Student Name  
 District 

Pupils in Work-Based Education

1. The district had a written training agreement in place on the count date (n/a for in-school placement) which included:

 Yes  
 No
a. Student learner’s personal information: name, home address, telephone number, date of birth and emergency contact information.


 Yes  
 No
b. School’s name, address, telephone and contact person.

 Yes  
 No

c. Employer’s name, address, telephone and contact person.


 Yes  
 No
d. Beginning and end dates of employment and hours.*


 Yes  
 No
e. Beginning wage scale, if paid.


 Yes  
 No
f. Verification of workers compensation insurance and general liability.*


 Yes  
 No
g. Signatures of the principal/or designee, certificated coordinator, student learner, parent/guardian, and employer.*


 Yes  
 No
h. List of job activities that will contribute to the student learner’s progress toward a career objective.*




2. The district had a written training plan in place on the count date which included:

 Yes  
 No
a. Specific skills to be learned by the pupil on the job site. (Beginning in 2005-06, the placement must align with the students’ career pathway contained in their educational development plans.) For unpaid learners, new specific skills (two or more) need to be listed for each 45-hour placement.*


 Yes  
 No
b. Employer, school and student learner’s responsibilities.*


 Yes  
 No
c. Date(s) of safety instruction.*


 Yes  
 No
d. Identification of concurrent related academic course(s) instruction.*


 Yes  
 No
e. Signatures of the principal/or designee, certificated coordinator, student learner, parent/guardian, and employer.*


 Yes  
 No
f. Beginning and ending dates of placement.


 Yes  
 No
g. Eligible hours to be worked with beginning and ending times (Instruction plus work can’t exceed 48 hours per week. Pupils under 14 cannot work more than 1 hour per day).


 Yes  
 No 
3. 
The employer or coordinator maintained attendance records (i.e., time sheet signed by the employer).*


 Yes  
 No 
4. 
If paid, work hours did not generate more than one-half of the pupil’s FTE.*

 Yes  
 No 
5. 
The class must be offered for high school credit. *


 Yes  
 No 
6. 
Certified teacher/coordinator who is employed by the district monitored the pupil’s work once every 9 weeks (30 calendar days for Special Education), (i.e., log with date of visit, student name, employer name, employer signature).*

*A violation of this item should be reported as a specific finding with an FTE adjustment. Other issues should be reported as general findings.

Completed by 
 Date 


Regulatory References:

Pupil Accounting Manual: Section 5P

Youth Employment Standards Act
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