SET for Life


STUDENT INTERVIEW PROCEDURES

In order for you to have as close to a true‑to‑life experience in applying for a new training site the following procedure has been developed. You must follow the procedure in this order:

1. Watch for an "Open Interview" time to be posted in your classroom and on training sites.

2. You must have a recommendation from 1) your classroom teacher and 2) your current training site supervisor (if you have one).

3. Make an appointment to meet with the Transition Coordinator. 

4. When it's time for your appointment with the Transition Coordinator, come to the Transition office and let receptionist/secretary know why you're there. Make sure that 1) you show up on time, 2) your appearance is neat, and 3) your hygiene and grooming are good. You will need to have with you your two references and your resume.

5. The Transition Coordinator will arrange an interview/application time with the training site supervisor.  To fill out an application:

· Make a copy of application. 

· Fill it out as a rough draft. 

· Have an adult check it for accuracy, spelling, and completeness. 

· Copy the corrected rough draft onto the original application. Neatness counts!

6. You will attend the interview with the training site supervisor.

7. Bring your completed application, 2 recommendations and your résumé.

8. Be on time.

9. Remember good grooming and neat appearances are very important.

10. You may or may not be hired depending upon recommendations and the interview.

11. If you are selected to work, you will be given a contract that MUST be taken home, signed by your parent or guardian and return to your new job site supervisor or the Transition Coordinator. Failure to return the contract by date on the letter will result in suspension from the site.

12. You may be suspended from your job if you do not follow through with this entire procedure.
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