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Introduction 
 
Participation in Baltimore County’s School-to-Career Transition program is an exciting 
opportunity that provides students the opportunity to experience success in the world of work. 
 
Research has shown that experiential learning promotes intellectual maturity, personal growth, 
career awareness, and civic and social responsibility.  Supervisors, therefore, provide students 
with a means to develop the skills and knowledge necessary to make appropriate and informed 
career and educational decisions. 
 
This document has been designed to provide practical information and suggestions to help 
supervisors work with students. 
 
 
By participating in the Work-Based Learning program, supervisors will: 
 

• Reinforce and develop general and specific employability skills and attitudes. 
• Assist the student in obtaining the greatest benefit from the workplace experience by 

contributing to a written learning plan 
• Project a positive corporate image and commitment to the community. 
• Improve the quality and work ethic of our future workforce. 
• Gain greater access to an expanded pool of qualified workers. 
• Mentor youth in the workplace to realize personal satisfaction. 
• Receive regular contact from the work-based learning coordinator to deal with student 

issues or concerns. 
• Work with motivated students who can assist with job tasks. 
• Benefit from the technological expertise of the current generation. 

 
 
Effective supervisors and mentors are those leaders who: 
 

• Inspire and promote excellence in others. 
• Support growth and learning. 
• Set high performance standards. 
• Provide opportunities for students to work as team members.  
• Assist students with developing academic and workplace competencies. 
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Vision/Mission/Goals:  Work-Based Learning Programs 
 
Rationale 
 
Student achievement is the Baltimore County Public School System’s primary goal. Research has 
proven that experiential learning promotes intellectual maturity, personal growth, career 
awareness, as well as civic and social responsibility. Experiential learning through a work 
experience program provides a dynamic, structured partnership offering a wide range of 
opportunities to promote student achievement.  Baltimore County Public Schools offers many 
different types of work-based learning programs including work experience programs, 
apprenticeships, internships, and job shadowing, in addition to school-based career awareness and 
development activities.  These experiences provide opportunities for students to apply their 
academic skills in real-world settings. 
 
Vision 
 
Baltimore County Public Schools will be among the highest performing school systems  in the 
nation as a result of raising the bar, closing gaps, and preparing every student for the future.  
BCPS will increase achievement for all students while preparing a variety of pathways to prepare 
students for career and college, in a safe, orderly, and caring environment for students and staff.  
Source: Baltimore County Public Schools The Compass: Our Pathway to Excellence, Available: 
The Compass: Our Pathway to Excellence (bcps.org). 
    
Mission 
 
The mission of the School-to-Career Transition program is to empower students to 
focus on career pathways that allow students to utilize and to apply their academic 
and technical skills to authentic workplace situations, thereby fostering meaningful 
business partnerships and developing the skills required to become globally 
competitive citizens in a culturally diverse world. 
 
Goals 
 
The School-to-Career Transition program provides work experiences in which the student, 
business partner, and Work-Based Learning (WBL) coordinator work as a team to: 
 

1. Integrate academics with work-based experiences to increase student achievement. 
2. Develop the skills and knowledge base necessary to make appropriate and informed 

decisions in the career development process to prepare students for lifelong learning.  
3. Create a realistic work experience that will enable students to develop positive work ethics 

and values such as honesty, loyalty, and tolerance of diversity. 
4. Provide an atmosphere in which students develop self-respect and a positive self-image. 
5. Demonstrate mastery of general and specific competencies through the development and 

the execution of a learning plan. 
  

https://draa.bcps.org/UserFiles/Servers/Server_9046340/File/Department/Performance%20Management/Strategic_Plan_WCAG_FINAL.pdf
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Frequently Asked Questions 
 
Will the students be prepared for the workplace? 

Students will participate in school-based activities (courses and seminars) as well as 
connecting activities with teachers in order to prepare the students to dress appropriately, 
arrive on time, and follow company policy. 
 

What is expected to be included in the student orientation? 
Review the checklist provided including but not limited to safety, company policy and 
procedures regarding dress, breaks, cell phone use, etc. 

 
What is my liability? 

Baltimore County Public Schools covers liability for unpaid work-based learning experiences 
(see Risk Management and Liability Documentation).  Students must be covered under 
workman’s compensation according to the MD law. A work permit is required according to 
Department of Labor regulations. Safety instruction must be provided. Students are required 
to initiate and complete application and signature acquisition for the work permits once they 
have been hired/approved for the work-based learning site.  If safety issues arise after school 
hours, please contact 911, the parent/guardian, and the WBL coordinator as appropriate. 
 

How do I handle employee discipline? 
Each student should be treated as other employees are treated.  This is an opportunity for the 
student to learn to resolve problems and to work within company policies.  The WBL 
coordinator should be contacted to help resolve problems. 

 
What is the duration of time the student will be working at the jobsite? 

The student will remain at the worksite if successful and acquiring additional skills on the job. 
 
In a paid position, how late are students permitted to work? 

According to the DOL:  Permissible Hours of Employment of a Minor: 
www.dllr.state.md.us/labor/wages/minorfactsheet.pdf  

 
What happens to the student at the completion of the work-based learning program? 

The supervisor has the option to provide the student with additional career opportunities. 
 

https://www.dllr.state.md.us/labor/wages/minorfactsheet.pdf
https://www.dllr.state.md.us/labor/wages/minorfactsheet.pdf
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Workplace Supervisor Responsibilities 
 
The supervisor will: 
• Communicate with the work-based learning (WBL) coordinator regarding concerns, 

performance, and evaluations.  
• Provide realistic work expectations for the student.  
• Provide an orientation program for the student at the job site.   
• Instruct the student in company safety and health procedures and policies.  
• Model effective ethical behavior on the job site. 
• Encourage the student to work as a team player.  
• Provide a minimum 5-hour per week schedule and monitor student attendance (based on 

credit requirements for a completer program or elective participation) 
• Assess student workplace competencies and provide feedback. 
• Increase student responsibilities based on job performance. 
• Promote student understanding of the relationship between rigorous, relevant education and 

employment success. 
 
Effective Training 
 
Effective training is a systematic method of assisting students in learning specific tasks by 
providing “hands-on” instruction and modeling of the desired behavior or task. Skill acquisition, 
prevention of skill loss, and error can best be accomplished if the following pathway is followed: 
 

• Preparation– Anticipate the tasks and skills required for successful completion of the job.  
Determine when the student can be trained and who will conduct the training. 

• Modeling– Describe the task and demonstrate according to your standards. Then, check 
for understanding. 

• Practice– Allow the student to demonstrate the task, correct errors, and ask the student to 
describe what he/ she is doing. 

• Performance– Allow the student to work to perform the task without assistance, designate 
a plan if the student has questions, and provide feedback on performance. 
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Orientation to the Work-Based Learning Site Checklist 
 
Directions: Utilize the following checklist in conducting student orientation at your site. 
 
Supervisor and student will discuss company expectations and specific position 
requirements from company policy including the following: 
 

• Attendance and call-in policy 
• Cell phone/other digital device use 
• Dress code 
• Job position requirements–fingerprinting, TB test, background check, drug test etc. . 
• Work schedule  
• Punctuality 
• Hours of operation 
• Rest breaks (must be provided in accordance with Employment of Minors Law) 
• Lunch breaks 
• Safety training (including but not limited to procedures, protocol, cleaning, etc.) 
• Security procedures (confidentiality, non-disclosure agreements, emergency procedures 

etc.) 
• Tour of facilities 
• Routine tasks to complete if special assignments are completed 

 
Supervisor and student will discuss the company culture including the following: 
 

• Type of business.   
• Company products.   
• Company services. 
• Company branches and divisions. 

 
Supervisor and student will discuss the organizational chart of the company including the 
following: 
 

• Introduction to department staff. 
• Introduction to all other departments as required by job assignment. 
• Reporting procedures. 
• Chain of command. 
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Safety and Risk Management 
 
The Baltimore County Public Schools has set three broad goals for every child in every school: 
 

• To improve achievement for all students. 
• To maintain a safe and orderly learning environment in every school. 
• To use resources effectively and efficiently. 

 
To achieve these goals, all participants must adhere to the policies and procedures developed by 
the School-to-Career Transition office. Participants in the STCT programs are encouraged to ask 
questions and frequently communicate with the student’s WBL coordinator whenever a change, 
problem, or concern arises that may impact the student experience in school and on the work-
based learning site. 
 
Prior to any student beginning a work-based experience, the supervisor/mentor must 
designate at least one person to serve as the student’s official supervisor and the following 
risk management procedures must be completed: 
 
The supervisor(s) must review and sign the appropriate paperwork: 
 

• Work-Based Learning Agreement. 
• Workplace Learning Safety Form. 
• Work permit (students under the age of 18).  Go to the following website for details- Work 

Permit: www.dllr.state.md.us/labor/wages/empm.shtml.  Regulations require that it is the 
responsibility of the student to file for, get signatures, and provide copies of the work 
permit to the worksite supervisor and WBL coordinator. 

 
The supervisor(s) must review and discuss the following policies and procedures: 
 

• Communication with the WBL coordinator. 
• Safety of the worksite. 
• Emergency contact procedures. 
• Attendance, termination, and resignation at the worksite. 
• Sexual harassment. 

https://www.dllr.state.md.us/labor/wages/empm.shtml
https://www.dllr.state.md.us/labor/wages/empm.shtml
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Updated versions of these letters are available each year from the school 
Work-Based Learning Coordinator. 

 
     



Baltimore County Public Schools 
Office of Career and Technical Education August 2021 

 
 
 

 
 

  

Updated versions of these letters are available each year from the school 
Work-Based Learning Coordinator. 

 
     



Baltimore County Public Schools 
Office of Career and Technical Education August 2021 

 

 
 



Baltimore County Public Schools 
Office of Career and Technical Education August 2021 

 
 
 

. 



Baltimore County Public Schools 
Office of Career and Technical Education August 2021 

 
 

Required Forms 
 

Note:  Updated and/or fillable versions of these documents are available from the School’s WBL 
Supervisor. 
 
The following information and documents are essential to the Work-Based Learning program for 
safety and liability purposes.  The forms listed below are to be reviewed or completed and returned to 
the work-based learning coordinator. 
 
• Work-Based Learning Agreement. 
• Workplace Learning Safety Form and letter. 
• Work permit (if applicable) under Dept of Labor regulations. * 
 

* Reference: Fact Sheet for Employment of a Minor: 
www.dllr.state.md.us/labor/wages/minorfactsheet.pdf 

 
  

https://www.dllr.state.md.us/labor/wages/minorfactsheet.pdf
https://www.dllr.state.md.us/labor/wages/minorfactsheet.pdf
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Work-Based Learning Agreement 

______________________________________________________ _______________________________ 
Name of student __________________________________ Worksite position 

Worksite:  ______________________________________________ Phone: _________________________ 
Street Address:  _____________________________________________________________________________ 
City/State/Zip Code:  _________________________________________________________________________ 
Supervisor: _______________________________  Supervisor email:_________________________________ 
Emergency Contact: ___________________________ Student emergency number: _____________________ 
Work dates:  ______________ to _______________ 
Work-based learning coordinator phone number: _______________________ 
The Board of Education of Baltimore County does not discriminate on the basis of age, ancestry/national origin, color, disability, gender identity/expression, marital status, race, religion, sex, sexual 
orientation, genetic information, or veteran status in matter affecting employment or in providing access to programs and activities and provides equal access to the Boy Scouts and other designated youth 
groups.  For inquiries related to the Board’s nondiscrimination policy, please contact: EEO Officer, Office of Equal Employment Opportunity, Baltimore County Public Schools, 6901 Charles Street, Building 
B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for identifying, preventing, and remedying prohibited harassment concerning students.  Complaints of harassment 
should be directed to the Executive Director, Department of School Safety, 9600 Pulaski Park Drive, Suite 118, Baltimore, Maryland 21220 (443-809-4360). 
 

Agreements 

The school agrees to: 
1. Make a reasonable effort to determine the appropriateness and safety of the site. 
2. Provide preparatory activities for the experience. 
3. Provide appropriate monitoring, assessment, and follow-up activities. 

  
WBL Coordinator Signature: 
 _____________________________________ Date: __________________ 
 

The supervisor agrees to: 
1. Provide the student with safety instructions and orientation prior to the work experience. 
2. Assume responsibility for the student's experience. 
3. Provide a structured learning experience and feedback for the student including quarterly evaluations. 
4. Ensure immediate supervisor of the student is not a registered sex offender. 
5. Comply with applicable federal, state, and local employment requirements including Title IX, worker’s compensation, 

and sexual harassment policies. 
 

 Supervisor Signature: __________________________________________ Date: __________________ 
 

The student and parent agree to: 
1. Abide by the agreed work schedule and assigned activities.  
2. Adhere to a business-like attitude toward all of the organization's policies and regulations, including security, safety, and 

sexual harassment. 
3. Notify the supervisor and WBL coordinator as early as possible if unable to work on a particular day. 
4. Handle proprietary and confidential information discreetly. 
5. Maintain and submit documentation of work hours. 
6. Arrange transportation to and from the worksite. 
7. Provide a two-week termination notice with the consent of the work-based learning coordinator. 
8. Adhere to all policies of the STUDENT BEHAVIOR HANDBOOK and understand that school policies also apply to the 

work experience site. 
9. Recognize that even though the school system strives to warrant that the site is appropriate and safe, every worksite has 

inherent dangers and hazards that could cause injury. Participation in this work experience program may expose the child 
to some risk(s). 

10. Understand that the worksite may require additional information and/or documentation that is independent of, and 
separate from, BCPS requirements. 

11. Give consent for the school and/or the employer to use their own judgment in securing medical aid and ambulance 
service in case the parents cannot be reached. 

I understand that my child will participate in this work experience as specified above and give my consent for his/her participation. 
 

__________________________________   _______________________________  Date: _____________ 
Parent signature     Student signature  
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BALTIMORE COUNTY PUBLIC SCHOOLS 

6901 Charles Street, Towson, Maryland 21204-3711 
 
 

TO:  Supervisor 
 
FROM: Baltimore County Public Schools 
 
RE:  Work-Based Learning Safety 
 
 
Prior to participating in any Work-Based Learning activity, students must 
receive appropriate safety instruction. In order to assist you with this process, 
we ask that you complete, sign, date, and review with the student the safety 
instruction guide on the other side of this page. You may also wish to 
supplement this with safety information that is relevant to your industry. This 
not only helps protect you and students, but also provides an additional 
opportunity to teach students about the importance of safety in the work 
environment. 
 
We appreciate your time and commitment to our students and their safety.  
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Work-Based Learning Safety Form 
 

Date:_______________________ Student:___________________________________________ 
School:_______________________________________________________________________ 
Work-Based Learning Site:_______________________________________________________  
Address:______________________________________________________________________
City/State/Zip Code:_____________________________________________________________ 
Site Contact: ___________________________________ Phone: _________________________  
Email: ________________________________________________________________________ 

 
Work environment/safety information provided in orientation training: 

___ Fire drills/accident drills/evacuation drills  ____ Safety training 
 
Student can identify:  ___Primary evacuation route ___ Secondary evacuation route ___Shelter in place location 
 

• Number of employees______ Number of BCPS WBL students at this site______ 
 
• Type of Business: 
__ Administrative Services 
__ Agriculture 
__ Arts, Entertainment 
__ Computer/IT Support 
__ Construction 
__ Educational Services 
__ Engineering 
__ Environmental Services 
__ Finance & Insurance 

__ Food Services 
__ Health Care  
__ Hospitality 
__ Information 
__ Management  
__ Manufacturing 
__ Professional & Technical Services 
__ Public Administration 
__ Real Estate & Leasing 

__ Recreation 
__ Retail  
__ Transportation & Warehousing 
__ Utilities 
__ Wholesale  
__ Other  

 
• List any machinery, equipment, or processes a student may use in the course of his/her duties: 

___________________________________________________________  ___lifting  ___repetition 
 
• Personal protection needed: ___safety glasses  ___closed-toe shoes  ___gloves 
 ___uniform   ___apron ___face mask   ___hearing protection ___head gear 
 Other (list): 
 
• List any medical and first aid facilities or procedures: 

___First aid kit available on site  ___CPR-trained staff on site ___AED on site 
 
• Check the following that apply to your business’ fire protection: 
___ Fire extinguishers   ___Automatic sprinklers  ___Other (list) 
___ Hoses/standpipe   ___Fire alarms 
 
___________________________ ______________________________ _______ 
Supervisor_______________________Title_________________________     Date 
 
_______________________   ______ ________________________   ______ 
Student___________________Date___________WBL Coordinator____________   Date 
 

 
The Board of Education of Baltimore County does not discriminate on the basis of race, color, religion, sex, national origin, age, marital status, sexual orientation, gender 
identity, genetic information, disability, or veteran status in admissions, educational programs or activities, and employment and provides equal access to the Boy Scouts and 
other designated youth groups. Inquiries regarding the Board’s nondiscrimination policies should be directed to:  EEO Officer, Office of Equal Employment Opportunity, 
Baltimore County Public Schools, 6901 Charles Street, Building B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for identifying, 
preventing, and remedying prohibited harassment concerning students. Complaints of harassment should be directed to the executive director, Department of School Safety and 
Security, 9610 Pulaski Park Drive, Suite 219, Baltimore, Maryland 21220 (443-809-4360). 
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Available:  https://www.dllr.state.md.us/forms/dlistudentlearner.pdf  

https://www.dllr.state.md.us/forms/dlistudentlearner.pdf
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Work-Based Learning 

Professional Use of Technology /Sexual Harassment Awareness 
 

Student Name: ______________________________________________ 
 

Professional Use of Technology 
 

As personal technology becomes more prevalent in the workplace, students need to be aware of the 
following guidelines for use of technology in the workplace. 
 
Students will: 

• Adhere to the rules and regulations set forth by the employer. 
• Avoid cell phone use at the workplace. 
• Refrain from discussing the workplace and co-workers on social networking sites. 
• Never post inappropriate photos, links, videos, status updates, tweets, texts, captions, etc. 

anywhere. 
• Refrain from sending personal emails at work (whether using a personal or professional email 

account).  
• Refrain from using an inappropriate email address. 
• Use a work-appropriate voicemail greeting. 
• Refrain from using personal listening devices at work. 
• Abide by all company policies involving use and installation of software and applications. 
• Comply with BCPS policy regarding providing personally identifiable information. 

 

**All BCPS Telecommunications Policies apply at the worksite** 
 

I agree to adhere to the above technology policies. 
 
 ______________________________________   _________________ 
Student ________________________________________________Date 

 
 

Sexual Harassment Training 
 

I acknowledge that I have received training regarding sexual and other unlawful forms of harassment.  
I feel confident in my ability to identify and address any issues that might occur regarding sexual 
harassment in the workplace. 
 
I agree to inform my WBL coordinator of any incidents of sexual harassment or questionable behavior 
at my worksite. 
 
______________________________________   _________________ 
Student ________________________________________________Date 
 
The Board of Education of Baltimore County does not discriminate on the basis of age, ancestry/national origin, color, disability, gender identity/expression, marital status, race, religion, sex, sexual 
orientation, genetic information, or veteran status in matter affecting employment or in providing access to programs and activities and provides equal access to the Boy Scouts and other designated youth 
groups.  For inquiries related to the Board’s nondiscrimination policy, please contact: EEO Officer, Office of Equal Employment Opportunity, Baltimore County Public Schools, 6901 Charles Street, 
Building B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for identifying, preventing, and remedying prohibited harassment concerning students.  Complaints of 
harassment should be directed to the Executive Director, Department of School Safety, 9600 Pulaski Park Drive, Suite 118, Baltimore, Maryland 21220 (443-809-4360). 
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Work-Based Learning: 
Protect Yourself: Know Your Rights and Responsibilities 

 

SEXUAL HARASSMENT 
  

The school-to-career transition courses involve students who work outside the school.  They must know 
their rights and the procedures to take in the event that sexual harassment at the worksite becomes a 
problem.  The following information should be kept by the employer, parent/guardian, and student for future 
reference.

 
Harassment defined 

  
Harassment can be racial, ethnic, religious, or 
sexual in nature.  It is a systematic persecution of 
another person that is carried out by annoyances, 
threats, or demands.  
 
Sexual harassment is unwanted and unwelcome 
behavior of a sexual nature that interferes with a 
student’s right to learn, study, work, achieve, or 
participate in school or work activities in a 
comfortable and supportive atmosphere.  Under 
federal and state laws and policies, sexual 
harassment is illegal and is prohibited in school 
settings. 

 
What is the law? 

 
Students are legally protected against sexual 
harassment by Title IX of the Education 
Amendments of 1972, which is a federal law 
prohibiting discrimination on the basis of sex.  
Sexual assault is also covered under the Criminal 
Code of Maryland.  
 

The three elements to sexual 
harassment 

The behavior is: 
 Unwanted or unwelcome. 
 Sexual or related to the gender of the 

person. 
 When one person has power over another. 

 
What to do if harassment is suspected: 

 
Employer:  
 Hear the complaint. 
 Report concerns to the WBL coordinator. 
 Speak to the parties involved. 
 Determine if further action is needed. 
 Follow company policy to report the 

incident. 
 
Parent/student: 
 Tell your WBL coordinator. 
 Tell the harasser to stop verbally or in 

writing. 
 Follow school system’s procedures . 

 
Work-based learning coordinator: 
 Alert employers, parents/guardians, and 

students to the policies regarding sexual 
harassment. 

 Act when a student brings a complaint to 
your attention. 

o Take student away from the site. 
o Write or speak to the employer. 
o Bring the complaint to the attention 

of the principal. 
 

It’s not funny.   
It’s not a joke.   

It’s embarrassing.   
 

IT’S ILLEGAL! 
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SAMPLE CALENDAR OF HOURS/TIME SHEET 

 

 
 
 

Student:________________________________ Total Hours This Sheet: __________   

 
 
 

Mentor’s Signature: _________________________________________ Date:______________________ 

 
 Training Site: _________________________________________________________________________ 

Turn in no later than 2 days after last date shown.  

 
Mon Tue Wed Thur Fri Sat Sun 

Date   26 
 

27 28 
 

29 30 

# of Hours        

Date 31 Sept. 1 
 

2 3 
 

4 5 6 

# of Hours        
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Work-Based Learning Grading/Credit Policy 

The grade in the Work-Based Learning experience course is calculated in the following way: 
 
MAJOR (40%) 

 PERFORMANCE/LEARNING PLAN 
• WBL coordinators will make monthly site visits to evaluate the student’s job performance and progress on the 

designed learning plan. 
• Worksite supervisors will assist in determining this grade. 

 
MINOR (60%) 

 DOCUMENTATION  
• Student files must contain the following signed paperwork: 

o Student-Parent-School Agreement 
o Work-Based Learning Safety 

Form 
o Learning Plan 
o Emergency Form  

o Work-Based Learning Experience Agreement 
o Work Permit 
o Work-Based Learning Grading/Credit Policy 
o Documentation of hours worked (calendar) 

o Signed Professional Use of Technology and Sexual Harassment Lesson Plan Acknowledgement 
 TIME SHEETS 

• Each student must complete a time sheet biweekly or monthly indicating the number of hours worked.  The 
sheets:  

o Must be signed by someone at the worksite in a supervisory position. 
o Must be turned in according to established deadlines. 

           1 credit* = 135 hours for the academic year working at least 5 hours a week *required for CCRD 
completer 

           2 credits = 270 hours for the academic year working at least 10 hours a week  
           3 credits = 450 hours required for Apprenticeship Maryland Program  
           Other (to be entered by WBL Coordinator ONLY):   hours for     program  

o Can include hours worked in the evening, on weekends, and during school vacations. **Please 
note: If  a student is absent from school, he/she may not report to work unless prior permission has 
been given. 

o Reporting false information or forging signatures is academic dishonesty and may result in suspension 
and/or a failing grade for the marking period. 

o Failure to obtain and submit documentation of required hours may result in failure.  
o If a student has a change of contact info or changes worksites, this paperwork MUST be updated. 

 LEARNING LOGS/JOURNAL PROMPTS 
• Students must successfully complete written reflection assignments each quarter.  These must be turned in 

accordance with deadlines established by the WBL coordinator. 
 SEMINAR ATTENDANCE 

• Students must attend mandatory monthly seminars.   
 

ATTENDANCE 
• Students missing 20% or more of the class days within each grading period are subject to a failing grade for that 

marking period. 
• Unexcused absences, 10% or more, may be subject to a failing grade for that marking period. 
 

Please note:  If a student leaves a job for ANY reason, the WBL coordinator MUST be informed. 
 
Parent/Guardian __________________________________________  Date ____________________ 
 
Student _________________________________________________  Date ____________________ 
 
WBL Coordinator _________________________________________  Date ____________________ 
 
The Board of Education of Baltimore County does not discriminate on the basis of race, color, religion, sex, national origin, age, marital status, sexual orientation, gender identity, genetic information, disability, or veteran status 
in admissions, educational programs or activities, and employment and provides equal access to the Boy Scouts and other designated youth groups. Inquiries regarding the Board’s nondiscrimination policies should be directed 
to:  EEO Officer, Office of Equal Employment Opportunity, Baltimore County Public Schools, 6901 Charles Street, Building B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for identifying, 
preventing, and remedying prohibited harassment concerning students.  Complaints of harassment should be directed to the executive director, Department of School Safety and Security, 9610 Pulaski Park Drive, Suite 219, 
Baltimore, Maryland 21220 (443-809-4360).  
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Learning Plan Assessment Key 

Highly Effective (HE) 
The student employee… 

● Displays extensive knowledge of the skills required to effectively complete the 
job beyond requirements.  

● Presents work that is accurate and precise.  
● Starts and finishes the job based on approved work schedule.  
● Requires minimum supervision and completes tasks promptly and efficiently.  
● Identifies and corrects errors.  
● Assumes additional responsibilities as needed and works well with work peers 

and supervisor. 
● Complies with company policies, and procedures.   

Effective (E)  
The student employee… 

● Displays knowledge of the skills required to effectively complete the job.  
● Performs work adequately but still needs direction/assistance/instructions to 

complete tasks.  
● Meets work standards regularly.  
● Student employee sometimes assumes additional responsibilities.  
● Regularly complies with company policies and procedures. 

Progressing (P)  
The student employee… 

● Works toward obtaining knowledge and developing skills to become an 
effective employee. 

● Meets work standards inconsistently. 
● Occasionally complies with company policies and procedures.  
● Work shows continual improvement. 

Needs Improvement (I) 
The student employee… 

● Demonstrates little understanding of the skills and knowledge necessary for 
success in this category.  

● Continues to struggle with strategies and suggestions for improvement.  
● May show little desire to become effective in this category.    

Unobserved (U) 
The student employee… 

● No evidence of this expected responsibility. 

Not Applicable (N/A)  
The student employee… 

● Does not engage in this responsibility, and it is not expected.   
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Supervisor Handbook 
Acknowledgement Form 

 
School:  _____________________________________ 

 
__________________________________  ________________________________  
Student Last Name (PLEASE PRINT)  Student First Name (PLEASE PRINT)  
 __________________________________  ________________________________ 
Business Partner/Mentor (PLEASE PRINT)  Business 
 

Documentation 
• Work-based learning experience agreement. 
• Emergency contact information.  
• Work permit  (under 18) according to the DLLR regulations.  
• Procedure for documentation of hours and wage. 
• Risk management documentation: 

 Sexual harassment reference sheet. 
 Maryland Department of Labor Laws and Regulations: Employment of Minors. 
 Work-Based Learning Safety Form/letter. 
 Work Based Learning Emergency Form 

 
I have received a copy of the Baltimore County School-to-Career Transition Supervisor 
Handbook.  I acknowledge that the above material has been reviewed and I was given the 
opportunity to ask questions.  

Student’s Signature ___________________________________________Date 
 
I have discussed this Handbook with the student.  I understand my responsibilities. 
 
____________________________________________________________________________   
Business Partner/Mentor Signature ____________________________  Date 
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The Board of Education of Baltimore County does not discriminate on the basis of age, ancestry/national origin, color, disability, gender identity/expression, marital status, race, 
religion, sex, sexual orientation, genetic information, or veteran status in matter affecting employment or in providing access to programs and activities and provides equal access to 
the Boy Scouts and other designated youth groups.  For inquiries related to the Board’s nondiscrimination policy, please contact: EEO Officer, Office of Equal Employment 
Opportunity, Baltimore County Public Schools, 6901 Charles Street, Building B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for 
identifying, preventing, and remedying prohibited harassment concerning students.  Complaints of harassment should be directed to the Executive Director, Department of School 
Safety, 9600 Pulaski Park Drive, Suite 118, Baltimore, Maryland 21220 (443-809-4360). 
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