Muscogee County School District
Youth Apprenticeship/Work-Based Learning 

(YAP)

STUDENT HANDBOOK

SCHOOL NORTHSIDE HIGH
NAME_______________________

PROGRAM: 

 Circle 1 pathway from below (your job must correlate with classes you have taken)
Marketing

Business

Drafting & Design

Family & Consumer Science

Healthcare

Engineering

JROTC
---------------------------------------------------------------------
Libby Clay
WBL Facilitator
NORTHSIDE HIGH SCHOOL
Tim Vinson/Ellaween Wright
YAP/WBL Coordinators

It is the student’s responsibility to read and be familiar with all 
WBL policies and forms set forth in this handbook.

*******

It is the policy of The Muscogee County School District not to discriminate on the basis of sex, age, race, religion, national origin, or handicap in its educational programs.   (Revised 12/9/08)
PURPOSE OF THE MANUAL

Policies and recommendations contained in this handbook represent the fundamentals for successful Work-Based Learning in Georgia.  Youth Apprenticeship was initiated in Georgia to insure a well-educated and highly skilled workforce.  

This manual has been compiled for use as a guide for the WBL/YOUTH APPRENTICESHIP students.  This handbook will help answer many questions which arise.  Careful study of this handbook with the YAP/WBL Coordinator/Facilitator’s assistance will prepare you as you assume your duties with ease and confidence.
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THE PURPOSE OF WORK-BASED LEARNING
Congratulations! You have been selected to participate in the Work-Based Learning Program through Youth Apprenticeship.  It is the beginning of an exciting and rewarding career path.

Through participation in Work-Based Learning, classroom learning is combined with work experience. Along the way you will be expected to meet certain standards. Knowing what is expected of you at school and during your worksite experience will help you to succeed, so take the time to read the following pages carefully.

With the honor of being released from school to work on a related job site comes a responsibility involving career commitment and continued effort on your part. The fact that you have been selected shows that you are willing to strive for success and build a foundation for your future career.

Best wishes as you begin on the new venture.  I wish you success and pledge my support in this endeavor.





Libby Clay, WBL Facilitator
***********************************

STUDENT ELIGIBILITY FOR WBL PROGRAM

The following criteria should be met for WBL/YAP eligibility


--Student Application, 3 Teacher Referrals, Passing Graduation Test/EOCTs
**Major consideration is given to absenteeism and disciplinary referrals.  

The student must:

· BE on track and classified as a senior (or outstanding junior with 4.0 GPA).

· Have received at least one unit of credit (minimum hours of instruction—144 hours or 135 hours in a block schedule) prior to the placement in the career area (Business Class for a Business Career).

· Have a minimum of an 80 GPA, 3.0.

· Passed GHSGT/EOCTs. 

· Have NO excessive absences nor had to appeal absences in a class the previous year.

Have no excessive discipline referrals and has followed class and school policies concerning discipline in the present and previous years.
STUDENT EXPECTATIONS

Work-Based Learning students are expected to excel in three major areas:

· Academic Performance

· School and workplace behavior

· Job Performance

As a work-based learning student, you must maintain a B average at school and have at least a 95% attendance record. You may take advantage of many support services to help you achieve these goals, but you have to do the work!  Failure to meet either of these goals can result in termination from the program and possible loss of credit.

To participate in work-based learning, you must demonstrate acceptable behavior at school and at the worksite. You are expected to follow the standards of behavior of your local County school system as well as at the worksite. These standards of behavior will be discussed in the WBL/YAP meetings.

· GRADING POLICY
Your grade will be determined as follows:

Employer Evaluation
40%


                        Assignments/Portfolio/Policies & Procedures.….10%

Submission of Work/Wage Information
50%

TOTAL
100%

You will be evaluated by both the supervisor and the teacher.  The results of the evaluations will be discussed with you by the WBL/YAP Facilitator.  The information will be recorded on evaluation sheets and input into the C-Net Program, the State approved student database for WBL/YAP students.  C-Net allows for customized training plans, tracking student & graduate progress, and keeping complete histories of employer/student information until the student terminates or completes the WBL Program. 

· ATTENDANCE POLICY 
The Work-Based Learning experience is designed to instill the importance of positive work habits and attitudes both on the job and in the classroom. 

 Give your employer/mentor/supervisor a copy of your School Calendar.  

You must assume responsibility for regular attendance at:
· Your school

· Your work site on the assigned days

Remember, if you do not attend your high school you cannot report to the job site except by special permission. It is imperative that you sign in/out at both school and work to verify your attendance. 

Your attendance will affect your eligibility for credit. It is also important in your evaluation by both your mentor and teacher.

You must go to work every day that you are required to be in attendance. You are an employee of the business and your mentor depends on you to be at work everyday. Your mentor assigns you important work everyday and if you are absent then that work is not completed. You are an employee of the business partner and you must follow the same rules as other employees.

· If you are sick and cannot attend work, YOU MUST call your mentor BEFORE you are scheduled to begin work that day. You should always carry your mentor’s number with you.  DO NOT LET YOUR PARENT CALL FOR YOU!

· If you know you will be unable to attend work in advance, for example, you must take a test at school, let your mentor know why you are going to be absent and the days you will be absent.

· We STRONGLY encourage you to schedule all dentist and doctor appointments outside of your work hours, however, should you have an appointment, let your mentor know PRIOR to the day of the appointment.

· If you are absent due to a death in the family, you must call or have someone else call your mentor and instructor.

· Unexpected absences are considered to be evidence of undesirable work behavior and are STRONGLY discouraged.

· No show to work, without a phone call and/or prior approval:

· First Offense – written warning

· Second Offense – possible removal from the program/job

· EXTRACURRICULAR ACTIVITIES
Athletes, band students, and other students with heavy extra curricular program obligations may be scheduled into WBL programs at the discretion of the coordinator upon evidence that the additional responsibility WILL NOT INTERFERE with schoolwork and their work schedule.  The coordinator is required to check school records and confer with parents, past and present teachers, counselors, and prospective employers prior to making a final decision regarding enrollment.

· SUSPENSION/DETENTION POLICY
Students assigned to ISS will NOT be allowed to leave to attend work.  If a teacher assigns a WBL/YAP student detention, the student must serve the detention as assigned.  Work commitments DO NOT excuse the student for serving detention; therefore, avoid detention and remember WBL STUDENTS SHOULD NOT BE IN ISS.  The actions of one individual often determine the perception of a whole organization or group of students.

· INSURANCE COVERAGE
Health/life insurance is provided by the student’s parents/guardians.  Accident insurance (to and from worksite) is provided by parents/guardians.

· TRANSPORTATION

The student or their parents/guardians must provide transportation.  NO APPRENTICE UNDER 17 MAY DRIVE A MOTOR VEHICLE ON PUBLIC ROADS AS PART OF THE JOB.  SEVENTEEN –YEAR-OLDS ARE ELIGIBLE TO DRIVE ON THE JOB IF ALL FEDERAL REQUIREMENTS ARE MET.  (SEE US DEPT OF LABOR FACT SHEET #34.)
· JOB CHANGES
A student CANNOT change or quit a job without permission of the coordinator.  A conference must be scheduled and appropriate forms required by the coordinator must be completed in the event that the student chooses to change jobs.  Under normal circumstances students are expected to keep the same employer while participating in the WBL/YAP program.
· FIRING POLICY
Any student who is fired for just cause from his/her job will earn a work evaluation grade of “0” for the current grading period.  Understand that if a YAP student loses a job through negligence or misconduct, you are dismissed from the program and would not receive academic credit. 

Students terminated from employment for theft, taking or dealing drugs, drinking alcohol, or for any reason, which may result in an arrest, by the police would be given a “0” for the remainder of the semester and would be removed from the WBL/YAP program.
LAID OFF POLICY

“Laid off” is being let go from a position because there is not enough work for a particular position.  Generally speaking, the best workers are not laid off.  If an employer has to let some persons go because business is slow, he or she will let the marginal employees go first.  Often times, part-time workers are let go before full-time workers.  However, if a student is let go because of work slow down, the student’s grade will not be affected in anyway.  The student will have 10 school days to find another place of approved employment, and the coordinator will make every effort to assist the student in finding employment.  Students may have to take a position that is not exactly the kind of position they would like in order to be employed within the 10-day limit or as directed by your local school system.

· EARLY RELEASE PERMIT
WBLS/YAP students must SIGN In/Out daily as assigned by your YAP Facilitator.  This will serve as a record of your attendance during your released period/s.  

WBL/YAP STUDENTS ARE NOT TO REMAIN ON CAMPUS DURING THEIR WBL WORK PERIODS.  STUDENTS ARE NOT TO RETURN TO CAMPUS AFTER LEAVING CAMPUS FOR A WBL WORK PERIOD.  ***You must have special permission from your WBL Facilitator to stay at school for tutoring, extra-curricula activities, or for any other reasons. 

· WBL FORM LIST FOR RECORDS AND REPORTS
As a WBL student you should become familiar with the following forms for records and reports.  You will be completing these forms as a member of the Work-Based Learning Program.  These forms are very important and must be filled out carefully; Your WBL Coordinator will explain what each form means and will assist you in completing each one accurately.  

ITEM #1

WBL Training Agreement (to be implemented by the school, parent, the student, and the place of employment).  Requires parent, student, coordinator, and employer signature.

ITEM #2
Work Permit Data Sheet (for students under the age 18).  Student completes Section A, and then the employer completes Section B.  After both sections are complete, the Data Sheet must be taken to the Board of Education office.  A copy of your work permit must be on file with YAP Coordinator/Facilitator and your employer.

ITEM #3
Early Release Understanding/Insurance Verification/Media Form.  Requires parent signature with Health & Car Insurance Info.

ITEM #4
Safety Training Agreement/Confidentiality Agreement.  Requires student, employer, and coordinator signature.

ITEM #5
Grading Policy
1. Employer Evaluation:  Student Progress Report—

A. Evaluation for General Employment Traits-- Requires student, employer, and coordinator signature.

B. Job Skills Assessment.  
2.  Work/Wage Weekly Production Reports
Muscogee County School District
WBL/YOUTH APPRENTICESHIP

Work-Based Learning Educational Training Agreement

Must be completed and turned in!
Student Information




 SCHOOL _____________________ Student Name____________________
Address____________________________

City ______________
GA   Zip ________  Home Phone ______________________

Emergency Phone _____________________  Cell Phone _______________________ 

Date of Birth _________________

Age ______
Grade _______________

Last 4 digits of Social Security No. _____________

Parent/Guardian Name ____________________ Phone _________________________

Employer Information

Employing Company Name _______________________ Contact Name _____________

Company Address________________ City_____________ Zip ___________________

Work Phone Number ___________________   Fax _____________________________ 

Company Supervisor’s Name ___________________  Phone _____________________

Employment Information:

Job Title _____________ Beginning Date ______ Ending Date ______ Pay Rate_____
School Information

Ellaween Wright/Tim Vinson Coordinators
706-527-9972  FAX:  706-748-2812
Facilitator Libby Clay   Phone 706.748.2920  email: Clay.Libby@muscogee.k12.ga.us
Program Area (from front page/career pathway) _____________________________
It is the policy of The Muscogee County School District not to discriminate on the basis of sex, age, race, religion, national origin, or handicap in its educational programs.

The Student & Parents Agrees: 

1. Must be at least 16 years of age and have a Social Security number.

2. Maintain at least an 80 GPA & be on track for graduation. 

3. Passing Asset Score in Career Area.

4. To secure a work-permit if under 18 years of age and to file a copy with the school office, State Department of Labor, and the employer. Work permits can be obtained from the school office and must be documented with a birth certificate.

5. To assist the work-based learning coordinator in finding an appropriate employment position related to the career focus area and the career objective of the student.

6. To provide own transportation to and from work and release all liabilities from the local board of education.

7. Adhere to the School System policies on behavior, dress code and all other school based rules.

8. Abide by work-based site rules, policies, and work-based regulations including dress, cell phones, internet, and etc.  

9. To attend school and work regularly and not go to work without first going to school, or go to school without going to work, unless previously discussed with the YAP/work-based coordinator. Failure to adhere to this part of the agreement may result in the student receiving appropriate academic and/or disciplinary action. If a student will be absent from school or work, the work-based learning coordinator & employer should be notified as soon as possible.  

10. Arrive on time daily for both school and work-based site and if late or absent for reasons beyond student’s control, call the appropriate personnel. 

11. To discuss all aspects of the employment with the YAP/work-based learning coordinator and the worksite supervisor—not with other students, coworkers, etc.

12. To represent the school and employer by demonstrating honesty, punctuality, courtesy, and a willingness to learn. If the student is dismissed from employment due to negligence or misconduct, proved by school investigation, the student will be dropped from the YAP/work-based learning program and not receive academic credit. 

13. Understand that you can be placed on YAP Probation based on the severity of the problem.  You will receive a verbal warning, written probation warning, and then dismissal from the work site and YAP program with a possible (F) and no academic credit. 

14. To work a minimum of 7.5 hours a week for one work release period; or 15 hours a week for two work release periods.  
15. To make employment changes only with the approval of the YAP/work-based learning coordinator. The YAP/work-based learning coordinator reserves the right to change the student’s employment situation if necessary.

16. To be evaluated by the YAP/work-based learning coordinator and the YAP/work-based training supervisor a minimum of two visits per semester.

17. To be aware that employment in the YAP/work-based learning program does not necessarily qualify a student to receive unemployment compensation.

18. To submit to the YAP/work-based learning coordinator monthly record indicating activities engaged in at the worksite and total hours and salary earned each week.

19.  Have one course of related instruction in career area.

20.  Meet job requirements and expectations as outlined in the Youth Apprenticeship Training Plan. 

21.   Maintain safety on the worksite. 

22.  Agree to maintain a notebook which includes monthly wage and hour work reports, training plan, evaluations, assignments, & other items as directed.

23. NO APPRENTICE UNDER 17 MAY DRIVE A MOTOR VEHICLE ON PUBLIC ROADS AS PART OF THE JOB.  SEVENTEEN –YEAR-OLDS ARE ELIGIBLE TO DRIVE ON THE JOB IF ALL FEDERAL REQUIREMENTS ARE MET.  (SEE US DEPT OF LABOR FACT SHEET #34.)

The Parents/Guardian of the Student Agrees: 

1. To encourage the student to carry out effectively his/her duties and responsibilities at both the school and place of employment.

2. To assume responsibility for the conduct and safety of the student from the time he/she leaves school until he/she reports to work; likewise, from the time he/she leaves his/her job until he/she arrives home.

3. To make inquires concerning the student’s training, wages, or working conditions through the YAP/work-based learning coordinator rather than directly to the employer.

4. To understand that the student must attend school and work regularly and not go to work without going to school, nor go to school without going to work unless previously approved by the YAP/work-based learning coordinator.

5. To offer assistance to the YAP/work-based learning coordinator, serve as a resource person, and/or aid in other ways that could benefit the school and the student.

6. To allow the release of student records regarding academic performance, attendance, and discipline for the purpose of employment and program follow-up.

7. To provide own transportation to and from work and release all liabilities from the local board of education/Heart of Georgia RESA.

8. Grant consent for pre-employment or routine physical, required laboratory work, immunizations, x-ray, and drug test as required by work-based site.

9. Grant the work-site employer/supervisor/personnel permission to act on your behalf in case of an emergency.   

The Employer/Worksite Supervisor Agrees: 

1. To provide a variety of work experiences for the student that contribute to the attainment of his/her career objective.

2. Assist in developing a YAP Training Plan which will include a list of job tasks, skills, and performance indicators. 

3. To employ the student for at least 5 hours per week during the school day of the academic year on a traditional six periods or 7.5 hours per week during the school day of the academic year on a block schedule.  Two periods = 10 hours on a 6 period or 2 periods = 15 hours on a block schedule.   

4. To adhere to policies and practices which prohibit discrimination on the basis of race, national origin, sex, and handicap in recruitment, hiring, placement, assignment to work tasks, hours of employment, levels of responsibility, and pay.

5. To provide instructional materials and occupational guidance to the student.

6. To evaluate the student, in consultation with the YAP/work-based learning coordinator, a minimum of twice per semester.

7. To adhere to all federal and state regulations including child labor laws and minimum wage regulations.  If under 18, the student will be subject to performing hazardous occupation work only as permitted:  1) The work must be incidental to the training, 2) Such work is intermittent and for short periods of time, under the direct and close supervision of the mentor. 3) Safety instruction must be integrated with on-the job training. 

8. Students employed through a work-based learning program are not eligible for unemployment compensation.

9. To adhere to income tax and Social Security withholding regulations.

10. To provide time for consultation with the YAP/work-based learning coordinator concerning the student and to discuss with the YAP/work-based learning coordinator any difficulties that may arise.

11. To inform the YAP/work-based learning coordinator before any disciplinary action is taken in regard to the employment of the student.

12. Provide a progressive wage plan.  

13. Provide a Safety Orientation and a safe and appropriate work environment for the YAP apprentice. 

14. Provide a member of the organization as a work site mentor.  
15. NO APPRENTICE UNDER 17 MAY DRIVE A MOTOR VEHICLE ON PUBLIC ROADS AS PART OF THE JOB.  SEVENTEEN–YEAR-OLDS ARE ELIGIBLE TO DRIVE ON THE JOB IF ALL FEDERAL REQUIREMENTS ARE MET.  (SEE US DEPT OF LABOR FACT SHEET #34.)
The School, YAP/Work-Based Learning Coordinator/Facilitator Agrees: 

1. To assist in the academic and occupational instruction of the student.

2. To allow for release of students for a work-based learning experience. 

3. Actively participate in recruitment for YAP students and the involvement of parents.

4. Coordinate efforts of program participants including students, parents, teachers, and employees.

5. Provide Career counseling and guidance.

6. Administer the apprentices’ grades and input grades, wage & hour, and evaluations in C-Net. 
7. Be allowed to transfer/move apprentices from worksite based on the facilitator/coordinator’s discretion. 

8. Provide Youth Apprenticeship Coordinator/School Based facilitator to work with industry, school, and community. 

9. To conduct supervisory visits to the student’s place of employment.

10. To render assistance with educational and training problems of the student.

11. To assist the work-based training supervisor in an evaluation of the student’s performance a minimum of twice per semester.

12. To maintain records pertinent to the student, the employer, and the school.

13. To hold monthly student meetings. 

I have read the above agreement and will carry out the responsibilities delegated to the best of my ability. 

_________________________________
____________________________________ 

    Student Signature                    Date               Parent/Guardian Signature                     Date 

____________________________
_________________________________________ 

   Employer Signature                    Date                YAP Coordinator/Facilitator        
        Date 


WORK PERMIT INSTRUCTIONS

All students under the age of 18 and working are required by law to obtain a work permit.

To obtain a work permit follow the following procedure:

1. Complete SECTION A of the WORK PERMIT DATA SHEET attached.

2. Ask your employer to complete SECTION B.

3. After both Section A and B are complete, take the WORK PERMIT DATA SHEET to the Board of Education office and give to the appropriate person.  

4. Leave the WORK PERMIT DATA SHEET to be processed and return to the Board office the next day to pick up the permit copies (you should be given 2 copies—one to take to your employer and one to your facilitator).

WORK PERMIT DATA SHEET

A
                  



  Information on Minor

(Please Print)

Name
_______________________________________________________________________________



Last




First




MI

Street  _________________________________

City, Zip Code  ___________________________

County  ________________________
Parent/Guardian’s Name  _______________________________










  
Last
      
First
    
MI

Date of Birth  ____________________ 
Age  ____ 
Race  ____________ 
Gender  __________



     Month        Day          Year

Social Security No.  ___________________________
Home Phone Number (___)___________________

Is minor a GA student?  _________
 If so, School of Attendance & Grade ________________​​​​​​___________

B




             Employer Information

(Please Print)

Employer’s DOL/Fed ID Number ____________________________________________________________
Name of Employer  ______________________________________________________________________

Physical Address  _______________________________________________________________________

City  _______________________ State  ________  Zip Code _________ County _____________________

Phone No.  _______________________________ Type of Industry  _______________________________

*Job Duties:  __________________________________________________________________________


* 
  Enter maximum hours per school day.

Hours will be scheduled between
 ___:___ AM/PM
 
___:___ AM/PM 











Earliest Start Time
Latest End Time

* 
  Enter maximum hours per non-school day.
Hours will be scheduled between
 ___:___ AM/PM
 
___:___ AM/PM 











Earliest Start Time
Latest End Time

* 
  Enter maximum hours per week when school in session.




NOTE:  Circle AM or PM

* 
  Enter maximum hours per week when school not in session.








* Each box requires a number.

__________________________________________________________
____________________


Printed Name & Title of Company Official




Date

This form is NOT a substitute for the Employment Certificate for Minors Under the Age of 18 (DOL 4103).
This form is used for obtaining information for the issuance of electronic work permits. Minor completes Section A. Employer completes Section B in its entirety. Issuing Officer enters all data into online work permit system. After proper issuance of the electronic work permit by a school official, a printed copy of the completed work permit will be furnished to the minor for submittal to the employer prior to employment. The employer must retain the completed work permit for the duration of the minor’s employment. If you have any questions, please contact the Department of Labor, Child Labor Section at (404) 232-3260.

Muscogee County School District
Youth Apprenticeship (YAP)/Work-Based Learning Program

Early Release Understanding and Insurance Verification Form

 **VERY IMPORTANT THAT I HAVE THIS THE 2ND SCHOOL DAY.  YOU MAY NOT LEAVE CAMPUS IF I DON’T HAVE A COPY ON FILE.
Directions:  For a student to be enrolled in the program, the parent/guardian must provide the required information below and sign and date the form at the bottom of the page.

Early Release

I understand that my child, ____________________________, is enrolled in the Youth Apprenticeship/Work-Based Learning program at Shaw High School and that my child will be dismissed from school at the end of his/her regularly scheduled on-campus classes each day.

I assume full responsibility for my child after dismissal from school, including days when my child is not required to be on the job.  I also understand that my child must be covered by automobile accident and health insurance in order to drive to and from work and to be a part of the YAP/work-based learning program.   I release the Heart of Georgia RESA and the Local Board of Education from any liabilities incurred while my child is off campus.    (Please complete information section below).



Automobile Accident and Health Insurance

I understand that my child must be covered by automobile accident and health insurance to participate in the YAP/work-based learning program.  I have checked the appropriate statement regarding insurance coverage for this school year.  I agree to notify the YAP/work-based learning Facilitator if this coverage changes during the school year.

Automobile Accident Insurance

My child is covered by automobile accident insurance through the following provider:


Provider  _________________________    Policy Number ______________________


Address  _________________________  City, State, Zip______________________

Name of Insured ____________________  Phone Number______________________


Driver’s License Number ______________ DL Photo ___________________________
Health Insurance

· My child is covered by health insurance purchased through the school

or

· My child is covered by health insurance through the following provider:


Provider  ________________________    Policy Number ____________________

Address  _______________________  City, State, Zip____________________

Name of Insured __________________  Phone Number_____________________

Media Release 

I understand that my child may be photographed for educational and YAP/WBL promotional purposes such as videos, brochures, news articles, etc.).  I give my permission for these pictures to be published. 

__________________________________  

    _____________

Parent’s or Guardian’s Signature

                           Date

It is the policy of The Muscogee County School District representing Muscogee County not to discriminate on the basis of sex, age, race, religion, national origin, or handicap in its educational programs.

Muscogee County School District
Work-Based Learning/Youth Apprenticeship
Safety Training Agreement

__________________, a student in the work-based learning program at Northside High School  and an employee at ___________________ has completed the necessary safety training for the current position of employment.  The employer certifies that the proper procedures related to the job requirements have been shown to the student and that in the case of an emergency; the student has been given instructions on what to do to resolve the situation.  The student understands that failure to comply with these safety procedures may result in personal injury or in injury to others.  The student agrees to follow all the safety rules and regulations of the current employer.

CONFIDENTIALITY AGREEMENT

As a Work-Based Learning student, I recognize that I have been given a unique opportunity to participate in the Work-Based Learning Program at  Shaw High School and that I have a personal obligation to maintain confidentiality.  I will not discuss any matter relating to my work to anyone except proper school/business authorities.

I understand that a breach of this agreement could result in dismissal from the Work-Based Learning program and a failure (F) to my Work-Based Learning GRADE.

___________________________
_______
____________________________
____________

Work-Based Learning Student 
Date

Parent Signature


Date
___________________________
________
____________________________
____________

WBL Facilitator/Coordinator
Date                Industry Signature


Date



INTERNET/NETWORK ACCESS AGREEMENT

I accept responsibility to abide by the Local School System and Muscogee County School District policies regarding the Internet/Network Access policy and procedures as stated in this agreement.  These same policies will be enforced in relation to off-campus employment at the work site.  I agree to:

1. Reimburse work of any charges incurred by me;

2. Use the Internet/Network for appropriate work related purposes/research; no chat room participation is allowed;

3. Use the Internet/Network only with permission from designated work site staff;

4. Use appropriate language for work situations;

5. Not degrade/disrupt Internet/Network services/equipment, and is not limited to tampering with computer hardware/software by tampering with or invoking computer viruses, vandalizing any data, attempting to gain access to restricted/unauthorized services, or violating copyright laws

6. Report any security problems/breeches of these responsibilities to work site employer;

7. Comply with all of the rules/expectations established by the Local School System & the Muscogee County WBL/YAP policy use of the Internet/Network and the work site including Internet/Network etiquette;

8. Not to divulge personal information (Privacy Act) acquired from the Internet/Network;

9. Use the Internet/Network in a lawful manner.

I understand that I have no right to privacy when using the work site Internet/Network, and that I consent to staff/employer monitoring of communications at all times.

I understand that any conduct that is in conflict with these policies and procedures will result in termination of Internet/Network access and disciplinary action at school or the work site (termination from the WBL/Apprenticeship Program).

______________________________________ Student____________________ Date
PARENT/GUARDIAN AUTHORIZATION:

As a parent/guardian of the above named student user, I hereby certify that I have read/understand the Muscogee County School District WBL/YAP Internet/Network Access Agreement.  I further understand that some materials/information accessible to users may be offensive, illegal, defamatory, or inaccurate and may occur even with this policy.  With that understanding, I give permission for my student to use Internet/Network access on a daily basis.  I further agree to indemnify and hold harmless the Heart of Georgia RESA/YAP, the Local Boards of Education, staff, agents, work site employers from any and all claims arising from or related to my child’s use of misuse of the Internet/Network, and I waive any and all claims I may have against the Heart of Georgia RESA/YAP, YAP Coordinator, and work site employers for such use or misuse.  In addition, I agree to be responsible for any unauthorized charges incurred by my child through his/her use of the Internet/Network (calls, printing, etc).

_________________________________ Parent/Guardian __________________ Date
It is the policy of The Muscogee County School District representing Muscogee County School District not to discriminate on the basis of sex, age, race, religion, national origin, or handicap in its educational programs.

*This is filled out by your employer each grading period.
EVALUATION FORM FOR GENERAL EMPLOYMENT TRAITS

Student Progress Report
Student: ___________________________________
Employer: ______________________________________ Date:_______________________ 


Due Date:______________________
School:____________________________________
Evaluation Period Ending: ____________________ 

Directions: Please evaluate the student-employee as fairly as possible and as compared with workers with the same experience. Circle the number for each statement that most accurately reflects the student’s performance in that category.

	Category
	Excellent (A)
	Above Average (B)
	Average (C)
	Below Average (D)
	Unsatisfactory (F)

	Produces quality work
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Reports to work promptly when scheduled
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Uses time wisely
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Demonstrates honesty and integrity
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Demonstrates responsible behavior
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Cooperates with others
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Responds to feedback constructively
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Uses/maintains materials and equipment appropriately
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Follows company policies
	10
	9-8-7
	6-5-4
	3-2-1
	0

	Maintains appropriate personal appearance
	10
	9-8-7
	6-5-4
	3-2-1
	0


General Comments: __________________________________________________________________________________________________________________________________________________________________________________________


Training Supervisor: _____________________________________________________(signature)

Work-Based Learning Coordinator: _________________________________________(signature)

Discussion with student held on__________________

Student________________________________________________________________(signature) 

It is the policy of The Muscogee County School District representing Muscogee County not to discriminate on the basis of sex, age, race, religion, national origin, or handicap in its educational programs.

	


	U.S. Department of Labor

	
	Employment Standards Administration Wage and Hour Division


Fact Sheet #34: Hazardous Occupations Order No. 2.  Youth Employment Provision and Driving Automobiles and Trucks under the Fair Labor Standards (FLSA) 
This fact sheet provides general information concerning the application of the federal youth employment provisions to the driving of motor vehicles. For detailed information about the federal youth provisions, please read Regulations, 29CFR Part 570.52 located at http://www.dol.gov/dol/allcfr/ESA/Title_29/Part_570/29CFR570.52.htm.
The Department of Labor is committed to helping young workers find positive, appropriate and safe employment experiences.  The youth employment provisions of the FLSA were enacted to ensure that when young people work, the work does not jeopardize their health, well-being or educational opportunities.  Working youth are generally entitled to the same minimum wage and overtime protections as older adults.  Once a minor reaches 18 years of age, his or her employment is no longer subject to the federal youth employment provisions.  For general information about the federal youth employment provisions, visit our YouthRules! website at http://www.youthrules.dol.gov/index.htm.

Hazardous Occupations Order No.2 (HO 2), generally prohibits minors under 18 years of age from driving motor vehicles or serving as an outside helper on such vehicles on any public road or highway; in or about any mine, logging or sawmilling operation; or in any excavation covered by Hazardous Occupations Order 17 (Occupations in Excavation Operations) (HO 17) - which includes excavation in trenches, building construction, or tunnels (see 29 CFR 570.68).  In 1998, Congress amended the FLSA and set a minimum age of 17 for any on-the-job driving on public roads, and allowed it then only in certain limited circumstances.

OUTSIDE HELPER
No employee under 18 years may serve as an outside helper on a motor vehicle.  An outside helper is any individual, other than a driver, whose work includes riding on a motor vehicle outside the cab for the purpose of assisting in transporting or delivering goods.
DRIVING - Under 17-Years of Age
No employee under 17 years of age may drive a motor vehicle on public roads as part of his or her job if that employment is subject to the FLSA.
Driving - 17 Years of Age
Seventeen-year-olds may drive on public roadways as part of their employment, but ONLY if all of the following requirements are met:
· The driving is limited to daylight hours; 

· The 17-year-old holds a state license valid for the type of driving involved in the job performed; 

· The 17-year-old has successfully completed a state approved driver education course and has no record of any moving violations at the time of hire; 

· The automobile or truck does not exceed 6,000 pounds gross vehicle weight; 

· The automobile or truck is equipped with a seat belt for the driver and any passengers and the employer has instructed the youth that the seat belts must be used when driving the vehicle; and 

· The driving is only occasional and incidental to the 17-year-old's employment.  This means that the youth may spend no more than one-third of his or her workday and no more than 20 percent of his or her work time in any workweek driving. 

In addition, the driving may NOT involve:
· Towing vehicles; 

· Any other vehicle than an automobile or truck (i.e. bus, motorcycle, ATVs, golf cart); 

· Route deliveries or route sales; 

· Transportation for hire of property; goods, or passengers; 

· Urgent, time-sensitive deliveries; Urgent, time sensitive deliveries are trips which, because of such factors as customers satisfaction, the rapid deterioration of the quality or change in temperature of the product, and/or economic incentives, are subject to time-lines, schedules, and/or turn-around times which might impel the driver to hurry in the completion of the delivery.  Prohibited trips would include, but are not limited to, the delivery of pizzas and prepared foods to the customer; the delivery of materials under a deadline (such as deposits to a bank at closing); and the shuttling of passengers to and from transportation depots to meet transport schedules.  Urgent, time-sensitive deliveries would not depend on the delivery's points of origin and termination, and would include the delivery of people and things to the employer's place of business as well as from that business to some other location. 

· Transporting more than three passengers, including employees of the employer; 

· Driving beyond a 30 mile radius from the youth’s place of employment; 

· More than two trips away from the primary place of employment in any single day to deliver the employer’s goods to a customer (other than urgent, time-sensitive deliveries which are prohibited); 

· More than two trips away from the primary place of employment in any single day to transport passengers, other than employees of the employer. 

Additional Information
For more information regarding the FLSA youth employment provisions, including a complete list of all hazardous occupation orders, visit the YouthRules! web site at www.youthrules.dol.gov.

For more information regarding the Fair Labor Standards Act, visit the Wage and Hour Division web site at www.wagehour.dol.gov or call toll-free help line, available 8 a.m. to 5 p.m. in your time zone 1-866-4US-WAGE (1-866-487-9243).  The FLSA statute appears at 29 U.S.C. § 201 et seq.

When state youth employment laws differ from the federal provisions, an employer must comply with the higher standard.  Links to your state labor department can be found at www.dol.gov/esa/contacts/state_of.htm
The Department of Labor provides this information to enhance public access to information on its programs.  This publication is for general information and is not to be considered in the same light as official statements of position contained in regulations.

The Georgia Department of Labor's Child Labor Section administers and monitors the guidelines and restrictions for the employment of anyone who has not reached his or her 18th birthday.
When there is a difference in state, federal, or local law regarding child labor, the law providing the most protection to the minor takes precedence. Below are the more restrictive requirements for employing a minor.
	RESTRICTION
	DETAILS
	JURISDICTION

	MINIMUM AGE FOR EMPLOYMENT
	14 YEARS OF AGE
	FEDERAL

	EMPLOYMENT CERTIFICATE REQUIRED
Includes home schooled minors and minors from out-of-state working in Georgia 
	17 Years of Age and Under
Obtained from Georgia School attended OR County School Superintendent 
	STATE 

	MAXIMUM HOURS OF WORK
Allowed for minors 15 years of age and younger 
	3 Hours (school day) 
8 Hours (non-school day) 
18 Hours (school week) 
40 Hours (non-school week)
Not during normal school hours.
Not before 7 a.m. 
Not after 7 p.m.
(Evening hours extended to 9 p.m. June 1, to Labor Day) 
	FEDERAL 

	HAZARDOUS OCCUPATIONS
Minors 17 years of age and Younger may not work in these occupations or industries.
	Manufacturing and storing explosives; motor vehicle driving and outside helper; coal mining; logging and saw milling; power-driven woodworking machines; exposure to radioactive substances; power-driven hoisting apparatus; power-driven metal-forming, punching, and shearing machines; mining; slaughtering; meat-packing, processing or rendering; power-driven bakery machines; power-driven paper products machines; manufacturing brick, tile, and kindred products; power-driven circular saws, band saws, and guillotine shears; wrecking; demolition, and ship-breaking operations; roofing operations; excavation operations.
	FEDERAL

	ALCOHOLIC BEVERAGE RESTRICTIONS
	May not: Dispense, serve, sell or take orders for alcoholic beverages. (EXCEPTION: Where alcohol is sold for consumption OFF the premises). 
NOTE: Local law may be more restrictive. 
	STATE

	PROHIBITED OCCUPATIONS

Minors 15 years of age and younger
	STATE: Machinery; motor vehicles; equipment; food process; fixtures; railroads; unguarded gears; vessels or boats; dangerous gases or acids; communication or public utilities; freezers; meat coolers; loading and unloading trucks, railroad cars, conveyors, etc.; warehouses; scaffolding or construction; mines, coke breaker, coke oven, or quarry.

FEDERAL: Manufacturing; mining; public messenger service; construction; work in/about boilers or engine rooms; cooking; (Includes power mowers or cutters - including weed eaters).
	 

	MINORS IN ENTERTAINMENT
	Requires special application and certificate of consent. Certificate of consent must be issued by Georgia Child Labor Section prior to minor beginning work.
	STATE 

	Note: Minors working for a parent/guardian who owns the business are exempt from all but the hazardous/prohibited occupation restrictions.

	Child Labor personnel are usually available for presentations to school classes, issuing officers, PTA's, employer groups, etc. Please contact the Child Labor Section if you are interested.


THE FOLLOWING PAGE IS VERY IMPORTANT.  
YOU MAY KEEP A COPY OF YOUR HANDBOOK, 
BUT YOU MUST PRINT AND GIVE ME A COPY AS WELL.  
EACH HIGHLIGHTED PAGE WILL BE A SEPARATE GRADE IN INFINITE CAMPUS.

	Muscogee County School District
YOUTH APPRENTICESHIP/WORK BASED LEARNING

SIGNATURE PAGE
This page is verification that the student, parent, and employer have read and signed all necessary forms for entrance into the Youth Apprenticeship/Work Based Learning Program.  All questions should be answered before completing the necessary forms.  The signature pages serve as proof that the student, parent, and industry have read and understand the policies of the Muscogee County School District YAP/Work Based Learning handbook.  It is the responsibility of all parties to read and be familiar with the YAP/WBL policies and forms set forth in this handbook.

Student Signature ___________________________   Date:  _______________

Parent Signature ____________________________   Date:  _______________

Employer Signature  _________________________   Date:  _______________
The Muscogee County School District does not discriminate on the basis of sex, age, race, color, national origin, or disability in its educational programs, activities, or employment practices.
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