Vocational Internship Program

Pottsville High School

Student Contract

The VIP program is a cooperative effort between the school and certain employers in the community.  The student receives training through actual part-time work experience.  Students selected for participation in this program take regular courses in the high school in order to meet graduation requirements and also attend a class taught by the coordinator of this program in which subject material related to the work experience is emphasized.  Students may be released from the actual school setting to report to work 1, 2, or 3 periods each day, depending on each individual student’s program of course study and plan for completing graduation requirements.  It is state law that all students must be in class on campus at least four periods a day; also, a student is not allowed to leave campus for work purposes unless he/she is enrolled in a work-supervised program.  Students receive 1 credit for each 180 hours of Internship study completed (two (2) credits for 360 hours or two semesters).  The privilege of being in the program carries with it responsibilities each students and their parent(s)/guardian must understand and agree to:

1. I understand I must have an approved training station by the deadline for school schedule changes (typically two weeks), or I will have my schedule changed to a regular full schedule.  This may require communication with the coordinator during the summer months.
2. I understand my place of employment is considered a “training station”.  I will attend all training required by my employer.  Required training during the related class may be authorized if I notify my VIP teacher/coordinator in advance.

3. If enrolling in this program already having a job in my chosen career focus area, I understand that job becomes my training station for the program and is subject to the rules of this contract.

4. I will not accept a job unless I intend to keep it for the full school year.  I will not leave a position without notification to and approval of my teacher/coordinator.  I will make all necessary arrangements to then leave the job with satisfactory notice and a satisfactory work record.  If I quit my job or change training stations without discussing the situation with the coordinator, I understand I will receive an “F” in all VIP credits and will be rescheduled in a full schedule.

5. If I lose my job for reasons beyond my control (such as reduction-in-force), I will not be penalized.  I will then be placed in an alternate suitable Internship training station or possible job shadow site within a reasonable time frame.

6.  I understand that if I am fired from a job for reasonable cause, I will receive an “F” for the job during that grade period and will be dropped from the program as soon as practical.  The release time from school will be spent in In-School Suspension for the remainder of the semester with assigned work.  
7. I understand job training is part of my daily school schedule.  Because school credit is received for this training, it is treated as any other scheduled class.  I understand I am expected to attend classes in order to report to my training station that day.  If I am absent from school, I understand I will also be absent from work on that day unless the coordinator is contacted by 8:15 a.m. on that day.  I realize that the absence has to be excused in order for me to report to work. Violations for NOT CALLING IN TO THE COORDINATOR are as follows:
· First violation, I will be given a warning and serve one day in detention.

· Second violation, I will be assigned to ISS for one day, and thus have to miss work as well as classes.

· Third violation, I understand that I will be dropped from the Internship program and be assigned to ISS for the remainder of the semester.
8. I understand that I should work an average of 10 hours per week in order to reach the minimum of 180 Internship hours per semester (360 per year) required to receive school credit for this course.  I am expected to remain OFF CAMPUS during the Internship work-release periods on my schedule.
9. I understand that I am required to attend an hour class each week that school is in session.  The day of the week will be determined later by the coordinator.  This class is held in Mrs. Prince’s classroom at the junior high school.  At this time I will pick up assignments and work through the frameworks of Internship.

If I know ahead of time that I cannot attend, my planned absence must be cleared with Mrs. Prince PRIOR to the class meeting.  If I arrive more than 5 minutes late (without a phone call to Mrs. Prince), I will be counted absent.  If I do not adhere to these rules, the following violations will apply:

· First violation = 100 points deducted from my class grade AND a discipline form will be turned into the principal for detention.

· Second violation = 100 points deducted from my class grade AND a discipline form will be turned into the principal for one day of ISS.

· Third violation = 100 points deducted from my class grade AND a discipline form will be turned into the principal requesting dismissal from the Internship program.
10. I will maintain an accurate record of my income and hours worked on the job.  A time card will be submitted to the coordinator at the weekly student meeting.  This form is completely filled out by the employer and signed by me.  I understand that I will receive zero credit for time records submitted after the deadline.
11. I understand that membership and participation in a related students’ youth organization is required.  I will pay the dues and ACTIVELY participate in this students’ youth organization.  
12. I understand that attendance at the Employer Appreciation Banquet sponsored by the Internship Program at Pottsville High School held in the spring semester is mandatory.  I will be responsible to pay for my employer’s dinner as well as my own (approximately $40 total).  This will be collected about three to four weeks prior to the banquet date.  I understand that parents are invited to this banquet, as well.
13. I understand my behavior and attendance in the VIP class is important, and that my behavior, attendance, and job maintenance will be evaluated at the end of first semester to determine if I should be allowed to continue in the program second semester.

14. I understand that I will be evaluated by my employer each grading period.  I understand that while on the job, I am expected to abide by company policy.  This employer evaluation counts as 60% of my grade.  Also, I will be held grade accountable for any class assignments from my coordinator.  This class performance portion of my grade count 40%.  Any assignment turned in late will be given a grade of zero.  Meeting deadlines is a crucial skill for the work force.
15. I understand my appearance and conduct on the job are a reflection of my school; therefore, I will endeavor to conduct myself in a polite and courteous manner and be a good representative of my school and the VIP program.

16. I will cooperate with my teacher/coordinator and keep her informed of anything that might have a bearing upon my work.  I recognize the teacher/coordinator as the primary authority for guidance and counseling of the Internship program.

17. I will comply with all state and federal legislation concerning employment, VIP program guidelines, and school district guidelines.

18. I understand that failure to comply with the requirements of this contract may result in receiving an “F” for the semester, being dropped from the program, and being assigned to ISS during release time from classes.
19. Any exceptions to this contract will be handled on an individual basis as the need arises.  Such exceptions will be documented in writing.

I (STUDENT) agree to uphold this contract to the best of my ability.  

_____________________________________________________________________________
Student Signature








(Date)
I (PARENT) give my son/daughter permission to participate in the Internship program and will encourage mature, responsible actions from him/her while enrolled.


_____________________________________________________________________________

Parent Signature         
                                      



(Date)







_____________________________________________________________________________

Teacher/Coordinator







(Date)


_____________________________________________________________________________

Principal Signature








(Date)


Vocational Internship Program

Pottsville High School

Student Grading Guidelines

An electronic grade book program called Pinnacle is used for calculations, progress reports, and for downloads to report cards.  The weighting of assignments for VIP is:

	Category
	Weighting

	Records
	20

	Class work (includes quizzes weighted more)
	40

	Job Maintenance
	20

	Employer Evaluation
	60

	Contract Violation
	20

	TOTAL
	100%


Records:

Includes the Admission Forms valued at 5 points each for a total of 30 points.  One point will be deducted on each form for each week late.  Records also includes the Attendance/Time Verfication Forms.  There will be 8-9 forms due for the fall semester – each valued at 10 points.  The forms are either complete and acceptable or void.  Before you turn in, FAX, or have mailed, be sure:
· You and your supervisor have signed and dated the form.
· You have given the GRAND TOTAL hours for the period.

· You have completed all applicable information.

· You have rounded to the whole hour when possible, otherwise:



15 min = ¼ hour = .25



30 min = ½ hour = .50



45 min = ¾ hour = .75



For example:



IN

OUT

Total Hours



1:30 pm
5:00 pm
3.5

Classwork:
An example of Classwork would be the “Get Acquainted Game.”  Completing the form and participating will be worth 5 points.  Other future classwork will be completing a practice job application, copying Unit 1 terms, matching quiz, a written and oral report on your chosen occupation, job portfolio, etc.

Job Maintenance:

The Job Maintenance grade will start out at 100 points.  You will receive a deduction for quitting or changing jobs without notification, losing your job for a reason that is your fault, etc.

Maintained employment/no changes = 100 points

Each week without job = -10 points

Changed/quit job without discussion = F (0-50)

Changed job with approval (no deduction first time/any other change -10)

Employer Evaluation

The Employer Evaluation grade will be collected each grading period.  You have a copy in your files marked “EXAMPLE”.

Contract Violations

The Contract Violations grade will start at 100 points.  You will receive a deduction for not attending class without notification or following up, for going to work and not coming to school, loitering on campus during work release periods, etc.  Refer to your copy of the Student Contract.

Vocational Internship Program

Pottsville High School

Student Attendance Policy

Your attendance in this weekly class meeting is mandatory and important.

Please call me at (479) 968-6574 ext. 6516 before a class meeting at any time you cannot attend and schedule an appointment for make-up.  If you are sick and cannot call before the meeting, call as soon as possible.  You can also email me at Samantha.prince@pottsville.k12.ar.us.

Failure to follow the correct notification of absence policy will result in a contract violations grade deduction each time.  Our objective is to learn good workplace ethics and habits.

· There are no excused or unexcused absences.  All class meetings must be make-up in order to meet the 18 contact hours.

· You are aware of field trips, conferences, and competitive events for the student youth organization well in advance.  You must notify me in advance also.

· Do not expect me to go over make-up work with you during class time.

· Do not schedule other appointments during VIP class meeting days.

· Do not ask me to go to another teacher’s class to work on a project whether it has a deadline or not.  This is poor planning on your part.

· You have many privileges with this program and you must make a commitment to your responsibilities.  Therefore, if another organization has a meeting or function during your VIP class meeting time, you have already committed to this program.
