SET for Life


Student Responsibilities for OJT or

Competitive Employment Placement
Parent & student must initial each requirement/responsibility.

1. ____ ____If you are sick, you are required to call your employer as early as possible and not less than 1 hour before you are to report to work, not after you are supposed to be there. You must also call the OJT coordinator at this time to let him know you will not be at work. My number is xxx-xxxx. If I am not available, you must leave a message at the main number at school. There will be a parent/student/coordinator conference upon repeated absences. On your 6th absence, you will receive a withdraw failure (WF).

2. ____ ____You must be on time for OJT. If you start work at 8:00am, that means you are working at 8:00am, not getting there at 8:00, or hanging your coat up at 8:00.

3. ____ ____Students have a school year calendar. You must be at OJT every "school day." If you are not going to be there during an "in‑service day" or during a "school vacation day," it is your responsibility to inform your employer at least a week ahead of time that you will not be there. It is not acceptable to just "not show up" because it's a school in‑service or holiday. The private business world does not operate that way nor do they have the same vacation days as the school district.

4. ____ ____You must turn in your evaluation sheet and your attendance sheet, fully filled out, each week on Friday by 2:30pm. If you have a late OJT on Friday, it is allowable to turn it in on the following Monday by 2:30pm. You also may fax it to: xxx-xxxx

5. ____ ____Failure to fulfill any of the above criteria can result in you being withdrawn failing (WF) from the Career Center and loss of credit for OJT.

6. Grades will be earned by OJT students based on the following criteria:

· Total points possible for the semester will be 100.

· Job site evaluations by the direct supervisor and the OJT coordinator and job site attendance will count for 75 points of the grade at a rate of 5 points per week for the semester.

· Student must attend 3 mandatory meetings set up by the OJT coordinator (10 points of total grade at a rate of 3.3 points per meeting). Mandatory dates are              , _________, and ______. Times are either _____am or _____pm depending on whether you are an AM or PM student. Meetings will take place in room __ unless otherwise notified. You will not receive a notice to attend these meetings other than this notice.

· Students must turn in weekly paperwork to the OJT coordinator and in certain instances to the classroom teacher. This will always consist of attendance and evaluation sheets and in some cases it may include a journal. It must be in each Friday by 2:30pm or if you work late on Friday, on Monday by 2:30pm, at the latest, and must be complete. It will be graded for completeness and timeliness (15 points of total grade at a rate of 1 point per week for the semester).
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