Oxford Academy Work Experience Guidelines

PURPOSE

The purpose of Work Experience at Oxford Academy is to provide students with a valuable and hands on career experience before deciding on a career to follow or choosing a major field of study in college.  The hope is that the program will provide students with essential life and career skills needed to be successful after high school.  

The program is facilitated by the school counselor and therefore will be aligned with the NYS School Counseling Association standards in the career domain.  The School Counselor will maintain a professional relationship with local businesses in the school and local community and will maintain a list of possible work sites for students.  It will however, be up to each student to seek out their own site and have the site approved by the high school guidance office.

Work experience and career/technology programs offered through BOCES in the junior and senior year will be coupled with class discussions on career exploration, career assessments and individual goal setting/planning with the school counselor which will result in a comprehensive career planning program at Oxford High School.

OBJECTIVES/STANDARDS OF WORK EXPEREINCE
· Students will acquire the skills to investigate the world of work in relation to knowledge of self and to make informed career decisions (NYSSCA Career Development Standard A)
· Develop career awareness (C:A1)

· Develop Employment readiness (C:A2)

· Students will employ strategies to achieve future career goals with success and satisfaction (NYSSCA Career Development Standard  B)

· Acquire career information (C:B1)

· Students should complete approximately 95 hours for a one credit class and 47 hours for ½ credit class. (FEEDBACK based on about 15% of seat time as per red book?)
POLICIES AND PROCEDURES
STUDENTS

Work experience will typically only be scheduled for juniors and seniors after the student has demonstrated that he/she is mature, responsible and able to make good decisions.  Off campus work experience will be reserved for students who have not had any major disciplinary issues in the previous semester as decided by the principal.

Each student who desires to perform work experience will see the guidance counselor or the guidance administrative assistant to get a list of possible placements and an introductory letter to assist with their search.
Please follow the following procedures to arrange work experience:

1. If you desire a placement off campus, obtain a work release permission form from the main office and have your parent or guardian sign the release.  You will be responsible for transportation unless previous arrangements have been made.

2. After your parents sign the form, return it to the guidance office; now you may begin looking for your placement! 
3. Each student is responsible for contacting their potential site to arrange their own work experience.  This may be done by phone, in person or by letter (see guidance)  but may also require a mini-interview at the work experience site (interview guidelines can be obtained in the guidance office).
4. Once your site coordinator has agreed to take you for work experience, notify the guidance office so the supervisor can get a copy of the policies and procedures.

5. You will then have to sign a brief contract with the guidance office.  The contract will state: 
a. Work experience is a privilege and can be revoked by the principal if it is interfering with academics or if you are not being responsible
b. You are a representative of Oxford High School and must act and behave professionally at all times while on assignment

c. For off campus sites - you agree to be responsible and check in and out promptly with the nurse’s office

d. You agree to contact your site/coordinator if you will be absent for any reason on a scheduled day (it will be up to you to keep them informed just like any job)

e. You agree to be evaluated periodically but at least at the end of each placement

f. You are required to maintain a weekly time log which it to be signed weekly by your supervisor.

g. Payment for your experience is not normally allowed since you will receive graduation credits for the experience (this differs from work release where you may be paid but do not get graduation credits)

6. After the contract is signed you may begin your work experience by checking in and out of school at the nurse’s office at the appropriate times.
7. You will have to maintain a time log and have your supervisor sign it weekly just as if you were a regular employee in order to verify satisfactory completion of the experience.

8. Be sure your site has the following numbers:

a. High School Office: 843-2025 ext 1306
b. High School Guidance: 843-2025 ext 1130/1302
c. High School Nurse’s Office: 843-2025 ext 3302
d. Your home number

e. Your cell number

9. Throughout your placement, please notify your site supervisor or the guidance office if you have any issues or concerns especially in terms of safety in the worksite.
SITE COORDINATORS
Please familiarize yourself with this document and make sure you have the student’s home and cell numbers.  If the student’s site is off campus, the student should be checking in and out of the school at the assigned times which I will provide either by phone or email.  If a student does not show up for a shift they should have previously arranged this with you but if not, please call the nurse’s office at the above number to make sure he/she is absent.

This experience is a good introduction to the work force and I welcome and encourage a brief interview before the student begins.

Also, I will provide you with the student evaluation form that should be completed at least at the end of the placement but can be filled out mid semester if you desire.  Please take this evaluation seriously because the hope is that the student learns from his or her experience and your feedback.
Thank you for your support of Oxford High School and its students and the future generation of workers in this country!

If you have any questions you can call me at 843-2025 ext 1302 or ext 1130 (my admin assistant).
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