
place mentors for students, and certify mastery of 
skills leading to the award of a skill certificate. 

All businesses need qualified, career-oriented em-
ployees so why not grow your own with WBL?  
Effective Work-Based Learning programs provide a 
wide range of specific benefits for all stakeholders, 
particularly local businesses. Here are just a few:
 • Building a highly skilled workforce of motivated  
  future employees with valuable experience and  
  proven job skills.
• Reducing turnover through employees who are      
  invested in the company and       
  start their first day knowing                 
  necessary skills and expectations.
• Decreasing the cost of training     
  and recruitment by matching 
  interested and invested young 
  people with employers in a 
  wide range of industries.
• Offering opportunities to provide  
   community service.
• Increasing employer visibility in education.
• Communicating required job-specific proficiencies  
   to educational personnel. 
• Training employees to your business’ specific     
   standards and  preferences. 
• Building the foundation for a more productive     
  local economy. 

Work-Based Learning (WBL) is a term for 
activities which link employers and schools to 
provide special learning experiences for students. 
These experiences focus on developing broad skills 
that apply knowledge and skills learned in the class-
room to the real world. These work experiences 
can be paid or unpaid. 
Work-Based Learning 
helps students to find 
their career interests, 
assess their training 
needs, and develop 
the skills and attitudes 
necessary for paid 
employment. WBL 
seeks to help students 
find their passion and 
gives them the tools 
to pursue it. School credit will be given for these 
experiences. 

The mission of the Work-Based Learning Program 
is to assist in providing a highly trained, techno-
logically sophisticated and career-oriented young 
work force. This is accomplished by developing 
partnerships between business, industry, 
students, parents, the school system, coordinators, 

and post-secondary insti-
tutions which will lead the 
participating student into 
meaningful careers. WBL 
seeks to provide assistance in 
the articulation of programs 
of study between high schools 

and post-secondary institutions. WBL creates a 
system that is industry driven where employers 
help set occupational skills standards, collaborate on 
curriculum, provide work experience and work

89% of employers agree
 H.s. internships  will give a competitive 
advantage for future employment.  SHRM
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Program Expectations
Role of the Employer
The success of the WBL program is primarily based on the 
quality of the placement and the instruction the students 
receive on-site. The designated mentor, selected by the 
company, is a key individual who ensures a successful 
experience. Many different individuals may be involved in 
teaching and training the intern but one individual who is  
specifically identified is typical. An effective mentor must 

posses both personal qualities and the 
technical expertise to be successful. It 
is important for the business to provide 
time for the mentor to work with the  

intern/apprentice on a one-on-one basis. 

Employers should also agree to host/employ the student for 
the entire school calendar year. There is a minimum hours 
requirement but can vary by student due to multiple schedule 
configurations. The WBL Coordinator will clarify the 
minimum hours for your intern/employee. 

Personal Qualities: A mentor must know and perform his/
her job well and be willing to share their knowledge. They 
should be of character the student would want to emulate. 

Communication: The mentor agrees to communicate regularly 
with the WBL Coordinator regarding job performance, 
attendance, motivation and any other pertinent 
information as needed. 

Training: The mentor participates in the development of the 
student’s training plan. This plan will guide the student’s 
participation while interning with the company and will 
serve as the basis of evaluations conducted throughout the 
school year. (see back of booklet)

Evaluations: The mentor will evaluate the student’s progress 
both formally and informally and keep the WBL Coor-
dinator apprised of the progress. You should expect your 
intern to bring evaluations bimonthly for you to complete 
and sign including:
• The training plan evaluation referenced above; once per 
   semester. (see back of booklet for example)

• Employability skills evaluation, bimonthly.
• Hours documentation sheet for unpaid interns. This  
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role of the mentor

   must be signed regularly. (see back of booklet for example)

• Paid students will provide pay stubs that show the  
   student’s name, pay period, number of hours worked   
   and pay. 

• Vet students prior to WBL program acceptance.
• Emphasize employability skill attainment throughout   
   the year.
• Conduct multiple site visits throughout the school year to  
   briefly discuss student progress with the mentor. 
• Partner with the mentor as a job coach for the student. 
• Maintain records pertinent to the student, employer  
   and school as required by the state. 

• Arrive at work site on time and prepared to begin work.
• Comply with all company policies regarding dress code,   
   professionalism, and attendance. 
• Show initiative taking on assigned             
   projects, ask questions as necessary  
   and accept feedback and constructive
   criticism. 
• Provide the

• Communicate all absences and schedule  
   changes as soon as possible. 

The most effective mentors model behaviors and traits 
students can adopt, such as:

• Positive attitude  • Flexibility
• Self confidence  • Responsibility
• Open mindedness   • Accountability
• Creative problem solving • Effective Communication

role of the Coordinator

role of the student

employer with required paperwork 
 in a timely manner.

Employability Skills Goals  



“        “I truly believe that most of the 
people we need in our future workforce are 
coming up right here in our schools.  WBL com-
bined with CTAE forms a keystone for both 
Employers and Students to realize highly valu-
able careers and to build a sustainable pipeline 
of qualified people.  Employers have the chance 
to help students zero in on their future and 
to connect with them as potential employees.  
Why wouldn’t any employer want to have that 
advantage? Every student and every employer 
should be taking advantage of WBL!”
 -Greg Vitek, Workforce Strategies Group

“wBL is a relatively low commitment for a 
really, really huge pay off.”
     -Brandon Loftus, ZF Industries

“I  would be nothing like the man I am becom-
ing without my mentor. He was there for me 
anytime I needed it with advice, and helped 
shape me into someone that is willing to go out 
and try my best at anything. I feel confident to 
pursue a career as an entrepreneur after this 
experience.”  
             -wBL Senior

“WBL was likely the most beneficial thing I did 
in high school.”  
                 -wBL Senior 
(Student taking rigorous academic 
coursework including Advanced Placement.) “

What Others 
are Saying

Typical Student Profile

www.hallcowbl.org

Age Requirement: Junior or Senior student who pro-
vides his/her own transportation daily to and from 
work. Students under 18 are allowed to work in 
various industries, such as manufacturing, engi-
neering and construction, as long as they are in 
a state approved Work-Based Learning program 
and abide by the Hazardous Occupations guidance 
from the state. 

Caliber of Student: Students receive two teacher rec-
ommendations and have good 
behavior and attendance to 
qualify for the WBL program. 
Students have had at least one 
Career Tech course or are 
concurrently enrolled. 

Working Hours: Students need an 
average of 5 hours per week 
per number of WBL release 
periods on his/her schedule. 
Ex. 2 WBL periods = 10 hr/
week. The actual schedule 
should work within both the student and business 
schedules. 

Paid or unpaid: Both paid and unpaid internships are 
an option. However, if the student is adding value, 
pay should be considered. Some unpaid positions 
lead to paid employment upon completion of the 
internship.  

High School programs Offered in CTAE
Agriculture, Food, & Natural Resources
Architecture & Construction
Arts, A/V Technology, & Communication
Business Management & Admin.
Education & Training
Finance

Government & Public Admin.
Health Science
Hospitality & Tourism
Human Services
Information Technology
   

Law, Public Safety, Corrections & Security
Manufacturing
Marketing, Sales & Service
Science, Technology, Engineering & Math
Transportation, Distribution & Logistics
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Sample Required Documents

Please list job 
specific duties/
tasks only. 

These soft skills will be listed 
on each training plan.

Please include at 
least 5 items for 
evaluation.

Be sure to provide your email
 and direct phone number.

Initial training plan Training plan evaluationbecomes

S A M P L E

S A M P L E

employability skills evaluation 

S A M P L E

S A M P L E

hours documentation sheet 
Unpaid interns only; all paid employees will receive an 
official pay stub from the company. Please sign regularly. 


