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Introduction 
We created this resource guide to support Idaho’s Individualized Occupational Training 
(IOT) program, a career technical education (CTE) program that provides personalized 
training aligned with workforce needs. This guide offers tools, guidance and program 
requirements to help educators, coordinators, administrators and industry partners design 
meaningful learning experiences for students. Whether you’re new to IOT or looking to 
strengthen an existing program, you’ll find practical information to help prepare students 
with the skills, knowledge and career readiness needed to succeed in Idaho’s workforce. 

This guide outlines the minimum requirements for Idaho IOT programs. While programs 
don’t need to look exactly alike, each must meet these standards. We encourage schools 
offering IOT programs to work closely with advisory committees and industry partners to 
align training opportunities with local workforce and community needs. 
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Chapter 1 
IOT program overview 

Program descrip�on 
The IOT program prepares secondary students with the skills, knowledge, attitudes and 
habits needed for entry-level employment in recognized occupations in Idaho. The program 
also provides opportunities for students to explore career pathways that may be 
unavailable through their school’s existing CTE programs. 

Through a sequence of courses and WBL experiences, students develop workplace skills 
that support career readiness. The foundational course, Career Exploration and 
Employment Preparation, builds on middle school career exploration and helps students 
prepare for workplace responsibilities. Students develop career awareness, employability 
skills, leadership abilities and lifelong learning habits. 

IOT is designed as a sequence of instruction for students in grades 10 through 12 and 
includes supervised WBL experiences and structured reflection activities. 

Intended outcomes 
The IOT program emphasizes career readiness through instruction aligned with the 
Workplace Skills for Career Readiness Standards. Coursework focuses on teamwork, 
professionalism, communication and critical thinking. WBL experiences allow students to 
apply classroom learning in real workplace settings while building confidence and 
reflecting on their growth. 

The instructor serves as both the classroom teacher and the WBL coordinator. Through the 
program, students: 

1. Develop a deeper understanding of themselves and their goals. 
2. Increase career awareness and explore career options. 
3. Identify education and training pathways aligned with their career interests. 
4. Demonstrate the interpersonal skills needed for workplace success. 
5. Create the tools needed to enter the workforce. 
6. Demonstrate professional competencies, ethical behavior and employability skills. 

Poten�al alignment with Future Readiness Project gradua�on requirements 
 

https://cte.idaho.gov/wp-content/uploads/2026/07/fy26-ps-pq-workplace-skills-career-readiness-standards.pdf
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The IOT program directly supports the state’s Future Readiness Project graduation 
requirements by providing students with authentic, career-connected experiences that 
build the skills the requirements measure. Through internships, job shadowing, 
apprenticeships and industry-aligned training, students apply academic and technical 
knowledge in real workplace settings. 

These experiences help students demonstrate the Idaho Career Readiness Competencies 
emphasized in the Future Readiness Project, including communication, problem-solving, 
career exploration and professional responsibility, while building a meaningful plan for their 
postsecondary pathway. 

By participating in WBL experiences, students not only meet the expectations of the Future 
Readiness Project but also gain practical experience and confidence as they transition to 
college, training, military service or the workforce. 

Comparison of WBL and career readiness opportuni�es 
The IOT program differs from other WBL opportunities by providing a highly individualized, 
student-driven training experience designed to support career goals that may not be 
addressed through traditional classroom instruction, pathway-specific WBL or other career 
readiness programs. The table below highlights key differences among WBL opportunities 
available in Idaho. 

Category CTE IOT 
Program 

CTE WBL 
Course 
(Pathway-
Specific) 

Non-CTE WBL 
Courses 

Work 
Release/Off-
Campus 
Release 

Purpose/defini
tion 

Allows students 
to explore 
career interests 
that aren’t 
available 
through their 
school’s 
existing CTE 
programs. 

Provides 
industry-based 
work 
experience 
aligned with a 
specific CTE 
pathway and 
helps students 
develop 
advanced 
technical and 
workplace 
skills. 

Provides 
students with 
hands-on 
experience in a 
career area of 
their choice. 

Allows students 
time away from 
school that may 
or may not be 
used for 
employment. 
The school 
doesn’t provide 
instruction or 
supervision. 

Program 
overview 

Students learn 
about careers 
and career 

Students apply 
skills learned 
through 

Students 
develop career 
skills through 

Not a 
structured 
program. 

https://www.sde.idaho.gov/wp-content/uploads/2026/01/Future-Readiness-Project-Guidance.pdf
https://www.sde.idaho.gov/wp-content/uploads/2026/07/IDCCRC-Overview.pdf
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readiness 
through 
classroom 
instruction and 
workplace 
experiences. 
Students must 
complete a 
Career 
Exploration and 
Employment 
Preparation 
course before 
participating in 
WBL 
experiences. 

coursework in 
real-world 
settings during 
or immediately 
after 
completing the 
pathway 
capstone 
course. 

work 
experiences of 
their choosing. 
Learning goals 
align with the 
Idaho College 
and Career 
Readiness 
Competencies. 

Schools that 
want to award 
credit for work 
release must 
develop a local 
policy under 
Idaho’s 
extended 
learning 
statute. 

Student 
requirements 

Students align 
learning 
activities with 
the Workplace 
Skills for Career 
Readiness 
Standards and 
complete 
related 
assignments. 
Students may 
take the 
Workplace 
Readiness 
Assessment 
(WRA) by the 
end of their 
second CTE 
course. 

Students must 
be enrolled in 
or have 
completed a 
course within 
the aligned CTE 
pathway. 

Students must 
complete at 
least 60 hours 
of instruction 
and participate 
in reflection 
activities. 
Credit is 
awarded based 
on meeting 
established 
outcomes. 

No formal 
requirements 
unless the 
student seeks 
credit. In that 
case, the 
student must 
meet 
established 
expectations 
and request 
credit. 

Teacher/super
visor 
requirements 

The program 
must be led by 
a properly 
certified CTE 
teacher with a 
Work-Based 
Learning 
Coordinator or 
Business 

The experience 
must be 
supervised by a 
certified CTE 
teacher with a 
Work-Based 
Learning 
Coordinator 
endorsement or 

The experience 
must be 
supervised by a 
certified school 
employee, such 
as a teacher, 
counselor, 
administrator or 

No school staff 
oversight is 
required unless 
credit is 
awarded. In 
that case, a 
certified staff 
member must 
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Technology 
Education 
endorsement. 

an 
endorsement in 
the related 
pathway. 

charter school 
staff member. 

supervise the 
experience. 

Funding 
overview 

Eligible for 
IDCTE added-
cost and grant 
funding, federal 
Perkins funding 
and general K-
12 funding 
based on 
average daily 
attendance 
(ADA).* 

Eligible for 
IDCTE added-
cost and grant 
funding, federal 
Perkins funding 
and general K-
12 funding 
based on ADA.* 

Not eligible for 
IDCTE funding. 
Eligible for 
general K-12 
funding based 
on ADA* only 
when 
supervised by a 
properly 
certified 
teacher in 
accordance 
with Idaho 
Department of 
Education 
requirements. 

Not eligible for 
IDCTE funding 
or general K-12 
funding based 
on ADA.* 

*Idaho’s K-12 funding model is primarily based on ADA and uses a support-unit formula 
rather than a direct per-student funding model. 

IOT program implementa�on and requirements 
School districts and charter schools seeking to add an IOT program must submit a program 
approval application by Feb. 15. 

Like all approved CTE programs in Idaho, IOT programs must meet quality standards 
designed to support effective program design, implementation, evaluation and continuous 
improvement. These standards, known as the Idaho Secondary Quality Program Measures, 
establish expectations for program organization, instruction, stakeholder engagement and 
student outcomes. They also define the shared responsibilities of students, instructors, 
administrators and industry partners in maintaining high-quality CTE programs. 

IOT programs participate in a program review process on a regular cycle, typically every five 
years or as needed. For more information on the Idaho Secondary Quality Program 
Measures, contact the IOT program manager.  

IOT program approval requires: 

• An appropriately endorsed teacher 
• Alignment with the Workplace Skills for Career Readiness Standards 
• A sequence of courses aligned with program standards 
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• High-quality WBL opportunities 
• Ongoing program planning, promotion and stakeholder engagement 
• Industry partnerships supported through local educational agency (LEA) technical 

advisory committees (TACs) 
• Leadership development opportunities through career technical student 

organizations (CTSOs) 

Teacher qualifica�ons and endorsements 
IOT instructors may serve under a variety of titles, including IOT instructor or WBL 
coordinator, depending on local needs. Regardless of title, the instructor of record must 
hold a secondary teaching certificate and either a Work-Based Learning Coordinator 
endorsement or a Business Technology Education endorsement to qualify for IDCTE 
program approval and funding. 

Endorsement 
number 

Endorsement 
name Definition/requirements 

0099 
Work-Based 
Learning 
Coordinator 

This endorsement is for educators who coordinate 
approved WBL experiences and: 
• Hold or are eligible for an occupational 

endorsement through a Degree-Based Career 
Technical Certificate or Occupational Specialist 
Certificate. 

• Document at least 2,000 hours of paid, 
nonteaching industry experience. 

• Complete coursework in coordinating WBL 
programs. 

9093 
Business 
Technology 
Education 

This endorsement is for educators who hold a 
Degree-Based Career Technical Certificate in 
Business Technology Education earned through an 
accredited business education program. 

IOT program standards: Workplace Skills for Career Readiness 
The IOT program aligns with the Workplace Skills for Career Readiness Standards. 
Developed in collaboration with business and industry partners, these standards identify 
the foundational skills employers expect in the workplace and serve as the basis for the 
WRA. 

The standards are taught and assessed across all CTE programs. All CTE capstone 
students, as well as students enrolled in at least their second CTE course during grade 12, 
are required to take the WRA.  
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CONTENT STANDARD 1.0: DEMONSTRATE WORKPLACE SKILLS FOR CAREER 
READINESS 
Performance standard 1.1: Demonstrate personal quali�es and abili�es 

Standard Description 

1.1.1 Demonstrate creativity and innovation by employing originality, inventiveness 
and resourcefulness in the workplace. 

1.1.2 
Demonstrate critical thinking and problem-solving by using sound reasoning 
to analyze problems, evaluate potential solutions and implement effective 
courses of action. 

1.1.3 Demonstrate initiative and self-direction by independently identifying ways 
to improve the workplace and accomplish tasks. 

1.1.4 Demonstrate integrity by complying with laws, procedures and workplace 
policies and by demonstrating honesty, fairness and respect. 

1.1.5 Demonstrate a strong work ethic by consistently working to the best of one’s 
ability and being diligent, dependable and accountable for one’s actions. 

Performance standard 1.2: Demonstrate interpersonal skills 
Standard Description 

1.2.1 Demonstrate conflict resolution by negotiating diplomatic solutions to 
interpersonal and workplace issues. 

1.2.2 
Demonstrate customer service by anticipating and addressing the needs of 
customers and coworkers and providing thoughtful, courteous and 
knowledgeable service. 

1.2.3 
Demonstrate listening and speaking skills by listening attentively, asking 
clarifying questions and articulating ideas clearly for the intended audience 
and setting. 

1.2.4 
Demonstrate respect by valuing individual differences and working 
collaboratively with people who bring different perspectives and 
experiences. 

1.2.5 Demonstrate teamwork by sharing responsibility for collaborative work and 
respecting the thoughts, opinions and contributions of team members. 

Performance standard 1.3: Demonstrate professional competencies 
Standard Description 

1.3.1 
Demonstrate big-picture thinking by understanding one’s role in fulfilling the 
mission of the workplace and considering the social, economic and 
environmental impacts of one’s actions. 

1.3.2 
Demonstrate career and life management by planning, implementing and 
managing personal and professional development goals related to 
education, career, finances and health. 

1.3.3 Demonstrate continuous learning and adaptability by accepting constructive 
feedback, being open to new ideas and ways of doing things and 
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continuously developing professional skills and knowledge to adjust to 
changing requirements. 

1.3.4 Demonstrate efficiency and productivity by planning, prioritizing and 
adapting work goals to manage time and resources effectively. 

1.3.5 
Demonstrate information literacy by locating information efficiently, 
evaluating the credibility and relevance of sources and facts and using 
information effectively to accomplish work-related tasks. 

1.3.6 
Demonstrate information security, including basic internet use and email 
safety, by following workplace protocols to maintain the security of 
information, computers, networks and facilities. 

1.3.7 
Demonstrate information technology by maintaining a working knowledge of 
devices, resources, hardware, software, systems, services, applications and 
information technology conventions. 

1.3.8 
Demonstrate job-specific tools and technologies by properly selecting and 
safely using industry-specific technologies, tools and machines to complete 
job tasks effectively. 

1.3.9 Demonstrate mathematical skills by applying them to complete tasks as 
needed. 

1.3.10 Demonstrate professionalism by meeting organizational expectations related 
to work schedule, behavior, appearance and communication. 

1.3.11 Demonstrate reading and writing skills by reading and interpreting workplace 
documents and writing effectively. 

1.3.12 
Demonstrate workplace safety by maintaining a safe work environment 
through adherence to safety guidelines and identifying risks to self and 
others. 

IOT scope and sequence 
The IOT program consists of a sequence of courses that allows students to: 

• Explore career pathways aligned with their employment goals. 
• Prepare to enter the workforce. 
• Demonstrate workplace readiness skills. 
• Participate in WBL experiences that apply classroom learning in real-world settings. 

Program sequence of courses with ISEE course codes and teacher endorsements 
Course 
code Course title Course description Teacher 

endorsements 

221521 

Career 
Exploration 
and 
Employment 
Preparation 

This course provides a foundation in 
workplace skills for career 
readiness. Through self-assessment, 
career research and hands-on 
activities, students explore a variety 
of career pathways and identify their 

0099: CTE OS—Work-
Based Learning 
Coordinator (6-12); 
9093: CTE—Business 
Technology Education 
(6-12) 
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strengths, interests and goals. The 
course emphasizes essential 
employability skills such as resume 
writing, job interviewing, 
professional communication and 
workplace ethics. Students also 
learn about educational 
requirements, certifications and 
training opportunities for various 
careers. By the end of the course, 
students are prepared for a 
successful WBL experience aligned 
with their strengths and interests. 
This course serves as the required 
prerequisite for Work-Based 
Learning Experience courses. 

229980 
Work-Based 
Learning 
Experience I 

Work-Based Learning Experience I 
introduces students to real-world 
applications of technical and 
occupational skills through hands-
on learning at an approved worksite. 
Under the guidance of a qualified 
worksite mentor and a certified 
instructor, students gain practical 
experience aligned with industry 
standards. A structured training plan 
based on an occupational training 
outline helps students develop skills 
related to their chosen career field. 
Formal agreements among all 
parties support collaboration and 
accountability. Students document 
and track their progress throughout 
the semester to demonstrate growth 
and competency. 

0099: CTE OS—Work-
Based Learning 
Coordinator (6-12); 
9093: CTE—Business 
Technology Education 
(6-12) 

229981 
Work-Based 
Learning 
Experience II 

Work-Based Learning Experience II 
builds on the skills and knowledge 
developed during Work-Based 
Learning Experience I. Students 
continue to apply technical and 
employability skills in a workplace 
setting while expanding their 
responsibilities and competencies. 

0099: CTE OS—Work-
Based Learning 
Coordinator (6-12); 
9093: CTE—Business 
Technology Education 
(6-12) 
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229982 
Work-Based 
Learning 
Experience III 

Work-Based Learning Experience III 
builds on the skills and knowledge 
developed during previous WBL 
experiences. Students continue to 
refine technical and workplace skills 
through increasingly complex 
learning opportunities. 

0099: CTE OS—Work-
Based Learning 
Coordinator (6-12); 
9093: CTE—Business 
Technology Education 
(6-12) 

229983 
Work-Based 
Learning 
Experience IV 

Work-Based Learning Experience IV 
builds on the skills and knowledge 
developed during previous WBL 
experiences. Students demonstrate 
advanced workplace competencies 
while continuing to expand their 
technical and professional skills. 

0099: CTE OS—Work-
Based Learning 
Coordinator (6-12); 
9093: CTE—Business 
Technology Education 
(6-12) 

Source: IDCTE Assignment Credential Manual. 

Note: The IDCTE Assignment Credential Manual is updated annually and serves as the 
authoritative source for course codes, course descriptions and teacher endorsements. 
Refer to the most current version for updates and additional information. 

Course definitions and best practice design 

Middle school course: First Steps: Understanding the World of Work Through 
Career Technical Educa�on 
Although First Steps is not part of the IOT program, it serves as a foundation for career 
readiness and should be considered the first phase of a student’s career development 
journey. All Idaho students complete a Career Pathway Plan (CPP) during this course. 

First Steps focuses on three areas: 

• Self-evaluation (Who am I?) 
• Career exploration (What’s out there for me?) 
• Future planning (How do I get there?) 

IOT instructors are encouraged to collaborate with school counselors to ensure students 
have ongoing access to their CPPs throughout the program. Regular review and revision of 
these plans can help students refine goals and monitor progress toward their career and 
education objectives. 

First Steps course resources 

• First Steps Standards 
• First Steps Curriculum Resources 

https://cte.idaho.gov/wp-content/uploads/2026/08/20262027-Assignment-Manual.html
https://cte.idaho.gov/programs/first-steps/
https://nextsteps.idaho.gov/curriculum
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• Next Steps Idaho Pathway Planning 
• Student Career Pathway Plan Legislative Language 

Introduc�on course: Career Explora�on and Employment Prepara�on 
This course provides a foundation in workplace skills for career readiness. Building on the 
First Steps curriculum, students participate in self-assessment activities, career research 
and hands-on projects designed to help them identify their strengths, interests and goals. 

The course emphasizes essential employability skills, including resume development, 
interviewing, professional communication, workplace ethics, leadership and lifelong 
learning. Students also explore educational requirements, certifications and training 
opportunities associated with various careers. By the end of the course, students are 
prepared to participate in a WBL experience aligned with their interests and career goals. 

This course is typically offered as a one-semester or trimester course for students in grades 
10 through 12. Districts may allow students in grade 9 to enroll when appropriate. 
Instruction should emphasize collaboration, self-awareness, employment preparation and 
workplace readiness through both individual and group activities. A WBL experience 
typically follows completion of this course. 

Through intentional instruction and applied practice aligned with the Workplace Skills for 
Career Readiness Standards, students develop the knowledge and behaviors needed to 
succeed in the workplace and perform successfully on the WRA. 

Workplace readiness and employment preparation resources are included in Appendix I. A 
sample pacing and activity guide aligned with the Workplace Skills for Career Readiness 
Standards is included in Appendix II, and a sample syllabus for the Career Exploration and 
Employment Preparation course is included in Appendix III. 

WBL courses (Work-Based Learning Experiences I-IV) 
WBL courses connect classroom instruction with authentic workplace experiences, 
allowing students to apply technical and professional skills in real-world settings. High-
quality WBL includes clearly defined learning objectives, meaningful employer 
engagement, appropriate supervision and structured reflection that supports skill 
development. 

The IOT program includes Work-Based Learning Experiences I-IV. Students may enroll in 
one WBL course per semester or trimester. Each course represents a distinct WBL 
experience with defined competencies and outcomes. 

https://nextsteps.idaho.gov/high-school-students
https://legislature.idaho.gov/statutesrules/idstat/title33/t33ch16/sect33-1614/
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Under the guidance of a qualified worksite mentor and a certified instructor, students gain 
practical experience aligned with industry standards. A structured training plan based on 
an occupational training outline helps students develop skills related to their chosen 
career field. Programs may use a locally developed training plan or adapt the sample 
training plan included in Appendix IV. Formal agreements among all parties support 
collaboration and accountability and may be documented using a locally developed 
agreement or the sample training agreement included in Appendix V. Student 
documentation and reflection help measure growth and competency development. 

Students may continue into subsequent WBL courses to deepen skills within the same 
career field or explore opportunities in a different career area.  

High-quality WBL 
High-quality WBL is a structured approach that connects classroom instruction with 
authentic workplace experiences aligned with career pathways and workforce needs. 

The Association for Career and Technical Education (ACTE) defines WBL as learner-
centered experiences developed in partnership with employers that allow students to 
participate in meaningful, hands-on activities. These experiences help students build 
technical and employability skills such as communication, problem-solving and 
professionalism. 

The Carl D. Perkins Career and Technical Education Act of 2018 further defines WBL as 
sustained interactions with industry or community professionals in workplace settings or, 
when appropriate, simulated workplace environments. These experiences provide 
students with direct exposure to the tasks, responsibilities and expectations associated 
with specific careers while reinforcing classroom instruction. 

Effective WBL programs are intentionally planned, collaboratively designed and 
continuously monitored to ensure student experiences remain rigorous, relevant and 
aligned with workforce expectations. Additional guidance on implementing and managing 
WBL experiences is provided in Chapter 2. 

Required hours for WBL experiences 
The number of hours required for an IOT WBL experience is determined locally and should 
align with the amount of credit awarded for the course. 

As a general guideline, districts should calculate the required hours by comparing on-the-
job learning time with the instructional time of a comparable credit-bearing course. This 
calculation may include all class periods designated for WBL or only those specifically 
assigned to on-the-job training in a blended instructional model. 
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Districts should also account for the time students spend completing required 
documentation, evaluations, journals and reflection activities outside of class. Programs 
should maintain documentation of student participation and work hours. A sample student 
timesheet is included in Appendix VI. At a minimum, the total time commitment should be 
comparable to that of other courses for which credit is awarded and should reflect both 
workplace participation and related coursework. 

Program planning and promotion 

Student recruitment and engagement 
Recruiting students for the IOT program is a key responsibility of the designated IOT 
instructor or WBL coordinator. Effective outreach helps ensure students who are interested 
and prepared have access to meaningful career exploration and WBL opportunities. 
Recruitment strategies may include: 

• Use student voice. Encourage current and former IOT participants to share their 
experiences through testimonials, classroom presentations or short videos to help 
prospective students understand program benefits and expectations. 

• Gather student interest data. Use surveys and other outreach tools to identify 
students who may benefit from the program. Follow up with students individually to 
discuss their goals, interests and readiness to participate. 

• Share informational materials. Provide students and families with clear, concise 
information about the IOT program and available opportunities. 

• Showcase student learning. Highlight student experiences through displays, 
presentations, digital portfolios or other projects that demonstrate the value of 
WBL. 

• Offer early exposure. Invite middle school students to observe IOT classes or 
activities to help them understand how classroom learning connects to careers. 

• Coordinate career awareness events. Support activities such as career fairs, 
employer panels and industry demonstrations that expose students to a variety of 
career pathways. 

• Engage alumni and industry partners. Invite former students and local employers 
to share information about workplace expectations, career opportunities and 
industry-recognized credentials. 

• Collaborate with career counselors. Work with middle and high school counselors 
to identify students’ interests, review career plans and support Future Readiness 
Project goals. 
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Parent and guardian engagement 
Parents and guardians play an important role in supporting students as they participate in 
career exploration and WBL experiences. Schools must obtain parent or guardian consent 
for all WBL experiences, and families can help reinforce the professional habits and 
expectations students need for success. 

Strategies for parent and guardian engagement may include: 

• Provide program information. Share clear descriptions of career exploration and 
WBL opportunities, including expectations, requirements and permission forms. 

• Share program updates. Distribute newsletters or updates highlighting student 
accomplishments, employer partnerships and program activities. 

• Participate in family events. Attend open houses, family information nights and 
other events to answer questions and promote awareness of the IOT program. 

• Present to parent and community groups. Share information at parent 
organization meetings, advisory committee meetings and community events. 

• Offer individual conferences. Meet with families to discuss student goals, 
scheduling, transportation and workplace expectations. 

• Engage family members as partners. Invite interested parents and guardians to 
serve as guest speakers, mentors or employer partners when appropriate. 

Industry engagement and partnerships 
The IOT program is designed to benefit both students and employers by strengthening 
Idaho’s workforce pipeline. Business and industry partners play an essential role in 
supporting career exploration and high-quality WBL experiences. Strong partnerships 
expand opportunities for students while strengthening connections among schools, 
employers, families and communities. 

Strategies for building and promoting industry partnerships may include: 

• Share promotional materials. Distribute information about CTE and IOT programs 
through local businesses, chambers of commerce and workforce development 
organizations. 

• Present to community organizations. Engage civic groups, economic development 
organizations and professional associations to build awareness and support. 

• Conduct direct outreach. Connect with business owners, industry leaders and 
community partners to discuss opportunities and identify potential worksite 
placements. 



19 

• Partner with local media. Share student success stories and program highlights 
through newspapers, radio stations, television outlets and other media channels. 

• Use social media. Highlight student experiences, employer partnerships and 
program events through social media platforms. 

• Engage alumni. Encourage former students working in Idaho industries to serve as 
mentors, speakers or future employer partners. 

• Recognize employer partners. Host appreciation events in partnership with 
advisory committees to thank employers and encourage continued involvement. 

• Provide employer resources. Share the What is Individualized Occupational 
Training? flyer. 

• Invite employer participation. Encourage employers to visit classrooms, labs and 
student organizations to learn more about student learning and workforce 
preparation. 

Technical Advisory Committee (TAC) requirements 
Idaho State Board of Education rule (Section VII.B.) requires each approved CTE program to 
maintain a local advisory committee that meets at least twice a year. While the IOT 
program is not required to establish a separate program-specific TAC, it must be 
represented within an existing school, district or program-area TAC and participate in the 
annual Program of Work (POW) process. 

Industry partnerships are critical to the success of IOT programs. Because IOT experiences 
are individualized and designed around each student’s career goals, workplace 
opportunities and training needs, collaboration with employers occurs throughout the WBL 
experience. As a result, a separate IOT TAC is generally unnecessary. Instead, IOT 
instructors should actively participate in existing TAC meetings by sharing labor market 
information, employer feedback, student outcomes and program needs related to WBL. 

IOT instructors also play an important role in connecting school and district TACs with 
employers and industry partners who support student placements and provide insight into 
workforce needs. By participating in an established TAC and completing the annual POW, 
IOT programs can maintain compliance with state requirements while supporting 
meaningful industry engagement. 

Additional information about TACs is available in the IDCTE TAC Guidance Document. 

https://cte.idaho.gov/wp-content/uploads/2026/07/es-pq-iot-discover-iot.pdf
https://cte.idaho.gov/wp-content/uploads/2026/07/es-pq-iot-discover-iot.pdf
https://boardofed.idaho.gov/board-policies-rules/board-policies/section-vii-division-of-career-technical-education/vii-b-program-delivery/
https://cte.idaho.gov/wp-content/uploads/2026/08/ps-pq-tac-guidance-document.pdf
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Integrated leadership development: Career Technical Student 
Organization (CTSO) requirements 
All approved CTE programs provide students with opportunities to develop leadership skills 
through activities integrated into the Career Exploration and Employment Preparation 
course and WBL experiences. While the IOT program is not required to maintain a stand-
alone CTSO chapter, instructors should introduce students to available CTSOs and guide 
them toward the organization that best aligns with their career interests and goals. 

CTSOs provide leadership development through classroom integration, applied learning, 
competitive events, community service and real-world experiences. Students may also 
pursue leadership opportunities at the local, state and national levels. 

The following CTSOs are recognized in Idaho: 

CTSO Description 
Business Professionals 
of America (BPA)  

BPA develops and empowers student leaders pursuing 
careers in business, finance, information technology, 
management and related fields through leadership, service 
and workplace skill development. 

DECA DECA prepares emerging leaders and entrepreneurs for 
careers in marketing, finance, hospitality and management. 

Family, Career and 
Community Leaders of 
America (FCCLA) 

FCCLA promotes personal growth and leadership 
development through Family and Consumer Sciences 
education. 

FFA FFA prepares students for leadership and careers in the 
science, business and technology of agriculture. 

HOSA-Future Health 
Professionals 

HOSA empowers future health professionals to develop 
leadership, technical and professional skills for careers in 
the health sciences. 

SkillsUSA SkillsUSA develops skilled professionals, career-ready 
leaders and responsible community members through 
technical, skilled-trades and leadership education. 

Technology Student 
Association (TSA) 

TSA provides leadership opportunities for students 
interested in science, technology, engineering and 
mathematics. 

Student certification opportunities 
In addition to school-based evaluations, technical skills assessments developed by 
industry partners and nationally recognized credentialing organizations, such as the 
Occupational Safety and Health Administration (OSHA) and the National Occupational 
Competency Testing Institute (NOCTI), can help measure student progress and skill 

https://idahobpa.org/
https://idahobpa.org/
https://www.idahodeca.org/
https://www.idahofccla.org/
https://www.idahofccla.org/
https://www.idahofccla.org/
https://www.idahoffa.org/
https://www.idahohosa.org/
https://www.idahohosa.org/
https://skillsidaho.org/
http://idahotsa.com/
http://idahotsa.com/
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attainment. In career fields such as health care, electronics and automotive technology, 
these assessments may also provide students with nationally recognized, transferable 
credentials. 

Instructors should use the Advanced Opportunities approved exam list as a resource when 
advising students about available certification and assessment opportunities. 

Some common certification and assessment opportunities available through IOT programs 
include: 

• Certiport Critical Career Skills: Professional Communication 
• IDCTE WRA (SkillStack® Credential) 
• NOCTI Employability Skills and 21st Century Skills for Workplace Success 

Credentials 
• OSHA 10-Hour General Industry 

IOT program funding 
Approved IOT programs may be eligible for Idaho program added-cost funding, federal 
Perkins V funding and grant opportunities, as allowed by applicable laws, rules and funding 
requirements. To qualify for funding, programs must meet all program approval 
requirements and comply with the allowable-use guidelines established for each funding 
source. 

Funding 
source 

Description Funding 
type 

Eligible expense examples 

Program 
added-
cost 
funding 

CTE added-cost funds provide 
additional resources to support 
the operation, maintenance and 
improvement of approved 
secondary CTE programs. These 
funds are intended to 
supplement, not supplant, other 
district funding sources and 
must be used in accordance 
with local district policies. 

State Equipment, supplemental 
instructional materials, web-
based instructional and program 
management tools, extended 
contract time, professional 
development and professional 
association membership dues. 

Perkins 
V 

Funding is allocated based on 
priorities identified through the 
LEA’s Comprehensive Local 
Needs Assessment (CLNA). 
LEAs must have an approved IOT 
program to access Perkins V 
funding. 

Federal Expenses aligned with the 
approved CLNA, including 
equipment, instructor salaries, 
professional development and 
consumable supplies. 

https://www.sde.idaho.gov/about-us/departments/student-engagement/advanced-opportunities/advanced-opportunities-public-school/#details-knowing-your-opportunities
https://certiport.pearsonvue.com/Certifications/CCS/Certification/Certify/Professional-Communication.aspx
https://cte.idaho.gov/workplace-readiness-assessment/
https://www.nocti.org/credentials/blueprints/?_sfm_nocti_career_cluster=Employability%20Skills#blue-print-index
https://www.nocti.org/credentials/blueprints/?_sfm_nocti_career_cluster=Employability%20Skills#blue-print-index
https://www.osha.com/courses/outreach-10-hour.html?utm_source=google&utm_medium=cpc&utm_campaign=13963998940&utm_content=162083344009&utm_term=osha%2010%20certification&gad_source=1&gad_campaignid=13963998940&gbraid=0AAAAAD7gr3HFlczSh5B4v0U6l6GAoyc-T&gclid=Cj0KCQjwof_QBhCgARIsADaMzOdMf072MjTM0slCQ6z-g_Kb2DnWNjGOuV-0QIaUN0YZAoNGYtSN77EaAgGwEALw_wcB
https://cte.idaho.gov/find-funding/program-added-cost-funds/
https://cte.idaho.gov/find-funding/program-added-cost-funds/
https://cte.idaho.gov/find-funding/program-added-cost-funds/
https://cte.idaho.gov/find-funding/program-added-cost-funds/
https://cte.idaho.gov/find-funding/perkins-v/
https://cte.idaho.gov/find-funding/perkins-v/
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IDCTE 
grants 

Additional grant opportunities 
may be available to support 
approved IOT programs based 
on specific grant criteria and 
funding availability. 

State Varies by grant program. Refer to 
the IDCTE grants webpage for 
current opportunities and 
eligibility requirements. 

Note: Funding requirements, allowable expenses and eligibility criteria may change over 
time. Programs should consult current IDCTE guidance and applicable funding policies 
before making purchasing or budgeting decisions. 

  

https://cte.idaho.gov/find-funding/pqi/
https://cte.idaho.gov/find-funding/pqi/
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Chapter 2 
WBL implementation 

WBL founda�ons 
Purpose and value 
WBL in Idaho connects classroom instruction with real-world workplace experiences, 
helping students develop the technical skills, professional habits and industry knowledge 
needed for postsecondary education, training and careers. Students gain opportunities to 
apply academic and technical skills in authentic settings, strengthening their 
understanding of classroom instruction and its relevance to future careers. 

Alignment with academic and industry standards 
High-quality WBL experiences are intentionally aligned with both academic standards and 
industry expectations. In Idaho, this includes alignment with CTE standards and relevant 
workplace competencies. This alignment ensures WBL is not an isolated experience but 
part of a coherent learning progression. Students build skills in the classroom, practice 
them in controlled settings and apply them in real workplace environments. This 
intentional sequencing strengthens skill mastery and promotes consistency across 
programs and regions. 

Each experience includes measurable learning outcomes aligned with state CTE standards 
and employer needs. Students build technical competencies as well as employability skills 
such as communication, teamwork, problem-solving and professionalism. 

Core components of high-quality WBL 
Effective WBL programs share common structural components that support consistency 
and quality. These include: 

• Clearly defined learning objectives aligned with coursework 
• Structured workplace placements that provide meaningful tasks and 

responsibilities 
• Supervision and mentoring by trained industry professionals 
• Ongoing feedback, assessment and reflection 
• Safe and compliant learning environments that meet legal and district requirements 

Together, these components ensure WBL experiences are purposeful, measurable and 
focused on student growth rather than simple job exposure. 
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Safety, compliance and student readiness 
Student safety and legal compliance are central to all WBL experiences. Programs must 
adhere to applicable labor laws, insurance requirements and district policies while 
ensuring students are appropriately prepared for workplace environments. 

Student readiness includes technical preparation and the development of professional 
skills such as communication, punctuality, teamwork and workplace behavior. Readiness 
also includes clear expectations, orientation and ongoing support to help students 
participate safely and successfully in workplace settings. 

WBL experiences also help employers connect with future talent while providing students 
with meaningful exposure to workplace expectations and career opportunities. 

Continuous improvement and program quality 
High-quality WBL programs are continuously evaluated and improved based on feedback 
from students, employers and educators. This includes assessing student outcomes, 
employer satisfaction and alignment with workforce needs. Programs should use data and 
stakeholder input to refine placements, strengthen partnerships and improve instructional 
alignment. 

Continuous improvement helps ensure WBL remains relevant, responsive and effective in 
preparing students for evolving career opportunities. 

WBL partnerships: Roles and shared responsibilities 
IOT instructors, WBL coordinators, students, employers, stakeholders and school 
administrators each play an essential role in delivering high-quality WBL experiences. A 
successful placement depends on all stakeholders understanding their responsibilities, 
collaborating effectively and upholding the standards that ensure safety, relevance and 
meaningful learning. 

Together, these stakeholders form a coordinated team that helps ensure each experience 
is purposeful, well-supported and aligned with Idaho’s expectations for high-quality WBL. 
The roles and responsibilities of each group are outlined below. 
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Common WBL experiences 
The following table defines common WBL experiences used in Idaho programs. These 
experiences represent a continuum of learning opportunities that increase in depth, 
engagement and responsibility as students progress. The definitions are intended to 
support consistent understanding and implementation across schools, employers and 
program partners. 

Experience General description 
Apprenticeship A structured training program that combines on-the-job training 

with related classroom instruction under the supervision of a 
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skilled mentor. Apprentices develop technical knowledge and skills 
while earning wages and may earn industry-recognized 
credentials. 

Clinical A supervised experience, typically associated with health care 
programs, in which students observe and provide patient care 
under the direction of a qualified professional. 

Cooperative 
education 

A formal partnership between an employer and an educational 
institution that combines classroom instruction with paid, 
structured work experience. Students earn academic credit while 
gaining practical experience related to their career interests. 

Externship A short-term, structured WBL experience in which a student gains 
hands-on exposure to a specific career or industry. Externships are 
typically unpaid, closely supervised and focused on learning and 
observation rather than productivity. 

Internship A paid or unpaid experience in which a student works within an 
organization to gain professional experience and apply classroom 
learning. Academic credit may be awarded when appropriate. 

Job shadow A short-term experience in which a student observes an 
experienced worker to learn about a specific occupation or career 
field. Job shadows help students explore career interests and gain 
insight into workplace expectations. 

Mentorship A relationship in which an experienced professional provides 
guidance and support related to career exploration, postsecondary 
planning and workplace development. 

Pre-
apprenticeship 

A program designed to prepare students for entry into a Registered 
Apprenticeship Program (RAP). Pre-apprenticeships provide 
foundational technical and employability skills while introducing 
students to apprenticeship opportunities and career pathways. 

Registered youth 
apprenticeship 

A RAP designed for youth ages 16 to 24 that combines academic 
and technical instruction with paid work experience. These 
programs prepare students for continued apprenticeship training, 
postsecondary education, employment or a combination of 
pathways after high school. 

School-based 
enterprise 

A student-operated business within a school setting that provides 
hands-on experience in entrepreneurship, business operations and 
workplace skills. School-based enterprises are often connected to 
a CTE pathway program. 

Service learning A WBL experience that combines community service, learning 
objectives and reflection activities to reinforce academic and 
employability skills. Service learning is often connected to a CTE 
pathway program. 
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Activities that don’t qualify as WBL 
Not all activities involving students and employers qualify as WBL. To be considered WBL, 
an experience must include clearly defined learning objectives, structured supervision, 
opportunities for reflection and intentional skill development. 

The following activities don’t qualify as WBL: 

• Casual or unsupervised employment that is unrelated to a student’s program of 
study or learning objectives 

• Volunteer or community service activities completed without documented learning 
outcomes or reflection 

• Job placements focused solely on productivity rather than learning and skill 
development 

• Job placements that take place in a private residence or home-based business 
o Remote work experiences may be approved if they allow for appropriate 

supervision and regular meetings in a public setting. 
• Job placements that don’t allow for instructor supervision 
• Job placements that don’t comply with school, district or state policies 
• One-time events or passive experiences, such as career fairs, guest speakers or 

workplace tours, unless they’re part of a broader, structured learning plan 
• Work release arrangements that allow students to leave school for employment but 

don’t include structured learning objectives, supervision, documentation or 
reflection activities 

Approval of all WBL experiences is at the discretion of the WBL coordinators and must align 
with program requirements and district policies. 

Important considerations for student experiences 
WBL is designed to provide individualized opportunities. Every student’s situation is 
unique, and educators, employers and families should be prepared to support students 
through a variety of circumstances. 

What if a student is already working? 
A student’s current job may qualify as a WBL experience if it supports program goals and 
provides meaningful learning opportunities. 

Consider the following: 

• Leverage existing employment. If a student already has a job, that experience may 
count toward WBL requirements if it aligns with program goals. 
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• Evaluate relevance. Determine whether the position supports skill development, 
career exploration or industry exposure. 

• Enhance learning. Even if the job isn’t directly related to a student’s career 
interests, transferable skills aligned with the Workplace Skills for Career Readiness 
Standards—such as communication, teamwork, problem-solving and time 
management—can be emphasized. 

• Partner with employers. Schools can work with employers to establish learning 
objectives, mentorship opportunities and reflection activities. 

What if a student doesn’t know what career they want to pursue? 
Career exploration is one of the primary purposes of WBL. Students don’t need to have a 
specific career goal before participating. 

Consider the following: 

• Exploration is the goal. WBL can help students identify interests, strengths and 
workplace preferences. 

• Start broad. Placements in customer service, office support or entry-level technical 
roles can expose students to workplace expectations without requiring a defined 
career path. 

• Provide career guidance. CTE and IOT instructors should use career assessments, 
informational interviews, career research and job-shadow opportunities to help 
students explore options. Sample documentation for job-shadow experiences is 
included in Appendix VII. 

• Normalize uncertainty. Not knowing what career to pursue is part of the process. 
WBL is designed to support exploration, not immediate specialization. 

What if a student loses a placement or gets fired? 
Getting fired or losing a placement doesn’t automatically mean a student has failed. With 
appropriate support, students can learn from the experience and continue progressing 
toward their goals. 

Consider the following: 

• Encourage reflection. Help students review what happened and identify 
opportunities for growth. 

• Provide support. Educators and mentors should guide students through the 
experience and help them develop strategies for future success. 

• Offer additional opportunities. When appropriate, students should be allowed to 
pursue another placement or alternative activity to meet program requirements. 
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• Emphasize professional growth. Resilience, accountability and adaptability are 
valuable workplace skills that can be developed through challenging experiences. 

If a student violates a training agreement, school policy or district policy, follow established 
local procedures. 

Access for special populations 
WBL opportunities must be available to all students in accordance with Perkins V and 
guidance from the U.S. Department of Education Office for Civil Rights. These experiences 
help students explore careers, develop workplace skills and prepare for postsecondary 
education, training and employment. 

Special popula�ons 
Perkins V defines special populations as student groups that may face barriers to 
educational achievement and career success and may require additional support to 
ensure equitable access to high-quality CTE and WBL opportunities. 

Special populations include: 

• Individuals with disabilities 
• Individuals from economically disadvantaged families 
• Individuals preparing for nontraditional fields 
• Single parents, including single pregnant women 
• Out-of-workforce individuals 
• English learners 
• Homeless individuals 
• Youth in or who have aged out of the foster care system 
• Youth with a parent who is a member of the armed forces and on active duty 

WBL coordinators and educators should ensure all students, including those identified as 
special populations, have equitable access to meaningful workplace experiences, 
appropriate accommodations, support services, and opportunities to develop career-ready 
skills. 

Strategies may include: 

• Bias-free assessment, testing and counseling 
• Complete, accurate and unbiased career information, such as Next Steps Idaho 
• Interaction with career role models 
• Mentoring opportunities 

https://cte.idaho.gov/programs/perkins-v/
https://www.ed.gov/about/ed-offices/ocr
https://nextsteps.idaho.gov/
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• Classrooms and worksites free from bias and stereotyping 
• Professional development for teachers, counselors and administrators 
• Opportunities to explore and participate in technical, scientific, engineering and 

mathematics-related fields 

Students with disabili�es 
The IOT program and associated WBL opportunities are available to all Idaho students, 
including students with disabilities, and can play an important role in building career 
readiness, independence and successful postsecondary transitions. 

Depending on a student’s individual needs and educational plan, participation in WBL may 
occur through a CTE course for credit, a general education WBL course or a community-
based transition experience connected to special education services. For many students, 
participation in a general education WBL course with appropriate accommodations may 
provide the most inclusive option. 

Whenever appropriate, students with disabilities should have opportunities to participate 
in competitive integrated employment. This means students work alongside individuals 
without disabilities in community workplaces, earn wages comparable to their peers, 
receive similar benefits and perform comparable job duties. 

School districts may access special education funding to support students whose WBL 
experiences align with their Individualized Education Program (IEP)1 and require specialized 
services or support. In these cases, a special education teacher may provide oversight or 
coordination to ensure compliance with state and federal requirements while supporting 
the student’s success. 

Agency resources for special population students 

• Idaho Commission for the Blind and Visually Impaired 
• Idaho Competitive Integrated Employment Center (ICIE) 
• Idaho Department of Education Secondary Transition 
• Idaho Division of Vocational Rehabilitation 
• Workforce Innovation and Opportunity Act (WIOA) Youth   

 
1 Information contained in a student’s IEP is protected by federal and state privacy laws. Specific IEP 
information may not be shared with employers or worksites without appropriate written consent. Work with 
the student’s case manager to obtain any required releases before sharing information. 

https://icbvi.idaho.gov/
https://idahotc.com/ICIE
https://idahotc.com/Topics/ST#7538
https://vr.idaho.gov/
https://www.labor.idaho.gov/WIOA/Youth/
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Chapter 3 
Management of WBL experiences: Roles, responsibilities and 
expectations 

The IOT instructor/WBL coordinator role and expecta�ons 
The IOT instructor or WBL coordinator serves as the primary link among the school, 
students, employers, parents or guardians and community partners to support high-quality 
WBL experiences. The coordinator is responsible for developing and maintaining employer 
partnerships, preparing students for workplace participation, monitoring student progress 
and ensuring compliance with applicable laws, regulations and district policies. 

Through ongoing communication, coordination and support, the WBL coordinator helps 
align workplace experiences with educational objectives and CTE standards. By 
connecting classroom learning with real-world application, the coordinator plays a critical 
role in supporting student success, strengthening employer engagement and ensuring WBL 
experiences are safe, relevant and beneficial for all participants. 

Effective program management depends on strong partnerships and clear expectations. 
LEAs and industry partners should work together to establish roles, responsibilities and 
learning outcomes documented through training agreements, worksite agreements or 
memoranda of understanding. Employers should receive orientation and support to help 
them serve as effective workplace mentors, while schools should maintain regular 
communication with workplace supervisors and provide clear guidance regarding program 
expectations. 

Schools should also provide employers with information about the purpose of WBL, 
program expectations, student learning objectives and available support resources. A 
sample employer welcome letter is included in Appendix VIII. 

A dedicated IOT instructor, WBL coordinator or regional coordination team can help 
centralize program administration by managing employer outreach, student placement, 
risk management, training, assessment and data collection. 

Key program management tools include: 

• Industry partner and worksite directories (sample management and tracking 
systems are included in Appendix I) 

• Training plans that clearly define student and worksite supervisor expectations 
(sample included in Appendix IV) 
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• Comprehensive training agreements (sample included in Appendix V) 

Assessment and accountability should focus on both student learning and program 
outcomes. Competency-based evaluations, employer feedback, student reflections and 
industry-recognized credentials provide multiple measures of student progress and 
success. Programs should also monitor placement participation, completion rates, 
credential attainment, postsecondary transitions and employer satisfaction. 

Key assessment and accountability tools include: 

• Student timesheets and hour-tracking records (sample included in Appendix VI) 
• Employer evaluations of student performance and workplace experiences (sample 

included in Appendix IX) 
• Student evaluations and reflections (sample included in Appendix X) 
• Regular communication with employers and scheduled site visits 

Long-term program sustainability depends on aligning WBL opportunities with local labor 
market information, regional industry needs and Idaho CTE priorities. Consistent 
documentation practices, staff professional development and shared employer networks 
can help districts expand high-quality placements while maintaining program quality and 
compliance. 

Helpful labor market resources include: 

• Idaho Department of Labor Occupations in Demand 
• Idaho Department of Commerce 

Together, these elements create a WBL ecosystem that is safe, equitable, employer-
informed and student-centered. The result is a stronger connection between education 
and employment and better preparation for students entering Idaho’s workforce. 

The WBL coordination cycle 
The graphic below illustrates the WBL coordinator’s central role in planning, managing and 
supervising high-quality WBL experiences. At the center of the process, the coordinator 
serves as the primary connection among students, employers, school personnel, parents 
or guardians and community partners. 

Through ongoing communication, coordination, monitoring and support, the coordinator 
helps ensure each WBL experience is safe, meaningful, compliant and aligned with 
educational and workforce goals. The interconnected elements shown in the graphic 
highlight the continuous and collaborative nature of the coordinator’s responsibilities in 
supporting student success and program quality. 

https://lmi.idaho.gov/data-tools/occupations-in-demand/
https://commerce.idaho.gov/
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Student role and expectations 
Students are active participants in the WBL process and are expected to take ownership of 
their learning, professional behavior and workplace responsibilities. Student readiness, 
equity and safety are foundational to successful WBL experiences. Through career 
exploration, workplace readiness instruction, safety training and professional skill 
development, students gain the knowledge and skills needed to participate successfully in 
workplace settings. 
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Students are expected to represent themselves, their school and their employer 
professionally while meeting the expectations outlined in their training agreement and 
learning plan. A sample WBL agreement is included in Appendix XI.  

Professional behavior extends beyond attendance, communication and workplace 
performance. Students are also expected to follow school and worksite policies related to 
technology use, confidentiality and workplace conduct. Appropriate use of cell phones, 
social media and electronic devices is an important component of workplace 
professionalism. A sample cell phone and device agreement is included in Appendix XII. 

Student expecta�ons and requirements 
Student readiness, equity and safety 
Student readiness, equity and safety are essential components of every WBL experience. 
Pre-placement preparation—including career exploration, safety training, employability 
skills development and confidentiality and ethics training—helps ensure students enter the 
workplace prepared to learn, contribute and represent their school professionally. 

Students who may have access to sensitive business, customer, employee or patient 
information should review and sign a confidentiality agreement before beginning their 
placement. A sample confidentiality agreement is included in Appendix XIII. 

Equitable access and student support 
Accommodations and outreach strategies should be used to reduce barriers and ensure 
WBL opportunities are accessible to all students, including those from rural communities 
and underrepresented populations. Programs should strive to provide equitable access to 
meaningful workplace experiences that support students’ interests, strengths and career 
goals. 

Area Student expectation Key responsibilities 
Outreach Students take an active role in 

identifying and pursuing WBL 
opportunities. 

• Communicate 
professionally by email, 
phone and in person. 

• Demonstrate initiative in 
seeking opportunities. 

• Build professional 
relationships. 

• Prepare and present job-
seeking materials and 
discuss career interests and 
goals. 
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Application and 
interview 

Students apply job-seeking skills 
learned in the classroom when 
applying for positions and 
participating in interviews. 

• Complete required 
applications and 
documentation. 

• Participate in interviews 
using professional practices. 

• Follow employer 
instructions and 
expectations throughout the 
hiring process. 

Student schedule Students follow an educational 
plan that supports both 
academic progress and 
successful participation in WBL. 

• Adhere to agreed-upon 
worksite hours and school 
schedules. 

• Communicate scheduling 
conflicts as early as 
possible. 

• Arrive on time and manage 
time responsibly. 

Orientation and 
training 

Students actively participate in 
orientation activities and 
workplace training. 

• Attend and participate in 
required orientation and 
training activities. 

• Learn and follow all safety 
procedures and workplace 
protocols. 

• Ask questions and seek 
clarification when needed. 

Outcomes, 
grades and 
certifications 

Students demonstrate learning 
and skill development through 
workplace performance and 
program assessments. 

• Meet performance 
expectations identified in 
the training plan and 
agreement. 

• Complete required 
assignments, evaluations 
and reflections. 

• Participate in required 
assessments and 
certification opportunities 
when applicable. 

Worksite supervisor role and expecta�ons 
Worksite supervisor role in WBL experiences 
Worksite supervisors play a critical role in the success of WBL experiences. As industry 
partners and mentors, they provide students with meaningful opportunities to apply 



36 

classroom learning in real workplace settings while developing the technical, professional 
and employability skills needed for career success. 

The worksite supervisor serves as the primary workplace mentor and helps create a safe, 
structured and supportive environment where students can learn and grow professionally. 
Worksite supervisors don’t replace the classroom instructor. Instead, they serve as 
educational partners by guiding students through authentic workplace experiences, 
modeling professional expectations and reinforcing industry standards. 

Worksite supervisor expectations 
Worksite supervisors support student success by providing guidance, mentorship, 
supervision and real-world learning opportunities. 

Area Key responsibilities Purpose 
Provide a safe and 
supportive 
learning 
environment 

• Maintain a safe and 
appropriate workplace for 
students. 

• Follow workplace safety 
regulations and youth labor 
law requirements. 

• Ensure students receive 
safety orientation and training 
before beginning assigned 
tasks. 

• Provide instruction on 
workplace procedures, 
equipment and expectations. 

• Foster an inclusive and 
respectful learning 
environment. 

To ensure students can 
participate in meaningful 
workplace experiences while 
maintaining physical and 
emotional safety. 

Serve as a 
workplace mentor 

• Model professionalism, 
communication and 
workplace ethics. 

• Support student growth 
through coaching and 
encouragement. 

• Help students understand 
workplace culture and 
expectations. 

• Encourage responsibility, 
initiative and problem-
solving. 

To help students build 
confidence, professionalism 
and career readiness skills 
through mentorship and real-
world application. 
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• Provide opportunities for skill 
development and career 
exploration. 

Support student 
training and skill 
development 

• Assist with the 
implementation of the 
student’s training plan. 

• Provide meaningful 
workplace tasks aligned with 
program goals. 

• Teach technical and 
employability skills relevant 
to the industry. 

• Allow students opportunities 
to practice and improve 
workplace competencies. 

To connect classroom learning 
with authentic workplace 
experiences that support 
student achievement and 
career preparation. 

Communicate with 
the school and 
WBL coordinator 

• Maintain regular 
communication with the 
instructor or WBL 
coordinator. 

• Discuss student attendance, 
performance and progress. 

• Share concerns or workplace 
issues promptly. 

• Participate in scheduled 
worksite visits and 
evaluations. 

• Collaborate on solutions that 
support student success. 

To ensure consistent support, 
accountability and alignment 
between the school and 
workplace. 

Participate in 
student evaluation 

• Provide feedback regarding 
student performance and skill 
development. 

• Assist in evaluating 
employability skills such as 
attendance, communication, 
teamwork, initiative and 
professionalism. 

• Verify student work hours and 
participation. 

• Complete required evaluation 
forms and documentation. 

To provide students with 
constructive feedback that 
supports continuous 
improvement and career 
readiness. 

Support program 
expectations and 
compliance 

• Follow training agreement 
requirements. 

To maintain program quality, 
student safety and 
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• Adhere to program policies 
and procedures. 

• Ensure compliance with 
youth labor laws and 
workplace regulations. 

• Maintain confidentiality when 
appropriate. 

• Notify the coordinator of 
workplace incidents, injuries 
or concerns. 

compliance with state and 
local requirements. 
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Chapter 4 
Legal considerations for WBL 
Before approving a WBL placement, the WBL coordinator should ensure all applicable 
legal, safety and compliance requirements have been considered and addressed. The 
following information explains issues involving insurance, health and safety, transportation 
and labor laws as they relate to the planning and implementation of WBL opportunities. 
This information is provided as a general guide and shouldn’t be considered legal advice. 
Schools should consult local legal counsel, insurance providers and appropriate state and 
federal agencies regarding specific situations. 

General legal topics 
Insurance 
Before implementing any WBL experience or partnership, it’s recommended that the IOT 
instructor, WBL coordinator, CTE administrator and district leadership or legal counsel 
review the specific circumstances of the experience, including transportation, location, 
worksite, equipment, tools and the involvement of non-school personnel. This review 
should address all related insurance considerations to ensure appropriate liability 
coverage is in place. 

Schools should evaluate existing insurance coverage to determine whether the following 
protections are available or needed: 

• General liability: Coverage for students, instructors, mentors and worksites related 
to personal injury or property damage claims 

• Personal injury: Protection for students participating in workplace learning 
activities 

• Transportation: Coverage for students and staff traveling to and from WBL activities 

In most cases, district liability policies provide coverage for students participating in 
approved workplace learning experiences. Local insurance representatives can explain 
policy provisions and coverage limitations. Certain programs, such as health care 
programs involving direct patient care, may require additional professional liability or 
malpractice coverage. 

Employers should understand how district insurance coverage applies to approved student 
placements and any hold-harmless provisions that may exist under local agreements. 
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Health and safety 
At the worksite, students must follow the same health and safety rules as regular 
employees. To help ensure student safety, instructors should coordinate access to any 
required safety equipment, such as safety glasses, welding gear, hard hats or protective 
footwear. Worksites, employers and labor organizations may choose to provide these 
items. 

Student health and safety requirements in health care programs may include additional 
testing, screenings or immunizations. Instructors and students must comply with the 
requirements established by the participating health care facility. 

Transportation 
Insurance and liability issues arise because students leave school grounds to participate in 
workplace learning experiences. Districts should seek legal guidance regarding 
transportation policies and procedures.  

Common transportation arrangements include: 

1. School transports the student using district transportation 
• District transportation coverage applies. 

2. Employer provides transportation 
• Employer insurance coverage applies. 
• District insurance coverage is typically secondary. 

3. Student uses public transportation 
• District coverage generally applies, subject to local policy and signed 

transportation agreements. 
4. Student drives a personal vehicle 

• The student’s personal automobile insurance is primary. 
• District insurance coverage is generally secondary. 
• Review district policies related to carpooling, as many districts prohibit students 

from transporting other students. 

Parents or guardians should sign transportation agreements before students travel to and 
from worksites. A sample transportation agreement is included in Appendix XIV.  

When students drive personal vehicles, districts should establish clear expectations that 
may include: 

• Verification of a valid driver’s license and insurance coverage 
• Restrictions on transporting passengers 
• Limiting travel to transportation between school, home and the approved worksite 
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Students who are released from school during the instructional day to participate in a WBL 
experience should also have a written early-release agreement that outlines attendance, 
transportation, communication and program expectations. A sample early release 
agreement is included in Appendix XV. 

Labor laws for student learners 
Employers, school districts and students are affected by a variety of labor laws when 
participating in WBL activities. The degree to which these laws apply depends on the 
specific circumstances of the placement. In most cases, legal requirements depend on 
whether an employer-employee relationship exists between the student and the employer. 

Districts should consult legal counsel, insurance providers and appropriate state and 
federal agencies when determining a student’s status in a WBL experience. Keep in mind 
that state and federal labor laws may differ. When differences exist, the more restrictive 
standard applies. 

Fair Labor Standards Act 
The Fair Labor Standards Act (FLSA) governs minimum wage, overtime pay, child labor and 
related employment requirements. Several provisions within the law apply specifically to 
student learners and affect WBL programs. 

These provisions establish requirements related to unpaid experiences, hours minors may 
work and tasks minors may perform. The FLSA has a significant impact on WBL programs 
and can’t be waived. 

The U.S. Department of Labor administers the FLSA. At the state level, the Idaho 
Department of Labor may provide additional guidance regarding student training 
experiences and on-the-job learning opportunities. 

Youth employment rules by age 
Age Allowed work Hour restrictions 
Under 
14 

Limited to career exploration 
activities, field trips and job shadows. 
Employment is generally prohibited 
except for newspaper delivery, acting 
or work in a family-owned business 
that doesn’t involve hazardous duties. 

Employment in nonagricultural 
occupations is generally prohibited. 

14-15 Office work, food service, retail, 
delivery activities that don’t involve 
driving and certain gas station 
courtesy services. 

Three hours per day on school days; 
18 hours per week during school 
weeks; eight hours per day on non-
school days; 40 hours per week during 
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non-school weeks; 7 a.m. to 7 p.m. 
(extended to 9 p.m. during summer 
months). 

16-17 May work unlimited hours in 
nonhazardous occupations. Certain 
hazardous tasks may be permitted 
under the student-learner exemption. 

No hour restrictions under the FLSA. 

18 and 
older 

No child labor restrictions apply. No restrictions. 

Paid vs. unpaid WBL 
Category Key requirements Notes/restrictions 
Unpaid 
WBL 

• Must meet all FLSA student-
learner criteria. 

• Must be connected to a 
structured educational 
program and curriculum. 

• Must include progressive 
skill development and 
clearly defined learning 
objectives. 

• Must provide ongoing 
instruction and supervision. 

• Student doesn’t displace 
paid employees. 

If any required criteria aren’t met, the 
student may be considered an 
employee and must be compensated 
accordingly. 

Paid WBL • Student must be paid at 
least the federal minimum 
wage unless a specific 
exemption applies. 

• Overtime requirements 
apply after 40 hours per 
week. 

• Student receives the same 
legal protections as other 
employees. 

Limited federal exceptions may permit 
reduced wages in specific 
circumstances authorized by the U.S. 
Department of Labor. 

Volunteer 
service 

• Must serve a public purpose. 
• Must not replace paid 

employment. 
• Must not be required as a 

condition of CTE 
participation or graduation. 

Volunteer service generally doesn’t 
meet WBL requirements for CTE credit. 
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Hazardous occupa�ons prohibited for minors 
In general, minors younger than 18 may not be employed in occupations involving: 

• Balers, compactors and power-driven paper-product machines 
• Coal mining 
• Exposure to radioactive substances and ionizing radiation 
• Forest fire fighting, forest fire prevention, timber tract operations, forestry services, 

logging and sawmilling 
• Manufacturing brick, tile and related products 
• Manufacturing or storing explosives 
• Mining, other than coal mining 
• Motor vehicle driving 
• Power-driven bakery machines 
• Power-driven circular saws, band saws, guillotine shears, chain saws, reciprocating 

saws, woodchippers and abrasive cutting discs 
• Power-driven hoisting apparatus 
• Power-driven meat-processing machines, slaughtering and meatpacking operations 
• Power-driven metal-forming, punching and shearing machines 
• Power-driven woodworking machines 
• Roofing operations and work performed on or about a roof 
• Trenching and excavation operations 
• Wrecking, demolition and ship-breaking operations 

Student-learner exemp�on 
Under the FLSA, students ages 16-17 may perform certain otherwise prohibited hazardous 
tasks if all the following conditions are met: 

Category Student-learner exemption (ages 16-17) 
Eligibility Student must be age 16 or 17 and enrolled in a bona fide CTE or WBL 

program. 
Written 
agreement 

A written agreement is required and must include the student’s name 
and signatures from both the employer and school representative. 

Supervision Close supervision by a qualified and experienced worker is required. 
Nature of work Tasks must be incidental to training, intermittent and of short 

duration. 
Safety 
instruction 

The student must receive safety instruction from both the school and 
the employer. 

Work 
progression 

Training must follow a planned sequence of progressive work 
processes. 
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Employment 
status 

Students may perform certain hazardous tasks only as specifically 
outlined in the training agreement. 

Important 
notes 

• The exemption applies only to students ages 16-17. 
• The exemption applies only to approved tasks identified in the 

agreement. 
• If any requirement is missing, the exemption doesn’t apply. 

Agricultural employment 
Agricultural employment provisions are generally less restrictive than those governing non-
agricultural occupations. In most cases, students age 16 or older may perform agricultural 
work without hour restrictions. 

For purposes of FLSA compliance, “agricultural” generally refers to family farm operations 
and doesn’t necessarily include all commercial agricultural businesses or processing 
operations. 

Age Allowed work Notes 
Under 14 Nonhazardous farm work outside 

school hours with parental consent. 
Otherwise prohibited. 

14-15 Non-hazard farm work outside 
school hours. 

Hazardous tasks are prohibited. 

16 and 
older 

Any agricultural job at any time. Agricultural definitions and 
restrictions still apply. 

Workers’ compensation law 
Workers’ compensation insurance provides wage replacement and medical benefits for 
employees who are injured on the job. In Idaho, the Idaho Industrial Commission 
administers the state’s workers’ compensation laws, and the Idaho State Insurance Fund 
provides workers’ compensation insurance coverage for many employers. 

If a student is paid by a public or private employer, the student is generally covered under 
the employer’s workers’ compensation policy. If a student participates in an unpaid WBL 
experience, coverage may be provided through the school district’s policy, depending on 
local district policies and insurance provisions. Districts should consult their insurance 
provider and legal counsel regarding specific coverage questions. 

Workers’ compensation claims require documentation of a work-related injury. Schools 
should maintain accurate records related to student placements, training agreements, 
incident reports and workplace injuries. 

If a workplace injury occurs, documentation should include where and when the injury 
occurred, the circumstances surrounding the injury and any actions taken in response. 
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Employers are generally responsible for completing required injury reporting forms within 
applicable timelines. 

A Notice of Injury and Claim for Benefits should be completed when: 

1. A work-related injury requires medical treatment by a physician. 
2. A student misses more than one day of work because of a work-related injury. 
3. A student requests to file a workers’ compensation claim. 

Filing a claim doesn’t constitute an admission of liability. 

Agency resources 

• Idaho Department of Labor Youth Employment Services 
• Idaho Industrial Commission 
• Idaho State Insurance Fund 
• Idaho Workforce Development Council 
• U.S. Department of Labor Youth Employment Rules 
• WIOA 

WBL laws applicable to students with disabilities 

Individuals with Disabili�es Educa�on Act (IDEA) 
IDEA ensures students with disabilities have access to a free appropriate public education 
that meets their unique needs. IDEA supports transition planning and services that help 
prepare students for postsecondary education, training, employment and independent 
living. 

WBL opportunities can be an important component of a student’s transition plan and may 
be included in the student’s IEP. 

Rehabilita�on Act of 1973 (including Sec�on 504) 
The Rehabilitation Act of 1973 protects the rights of individuals with disabilities and 
promotes equal access to education, employment and community participation. Section 
504 prohibits discrimination based on disability in programs and activities receiving federal 
financial assistance. 

Students who qualify under Section 504 may be eligible for accommodations and supports 
even if they don’t qualify for services under IDEA. The Idaho Division of Vocational 
Rehabilitation is an important partner in supporting students as they transition from school 
to employment and postsecondary education. 

https://www.labor.idaho.gov/wioa/youth/
https://iic.idaho.gov/
https://www.idahosif.org/
https://wdc.idaho.gov/
https://www.dol.gov/agencies/whd/youthrules
https://www.labor.idaho.gov/wioa/youth/
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Americans with Disabili�es Act (ADA) 
The ADA is a federal civil rights law that prohibits discrimination against individuals with 
disabilities in employment, public services, public accommodations and other areas of 
public life. 

Students with disabilities must have equitable access to WBL opportunities. Employers 
participating in WBL programs are generally expected to provide reasonable 
accommodations consistent with ADA requirements and applicable employment laws. 
Here is a user-friendly guide to the ADA, workplace accommodations, and disability 
disclosure.  

Idaho Human Rights Act and Title VII of the Civil Rights Act of 1964 
The Idaho Human Rights Act and Title VII of the Civil Rights Act of 1964 prohibit 
employment discrimination based on protected characteristics, including race, color, 
religion, sex and national origin. 

These laws also prohibit discrimination based on pregnancy and prohibit employment 
decisions based on sexual harassment or requests for sexual favors. 

The Idaho Human Rights Commission enforces Idaho law, while the Equal Employment 
Opportunity Commission (EEOC) enforces federal law. 

Title IX of the Educa�on Amendments of 1972 
Title IX prohibits discrimination based on sex in educational programs and activities that 
receive federal financial assistance. The law protects both students and employees and 
applies to educational institutions participating in federally funded programs. 

Students participating in WBL experiences remain protected by Title IX while participating 
in school-sponsored educational activities. 

Agency resources 

• ADA 
• EEOC 
• Idaho Department of Labor Disability Resources 
• Idaho Department of Labor Laws 
• Idaho Division of Vocational Rehabilitation 
• Idaho Human Rights Commission 
• IDEA Resources 
• Title IX Resources 

https://idahotc.com/Portals/0/ResourceFiles/1481/A%20User-Friendly%20Guide%20to%20the%20ADA%20Workplace%20Accommodations%20and%20Disability%20Disclosure.pdf
https://idahotc.com/Portals/0/ResourceFiles/1481/A%20User-Friendly%20Guide%20to%20the%20ADA%20Workplace%20Accommodations%20and%20Disability%20Disclosure.pdf
http://www.ada.gov/
https://www.eeoc.gov/
https://www.labor.idaho.gov/job-seekers/able-to-work/disability-info-for-job-seekers-employers/
https://www.labor.idaho.gov/businesses/labor-laws/
http://www.vr.idaho.gov/
http://humanrights.idaho.gov/
http://idea.ed.gov/
https://www.ed.gov/laws-and-policy/civil-rights-laws/title-ix-and-sex-%20discrimination
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• U.S. Department of Education 
• U.S. Department of Health and Human Services Office for Civil Rights 

  

http://www.ed.gov/
http://www.hhs.gov/ocr/
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Appendix I 
Classroom and curriculum resources 

Workplace readiness and employment prepara�on resources 

• Armed Services Vocational Aptitude Battery (ASVAB) Career Exploration Program 
• Career Technical Education Consortium of States curriculum and practice quizzes 
• College and Career Readiness Resources, San Diego County Office of Education 
• Free CTE Sample Lessons for All Pathways 
• Next Steps Idaho 
• Skills to Succeed Academy 
• Work-Based Learning for Students with High Support Needs: Themes, Strategies, 

and Policy Recommendations 
• Work-Based Learning Video for Students 
• My Career Tech - Career Readiness   
• Work Based Learning for High School Teachers (Facebook Group) 
• CTE Teachers - Coolest Teachers Ever (Facebook Group) 

WBL so�ware pla�orms and tracking systems 

• Elevate WBL 
• Hour Republic 
• JobReady360 by Pathful 
• The Agricultural Experience Tracker for CTE 
• Vector Solutions 
• YouScience Brightpath 

WBL online resources 

• ACTE Work-Based Learning Division 
• ICIE Center Resources 
• ICIE Center WBL Student and Parent Guide 
• Idaho Secondary Transition Framework Resources 
• Iowa Career-Connected Learning Resources 
• Minnesota Department of Education CTE Work-Based Learning Resources 
• National Academy Foundation Guide to Work-Based Learning: A Continuum of 

Activities and Experiences 
• U.S. Department of Education and Perkins Work-Based Learning Toolkit 

https://www.asvabprogram.com/media-center-article/Educators/discover-the-asvab-career-exploration-program?utm_source=ACTE&utm_medium=Member-eBlast&utm_campaign=April-17-2025
https://wrs.ctecs.org/practice/
https://www.sdcoe.net/educators/college-career-readiness
https://3andb.com/sample-cte-all-pathways/
https://nextsteps.idaho.gov/
https://s2sacademy.org/home/usa/
https://transitionta.org/work-based-learning-recommendations/
https://transitionta.org/work-based-learning-recommendations/
https://www.youtube.com/watch?v=sw0QeVH-Zvs
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmycareertech.com%2Fcareer-readiness&data=05%7C02%7Cstephanie.mai%40cte.idaho.gov%7Ce8dc3d630bc84a0e6cc108dee28d4812%7C73f42ce0805941c296813ccf3153d258%7C0%7C0%7C639197293635174672%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=h8KSIDUp%2BbSwBKf95a%2BHi85OuhcTAk0hwgwOJu8hMhA%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2Fgroups%2F605203964620089&data=05%7C02%7Cstephanie.mai%40cte.idaho.gov%7Ce8dc3d630bc84a0e6cc108dee28d4812%7C73f42ce0805941c296813ccf3153d258%7C0%7C0%7C639197293635190618%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Qc3soTKLJM8Zb6AdHtotgH8%2Fjz3uY%2BbmeJPgezQAlTM%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2Fshare%2Fg%2F19AXpDi6vJ%2F&data=05%7C02%7Cstephanie.mai%40cte.idaho.gov%7Ce8dc3d630bc84a0e6cc108dee28d4812%7C73f42ce0805941c296813ccf3153d258%7C0%7C0%7C639197293635200004%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=N0hZkhiR%2FIHnGWX%2FF0tyfQhpEgJddHogWJxo1%2BO6Lhs%3D&reserved=0
https://www.elevatewbl.com/
https://hourrepublic.com/
https://www.jobready360.com/
https://cte.theaet.com/
https://www.google.com/aclk?sa=L&pf=1&ai=DChsSEwju4JXjp_-RAxW1I60GHYlQJ0EYACICCAEQARoCcHY&co=1&ase=2&gclid=CjwKCAiA64LLBhBhEiwA-Pxgu5kEoPtzY14dvlCVocGsGXsO3h8n0lHuCNTD7r6eSgCTemUJ_8gbFBoCiT8QAvD_BwE&cid=CAASuwHkaLhnk_dafdTmJ7XBb5eCs-1NSfCgosAEkpISNaDHabqGWFWEqZiDFVQLvAA3cNS3jtcL2Ubj59yniS0RXTc9E6-WY3f_r6stmUeJJGJNK_H1fHJgHurdvHjIjCqy6jQR9CoF0ltos5XY6N96NZo4tascz3dDOxmbZT17XRKAiUST5q208A-Q_YWis-2nvq18pnoaAl7zH9D4o-CAMbhIdd-J9R7tuSYdIItdmLp-NDXxzngawHh3LdnD&cce=2&category=acrcp_v1_32&sig=AOD64_2V07czc_WLaPRzgFybWGNWuMisuw&q&nis=4&adurl=https://info.vectorsolutions.com/work-based-learning-platform-catalog-ppc?utm_medium%3Dpaid-search%26utm_source%3Dgoogle%26utm_campaign%3Dsearch-edu-pathways%26utm_term%3Dwork-based%2520learning%2520software%26utm_content%3Dwbl%26utm_term%3Dwork-based%2520learning%2520software%26utm_campaign%3DGoogle%2B-%2BEducation%2BPathways%2B-%2BSearch%26utm_source%3Dadwords%26utm_medium%3Dppc%26hsa_acc%3D3834284501%26hsa_cam%3D21009932327%26hsa_grp%3D156609206617%26hsa_ad%3D690446525681%26hsa_src%3Dg%26hsa_tgt%3Dkwd-2277291586275%26hsa_kw%3Dwork-based%2520learning%2520software%26hsa_mt%3De%26hsa_net%3Dadwords%26hsa_ver%3D3%26gad_source%3D1%26gad_campaignid%3D21009932327%26gbraid%3D0AAAAABRjZ8jnrXoSc50ikqXrXMNmkk6Fh%26gclid%3DCjwKCAiA64LLBhBhEiwA-Pxgu5kEoPtzY14dvlCVocGsGXsO3h8n0lHuCNTD7r6eSgCTemUJ_8gbFBoCiT8QAvD_BwE&ved=2ahUKEwi18pDjp_-RAxUBEDQIHXgRPeAQ0Qx6BAgLEAE
https://www.youscience.com/education/brightpath/work-based-experiences/
https://www.acteonline.org/about/structure/divisions/work-based-learning-division/
https://idahotc.com/ICIE
https://idahotc.com/Resources/File/RFFID/18087
https://idahotc.com/ICIE/Framework
https://educate.iowa.gov/higher-ed/cte/iowa-quality/career-connected-learning?utm_source=chatgpt.com#resources
https://education.mn.gov/MDE/dse/cte/prog/wbl/
https://ioer.ilsharedlearning.org/ContentDocs/bc2cc184-41bf-464b-a363-11a554da4126/303/Guide_to_Work-Based_Learning.pdf
https://ioer.ilsharedlearning.org/ContentDocs/bc2cc184-41bf-464b-a363-11a554da4126/303/Guide_to_Work-Based_Learning.pdf
https://cte.ed.gov/wbltoolkit/
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IOT program resources 

• Idaho Business for Education Youth Apprenticeship Program 
• Workplace Skills for Career Readiness Standards (2026) 
• IDCTE IOT webpage 
• Technical Advisory Committee (TAC) Information  
• What is IOT? Employer Information Sheet 
• Idaho Leader Initiative: Work-based learning continuum 

  

https://idahobe.org/youth-apprenticeship/
https://cte.idaho.gov/wp-content/uploads/2026/07/fy26-ps-pq-workplace-skills-career-readiness-standards.pdf
https://cte.idaho.gov/programs/iot/
https://cte.idaho.gov/programs/technical-advisory-committees/
https://cte.idaho.gov/programs/technical-advisory-committees/
https://cte.idaho.gov/wp-content/uploads/2026/07/es-pq-iot-discover-iot.pdf
https://leader.idaho.gov/wp-content/uploads/2021/10/WDC-Leader_Continuum_r4.pdf
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Appendix II 
Sample pacing and activity guide for Career Exploration and 
Employment Preparation course 
This sample pacing guide provides one example of how educators may organize instruction 
in the Career Exploration and Employment Preparation course. Local programs may adjust 
pacing, activities and assessments based on student needs, scheduling structures and 
local priorities. Activities should align with the Workplace Skills for Career Readiness 
Standards and support preparation for future WBL experiences. 

Weeks 1-2: Orienta�on and readiness 
Focus: Preparing for the workplace 

Standards Alignment Activities/Assessments 
1.1.1 Demonstrate responsibility and 
self-discipline 
1.1.4 Demonstrate integrity and honesty 
1.2.3 Apply active listening skills 
1.3.2 Identify career interests and goals 

• Resume and application workshop 
• Mock interview practice 
• Workplace orientation and safety 

review 
• Assessment: Resume 
• Assessment: Interview rubric 
• Assessment: Training agreement 

Weeks 3-6: Employability founda�ons 
Focus: Workplace expectations and employability skills 

Standards Alignment Activities/Assessments 
1.2.4 Demonstrate respect for diversity 
1.1.5 Demonstrate positive work ethic 
1.3.8 Demonstrate awareness of 
workplace safety 
1.1.2 Apply critical thinking strategies 
1.2.1 Demonstrate conflict resolution 
skills 
1.3.1 Understand the meaning of big-
picture thinking 
1.3.10 Demonstrate professionalism 
related to expectations 

• Role-play diversity and conflict 
resolution 

• Attendance log and reflection 
• Safety training modules 
• Research company mission and vision 

statements 
• Assessment: Supervisor checklist 
• Assessment: Journal 
• Assessment: Safety quiz 

Weeks 7-10: Workplace applica�on and skill development 
Focus: Applying workplace skills 
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Standards Alignment Activities/Assessments 
1.1.4 Demonstrate adherence to 
workplace policies 
1.1.3 Demonstrate initiative and self-
direction 
1.1.2 Apply problem-solving strategies 
1.3.8 Demonstrate job-specific technology 
use 
1.2.2 Demonstrate effective customer 
service skills 

• Workplace shadowing and task logs 
• Problem log with weekly solutions 
• Supervisor and teacher check-ins 
• Role-play customer interactions 
• Assessment: Midterm employer 

evaluation 

Weeks 11-13: Technology and applied workplace skills 
Focus: Technology, communication and applied academics 

Standards Alignment Activities/Assessments 
1.3.5 Demonstrate proficiency with 
technology systems 
1.3.6 Apply digital citizenship 
1.3.9 Apply mathematical and scientific 
knowledge 
1.3.11 Apply reading, writing, and 
communication skills 

• Digital project (schedule or inventory) 
• Email etiquette and professionalism 
• Applied math workplace tasks 
• Assessment: Technology project 
• Assessment: Quiz 
• Assessment: Applied math task 

Weeks 14-16: Career Development and Capstone 
Focus: Career planning and reflection 

Standards Alignment Activities/Assessments 
1.3.2 Develop a career plan aligned to 
personal goals 
1.3.3 Demonstrate employability and 
lifelong learning skills 
1.2.5 Demonstrate teamwork and 
leadership 

• Career pathway research 
• Portfolio development 
• Capstone presentation 
• Assessment: Portfolio rubric 
• Assessment: Employer evaluation 
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Appendix III 
Sample Career Exploration and Employment Preparation syllabus 
Work-based learning (WBL) provides students with opportunities for instruction in both 
academic and occupational skills, career exploration and guidance in identifying 
employment and educational goals. Students have opportunities to connect what they 
learn in school with workplace applications, helping them transition successfully into the 
workforce and/or education beyond high school. WBL increases student motivation by 
demonstrating the connection between school and work, provides opportunities to explore 
career fields, helps develop workplace responsibility, positive attitudes and strong work 
habits and encourages continued education after high school. 

Content 
WBL provides students with opportunities to develop the academic, technical and 
employability skills needed to enter and succeed in the workforce. Major content areas 
include: 

• Career planning (researching careers and making career decisions) 
• Employability skills (applying for employment and interviewing) 
• Employer expectations 
• Skills for success (teamwork, communication, work ethic, safety, computer and 

internet skills, interpersonal skills, etc.) 
• Succeeding in the workplace (job satisfaction, changing jobs, workplace conduct, 

diversity and rights and handling job stress) 
• Time management 
• Workplace readiness skills 

Materials, forms and other requirements 
(All documents are available in (platform).) 

• Career assignments 
• Completed documentation packet with required signatures 
• Employer evaluation 
• Monthly attendance records 
• Monthly summary list 
• Online assignments and artificial intelligence (AI) activities, as assigned 
• Schedule and attend check-ins with [Teacher Name] at least twice monthly 
• Signed syllabus acknowledgment from student and parent or guardian 
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Cell phone policy 
Cell phones aren’t allowed out during class. Students may keep phones silenced in their 
backpacks, but they shouldn’t be visible or in use during class unless specifically 
authorized by the instructor. If a student uses a cell phone without permission, it may be 
confiscated and a parent or guardian may be required to retrieve it. Cell phones may be 
used periodically at the teacher’s discretion. 

Grading criteria 

• Assignments (online and in-class): 30% 
• Worksite attendance: 40% 
• Professionalism: 30% 

Assignments submitted late will result in a deduction of five professionalism points per day 
until the maximum assignment grade is reached. Students are still encouraged to complete 
late assignments to improve their grade in the assignments and classwork category. 

Assignments should be submitted electronically through Schoology. Hard-copy 
assignments may be submitted to [Teacher Name]’s homework turn-in boxes located in the 
library by the sign-out folders. Online assignments should be submitted electronically to 
[Teacher Name]. 

Career opportuni�es 
Students in the WBL program have opportunities to develop occupational skills and explore 
career pathways through job shadowing, cooperative education, employability skill 
development, internships and youth apprenticeship opportunities. 

By signing below, I verify that I understand the information presented in this syllabus. 

Student name (print):         Class period:   
Student signature:             
Student phone:             
Parent or guardian name (print):           
Parent or guardian signature:           
Parent or guardian phone number:          
Parent email:             
Teacher Contact Informa�on 

[Teacher Name] 
[Teacher Email] 
[Teacher Phone]  
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Appendix IV 
Sample training plan 

The purpose of this training plan is to identify the workplace skills, technical competencies 
and learning objectives the student will develop during the work-based learning 
experience. 

Student informa�on 
Student name:             
Job title:              
Worksite:              
Worksite phone:             
Worksite supervisor:            
Supervisor title:             
Training period begins:            

Workplace Skills for Career Readiness 
The student will have opportunities to develop and demonstrate the following workplace 
skills: 

 Communication 
 Teamwork 
 Professionalism 
 Critical thinking and problem-solving 
 Customer service 
 Initiative and self-direction 
 Time management 
 Adaptability 
 Workplace safety 
 Leadership 

Technical and occupa�onal skills 
List the specific technical skills, job duties, or occupational competencies the student will 
learn and practice during the placement. 
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Learning goals 
List one to three goals the student will work toward during the placement. 

             
             
             
              

Signatures 
By signing below, the student, parent or guardian, and worksite supervisor acknowledge 
that they have reviewed and understand the expectations outlined in this agreement. 

Student 
Printed name:             
Signature:              
Date:               

WBL coordinator 
Printed name:             
Signature:              
Date:               

Worksite supervisor 
Printed name:             
Signature:              
Date:               
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Appendix V 
Sample training agreement 
This agreement outlines the responsibilities of the student, parent or guardian, worksite 
supervisor and work-based learning (WBL) coordinator. The purpose of the WBL experience 
is to provide meaningful career exploration, skill development and workplace learning 
aligned with the student’s career interests and educational goals. 

Student informa�on 
Student name:             
Job title:              
Training period:             

Worksite informa�on 
Worksite/organization:            
Worksite supervisor:            
Title:               
Phone:              
Email:               

Student responsibili�es 
The student agrees to: 

• Follow school, district and worksite policies and procedures. 
• Demonstrate professionalism, responsibility, honesty and respect. 
• Maintain regular attendance and arrive on time for scheduled worksite activities. 
• Notify the worksite supervisor and WBL coordinator of absences, schedule changes 

or concerns. 
• Complete required assignments, evaluations and reflection activities. 
• Follow workplace safety requirements and use equipment appropriately. 
• Maintain confidentiality regarding workplace information, employees, customers 

and business operations. 
• Communicate with the WBL coordinator regarding any concerns related to the 

placement. 

WBL coordinator responsibili�es 
The WBL coordinator agrees to: 



57 

• Support the student’s learning and career development. 
• Assist with placement, supervision and program requirements. 
• Maintain communication with the student, parent or guardian and worksite 

supervisor. 
• Conduct worksite visits and monitor student progress. 
• Maintain required program documentation and records. 
• Provide support when concerns or challenges arise during the placement. 
• Parent or guardian responsibilities 
• The parent or guardian agrees to: 
• Support the student’s participation in the WBL experience. 
• Communicate concerns to the WBL coordinator. 
• Assist the student in meeting attendance, transportation and workplace 

expectations. 
• Review and support program requirements and expectations. 

Worksite supervisor responsibili�es 
The worksite supervisor agrees to: 

• Provide a safe and appropriate learning environment. 
• Assign meaningful tasks that support skill development and career exploration. 
• Provide supervision, coaching and feedback. 
• Communicate with the WBL coordinator regarding student progress, concerns or 

workplace issues. 
• Follow applicable federal, state and local employment laws and workplace 

regulations. 
• Participate in student evaluations as requested. 

Confiden�ality 
Students may have access to confidential workplace information during their placement. 
Students agree not to disclose confidential information related to: 

• Customers, clients, patients or employees 
• Business operations or records 
• Passwords, security procedures or restricted information 
• Proprietary products, services or processes 
• Any information designated as confidential by the employer 
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General condi�ons 
All parties understand and agree that: 

• The WBL experience is intended to support student learning and career 
development. 

• Student placements must comply with applicable federal, state and local laws. 
• The worksite supervisor may remove a student from the worksite if necessary for 

safety, conduct or business reasons. 
• Participation in a WBL experience doesn’t guarantee future employment. 
• Changes to the placement should be communicated to all parties as soon as 

possible. 

Signatures 
By signing below, the student, parent or guardian, WBL coordinator and worksite supervisor 
acknowledge that they have reviewed and understand the expectations outlined in this 
agreement. 

Student 
Printed name:             
Signature:              
Date:               

Parent or guardian 
Printed name:             
Signature:              
Date:               

WBL coordinator 
Printed name:             
Signature:              
Date:               

Worksite supervisor 
Printed name:             
Signature:              
Date:               
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Appendix VI 
Sample student timesheet 

Student informa�on 
Student name:        
Course:         
Worksite:         
Reporting period:        

DAY DATE 
(MM/DD/YY) 

TIME IN TIME OUT HOURS/DAY 

Monday     
Tuesday     
Wednesday     
Thursday     
Friday     
Saturday     
Sunday     

 

Monday     
Tuesday     
Wednesday     
Thursday     
Friday     
Saturday     
Sunday     

 

Monday     
Tuesday     
Wednesday     
Thursday     
Friday     
Saturday     
Sunday     

 

Total hours completed:         
Student signature:          Date:     
Worksite supervisor signature:        Date:     
WBL coordinator signature:         Date:     
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Appendix VII 
Sample job shadow agreement 

Job shadowing allows students to explore careers by observing professionals in a 
workplace setting. Students request job-shadow experiences aligned with their career 
interests and goals. During the experience, the host shares information about their role, 
career pathway, workplace responsibilities and the organization’s operations. 

Signing this agreement indicates the host understands and agrees to participate in the job-
shadow experience. The district’s workers’ compensation coverage applies to students 
participating in approved job-shadow experiences in accordance with local district 
policies. The student listed below will participate in a job-shadow experience with the 
following organization: 

Student informa�on 
Student name:             

Organiza�on informa�on 
Organization name:             
Organization address:            

Job shadow schedule 
Date:               
Arrival time:              
Departure time:             

School contact informa�on 
School contact name:            
Phone number:             
Signature:              
Date:               

Host informa�on 
Shadow host name:            
Phone number:             
Email address:             
Signature:              
Date:               
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Appendix VIII 
Sample employer welcome letter 
Dear [Employer Name]: 

Thank you for partnering with our work-based learning (WBL) program. By providing a 
workplace learning experience for a student, you play an important role in helping prepare 
Idaho’s future workforce. 

WBL connects classroom instruction with real-world experience. Through workplace 
participation, students develop technical skills, professional habits and career readiness 
competencies while exploring potential career pathways. 

As a worksite supervisor or mentor, your role is to provide guidance, supervision and 
meaningful learning opportunities that help the student grow professionally. We encourage 
you to share information about your industry, workplace expectations and career 
experiences while helping the student develop workplace skills and confidence. 

To support the experience, the school will maintain the required program documentation, 
including training agreements, training plans, evaluations and other records as applicable. 
Throughout the placement, the WBL coordinator will remain available to answer questions, 
provide support and maintain communication with both the student and employer. 

We ask that you notify the WBL coordinator if you have concerns regarding attendance, 
performance, workplace conduct, safety or any other issue affecting the student’s 
experience. Early communication helps us address concerns and support student 
success. 

Employer feedback is an important part of the learning process. You may be asked to 
complete periodic evaluations of the student’s progress and workplace performance. Your 
observations help us assess student growth and strengthen our program. 

Thank you for investing your time and expertise in the development of Idaho students. We 
appreciate your partnership and your commitment to providing meaningful workplace 
learning experiences. 

Please contact me if you have any questions or need assistance. 

Sincerely, 

[[Teacher Name]] 
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Appendix IX 
Sample employer evaluations of student performance and 
workplace experiences 

Student informa�on 
Student name:             
Worksite:              
Course:              
Evaluation period:             

Evaluation criteria Exceeds 
expectations 

Meets 
expectations 

Needs 
improvement 

N/A 

Works both independently and 
collaboratively. 

☐ ☐ ☐ ☐ 

Attends the internship regularly 
and provides advance notice of 
absences due to illness or 
emergency. 

☐ ☐ ☐ ☐ 

Arrives on time. ☐ ☐ ☐ ☐ 

Demonstrates professional 
appearance and grooming 
appropriate to the workplace. 

☐ ☐ ☐ ☐ 

Communicates effectively with 
customers, coworkers, business 
contacts and supervisors. 

☐ ☐ ☐ ☐ 

Performs work reliably and 
responsibly. 

☐ ☐ ☐ ☐ 

Provides quality customer service 
and works effectively with diverse 
individuals. 

☐ ☐ ☐ ☐ 

Performs job-specific tasks and 
responsibilities effectively. 

☐ ☐ ☐ ☐ 

Applies mathematical skills 
accurately as needed. 

☐ ☐ ☐ ☐ 
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Follows workplace safety 
procedures. 

☐ ☐ ☐ ☐ 

Solves problems, thinks critically 
and makes sound decisions. 

☐ ☐ ☐ ☐ 

Plans work effectively and 
demonstrates initiative. 

☐ ☐ ☐ ☐ 

Uses time, materials and other 
resources efficiently. 

☐ ☐ ☐ ☐ 

Demonstrates leadership and 
supports the learning and success 
of others. 

☐ ☐ ☐ ☐ 

Collects, evaluates and uses 
information appropriately. 

☐ ☐ ☐ ☐ 

Works effectively as a member of a 
team. 

☐ ☐ ☐ ☐ 

Uses technology, tools and 
equipment appropriately and 
safely. 

☐ ☐ ☐ ☐ 

Demonstrates professionalism, 
confidence and self-awareness. 

☐ ☐ ☐ ☐ 

Maintains a positive attitude and 
willingness to learn. 

☐ ☐ ☐ ☐ 

Produces quality work that meets 
expectations and assigned 
objectives. 

☐ ☐ ☐ ☐ 

Comments: 
             
             
             
              

Evaluator’s signature:         Date:     
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Appendix X 
Sample reflection and/or student evaluation questions 

Weekly reflec�on ques�ons 

• What was the most valuable thing you learned this week? 
• What tasks or responsibilities did you complete this week? 
• What workplace skills did you practice or improve this week? 
• What progress did you make toward the goals identified in your training plan? 
• What challenge did you encounter, and how did you respond? 
• How did you apply skills or knowledge learned in school to your work experience? 
• What questions do you have about your worksite, career field or future goals? 
• Is there anything your work-based learning (WBL) coordinator should know about 

your experience this week? 

Final reflec�on or student evalua�on ques�ons 

• What was the most valuable part of your WBL experience? 
• What skills did you develop or strengthen during your placement? 
• How did this experience contribute to your career goals? 
• What did you learn about the workplace, profession or industry? 
• Did this experience change your perception of this career field? Why or why not? 
• How did your worksite experience help you develop professional skills such as 

communication, teamwork, problem-solving or professionalism? 
• What accomplishments are you most proud of during this experience? 
• What strengths did you discover or further develop? 
• What areas would you like to continue improving? 
• Would you consider pursuing a career in this field? Why or why not? 
• What advice would you give to a future student participating in this worksite 

experience? 
• What recommendations do you have for improving the WBL program? 

Source: Minnesota Department of Education, Work-Based Learning Toolkit. 
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Appendix XI 
Sample WBL agreement 

The purpose of the career technical education (CTE) internship program is to help students 
build technical and professional skills through hands-on experience in a workplace related 
to their career interests. Because students represent both their school and employer 
during work-based learning (WBL) experiences, they’re expected to meet the standards 
and expectations outlined below. 

Par�cipa�on requirements 
Students participating in an internship must: 

• Complete any required internship preparation courses or activities before beginning 
the placement. 

• Follow school attendance requirements and work with school staff to address 
attendance concerns. 

• Attend all required related instruction classes. Excessive absences may affect 
course credit and continued participation in the internship. 

• Complete all assignments, evaluations and documentation required by the 
program. 

Worksite expecta�ons 
Students are expected to: 

• Follow all school and district policies while participating in WBL activities. 
• Demonstrate professionalism, responsibility and a positive attitude. 
• Follow the employer’s dress code and workplace expectations. 
• Arrive on time and maintain regular attendance. 
• Notify both the worksite supervisor and instructor as soon as possible if they will be 

late or absent. 
• Complete assigned work hours and responsibilities. 
• Schedule personal appointments and school activities outside of internship hours 

whenever possible. 
• Notify their instructor if they’re offered paid employment related to the internship. 

Strong communication and professional behavior help create a positive experience for 
students, employers and schools. We encourage students to take full advantage of this 
opportunity to learn, grow and explore future career options. 
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Emergency contact informa�on 
Emergency contact:            
Relationship:             
Phone:              

If emergency medical treatment is needed and a parent or guardian can’t be reached, I 
authorize school personnel and the worksite supervisor to seek appropriate medical 
assistance. 

Family doctor:             
Phone:              

Please list any medical conditions, allergies, activity restrictions or other information that 
may be important in an emergency: 

             
             
              

Student eligibility verifica�on 
By signing below, the student and parent or guardian (if the student is younger than 18) 
verify that the student: 

• Is at least 16 years old, unless otherwise permitted by applicable laws or program 
requirements. 

• Is enrolled as a full-time student and regularly attends the related classroom 
portion of the program. 

• Has parent or guardian approval, if required. 

We have read, discussed, understand and agree to the expectations outlined in this 
agreement. 

Student signature:          Date:     
Parent or guardian signature:        Date:     
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Appendix XII 
Sample cell phone and device agreement 
Students may possess silenced cell phones, electronic devices and mobile 
communication devices while in class and at the worksite. 

The following expectations apply: 

• Students may not use personal devices during instructional time without 
permission from the instructor. 

• Students may not use personal devices at the worksite without permission from the 
worksite supervisor. 

• Students may not use personal devices in a manner that disrupts instruction, 
workplace operations or workplace safety. 

• Devices that ring, vibrate or otherwise disrupt the learning environment may result 
in a reduction of professionalism points for that day. 

• Repeated violations may result in additional disciplinary action, including parent or 
guardian notification, device confiscation in accordance with school policy or loss 
of WBL privileges. 

• Cell phones and other electronic devices may not be used at the worksite unless 
specifically authorized by the worksite supervisor. 

• Worksite supervisors should contact the WBL coordinator with concerns regarding 
student use of cell phones or electronic devices. 

• Unauthorized use of electronic devices at the worksite may affect the student's 
grade and could result in removal from the placement. In such cases, the student 
may be assigned alternative school-based activities as determined by the worksite 
supervisor and WBL coordinator. 

Addi�onal worksite requirements 
Please note any worksite-specific expectations related to cell phones or electronic 
devices: 

             
             
              

Signatures 
By signing below, the student, parent or guardian and worksite supervisor acknowledge 
that they have reviewed and understand the expectations outlined in this agreement. 
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Worksite supervisor signature:        Date:     

Student signature:          Date:     

Parent or guardian signature:        Date:     
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Appendix XIII 
Sample confidentiality agreement 
As part of a work-based learning (WBL) experience, students may have access to 
confidential, proprietary or sensitive information. Students are expected to protect this 
information and use it only as authorized by the employer. 

Confidential information may include, but isn’t limited to: 

• Customer, client, patient, student or employee information 
• Passwords, access codes and security procedures 
• Business records, financial information or internal documents 
• Proprietary products, services, processes or trade secrets 
• Information designated as confidential by the employer 

Students agree not to disclose, share, copy, photograph, record or distribute confidential 
information obtained through their WBL experience unless specifically authorized by the 
employer. 

Students also agree to follow all workplace policies related to confidentiality, privacy, 
technology use and information security. 

The obligation to protect confidential information continues after the WBL experience 
ends. 

Acknowledgment 
By signing below, I acknowledge that I have read and understand this agreement and agree 
to maintain the confidentiality of information obtained during my WBL experience. 

Student 
Printed name:             
Signature:              
Date:               

Worksite supervisor 
Printed name:             
Signature:              
Date:               
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Appendix XIV 
Sample transportation agreement 
Students participating in work-based learning (WBL) experiences are responsible for 
traveling to and from approved worksites in accordance with district policies and the 
expectations outlined in this agreement. 

Student informa�on 
Student name:             
Worksite name:             
Worksite address:             
Worksite phone number:            

Transporta�on method 
The student is authorized to travel to and from the worksite using the following method: 

 Personal vehicle 
 Walking 
 Parent or guardian transportation 
 Other:              

Parent or guardian acknowledgment 
By signing below, I authorize my student to travel to and from the approved worksite listed 
above. 

I understand that: 

• Transportation to and from the worksite is the responsibility of the student and 
parent or guardian.  

• The student is expected to travel directly between school, home and the approved 
worksite unless otherwise authorized.  

• The student must follow all applicable traffic laws, school policies and district 
requirements.  

• The student is expected to arrive at the worksite on time and maintain regular 
attendance.  

• Changes to transportation arrangements should be communicated to the WBL 
coordinator.  
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Student acknowledgment 
By signing below, I agree to: 

• Travel safely and responsibly to and from the approved worksite.  
• Follow all applicable traffic laws and school policies.  
• Maintain regular attendance and arrive at the worksite on time.  
• Notify the WBL coordinator of any transportation issues that may affect attendance.  
• Not transport other students as part of the WBL program unless permitted by 

district policy and approved by all required parties. 

Signatures 
Parent or guardian signature:        Date:     

Student signature:          Date:     
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Appendix XV 
Sample early-release agreement 
Students participating in a work-based learning (WBL) experience may be eligible for early 
release from school to attend an approved worksite or internship. Early release is a 
privilege that supports career exploration, skill development and workplace learning. 

Students are expected to maintain satisfactory academic progress, meet attendance 
requirements, follow school and workplace expectations and communicate regularly with 
their instructor or WBL coordinator. 

Questions about the program should be directed to the WBL coordinator. 

Student responsibili�es 
Students participating in early release must: 

• Attend all required classes and follow school attendance policies. 
• Sign out through the school’s approved process before leaving campus unless other 

arrangements have been approved. 
• Leave campus promptly after being released from class. 
• Report directly to their approved worksite or internship location. 
• Maintain employment or internship participation and notify the instructor if their 

placement changes or ends. 
• Maintain satisfactory academic performance, complete required coursework and 

demonstrate appropriate school conduct. 
• Communicate with the instructor or WBL coordinator regarding attendance 

concerns, transportation issues or changes in employment status. 

If transportation is unavailable, the student must report to the location designated by the 
school and follow instructions provided by the WBL coordinator or school administrator. 

Parent or guardian acknowledgment 
By signing below, we understand the student is being released from school early to 
participate in an approved paid or unpaid WBL experience. 

We understand and agree that: 

• Parents or guardians are responsible for arranging transportation to and from the 
worksite. 

• The student is expected to follow all school, district and worksite policies. 
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• Failure to meet program expectations may result in the loss of early-release 
privileges. 

• The school may revoke early-release privileges when it determines that doing so is in 
the student’s best educational interest. 

Signatures 
Parent or guardian signature:        Date:     

Student signature:          Date:     
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