INDIVIDUALIZED TRAINING PLAN

PROCEDURES FOR EMPLOYERS
Purpose

The purpose of the training plan is to assist a student-trainee in making a successful transition from student to competent worker.  The training plan serves as a guide between the school and the employer to provide training for student-trainees that will enable them to meet an identified career objective.  The training plan is not a contract and can be modified in accordance with the needs of the student-trainee and/or the employer.

Procedure

The teacher-coordinator assumes primary responsibility for the development of an individualized training plan for a student-trainee.  The coordinator identifies specific learning experiences that must be provided for a student-trainee either in the classroom or on the job.  The training sponsor (immediate supervisor of the student-trainee) is then asked to assist the coordinator by


•
identifying tasks for which training can be provided at the training station using the training plan.


•
adding tasks to the training plan that are unique to the particular training station


•
supervising the student-trainee’s training for specific job tasks, and 


•
assessing the student-trainee’s strengths and weaknesses in completing tasks at the training station.

The coordinator visits the training station periodically to discuss the student-trainee’s progress.  Advice from the training sponsor is used to make modifications in the student-trainee’s training program and to determine specific instruction that can be provided for the student-trainee in the classroom so that the student becomes a productive, competent employee.

Orientation Checklist for Employers*
 FORMCHECKBOX 

1.
Introduce student-trainees to all persons whom they will have contact.

 FORMCHECKBOX 

2.
Show student-trainees the locations of offices, equipment, and supplies they will use.

 FORMCHECKBOX 

3.
Explain the duties of the student-trainees’ first assignments.

 FORMCHECKBOX 

4.
Inform student-trainees as to who will be responsible for their work assignments and supervision.


 FORMCHECKBOX 

5.
Inform co-workers of their relationship to student-trainees and solicit their cooperation.

 FORMCHECKBOX 

6.
Inform student-trainees of arrival time, quitting time, check-in procedures and check-out procedures.

 FORMCHECKBOX 

7.
Inform student-trainees of lunch time and relief procedures and regulations.

 FORMCHECKBOX 

8.
Inform student-trainees of facilities available such as restrooms, lunchroom, telephone, coat rack, etc.

 FORMCHECKBOX 

9.
Inform student-trainees of time recording procedure, pay schedule, deductions from pay, and computation of wages.

 FORMCHECKBOX 

10.
Inform student-trainees as to appropriate work clothing.

 FORMCHECKBOX 

11.
Inform student-trainees about any information that is to be kept confidential.

 FORMCHECKBOX 

12.
Familiarize student-trainees with employee benefits.

 FORMCHECKBOX 

13.
Inform student-trainees of clauses in a union agreement, if one exists, that pertain to cooperative students.

 FORMCHECKBOX 

14.
Inform student-trainees of career possibilities in the firm.

*Some or all of these activities may be covered in orientation materials provided by the employer.
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SAMPLE TRAINING PLAN

Coordinator       
School       
Student       
SS#       
Job Title       
Career Objective        


Firm        
Training Sponsor       
Beginning Employment Date       
Initial Rate of Pay       
Rating Scale:
4--Task or general experience introduced (initial training period)
2--Performs task with minimum supervision

3--Performs task under supervision
1--Initiates task and performs with speed and accuracy


0--Not applicable


Job Tasks
On-the-

Job

Instruc-tion
Related Classroom Instruc-tion
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings
Comments










Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


KEYBOARDING/WORD

PROCESSING
Produces mailable documents from unarranged copy, including letters, memoranda, manuscripts/ reports, statistical/financial reports, agendas, minutes, press releases, and messages.

Produces information on preprinted forms, cards, labels, and envelopes.

     
     
     
     
     
     
     
     
     
     

*In programs where the cooperative method is optional, teacher-coordinators may supervise students from other classes within a program area where the number of student enrolled in cooperative education does not justify an additional coordinator.  In those instances, the teacher-coordinator must meet with the students’ classroom teacher before visiting students on the job (see guidelines, 2002 Cooperative Education Handbook).
SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job Instruc-tion
Related Classroom Instruction
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


Transcribes recorded dictation and/or shorthand dictation of business correspondence, reports, and minutes in mailable form.

Edits [proofread, revise, and correct] all documents for quality production.

Composes business correspondence and reports.

COMPUTER APPLICATIONS
Creates, retrieves, revises, spell checks, and produces documents, manuscripts, and tabular reports using a word processing program.

Creates and uses a database.

Loads and executes a spreadsheet program.

Loads and applies a graphics program to an office task.

Handles and cares for storage media, organize disks, names a document on a disk, updates a directory, develops backup systems, uses DOS utilities, and/or maintains a network.

     
     
     
     
     
     
     
     
     
     

SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job

Instruc-tion
Related Classroom Instruction
*Meeting with ClassroomTeacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


TELECOMMUNICATION SKILLS
Answers calls and routes to persons within the organization.

Places local and long-distance calls.

Records and delivers/transmits messages.

Uses and maintains a voice mail telephone answering and messaging system.

Answers telephone inquiries.

Sends, receives, prints, and/or stores information using electronic mail, facsimile, and/or other communications or network system.

RECEPTIONIST FUNCTIONS
Greets visitors.

Refers callers to appropriate person or makes appointments for them.

Handles personal inquiries or requests.


     
     
     
     
     
     
     
     
     
     

SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job

Instruc-tion
Related Classroom Instruction
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


FILING/RECORDS MANAGEMENT
Collects, selects, and organizes data.

Prepares cross-reference documentation.

Uses proper procedures in charging out documents or items of information.

Keeps file documents current by merging, transferring, and disposing of records.

Indexes, codes, sorts, files, and retrieves documents using alphabetic, subject, geographic, numeric, and/or chronological filing systems.

Uses microimaging [micrographics] systems.

Uses electronic records management.

HANDLING MAIL
Time stamps, sorts, and distributes incoming mail.

Replies to routine requests.

Collects outgoing mail.

     
     
     
     
     
     
     
     
     
     

SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job

Instruc-tion
Related Classroom Instruction
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


Stuffs envelopes and addresses envelopes and packages.

Computes, affixes, and keeps record of postage.

Selects appropriate methods and services for mailing items that require special attention.

Adheres to U.S. postal guidelines/regulations.

Routes interoffice communications.

RECORDKEEPING/

CALCULATIONS
Receives and posts customer transactions.

Tabulates and/or posts data in record books and/or an electronic spreadsheet.

Orders, receives, stores, and maintains inventories of supplies.

Processes invoices and/or purchase regulations.

Processes payroll records.

Operates ten-key calculator equipment/computer keypad.

     
     
     
     
     
     
     
     
     
     

SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job

Instruc-tion
Related Classroom Instruction
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


Computes and/or verifies business forms or records.

Maintains petty cash systems.

REPROGRAPHICS
Prepares camera-ready copy for duplication using copiers/duplicators and desktop publishing software.

Uses laser printing and electronic publishing systems.

Assembles and binds documents.

NOTEHAND/SHORTHAND AND TRANSCRIPTION
Takes dictation, messages, and directions using an alphabetic and/or symbol system.

OFFICE EQUIPMENT
Maintains and cares for office equipment.

PERSONAL EMPLOYABILITY SKILLS AND KNOWLEDGE
Maintains regular and prompt attendance.

     
     
     
     
     
     
     
     
     
     

SAMPLE TRAINING PLAN (continued)

Job Tasks
On-the-

Job

Instruc-tion
Related Classroom

Instruction
*Meeting with Classroom Teacher (List Dates)
Evaluation Visits and Ratings

Comments






Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /

Date

    /    /


Exhibits attitudes and work habits necessary for good interpersonal and employee-employer relations in the office.

Exhibits good grooming and appropriate attire for work according to office standards.

Accepts constructive criticism in a positive manner.

Completes assigned work.

Follows oral or written instructions in the completion of assigned tasks.

Assembles supplies and information necessary to complete assigned tasks.

Determines priorities and plans work efficiently to meet deadlines.

Evaluates own work realistically.

Maintains an orderly office and reception area.

     
     
     
     
     
     
     
     
     
     

COOPERATIVE EDUCATION

Training Plan Evaluation Summary Sheet

===================================================================================

Visit #1
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #2
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #3
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #4
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature

===================================================================================

COOPERATIVE EDUCATION

Training Plan Evaluation Summary Sheet

===================================================================================

Visit #5
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #6
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #7
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature
===================================================================================

Visit #8
Date:       
Additional Comments:  

     
     
     
     

Employer Signature


Student Signature

===================================================================================
