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Purpose of This Manual

This manual is designed as a resource for secondary staff initiating, implementing or improving
worksite learning. This includes instructors, administrators, Career and Technical Education (CTE)
directors, Special Education administrators, coordinators, and support personnel. It is a tool to be used
in implementing “worksite learning” opportunities for students. The manual can also be helpful to
employers and others in the community who are interested in increasing their understanding of
worksite learning and the components of successful worksite learning experiences.

The manual has four objectives:
= To define “work-based " learning and its benefit to a student’s educational plan.
= To clarify that worksite learning is a subset of work-based learning.
= To be a detailed reference for districts developing worksite learning programs.
= To be a comprehensive resource for individuals already involved in providing worksite learning
programs.

In this manual, worksite learning experiences at a school or district will be referred to as a component
of the overall educational process. The intent is that schools and school districts will use this manual to
align current policy and procedures with the standards for worksite learning.

It should be emphasized that whenever a student participates in any work-based learning activities,

safety, liability, and student learning must be addressed. Details on these topics are covered in this
manual.
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Introduction

According to the Office of Superintendent of Public Instruction (OSPI) publication The High Schools
We Need: Improving an American Institution (May, 2006)*, “A number of community-based programs
appear to increase the educational success of adolescents and may help to personalize their
experiences.... Programs located in or linked to the community increase the relevance of instruction to
students’ lives both inside and outside of school. One type of community and school partnerships is
developed between high schools and business communities. Traditional partnerships support students
in community-based learning opportunities..., (now often called work-based learning) that place
students in the workplace for experience and additional learning.”

The Five-Year Strategic Plan for OSPI (Preparing Washington Students For The 21st Century) defines
Performance Measure 3.1.2 stating “School-based extended learning programs, developed with
students, families, and communities, are coordinated with each school’s improvement plan by 2007.”

The Educational Role of Work-Based Learning

Work-based learning activities provide extended learning experiences that connect acquired knowledge
and skills to a student’s future. Teachers, counselors, administrators, parents, and community partners
share responsibility for assisting all students in developing their High School and Beyond Plan.

Washington State Career and Technical Education (CTE) Program Standards define and require work-
based learning as a component of all CTE programs. It is an essential element of the total educational
system and provides technical skills, knowledge and training necessary to succeed in specific
occupations and careers. It prepares students for the world of work by introducing them to workplace
competencies in any career.

Benefits of Work-Based Learning
Students who participate in work-based learning connected to their school programs may:
= Show improved academic achievement.
= Realize the relevance of their education and apply acquired knowledge in a meaningful way.
= Have the opportunity to explore career options.
= Increase self-confidence.
= Acquire real workplace experience and employability skills.
= Connect with an adult role model.
= Be more likely to go on to some type of educational training after high school.

Types of Work-Based Learning

Work-based learning comprises a wide range of activities that are conducted as an extended learning
experience as a part of any school program. Work-based learning may qualify for enhanced funding if
all elements of the CTE standards for worksite learning defined in WAC 392-410-315 are met.

Worksite learning is a type of work-based learning as outlined in the graphic below.

! http://www.k12.wa.us/research/pubdocs/HighSchoolsWeNeed.pdf.
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Work-based learning may include the following:

Structured
Field Trips

Job
Shadows

Instructional
Worksite
Learning

Cooperative
Worksite
Learning

Supported
Employment

Guest Speakers

These individuals have expertise in a particular industry, and come into the class and showcase their
industry and/or worksite. They are usually scheduled based on a particular interest or unit of
instruction unique to their industry. They may showcase the skills needed to be successful in their
industry along with necessary employability skills, share information about the particulars of their
profession, answer questions, and act as a resource for students interested in pursuing a similar
occupation.

Structured Field Trips

Work-based learning activities that are normally done in groups and accompanied by a certified
teacher are called Structured Field Trips. The field trip experience is ‘front loaded’ with a purpose and
may be a culmination experience. It is hosted by a representative of the worksite. During a field trip
students may observe, ask questions and learn from the experience of being on an actual worksite.
Field trips should be followed up with debriefing activities such as class discussion, reports, and
follow-up letters to the worksite hosting the experience.

School-Based Enterprises

A school-based enterprise involves goods and/or services being produced by students as part of their
educational program. School-based enterprises typically engage students in all aspects of operation and
management of a business that may involve the sale of goods and/or services for use by others.
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Determining Eligibility for Cooperative and Instructional Worksite Learning

NO

NO
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Required Documentation for All Worksite Learning Programs

WAC 392-121-124: Full-Time Equivalent Enrollment

This WAC defines full-time equivalent enrollment for the worksite learning component of work-
based learning, and describes when and how to report hours for CTE funding. It refers to both
Cooperative and Instructional worksite learning and provides the necessary formulas for
reporting, the necessary records that need to be kept and what work needs to be completed prior
to counting a student’s hours. Administrators, secretaries, and coordinators should have a
complete understanding of the information in this WAC.

It is important to note that hours may not be counted until after the following are in place:
U Program Orientation (employer).
O Employee Orientation (employee/student).
U Learning Agreement signed by student, employer, parent and worksite learning
coordinator.
O Learning Plan signed by student, employer, parent and worksite learning coordinator.

This WAC refers to the formula used for reporting worksite learning but does not restrict the
number of credits a student can earn for worksite learning except as restricted by the enroliment.
It is important that districts consider the learning that takes place during the worksite experience.
For each new experience a student must have a new learning plan that shows new learning,
growth, and skill development.

Full-Time Equivalent Enrollment for Work-Based Learning
For work-based (worksite) learning provided pursuant to WAC 392-410-315, a student's full-time
equivalent shall be determined as follows: 392-121-124

1) For cooperative worksite learning experience (in accordance with WAC 392-410-315
(1)(9)), divide the student's hours of work experience for the month by two hundred; for
example: forty hours of cooperative work experience equals two tenths of a full-time
equivalent (40 + 200 = 0.20). For instructional worksite learning experience (in
accordance with WAC 392-410-315 (1)(f) and WAC 296-125-043(4)), divide the students
enrolled hours of work experience for the month by one hundred; for example: Twenty
hours of instructional work experience equals two tenths of a full-time equivalent (20 +
100 = 0.20). Enrollment exclusions (in WAC 392-121-108) apply to instructional worksite
learning enrolled hours.

2) Estimated or scheduled hours of cooperative worksite learning experience may be used in
determining a student's full-time equivalent on an enrollment count date, provided that the
combined monthly hours reported for the school year shall not exceed the student's actual
hours of cooperative worksite learning experience documented on the student's work
records, and maintained by the school district for audit purposes. Instructional and
cooperative worksite learning experience during June of the regular school year shall be
included in the May enrollment count.

3) Worksite learning provided as part of a state-approved Career and Technical Education
(CTE) program qualifies for enhanced CTE funding and may be included in determining a
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student's CTE full-time equivalent enrollment.

4) No more than 360 hours of cooperative worksite learning may be claimed for funding for
each credit a student pursues as reported on the student's transcript. No more than 180
hours of instructional worksite learning may be claimed for funding for each credit a
student pursues as reported on the student's transcript.

5) Funding may be claimed only for worksite learning hours that occur after the worksite
learning plan, worksite agreement, program orientation and employee orientation are
completed.

Student Records Management

The following are the essential elements of a student worksite learning file. These are required for
audit compliance and connecting the experience to the student’s High School and Beyond Plan:
Worksite Learning Agreement

Worksite Learning Plan

Record of student hours

High School and Beyond Plan

Labor and Industries documents as required

Evidence of site supervisor Program Orientation

Evidence of Employee Orientation

Documentation of worksite qualification, site visits, and student evaluations

pooooodog

Reporting Student Hours for Cooperative Worksite Learning

Students participating in Cooperative Worksite learning are expected to work a ratio of 360 hours
per one credit earned. Students may earn more than one credit for Cooperative Worksite learning
provided they have new learning plans that show growth and development and rigor. Cooperative
Worksite learning is reported monthly to OSPI.

For audit compliance, student folders must have documented evidence of the number of hours
worked, and the time period when the hours were worked. This evidence must be verified and
documented by the teacher, the student, and the employer.

Reporting Student Hours for Instructional Worksite Learning

Students participating in Instructional Worksite Learning are expected to work a ratio of 180
hours per one credit earned (180:1). Instructional worksite learning is an embedded experience
that requires that the teacher, in partnership with the worksite supervisor, develop learning
objectives for the worksite experience that coincide with the approved CTE frameworks where
the student will be receiving credit. The student will be evaluated by the teacher, in partnership
with the worksite supervisor, based on the student’s learning plan. Successful completion of the
leaning objectives and learning plan elements will entitle the student to credit. The student is
included in the monthly reporting process for the course they are enrolled in. Instructional
Worksite learning is reported as the CTE course where credit is awarded.

Records Retention

All Worksite earning records including student files must be kept in the school district where the
student earned credit and be available for auditing purposes. To determine how long to retain
student records, refer to Washington State (http://www.secstate.wa.gov/archives)
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recommendations for Records and Information Management Retention Schedule or local school
district policy.

Insurance Requirements for Non-Paid Experiences (Student
Volunteers)

Students participating in non-paid learning experiences should have medical or accident
insurance, which will provide coverage in the event of an injury at the worksite. The business
owner can provide medical-only (no indemnity, as there are no lost wages) volunteer worker's
compensation insurance through the Washington State Department of Labor and Industries (see
WAC statement below). This coverage is an inexpensive way for a business to provide medical
coverage for student injuries sustained at the worksite during a non-paid worksite learning
experience. (In addition, students may be covered for medical insurance by their parent's policy,
or students may be covered by the State Department of Social and Health Services Benefits for
low-income families.)

WAC 296-17-925: Student Volunteers

Any employer electing to insure student volunteers under the authority of chapter 51.12 RCW as
now or hereafter amended shall give notice in writing on a form prescribed by the department.
Any employer having elected to insure student volunteers shall maintain office records of all
hours of work performed by student volunteers. Such office records shall include notice in writing
as a registration of each student who has been recognized by the school and accepted by the
employer to perform or observe the work of the employer. A report of such hours will be included
with the employer's regular quarterly report of payroll as prescribed by the department, and will
include payment for the premium based on such hours and at such rates per hour as assigned by
the department. [Statutory Authority: RCW 51.04.020. 94-24-007, § 296-17-925, filed 11/28/94,
effective 1/1/95.]

RCW 51.12.170 states: “1) An employer covered under this title may elect to include student
volunteers as employees or workers for all purposes relating to medical aid benefits under chapter
51.36 RCW. The employer shall give notice of its intent to cover all of its student volunteers to
the director prior to the occurrence of the injury or contraction of an occupational disease.

“(2) A student volunteer is an enrolled student in a public school as defined in RCW
28A.150.010 who is participating as a volunteer under a program authorized by the public school.
The student volunteer shall perform duties for the employer without wages. The student volunteer
shall be deemed to be a volunteer even if the student is granted maintenance and reimbursement
for actual expenses necessarily incurred in performing his or her assigned or authorized duties. A
person who earns wages for the services performed is not a student volunteer.

“(3) Any and all premiums or assessments due under this title on account of service by a
student volunteer shall be paid by the employer who has registered and accepted the services of
volunteers and has exercised its option to secure the medical aid benefits under chapter 51.36
RCW for the student volunteers.”

There are also optional insurances available to the student. Student Accident Insurance is
available for purchase by students/parents, which provides medical coverage for injuries

Worksite Learning Manual 7/24/2008 Page 19 of 46


http://apps.leg.wa.gov/RCW/default.aspx?cite=51.12
http://apps.leg.wa.gov/RCW/default.aspx?cite=51.36
http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.150.010
http://apps.leg.wa.gov/RCW/default.aspx?cite=51.36

sustained during worksite learning experiences. School districts can place group coverage for all
students, but must charge the cost back to the parents in the form of a fee. (Some school districts
have student accident coverage free of charge if participating in the student accident insurance
program by virtue of membership in insurance pools, or pay a small amount per student for the
coverage. Check with your district’s risk manager regarding insurance requirements.)

Insurance for Paid Experiences

In paid worksite learning experiences, accident insurance is handled the same way it is handled
for a regular employee through the Worker’s Compensation program.

Please see the following websites for additional information about teen worker safety:

http://www.Ini.wa.gov/workplacerights/teenworkers/.
http://www.Ini.wa.gov/FormPub/results.asp? Keyword=teen+worker.

Washington State High School and Beyond Plan

WAC 392-410-315 states: “The student shall be placed in the worksite that is appropriate to his or
her previous learning experience and educational goals which shall be formalized through a
worksite learning agreement and worksite learning plan. The worksite learning experience shall
be connected to the student’s high school and beyond plan. The student must have taken or be
concurrently enrolled in a qualifying class.” Terms within the above quotation may be defined as
follows:
= “Appropriate to his or her previous learning” refers to experiences or classes (including
the qualifying class) that directly relate to the worksite.
= “Worksite Learning Agreement” is defined within this manual.
=  “Worksite Learning Plan” is defined within this manual.
= “High School and Beyond Plan” guidelines are defined by each school district. The Office
of the Superintendent of Public Instruction recommends that students include the
following elements in their plan:
o Personal interests and experiences
o Learning style
o Goals for high school (classes and extracurricular activities)
o Goals for after high school
= The worksite learning plan should show evidence that the worksite learning experience is
connected directly to the student’s high school and beyond plan. This is accomplished
through measurable learning objectives (see Writing Learning Objectives above). See
http://www.k12.wa.us/graduationrequirements/HSBeyond.aspx for more information on
the high school and beyond plan for Washington State.

A vital component in helping a student develop a high school and beyond plan is a fundamental
understanding of the Washington State High School Graduation Requirements. (For more
information about the graduation requirements, please go to_http://www.sbe.wa.gov.)

Navigation 101

Navigation 101 is a life skills and planning program for students in grades 6 through 12. It aims to
help students make clear, careful, and creative plans for life beyond high school, and:
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= Equalize opportunities;

= Encourage student engagement;

= Enhance student achievement;

= Involve parents and guardians; and

= Strengthen community.
For more information about Washington’s Navigation 101 program, see
http://www.k12.wa.us/navigation101/default.aspx.

Worksite Learning for Special Populations

Strategies for worksite learning may apply to a wide range of students with special needs. Some
students may have multiple disabilities and benefit from a variety of strategies. These need to be
determined on an individual basis. Many of the strategies that are used in a school-based setting
can be applied to the worksite learning situation as well. It is important that the strategies
appropriate to the student be shared with worksite supervisors and with co-workers/natural
supports that work directly with the student(s).

Meeting the Needs of Students from Special Populations
As a Worksite Learning Coordinator for special populations, there are many things to consider. It
is important to provide opportunities that will enhance their success in the workplace. Some
challenges can be addressed prior to their initial placement while others will need to be addressed
as the individuals are working/training at the worksite. Some of these considerations:
= Allow for additional time and effort to match training requirements with student abilities.
= Provide for more onsite supervision and assistance when initially placing a student on a
job site.
= Provide reasonable accommodation and strategy information to each business—this will
enhance student success.
= Provide information to the employer about student health conditions, behavioral issues,
and physical concerns.
= Provide transportation to and from the worksite or facilitate a community transportation
plan that will allow for independence.
= The Worksite Learning Coordinator must be aware that some individuals are susceptible
to harassment or abuse from co-workers in the workplace, and must provide training and
opportunities on how to address these situations.

Defining Special Populations Students
The term “special populations” means:
= Individuals with disabilities.
= Individuals from economically disadvantaged families, including foster children.
= Individuals preparing for nontraditional training and employment.
= Single parents, including single pregnant women.
= Displaced homemakers.
= Individuals with other barriers to educational achievement, including individuals with
limited English proficiency.

NOTE: This definition was expanded from the former version of the Carl Perkins law by
including single parents and single pregnant women and those individuals preparing for
nontraditional career fields.

Worksite Learning Manual 7/24/2008 Page 21 of 46


http://www.k12.wa.us/navigation101/default.aspx

Assessment of the Worksite Environment

Before students are placed on worksites in the community, it is important to closely evaluate each
worksite. The coordinator should visit the site and talk with supervisors or management regarding
employment barriers, application procedures, and the individual workstation. This needs to be in
conjunction with the site qualification necessary for all Worksite Learning Coordinators when
facilitating any student work placement.

A complete job analysis needs to be performed at this time. A job analysis specifies the job tasks,
environmental conditions, and the social/behavioral skills necessary for success on the job. This
allows appropriate matching of a student's abilities with the specific duties of the job. It is a time
to determine whether any accommodation(s) are necessary, as well. This will also provide
assurance to the employer that the student is capable of performing the specific tasks of the
worksite.

When evaluating the worksite, it is necessary to look closely at the organizational structure of the
business. Businesses differ in their physical environments, management methods,
communication, job design, employee training, and employee evaluation. Also, understand the
effect that these will have on individuals with special needs. A Worksite Learning Coordinator
may want to work with the business to change some of their methods in order to better
accommodate student’s needs or possibly find a more appropriate job match to enhance the
student’s abilities.

The President's Committee on Employment of People with Disabilities provides guidelines for
appropriate job analysis. These guidelines include:
= The intellectual skills needed for a training site—such as reading, writing, math
computation, reasoning and problem solving.
= The work hazards of a training site including noise, air pollution, ventilation, toxic
materials, and mobility requirements.
= The specific tools, machinery, and equipment that are used including the necessary
dexterity a student needs.
= The physical demands including walking, stooping, bending, reaching, lifting, standing,
and carrying.
= The social and behavioral skills necessary to work with others specific to the training
situation.
= The stress, stamina, and endurance required to perform the specific job tasks at the
training site.

It is important to recognize that a low work performance rate may not necessarily mean that the
student cannot perform the specific job tasks or is possibly misplaced. The coordinator must
further analyze the organizational structure of the business to determine if the training and
evaluation methods are interfering with the individual's productivity.

Evaluating the Student

Frequent, informal assessments are necessary (in addition to required formal evaluations) to
evaluate the progress of individuals with special needs at the worksite. It is important to evaluate
the students in relation to the state employability (SCANS) and leadership skills as well as
evaluating the job specific skills at the worksite. Many students are very capable of performing
the specific job skills, but the focus may need to be on social and emotional competence.
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Worksite Learning and Behavior Management
A community-based worksite is often a positive experience for students who may have some
difficulty in the general school situation. Students who have behavioral and emotional difficulties
should have a plan of assistance that addresses behavioral issues that might develop at the
worksite. A Plan of Assistance/Behavioral Plan is a set of procedures that address the
inappropriate behaviors in the workplace. This plan should be developed prior to the student's
placement or employment and should assist the student in maintaining appropriate behavior at the
worksite. This plan should be shared with the student, worksite supervisor, and school district
personnel and should include:

= An outline of the student’s rights and responsibilities.

= A list of the employer’s rules and regulations.

= Areview of the consequences and termination procedures.

= A statement of the expected appropriate worksite behavior.

= A description of the inappropriate behavior(s) at the worksite.

= The specific consequences for the inappropriate work behaviors.

= A statement describing remediation and corrective strategies.

= A behavioral evaluation method and time limit.

= Signatures of the student, worksite supervisor, parent, and Worksite Learning

Coordinator.

If inappropriate work behaviors continue, termination of the worksite learning experience may
occur. These terms for termination must be specific in this behavioral plan of assistance.
Hopefully, this plan will be an effective method for dealing with and preventing behavioral
problems during the worksite learning experience. This plan can assist students in becoming
productive and successful employees. Further information from your district's risk management
coordinator may be necessary.

Role of the Job Coach and Natural Supports in Supported Employment

In the past, the role of a job coach was viewed largely as a supporter of the employee with
significant disabilities. The job coach's purpose was defined either by design or default dependent
upon the independence of the employee. As the further development of natural supports has
evolved, job coaches have become facilitators of working environments. The role or job
description of the job coach has become one of supporting the environment and supporting co-
workers rather than simply supporting the employee with disabilities. Job coaches have become
consultants to business in designing jobs and in problem solving. The role of the job coach in
each district may vary dependent upon the structure of the programs supporting individuals with
special needs. It is important that training opportunities be provided to job coaches so that they
can develop the skills necessary for student success. Job coaches are also representative of the
school settings and must demonstrate a professional attitude. They are frequently the strongest
connection between the business and school communities.

Natural supports have emerged as a representation of the inclusion of employees with disabilities
in the same employment training and support structure that benefit other employees in the
workforce. Natural supports play an important role as part of the follow-along support necessary
for employee success and independence in the workplace. Natural supports are usually discussed
in terms of either strategies or support systems. They are defined as formal (dedicated) and
informal (voluntary) resources such as policies, practices, and instrumental aid that serve as
mechanisms for sustaining the employment viability of all workers, including disabled workers,
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