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WORK-BASED LEARNING
PROCESS

REGULATIONS
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WORK-BASED LEARNING

2 Main Types:

Community Classroom (CC) Unpaid

Cooperative Career Technical 
Education (CCTE – CVE)  Paid
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WORK-BASED LEARNING
OVERVIEW – COMMUNITY CLASSROOM

 UNPAID.

 Teacher-developed industry sites (within boundaries).

 Requires classroom instruction.

 Expands classroom competencies.

 Prepares students for entry-level employment.
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WORK-BASED LEARNING

REGULATIONS GOVERNING THE SITE

 Does not provide the training site with
immediate benefits.

 Does not affect training site employment.

 Does not include productive work.
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WORK-BASED LEARNING
REGULATIONS GOVERNING THE 
TEACHER

 Maximum number of community classroom
students per teacher is 30 per section.

 Maximum number of total community classroom
and cooperative career technical education
students per teacher is 75.

 Regular visitation.

 Regular classroom instruction.
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WORK-BASED LEARNING

1. Develop work site.
2. Obtain Signed Agreement.
3. Provide Site documentation for input to Site Database.
4. Develop Individualized Training Plan (ITP).
5. Arrange for classroom instruction.
6. Review training plan with site.
7. Send NOAH letter to notify parents.
8. Complete NOAH log, obtain Admin Verification, copy CTEp.
9. Assign student to work site (Aeries.net).
10. Visit and observe student. 
11. Maintain records and documentation.
12. Obtain Student Evaluation from site.

ROP TEACHER - PROCESS OUTLINE
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WORK-BASED LEARNING

Training Site Agreement
 Individual Training Plan (ITP)
 Cover Sheet
 Visitation Records (Aeries)
 Competencies

NOAH Notification
 Letter
 Log

Student Evaluation 
Student Forms
 Attendance
 Emergency

DOCUMENTS FOR COMMUNITY CLASSROOM
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SITE AGREEMENT

Sample



DISTRICT BOUNDARIES

 Teachers should only approach sites that are 
within their School District boundaries.

 Permission for an out-of-District site must be 
obtained from your Administrator BEFORE
approaching the site.

 See Policy #CCROP 2010-01
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SITE AGREEMENT
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SITE AGREEMENT
Key Points

 Signatures
 Must be signed and fully-executed by all parties.

 Timing
 Must be signed BEFORE students are placed on site.

 Information 
 Site Information and contact information must be correct and 

current.
• Renew after 5 years. (CTEp Policy)

 Boundaries
 Sites must be within District Boundaries.
 Permission required before approaching out-of-District sites.

 Distribution of NCR form
 As noted on form.
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ITP – COVER SHEET

Sample



ITP COVER SHEET

13

1

2 3

4

5



14

ITP – COVER SHEET
Key Points

 Form:
 Only use approved CTEp cover sheet.

 Information
 ALL sections should contain complete, accurate and up-to-

date information.
 Training Days and Hours

 Training hours indicated must have a teacher/Admin of 
record.

 Training hours indicated should not exceed the course 
outline total.

 Date for beginning of training should not be before the date 
on the signed Agreement.

 Classroom day should be the day the student will attend 
class during the experience period.
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ITP – SITE VISITS RECORD

(AERIES)

Sample



SITE VISITS SCREEN
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1
TIME

2
OBSERVED

3
SUPERVISOR

4
COMMENT
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ITP – SITE VISITS (AERIES)
Key Points

 Work Permit Visits Screen
 To be completed by ROP Teacher.

 Date/Time
 Dates should reflect regularly scheduled visits.

• Site visit once every two weeks.
 Observed:

 Yes/No
• Student observation once every two weeks.

 Supervisor Name:
 Defaults to contact name on Agreement.
 Type over if different.

 Comments:
 These should reflect the Teacher’s actual and meaningful 

observations of student performance at the work site 
and/or discussions with site trainer.
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ITP – COMPETENCIES

Sample



ITP COMPETENCIES
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ITP COMPETENCIES
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ITP – COMPETENCIES
Key Points

 Form:
 To be completed by ROP Teacher ONLY.

 Competencies
 Competencies indicated must match the course outline.
 Hours indicated must match the course outline.
 Should be individualized for the student.

 Verification
 ROP Teacher should indicate individual competency 

mastery in the appropriate column - CC or CVE(CCTE).
 ROP Teacher AND Site Trainer should indicate Final 

Verification of competencies of all identified competencies 
(signatures on final page).



NOTIFICATION OF OFFSITE 
ACTIVITIES – HOLD 
HARMLESS (NOAH)

LETTER & LOG
Samples
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NOAH LETTER
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NOTIFICATION OF OFFSITE 
ACTIVITIES – HOLD HARMLESS

 Form
 Noah letters should be sent BEFORE the student starts 

training at the business internship site.
 Only use approved CTEp NOAH letter.
 Teacher gives letter to each participating student to take 

home to parent.
 No parent signature required.

 Information
 Student, course and training information fields will be 

populated by information in the Aeries System.
 Teacher to check that ALL sections contain complete, 

accurate and up-to-date information.
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Key Points



NOAH LOG
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CENTRAL ORANGE COUNTY CTE PARTNERSHIP 
 
 

PARENT NOTIFICATION OF INTERNSHIP ASSIGNMENT 
 

TEACHER/STUDENT LOG 
 

District: ______________________________ Class ____________________________________   
 
Teacher Name:_________________________________   Semester:___________________________ 
 
The students listed below acknowledge receipt of the Parent Notification Letter. 
 

Student Name (Print) Signature Date 
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NOTIFICATION OF OFFSITE 
ACTIVITIES – HOLD HARMLESS

 Form
 Only use approved CTEp NOAH log sheet.
 Students sign Log Sheet as receipt of notification letter.
 Teacher has completed Log Sheet verified by ROP 

Administrator and then filed in course folder.
 Administrator gives copy of Log Sheet to CTEp.

 Information
 ALL sections should contain complete, accurate and up-

to-date information.
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Key Points



STUDENT EVALUATION

Sample
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STUDENT EVALUATION
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STUDENT EVALUATION
Key Points

29

 Form
 Use District/CTEp form.
 Evaluation completed by Site Trainer.
 One for each participating student.

 Information
 ALL sections should have complete, accurate 

information.
 Signed by Site Trainer.
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STUDENT ATTENDANCE

Sample



DISTRICT TIME CARDS
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STUDENT ATTENDANCE
Key Points

 Forms
 Use ROP/DISTRICT approved forms ONLY.
 Student and Training Site information must be complete.

 Hours
 Hours/days indicated must be within the stated training 

hours.
 Recorded hours should not exceed those indicated on the 

ITP.
 Hours indicated must reflect the actual hours/day worked.
 Minutes should be shown as actual minutes.

 Verification
 Site Supervisors must sign student time card.
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STUDENT EMERGENCY 
CARD

Sample



DISTRICT EMERGENCY 
CARDS
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STUDENT EMERGENCY CARD
Key Points

 Forms:
 Use CTEp/DISTRICT approved forms ONLY.
 Completed by Student.
 Checked by Teacher.

 Information
 All information should be complete, current and correct.
 Check for updates of assigned Medical Facilities.

 Signatures
 Parent/Guardian signature required for minors.

 Distribution of NCR form
 ROP Office, Teacher (student folder), Internship site.
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WORK-BASED LEARNING

 PAID.
 In a related occupation.
 New Agreement needed for every student.
 Agreement expires at the end of each course.
 Employee performs productive work in

accordance with their job description.
 Work permit needed for minors.

COOPERATIVE CAREER TECHNICAL 
EDUCATION (CCTE/CVE)
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WORK-BASED LEARNING
COOPERATIVE CAREER TECHNICAL 
EDUCATION (CCTE/CVE)

 Requires classroom instruction at least
1 hr/week.

 Regularly scheduled work at job site
- at least 8 hours
- Maximum of 15 hours for ADA

 Instructor visitation and observation at least
once every 3 weeks. (Observe District Policy)
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COOPERATIVE CAREER 
TECHNICAL EDUCATION

Sample
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COOPERATIVE CAREER 
TECHNICAL EDUCATION

AGREEMENT
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COOPERATIVE CAREER 
TECHNICAL EDUCATION

Key Points
 Forms and Signatures

 Use current CTEp Agreement form only.
 Must be signed and fully-executed by all parties.

 Information
 Site and contact information must be current and correct.

 Timing
 Date of site signature must be before or at the start of the 

first day of reported attendance.
 Distribution of NCR form

 As noted on form.
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WORK-BASED LEARNING

• COMMUNITY CLASSROOM (CC)
• COOPERATIVE CAREER TECHNICAL 

EDUCATION (CCTE – CVE)

Check with your ROP Administration 
regarding specific documentation 

process and procedures.
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WORK-BASED LEARNING
TITLE 5 REGULATIONS 

(Section 8)

FALL 2013
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WORK-BASED LEARNING
***AERIES SYSTEM***

SITE DATABASE
DOCUMENTATION

FALL 2013


