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Example Guidelines for On The JobTraining (OJT) / 

Competitive Employment (CE) Program

Entry Requirements
1. Students must have completed at least one semester of a class with an "A" or "B" average.

2. Students must have a good attendance record (5 absences or less and 3 tardies or less).

3. Students must be recommended by their classroom teacher for professionalism, i.e., they must show up on time, dressed appropriately for their career field, be eager to learn and take directions while maintaining a good attitude. They must also demonstrate proper "worksite demeanor" while in class by making mature decisions.

Transition Team Responsibilities
1. Assist/arrange OJT/CE worksite locations and screen students to determine job readiness. Meet with the students and help them get through the paperwork process and critique and help them refine their résumés and interview skills.

2. Provide job counseling as needed if problems arise relating to work habits, attitude or attendance.

3. Contact the worksite supervisor by telephone or in person at least every 2 weeks.

4. Meet with OJT / CE students individually or in groups to assess progress on the job site as well as address other job and school related activities.

5. Students' grades will be determined by the OJT / CE Coordinator.

Student Responsibilities
1. Meet with the Transition Team to ensure readiness for a job. Students must complete application paperwork and a résumé to be considered.

2. Students must attend scheduled mandatory OJT / CE meetings with the Transition Team.

3. Students must maintain good attendance. Tardiness will not be tolerated. Absence from the worksite is considered to be absence from school. A parental conference will be held after the repeated absences and an attendance contract will be signed. 

4. When absent the student must:

· Call your worksite and speak to your supervisor.

· Call the Transition Coordinator at xxx-xxxx.

· If the Transition Coordinator is not available, leave a message for him at xxx-xxxx.

Your worksite supervisor and Transition Coordinator must be informed of your absence as early as possible and not less than one hour before you are supposed to report for work.

5. Report to the Transition Coordinator any problems encountered at the worksite location the same day of occurrence.

6. Use good judgment. Ask questions when in doubt. Be assertive, get involved, be enthusiastic and interested and offer to do more than the minimum required.

7. Dress appropriately. Ask your immediate supervisor what you should wear if you are not certain. Dress like an "adult worker," not like a student.

8. Any violation of the State of Alaska or school district rules or regulations may result in the student being withdrawn from the program without credit.

Employer Responsibilities
1. Provide meaningful learning activities whereby OJT / CE students will be able to apply skills and knowledge gained from SCHOOL to real life work situations.

2. Report any attendance, discipline, attitudinal or skill problems to the Transition Coordinator immediately so that corrective action may be taken.

3. Evaluate the student once a week during the OJT / CE experience. Be candid, provide "constructive criticism" and share the weekly evaluation with the OJT / CE student.

4. Treat the person who is placed like an employee, not like a student. Hold them to the same set of expectations that you have for any other employee.
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