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Company Policies for Career Orientation Employees.

EMPLOYEE BENEFITS

Specific Objectives:

1. The employee will be provided with the opportunity to evaluate and assess factors such as personal needs, interests, talents, and aptitudes.

2. The employee will be provided with an opportunity to identify and explore the sixteen occupational clusters to achieve a broad understanding of the world of work.

3. The employee will be provided with an opportunity to concentrate individual study on clusters and/or jobs related to personal interest.

4. The employee will be provided with an opportunity to research job information to learn about duties, educational requirements, training, salary, and other pertinent job related factors.

5. The employee will be provided with the opportunity to train in decision-making skills thereby establishing a method for continuing occupational decision-making throughout life.

6. The employee will be provided with an opportunity to learn and develop acceptable employability skills.

7. [image: image2.wmf]The employee will be provided an opportunity to acquire an awareness of available educational training and resources both academically and vocationally.

8. The employee will be provided with an opportunity to develop a flexible career and educational plan for high school that would provide an optional to pursue various gateways for further educational and/or training.

PERSONAL APPEARANCE AND GROOMING

Employees are expected to follow the dress code as outlined in the handbook.

REPORTING TO WORK

Employees are expected to be on time for work. Employees should be at their workstation when the tardy bell rings. Each tardy will count as two demerits.  Employees are expected to arrive at work with notebook, pencil, and paper.

WORKING HOURS AND BREAKS

Career Orientation is open for business Monday-Friday. Full time employees work approximately 50 minutes per day. You will be paid overtime. Employees are to be at their workstation when the tardy bell rings. Board work is provided for immediate productivity. Scheduled breaks will be announced by central office. Employees will be dismissed before leaving. 

EMPLOYEE ABSENCES

If an employee finds it necessary to be absent from work, he or she is responsible for making up work that is missed. Employee will have 3 days to complete work with an excused absence. It is the employee's responsibility to check the assignment board and determine what work to make up. The employee should then see the Operations Manager at the end of the workday to make arrangements for completing assignments.
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