the rules
en ts.

tlacher coordinator should complete an
parent, the school, and the "training sponsor. A
included in this guide. The training agreemen
and regulations outlined by the labor depar

Remember' The student must usupervised on a one-to-one basis with an employee and
the student cannot displace a regular employee. The student may, however, be allowed to
perform routine duties if observed and supervised by a regular employee.

Copies of thp internship training agreement should be made and distributed as follows

One copy to the trair7g

One copy to (parent.

nsor for each student to be rotated with the student.



pne ccpy for the teacher-coordinator's file.

74. 00 copy for the student's use

It q also recommended for schools using the internship for the first time, thata copy be
Sent to the State Department of EducatiOn, Bureau of Vocational Education.

TRANSPORTATION OF STUDENTS

Students participating in the internship program, as in the cooperative program, are still
under the direct supervision of the local school They are released from the formal classroom
setting, but are still in school. Therefore, the teacher-coordinator must make arrangements for
transporting the students to the cooperating businesses. In some instances, the business
community may be close enough for the students to walk. However, the teacher-coordinator
should discuss and obtain an agreement on procedures for going from school to the businesses
and returning to school. Students should not be allowed to stop along the way.

'41!
f

SUPERVISION OF STUDENTS

The teacher coordinator must conduct supervisory visits on a frequent and regiilar basis.
Each student should be visited at least once a week, depending upon the students' training
plan, the students' rotation schedule and the training sponsor. The teacher-coordinator should
obs-erve the following during a supervisory visit.

1 That the student is being supervised by an employee on a one-to-one basis.

2. That the student is receiving information and instruction, not just standing around.

3. That the student is recording his observations and, training received.

4 That the student is being rotated among the various jobs within the deartment or
the business.

5 Experience and concerns, according to student$ training plali and needs that need to
be discdsed in the classroom.

6 ThSt evaluations are being made on a daily basis by student and trainirNsponsors.

To determine if any problems or concerns have occurred.

It is-suggested that a monthly meeting should he held' for the training sponsors to evaluate
the program, uggest improvements, and to solv$ any probldns that have occurred.

4
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DEVELOPING THE TRAINING PLAN

,

The development of the iodividual student's tr 8n (tee IT-3) is very important.
The training plan outlines a,definite plan of pfOgresSive experien6es and Jearn44.ablivities
based on the student's .current career objective. It serves as a schedule or step by stemIlan for

>'
training to be used by: /

1 The training sponsor, to aid in planning the rotation schedule and
instruction.

2 The teacher-coordinator, to aid in planning the csroom instruction tokorrelate
with the on-the-job instruction.

3. The student, to project his career objectives both in school and on-the,job_
4 ""

4 It also .serves,to indicate to the employee that ifas certain responsibilities in the
instructional program

The training plan should be prepared cooperativ by the trainiri , lib tor, the
teacher-coordinator, and the student trainee, The plan should be made outt-e'fOre the student
is placed in an internship. The plan should serve as a guide for the teacy(Wcoordinator in
planning the related classroom instruction and in identifying individual instructional needs.
The training plan should identify specific training responsiblities and should be completed only
after conferences between the student, teachercbordinator and the training sponsor. The
parents should also have an opportunity to evaluate the training plan before a final agreement,
is made. Listed below are some important contributions which the traiiiing planican make to
the development of a successful internship tirogram.

1. The training plan provides the students, teacher-coordinator 4nd training sponsor a
means to arrive at specific occupational objectives.

It offers tangible evidence fo parents, employers, ,school personnel, students and
businessmen that the internship program is an education& program.

3. The training plan,encoqrages the training sponsor to rotate and instruct the student
in progre'ssively more difficult and varied on-thejob experiences.

4. It provides the students with an opportunity to.fully explore their.career objectives.

5. The- training plan documents, student experiences as he develops competencies and
skillsin the trainingstation./

It provides the basis for meaningful coordination visits and'progress reports.

7. It can help each student learn to evaluate his own progress

8. If offers the teachel- coordinator a concrete basis for evaluating training experiences.

9. The training plan ties together the classroom instruction and on-the job acitvities

15
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The ,value of the training plan in an internship program cannot be over emphasized-The
training plan is the heart of the internship program and must be carefully planned, developed,
and evaluated

...430fA

Me value of training plans can be summarized as follows

/7-

... ,

1. Training plans correlate clasSroom learnings with the internship phase of the
program. A major oWptiVe of the training plan is to organize the instruction into a
step-by-step sequca66 which assists the student in achieving his occupational goal
and ,pxovtpiellirettion for the 'training sponsor.

2. Training plans establish criteria for training station selection. When training plans are
made or' adapted for each student and each training station, the on-the-job
internship requirements can be analyzed and planned. Through this process the
student-trainee and training "stations can be matched to meet the student's career
objectives.

t

3 Traihing plans he the _teacher.coordinator keep up to date. A's the
teacher-coordinator directs the development of the training plan, he has, .chance to
update and review his own occupational knowledge concerning the area of training
and keep up with many of the experiences which should be included in the student's
trainiAg program.

4. Training plans serve as a guide for the instruction of the student-tr'ainee. The traifung
'plan gives the teacher-coordinator a guide frorri which to determine what the student
can do and what hid performance should be in order to reach his occupational goal.

5. training planS serve as a guide/for program evaluation. Durwg the School year the
teacher-coordinator should periodically evaluate/each student and training station to
assure the goals and objectives of the internship program are being met.

6. Training plans provide and assure the employer a res onsibilit .in planning the
training experience. When a training sponsor helps_ develop a
realizes its functions in the learning process and assumes more responsibility for
implementing the on-the-job activities.

training plan, he

7 Training plansfiel_p the employer to realize that the internship is a planned training
program. When a training plan is Cooperatively written, training sponsors have an
input, and hopefully, realize that the internship is an organized program leading to
the student-trainee's career,objective and adjusted to the training sponsor's business.

8 , Training plans help identify the goals of the student. The training plan should reflect
the goat of the students and should be writteti for each individual student. When
training plans are being prepared, the student should have a" chance to express his
desires and Interests as they relate to his interjship, the training station, and his
career objectiye. ,

.. \

9. Training plan Provide a tool for the student to evaluate hts own experiences The
student can c mpare his progress with the experiences Outlined in the training plan
in order to se 'how well he or she is progreSsing toward he successful fulfillment of
his stated occupational goals. f

16
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REVISION OF TRAINING PLANS

A traininiplan must be thought of as a guide for the student, the teacher-coordinator,
and the traiiing sponsdr to use in the internship program. It should be developed as precisely
as possible, yet flexible and subject to change. Some plans may be difficult to follow exactly
and meet all the student's expectations, however, they Shoui,d be developed and revised to
meet local training stations.

EVALUATION

A comprehensive program of evaluation to ascertain the effectiveness of the it reship
'program should mclude,the comparison of student, training spo'nsors, and teacher-coordinator
internship performance with program objectives. The evaluations should include the

performance- of the students enrolleein the internship program, the effectiveness of the

classroom instruction tofcletermine the effectivenets in assisting students to attain their career
objectives.

The stJents should evaluate their experiences irf the local businesses daily and record
experiences on their training plans. Upon completion of each visit, the student should be
evaluated by the training supervisor. An example of a student's rotation summary and
supervisor's evaluation is included in the Appendix.

The teachercoordinator should prepare a progress chart for recordihg the student's
progress in business or businesses. This will assist in evaluating the progress according to

. student'wareer objectives as outlined in training plans. An example of a progress chart may be

seen in fr6.

It is very important that students keep a complete record of their experiences. This vital
information will assist the teacher in providing and adjusting the classroom and laboratory
instruction. An example of this summary of experiences is presented in the Appendix.

17
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Business

Dept. I

Dept. II

Dept. III

Dept: IV

Business

Dept.

Dept. 11

Dept. III

Dept. IV

Business

Dept. I

Dept. II

Dept. III

Dept. IV

ROTATION # 1 EXAMPLE

Rotation 1 Observation 1

A*,

1**

C

5

D E F

11

,

G H 'I

3 7 9 13 15 17

2 4 6 8 10 121 14 16 18

19

20

Rotation 1 Observation 2

Rotation 1 - Observation 3

A B C D( E F G H I

19 -

9

20

1 3 5 7 11 13 15 17

10 12 14 . 16 18

Rotation 1 - Observation 4 on the following page.

* Letters detiote Eusiness'

Numbers denote student 19
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Rotation nainple (Cont.)

Business

Dept. I

Dept. II

Dept. III

Dept. IV

VV.

Rotation 1 Observation 4

.ABCDEFGH,

10

.

I

2 4 6 8 12 14 16

.

18

19

20

1 3 5 7 9 11 13 15 17

2'0
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Busine5,s.

Dept. k-±-

Dept. II

Dept .

Dept. IV

llusin'ess

Dept-. 1

Dept. II

De P1,". I I I

.1.10 t V

Bus Ines:,

Dept. I

Dept, J I

Dept III

Dept

P,OTATIn 2 Fxailpl e

Rotation
.

0.1)' ory'd ti on

A B. C D E F 'Ci G. 11 1

-----1:7-- l -. 3 , .5 7 9 11* 13 A 15

18
.

2 4 8

-

10
v-

12 14 16-

1.9 1
,

20 t- ..
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SUGGESTrD CALENDAR OF ROTATION
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DEPARTMENT OF LABOR
FRANKFORV KENTUCKY 60401

September 24, 1973

Mr. Robert M. Schneider, Director
Resources Development Unit
Bureau of Vocational Educatif.;44
Department of Education
Xrankfort, Kentutky 40001

. Dear Mr. Schneider:

DIVISION OF"
LABOR STANDARI51

CHARLES E. McCO
OIRECT011

\
This office is in receipt of your attached proposal

for 'a developmental program in Distributive Education.

KRS 337.010()(f) defines "employer" as,any person.
who employs an employe and includes any person acting directly

or indirectly in tho interest of an employer in relation to an

employe.

KRS 337.010(3)(g) defines "employe" as any person
employed by or suffered or permittedto work for an employer.

There have been no court decisions made in Kentuckyft
which clearly defins what employ means;, therefore, the-only
decision we,have to follow isthe criteria the Federal auttioritie

use in deterninipg an employer-employe relationship under'the

,Fair Labor Standards Act.

It is the opinion of this office that if the criteria

outlined in the letter dated September J973, from Mr. Robinette
is foll(*)wed,,wo would not considur the students participating 'In

this program' e'llployos.

if you have any questions regarding this matter, please
feel free to contact me.

Respectfully yours,

Chdrles McCoy
Director

`2 6
st
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SlANDARDS ADM!NI:,VAT1ON
Woge And Hour Divi;;Ion

600 Federal PlaLe, Room 187E

SEP 1 7 1973

DATE eptember 14, -1973

ioulqville, Kentucky 4U2()

00,/
,A

0. V 0REPLY TO

ATTN OF

sosietr Developmeatal Program in Distributive Educa ion Project

4

TO
Mr. Robert M. Schneider, Director
Resources :levelcicment
Bureau of Vocational Ed,ication
Departrnnt of Education
Frankfort, 1y. 40601

This is in reply to your letter of September 12, 1973 requesting
our comments on your proposed project.

Based on the information contained in the proposal, the training
program appears to meet toe necessary requiremnts and the students
participating in the program therefore are not considered "employees"
within the meaning of the Fair Labor Standards Act.

In order to your :_le complete on this (batter I to
repeat our Guidelines. Tne Courts have made it clear at the
employee reLation under tne Act is broader than the traditional
cop MOn law concept. The difference between the Fair Labor itandards
Act employee relation and common law relation arises from .jection 3(g)
of the Act which defines "employ". Whether trainees are employees of
an epployer under the Act will depend upon all of the circumstances
surround their activities on the, nremises of the employer. If all
six of the following criteri2 finely, the trainees or students are not
employees within the meaning of the Fair Labor Standards Act;

1. The training, even thoush it includes actual operation of the
1 facilities of the employer, i.5 similar to that which would be
\'' given in a vo,:,t.tio,:al school;

*
2. Ttla training ii, for the benefit of the trainees ore-Audents;

3. The trainees or students uo not dirplace regular employees, but
work under their close observation; /

'4. The employer who nrovirleb the training derives no immediate

\

advaritave rrcm ' 'Ictivitll'::: of thl tiLainees or studento, and
on occasion hip operations may actuilly be impeded;

a

27

(Continued on Pace 2)
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Robert M.Schneid4. : Page
9-14-73

3. The trainees or students axe not necessarily entitled
to a job at the conclusicYn of the training period; and,

6. The employer and th#/trainees or students understand that
the trainees or students are ,not entitled to wages for the
time spent in training.

If you have any
ple

e, questions or need additional information,
:s)4c

Richard-R6 r inette

ea Director



SAM PI E SURVEY

SCHOOI

INTERNSHIP TRAINING PROGRAM BUSINESS SURVEY

Name of Business:

Address

Phone

Manager

You have been contacted on the objectives of the Internship Training

Program. Would you please complete the following questionnaire on your..

ability to provide training stations for the distributive education students.

Do you nave difficulty obtaining employees who are interested
in their work')

Yes

No

2. Do you think it would help students to decide which occupation
they desire to seek if they could observe the various types of
jobs before they make this decision?

Yds

No

ef0

Would you be willing to place students in your business One
to two hours twice a week to observe your operation'

Yes

No

If Ilje answer to question was yes, please answer the following

que stions,
29



wit.w.,..vrey 4 APIA' Lk;

Internship Training Program Business Survey (Cont.)

blow many students could you acconlodate")

No.

(IT - I)

S. Could you place /these students on a one-to-one ration with
your personnel?

Yes

No'

6. Please list the types of jobs available for students to observe:

Additional Connents

Position

Thank *you for your cooperation in filling out this survey.

1

-
!

/
, /

eacher- Coo rd inato r
, .

/ Distributiye Education
, SchOol Nakne

1

30



INT ERNSIIIP AG REEM ENT
i

For Supervised Occupational Experience of
Distributive Education Students at
Daviess County Vodational School

al

Intern (Student)

Home Address

Nome Telephone Number:

SchoOl Telephone Number:

Place of Internship

Address:'

Supervisors of Intern:

Place of Internship:

Aciciress

Supervisors of Intern:

/
/
/

PlaCe of In ernship ft-I,.

Address.

31
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Dept.

D.ept.

Dept.

9 Dept.

t

Dept.

Dept.

Dept.

,I)ept.

1

/

I



Supervisors of Intern

Place of Internship:

Add e ess

rf
Supervisors of Intern

Place of Internship:

Address:

Supervisors of Intern.

Place of Internship

Address

/Supervisors of Intern: \

Place of Internship-
3 2

ti

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.



Address:

Sri er% isors of Intern:

Place of Internship:

Address:

Supervisors of Intern:

131ak e of Internship:

Address

Supervisors of Intern

IT 1

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Dept.

Fo uromotela basis of understanding, promote easiness relations and

enrich the training of the Distribilti:.e Education s idents, this nien,ordi-i_

dun. of understanding is established on

Fhe Internship Program will start on

and will end on or about

197
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IT IS 1-NDERsTooD THAT THE TRAINING SPONSOR WII

Provide the intern with opportunitigs lo observe and learn
how to do as many skills and competencies as possible.

Instruct the intern in the ways which he has found desirable
in performing his duties and handling his management problems.

Help the teacher-coordinator make a weekly evaluation of the
ante rnt s pe rformance.

IAvoid subjecting the intern to unnece sary hazards.

Provide training that is beneficial to the intern.

Rotate on a regular basis the student among the various
departments of their business.

Not pay the intern wages for the time spent in their business.

Not take the place of a regular employee in the business.

Not allow the intern to perform tasks in their business
without direct supervision by a regular employee.

Explain to interns that they are not necessarily-entitle to a job
upon completion of the Internship.

Assist the teacher-coordinator in arranging a conference with
the student upon completion of each rotation in the business.

iAnd, it is understood by the training sponsor that the student
will receive more benefits from Internship Programs that the
business, and that in some instances the intern may he an
Expense to the business.

THE INTERN AGREES TO ITEMS CHECKED BEI OW:

Keep the training sponsors interest in mind and be 1-)tirictiial,
dependable, and courteous at all times.

Will not receive any wages for the time spent during the
internship.

Will not necessarily he entitled to a lob upon urnpletion of
internship.

Keep such records and make such reports as the school and/or
training sponsor may require.

Follow instructions, avoid unsafe acts, and be alert to
unsafe conditions.

34
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Will not perfoim tasks in the business unless supervised
by an assigned employee.

Develop a training plan with the training, sponsor t(achr-
coordinator.

THE TEACHECOURDINATORI IN BEHALF OF THE SCHOOL AGREES TO:

Provide transportaticki for students from Daviess County
Vocational School to)tlieir place of training, and back to
school.

. \
Visit and supervise the si\udent during the internship for
purpose of 'information, instruction and to insure' that
intern receives the most e4kication from his experienc s

Show discretion at the time "aad cirucmstances of their visits
especially when intefris are actively engaged in training.

Others.

Others.

THE PARENT AGREES TO:

Assist in promoting the value of the students experiences
by co perating with the training sponsor and the teacl;er-coor.nator.

Satisfy himself in regards to the ed catipnal experiences
made available to the student.

Tnte rrnbtudent) Parent,

Teacher-Coordinator Training Sponsor

Training Sponsor

T raining Sponsor

Training Sponsor

T;ra,ining Sponsor

' raining sponso

T raining )pons

T raining Sponsor Training Sponsor

Copies to: Teach.er-coordinator, Training Sponsor,' Student,. and the
State Department. 35



TRAINING PI AN
INTERNSHIP TRAINING PROGRAM

DISTRIBUTIVE EDUCATION .

Student - I ea rner

School

Career Objective

Training Station

Acid re s s

'Training SRonsor

Birth Date

DEPARTMENTS TO BE OBSERVED
DURING INTERNSHIP

,-
OCTI INE Oi6CCUPATIONA4 E`XPERIENCES

3. '

Department Clp.s6 loorn Ekperien'ges Evaluatiori



Outline of 0«upational Fxperiences (Cont.)

1)epa r tments

Z.

3.

4.

Observations

a.
b.

(L.

f.

Pt.
h.

bbservations

a.
h.
C .

d.
e:
f.

h.

Observations

a.
h.

.

e.
f.

R.
h.

Observations

b.
C.
d.
e.

'f.

(IT -

Class Room Experiences Evalitation

37
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TRAINING PI AN et,

INTER1CtHIP TRAINING PROGRAM
. DISTRIBUTIVE EDI-CATION

Student-1 earner Darlene Russell

(IT - 3)

Birth Date 4 /10 /C,0

School Dayiess County State Voc. Tec1h. Sch. ;S. S. ti 400 -86-037'1

Career Objective

Training Station Wyndall'S')

Addrcess 2717 Frederica

Training Sponsor Mrs. Betty Turner

DEPARTMENTS TO BE O-VSERV ED DURING INTERNSHIP

1. Meat Department

2. Cashier,

3. Cracery

b.

7.

8.

4. Produce 9.

10.

Department

I IN OF OCCITPATIONAI EXPERIV:Ne:ES

Class room Experiences Evaluation

I. Meat Department - Morris Carter

()bserations,

a. Observed the meat counter.
b.
c.
d.

Mr. Carter explained how the meat is arranged in the counter.
Explained the cuts of meat; side,rib, loin, chuck, round.
"Meat is cut on a day-by-day basis."
Observed meat being cut; observed liver being sliced.

f.

g.
Observed the refrigeration of the meat. .
Observed chickens being packaged and.weighed.

2

h. Observed, meat being weighed and wrapped. "Meat is weighed
before it is wrapped on thr" ter.ofoam plate in foil (Clear).

Y".!

i. Mr. Carter explained the basis, of pricing meat. ."IioneHess,
pleat is higher in price than meat that still contains the bone.

i. Observed meat-that has expired date being wrapped, weighed,
and counted.

38
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(SAMPI7E)

Out line oi ( u pational Ex pe enc es (Cbnt.i

Ds\ pa rtmery Cl ass romp Exp.e rietwe's

2. eai rtepartn,ent - ris Ca rter

Observations

(IT -

k:valuat ion

a. Isaflsfri v.ith 4\1r. Carter about various liapperyigs'in the
.meat departmentand ,about how people buy meat.

b. Observed meat counter, pre, packed meat meat, packed by the
departril nt.

c.' .1 earned that meat that turns colors is removed from the
counte r rid later ground_ into ground beef.

d. I earned that a new lighting system, (pinkish lights) has beefr
Placed over .the pleat 'counter to help preserve the coloring
in meat.

1

I

e. .Mr. Carter explained tie pricing ''percentage of all m'eat,products. 1

f. Observed the turkeys- -a selling product at this time of the year
- ,

3.

-I.

(Thanksgiving).

Cashier

Observations

a. Observed cashier
enormous am
stamps.:-WO

b. Observed cash
diff rent amounts
Obs 'rued the

4 iterr s \closer
of ci an\ge, giviiig

d. Obse ved cashier
that a.S taped

e. Obse ved proceilure

Grocery iary Si

Observations\
si s

a. QbServed kilr.
b. 'Observed while

Observed pricing of turkey's depending on grade.
. ,...

A

checking out a customer who had purchased an
uht of meat, which totaled Over $100. Consurrigr

ier checking out:\ customers who had purcha'sed-
of 'products. \ 1

I rocess 'of checkering customers outmoving
to finger-tip rear , use of cash register, return

the consumer stamps, and bagging the groceries.
.sysriting down-items that were on sale on a paper

to the cash registers. 1

of the receipt of a check from a customer. 1

sk,

Sisk straightening up a display that had fallen. I

Nil r.',3issk checked a box
,-
of checks }, made telephone

1

1

calls and and swered the phone. ----... 1

( . M r. Si sk exPla.ined the basi;; for pe centage on me,r( hand se. I

(1. E)plained way's to display products. I

.
e. Explained liliw each aisle of, merchandise is placed. , 1

-
t. Explained hoW sale items are placed. I

g. Observ('d yAttle 'trtiale!sniati .,-,old Mr. Sisk Christniass item's, to
.... c

be resold in the store. -
s *
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DeortM.

on

(SAM El

xc tlences

room Expe r ices aluation

'rode ( (

O1-hr

Oh r e r

. C.)1 sery ed he
Observed th

d. Ob e ed4 the
ydule 1\1r R

e. Observed the
machine that

(+aging c ans.
packa
ends of th
egiter that

11 e,plained 1-Nfe

Nileighe N

es being twisted. stapled'.
ines the price of produtt-e

cing is calculated by boupdage.
and another type,i5f
f the tag to make itra

stick to the clear ba
f. Observed Mr. Russ

Removed lettuce from -a

re19ase pri
heat, tothe su ,fac
ies that the pecan

reparing lettuc to be
x in the refrigerator

e pa aged in. 1

aged. I '

to his work area. I

h. Reulm.ed the leaves (deak) rom the lettuce and cut bad spots of f. r
. Observed Mr. Russell pa aging the heads of lettuce,

Observed Mr. Russeirl p'aclkaging some onions; removing the bad .

ones from the package.
Observed Mr. Russell weighing the onions. s

1. Observed Mr. Russell weighing bananas for a customer.

Obser
t.

,t.

t.

Lt

40



MARY OF OBSERVATION EXPERIENCES

Student- Learner

Ot),,ervation StatilDn

Rotation No.

Signed

_41
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(SAMPI F.)
i

Out li te of Occupational Experience (Cont.)

rDepa lent

K.

q.

Observations

a.
b.
c.
d.
e.
f.
g.
h.

Observations

a.
b.
c.

e.
f.

h.

Classroom Experiences Evaluation

I.

Rate observation,' to 5. 1 Excellent 5 Poor
12

I

h



(SAMPLE) (IT - 4)

) orders for \, \\ 1)`-,

of al; order, inacb- and the ones recei.ed, +lien ,c1. ((Hilo, ,,1(.,.,

for ac cura. v, he deli' ers the merchandise to the dcuartment to \.1/4111.

_it belongs. I admire Mr. Smith because he takes rnan, a footstep in e,.en

fifteen shot rnirites.

In the n-en's department, I observed Mrs., Barton making sales to,'

her .°_,stori ers. With her assistance, I learned how to use the cash

register and rang up most of the sales during. the period I was with her.

She also showed 'nue how to use the charge card machine. Evet tir'

a .11,-tort err orres up to be checked out, the saleslady asks whether

"he sale is cash or charge. I learned from Mrs, Barton that every item
ti

in the store has a number and that certain tags are saved and sent in to the

con-nany from he offic e 'for re-ordering merchandise. I observed
4

"rs.' Barton taking an inventory of men's knit slacks, that were to be on

sale elle following week.

I he boy' s department is similar to the men's deoa:rtment.

01,S).r.,cd Mrs. Blunk making sales, checking out,ciistorners, and

,to( king a order of boys' pants. firs. Blunk told roe that

one lays merchandise out on a table with sizes Irff to right and

all tag, should show so customers won't have any trouble finding

out about the information on the product. I also learned how to

lisplav products that wild catch the eye of the customer,

4 3

,.4
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(SAMPI E),

EXAMPI E CAF STI'DENI 'S EVA1 . A PO\

srvmARY CF OBSERVA TION EXPERIENCES

'a rue r Darlene Rus sel 1 ..,Rotation No.

Obser:,ation,-Slation J. C. Penney 's Dates Oct. o -

r,

7

(IT - 4)

I,Yrave learned rruch while participating in the Internship Training

Prozrarn at T, C. Penney's. The catalog department Was very interesting.

c'eals mostly with orders; tredit, and lAyalk4y. I enjoyed observing':

'1 CIA order blanks are filled out from telephone,calls-a.nd it was interesting

to,listen to a telephone order on an extension lirie whilcsobsesz=ving Mrs.

PotteT- filling out the order blank. I also ab''served the teletype machine,

the credit machine, and the files of all o'rdel-s, and the.o.rder rooms filled ,

f
kith all the packages. Although I am sure 'things get Dtetty hectic 'at times

e

and a lot of work is involved, I believe I would enjoy working in such a

elepartment.

In the cash Clepa'rtrnent, I obse-rved,Mrs. Stout counting out and

pa.ckaging all the money that was recgivecl the. daybefore. I

rep -li7e that this department is very important, because if someone

didn't keep track of all the money received and the money going

out, then the business would be. in a bad financial status.

The stockroom is of great interest, but I don't` think a girl

could handle%11 those heavy loads. Mr. Sfrith carries al] the shipment s

from the upstairs rear door to the basement where the stockroom is

J
44.



(SAMPLE) (IT - 4)

I observed an inventory count of bov socks that are going to he

disc'enitInued

H the fashions droartitent, 1 observed the clew Itne

jvinter clothing. Mrs. Young waited oh many customers who

were looking for new winter coatsthis cold weather is really coming

to us too fast' I also observed Mrs. Young working on inventory

-sheets in the main office, and I observed her checking all the

cash regiSters in the store for a customer count. This is being done

to see hou rruch help will be needed and at what time of the day during the

next two monthsChristmas r,6'sh.- Working in the fashions department

would be interesting, I'think, because I "love clothes.

Household items such as bedspreads, pillows, draperies, bath-

room essentials, rrIaterial, and sewing goods maybe purchased

in th4 household department at J. C. Penney's. I observed Mrs. Evans

hanging bedspreads on the racks. I learned that the purpose of this
il

is to leer the custornerslook at and test the texture of the product before

they buy. Plastic coverings are placed over the top of the bedspreads

with information about the bedspreads gaped inside the plastic in view

of the customer. I observed Mrs.- Evans waiting -on customers-and

ringing up sales.

I feel that observing the different departments at J. C. Penney',,

has-helped me to appreciatethe work of each of the department workers.

I enjoved my three weeks there.
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(SAMPI'E) (IT - 4)

EXAMPI OF STUDENTS EVAI VATION

SUMMARY OF OBSERVATION EXPERIENCE

St 4dent- I ea me T' Da rlene Ru sse Rotation No.

Obser'.a.tion Station V, vndall's Dates Nov. Dec. Ii, 1q73

nile stationed at Wyndall's I have observed four different

deT)arti- eats. The four departments include the meat department,

ashler, grocery, and Dr° c e

tirs, department I was located in was the meat department.

(Hser ,ed the meat co,Inter while Mr. Morris Carter. explained

'low the meal is arranged in the counter. Strips trf-a.rtic icia.lgreener,

.) a( !,(1 },pt ween the meat and one of it-sP.purposes is to "attract

of the customer.

Carter explained the cuts of meat and I learned that the

department receives the whole side of a beef and it is then cut

down to four basic cutsrib, loin, chuck, and round. I observed

some of the meat being cut, and I observed liver being sliced and
4

put in containers. Mr. Carter told me that meat is cut on a

day-by-day basis and this is done to insure freshness. I observed
4 1-

(hick ens being packaged and weighed. I observed meat being weighed

and wrapped als o. I learned that meat is weighed before it is wrapped

in dear foil on sterofoam plates.

tit r. Carlci- explained the haris of pricing meal and the overall
-

riiiranci per entage of all meat products.

46
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(SAMPI E) (IT - 4)

boneless meat is higher in price than meat that still contains the

bone. Meat that has expired its date in the counter or has changed

Its color is refrigerated and later wrapped and weighed and sold to

customers in larger amounts. I observed some of this type of

meat-being wrapped, weighed, and price recorded on an inven-

tory basis. Some of the meat that turns color is removed from

the counter and is ground into ground beef. A new lighting system

(pinkish colored lights) has been placed over the meat counter to

help preserve the coloring in meat. I learned that pre - packed

meat, such as Field's, the spoiled are held over and the company

replaces the meat with fresh packages.

Turkeys, the Thanksgiving feast meat, was an interesting item__

of discussion. I observed the pricing of the turkeys according, to

-it,T,"grae. I learned that Butterball turkeys are more expensive than

regular\ tiirkevs because they have been pre-basted, a shot of butter

has been placed within the turkey.

The meat department also makes and packs some of the store's Jello,

pimento cheese spread, bologna salad, and ham salad. I leed that-

the ham salad is n-a de up of part ham and part bologna, because

customers won't buy the ham salad rriade completely with ham.

The .second department I observed was the cashier. I observed

the ( ashler checking out customers who had purchased different

anlounts of merchandise. I also observed the process of ( he( king
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the customers out- -moving the items closer to finger-tip reach, kis('

of cash register, procedure if a Chec 1, is received or if coupons

are i i s e d by customers, return of c flange, and t h e bagging Of the

g roceries.

The third department of location was the grocery department of

thelstotre. I observed while Mr. Gary Sisk checked a box of checks and made

telephone calls. Ilhen Mr. Sisk explainedthe basis for percentage on

merchandise. I-learned that two high percentage items are usually

Placed on either side of a sale item so that a customer might buy a

high percentage item when they buy a sale item. Mr. Sisk also

explained ways to display products and how the products are placed

on the shelves in the aisles. I learned that cakes and frostings are

placed vertically so that when a customer buys a cake, the type of

frosting it requiresis located right above it at finger-tip reach.

brands are often placed together, too. I learned that bread

locateel at the front of the store in the fii'st aisle, while milk is located

nearer tlrie back of the store in a far aisle. The purpose of this is primarily

because milk and bread are the two main items that customers usually

buy. When the customer comes into the store, he will cover a large

area of the store to get these twoproducts and in the meantime may see

some other item he wants. I also learned that the candy supply is

large and the 'sugar supply is small. this is basically because candy is

of a higher percentage of sale than sugar.
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The fourth depai-tnient I was located in vas, Produce. lien: I

observed :yin Bruce 4-2.us sell packaging pecans. As the pecans were

packaged, they were ,weighed and then twisted and stapled at the

open end. A price tag was placed on 'each packager and stacked in

a grocery cart. \4r. Russell explained how the Pricing is calculated
, e

by pofindage. A heating device is usedto make ill& price tag sticky

so if will stick to the plastic baggies.

I have enjoyed my internship at Wyndall's 5 and I know that it

has been a good learning experience.

Signed
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DAVIESS COON FY STATE VOCATIONAL T FCI !NI 'GA I SCIIC)01

INTERNSHIP DAII Y'STI.TDEI<IT,PROGRESS REPORT, '

t.)bser\a.tion Station

'Student

:Date

4

Coordinator

Plca.se irk le the number indicatiniz your evaluation

`7(7%; I Poor 2 Fair 3 Good 4 Excellent

DePenclability Attended observation station on time 1 2 3 4

Coo..ration Cooperative and gets along with others 12 3. 4,
Appearance. Cleanliness and wears suitable work clothing 1 2 3 4

Responsibilit% Follows directions of s/.t-p'ervisor 1 2 3 4

Interest- Shows attention to work at hand 1 2 3 4'
Application Filled out observations "on Training Plan 1 2 3 4

What grade do...you think this student. deserves. for his involvement in this
Obse'-rva'tion Station)

B 'Good, C Fair, 1) Poor, F Failure Grade

Supervisor's Con'iments:

I

Please staple

tepo'rt fined out by
ti Pot ition

.1

report and return by student.
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