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I hope you are gearing up for the new school year.  I am very excited about the curriculum we will be learning in VIP class and the jobs that everyone will be starting.  Please read the following letter very carefully.
One item that is exciting about the VIP program is you will receive two industry certifications by the end of the year, the OSHA Federal Card and Work Keys Certification.  I will explain these more in class and we will work on them throughout the year.  This is very exciting that you will earn both of these certificates while still in high school!!

You should come see me with your schedule the week before school starts.  I want to go over your schedule with you and make sure it is correct before school starts.  Please come see me any day the week before school starts from 8:00 am to 4:00 pm.

You should contact your VIP employer no later than the first day of school.  Call your VIP employer to set up a meeting with him/her. 
Your VIP Employer is:

Items that you need to go over with your employer in person are:

· Hours you will be working—take your school schedule with you

· What you need to wear to your job

· Ask the employer is there are any forms that need to be completed—take your driver’s license and social security card

· Where do you need to park
· Any procedures you need to know about

The first day of school we will meet in class.  Drive to the Junior High and come to my classroom during 7th period.  We will talk about everyone’s jobs and go over some key procedures for VIP.

As of right now, we will be meeting on Friday for our weekly class meetings.  You might mention this to your employer when you meet with them.  So you will be arriving later to your VIP job later on Fridays.

Remember I am here to HELP YOU! Please call on me for any help you might need!  Below is my contact information.  I do not mind that you call me at home as long as you call before 8:30, because I have an infant daughter.

Sincerely,

Mrs. Samantha Prince

Pottsville Internship Coordinator

Work:  479-968-6574 Ext. 6516 

Home:  479-880-1098

Samantha.prince@pottsville.k12.ar.us
