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Banks County High
Work Based Learning 
Student Handbook
2021-2022
Lynne Warren, Coordinator

Banks County High
Phone:  706-677-2221 Ext. 1609
Cell Phone: 678-640-0188
Fax:  706-677-2688
Email: lwarren@banks.k12.ga.us
Program Packet Overview
Student Profile Folder:
Student Information

Student is responsible for providing the coordinator (Mrs. Warren) with current contact information for themselves and parents and/or guardians.  If there are any changes during the year it is the student’s responsibility to give the coordinator updated information.

Parental Assurances/ Photography Release/ Liability Release
Parents/guardians must provide consent, in writing, before a student can be accepted into the work-based learning Program.  It is the parent’s responsibility to ensure that students are covered by automobile accident and health insurance.

Student Assurances

Student must agree to adhere to all policies and procedures to participate in the Banks County Work-Based Learning Program.

Individual Graduation Plan (IGP)

Outline of student’s current and future plans for their lifelong career and how they intend to accomplish their goals. 
Documentation Check List
This list is to be used by the student and the coordinator to verify that all items have been included in the Work Based Learning packet. All items must be submitted prior to being released for WBL.

Parent/Guardian Letter

Welcome letter addressed to parents/guardian explaining some basic aspects of the work-based learning program.

Course Syllabus

Syllabus includes the following:

Admissions policy & Program fee

Course Description – brief outline of the course

Course goals
Meeting dates

Grading policy


Parent note
School Closure Policy

Due to previous school closures this form has been added to make sure all parties are aware of the school’s policy concerning time worked by students during school closures.
Employer Assurances and Information

This form outlines the responsibilities the employers are delegated to carry out as their part in the Work-Based Learning partnership.  

Employer Letter

Welcome letter addressed to employers explaining some basic aspects of the program.
Directions to Work

Students are to submit written directions, including all street names and directional signals.  Students are not allowed to submit directions printed from internet sites such as Mapquest.  This activity is designed to develop student’s ability to give accurate directions to where they work in relation to the high school.
Copy of Pay Stub

Students need to retain a copy of their pay stub to submit for verification of employment and hourly wage earned.  State of Georgia requires all WBL students to be active employees of the company.  Documentation is necessary to meet the state guidelines.
Student Wage and Hour Record

Students will be using a digital record for recording hours.  At the end of each month students will print their digital file, have their employers sign and then turn into Mrs. Warren by the 2nd Friday of the Month.  Student’s hours and income earned will be recorded on the Georgia Department of Education data base for work-based learning.  
Employer Evaluations
Students will be evaluated by their employer for each nine weeks grading period for a total of four times per year.  
Schedule:


First Semester

1st nine weeks – Employability Skills Assessment


2nd nine weeks – Job Skills Assessment (Training Plan)

Second Semester
1st nine weeks – Employability Skills Assessment


2nd nine weeks – Job Skills Assessment (Training Plan)

GeorgiaBest Soft Skills Evaluation
GeorgiaBEST (Business Employability Skills Training) is an initiative of the Georgia Department of Labor.  Through this program students will have an opportunity to earn a GeorgiaBEST Certificate which proves to employers that the student understands the soft skills needed in today’s workplace. 
Student Expectations
Expectations and attendance policy that all Work-based Learning students are required to follow as part of the Work-based Learning program.   Include are the dates for our monthly meetings, grading policy and “Tips for Success on the Job”.
Coordinator Assurances
· To assist in the academic and occupational instruction of the student.

· To conduct supervisory visit to the student’s place of employment.

· To render assistance with educational and training problems of the student.

· To visit, telephone, or conference as needed with the student, employer, or parents.

· To assist the work-based training supervisor in an evaluation of the student a minimum of two Employability Skills and at least one Job Skills evaluation per semester.

· To maintain records pertinent to the student, the employer, and the school.

· To adhere to policies and practices which prohibit discrimination of the bases or race, color, national origin, sex, and handicap in recruitment, hiring, placement, assignment to work tasks, hours of employment and levels of responsibility.
Banks County Schools do not discriminate on the basis of sex, religion, creed, age, national origin, marital status or handicapping conditions in its educational programs or employment
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