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Elgin ISD  
Work-based Learning 

 
 
 

Attention: Students and Parents 
 
Welcome to the Work-based Learning Program in Elgin ISD.  Work-based learning is 
designed to train students for entry-level positions in the workforce.  Juniors and 
Seniors are enrolled in the double-blocked class and work part-time at a business or at 
an internship or mentorship.  The student’s job must be approved by the 
instructor/coordinator in order for the student to receive course credit.  A training plan is 
developed for each student based on his/her on-the-job training. 
 
Work-based learning students receive instruction in a wide variety of successful 
employment, human relations, communications, and marketing concepts intended to 
better prepare them for post-secondary education and/or the work environment.  
Opportunities for students to develop leadership skills are also provided through 
participation in the co-curricular student organizations, including DECA, HOSA, FCCLA 
and FFA.  These organizations are a vital element in the work-based learning program 
and participation is expected.  Membership dues vary from organization to organization, 
but are typically less than $25 for the entire school year and covers local, state, and 
international membership expenses.  Dues should be paid within the first 30 days of 
school.  Checks may be made payable to your work-based learning organization at your 
campus. 
 
The student’s classroom grade is determined in part by averaging grades from the units 
of study, employer/mentor/supervisor evaluations, attendance, and any applicable 
paycheck verifications each six weeks.  These grades include daily assignments, 
independent study assignments, discussion activities, projects/presentations, tests and 
quizzes, participation, other formative and summative assessments, and program 
guideline standards.  The employer/mentor/supervisor will complete an evaluation each 
six weeks that will count as two test grades.   
 
Attendance and attitude are vitally important in establishing good work habits.  Many 
employers/mentors/supervisors inquire about attendance and attitude before ever 
asking about grades.  Parent support is appreciated in helping your student succeed in 
this program.  Please be aware of the state laws and Elgin ISD policy regarding 
attendance and loss of credit due to poor attendance. 
 
Your student should do well if s/he is willing to follow all guidelines set forth in this Work-
based learning Training Handbook.  Please review this handbook with your student and 
return the signature page to me.  Feel free to call me at the above number.  I encourage 
all parents to become involved in their student’s education and invite you to visit at 
Open House and our student organization activities.  I anticipate a rewarding 
experience for your son/daughter in the Career Preparation program. 
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STUDENT RESPONSIBILITIES & AGREEMENT FOR WORK-BASED LEARNING 

 
1. I am not guaranteed a mentorship, internship, or job nor am I assigned one.  My 

coordinator maintains the authority to supervise my training station and finalize 
agreements between the supervisor and myself.  To remain in the program, I 
must have a training station within the second week of the school year. 

 
2. There are minimum requirements specific to each program.  For the Work-based 

programs, I must work a minimum of ten hours per week.  For other programs, 
please view their addendums.  

 
3. My schoolwork is not to suffer as a result of too many hours or my employer may 

be requested to cut some of those hours. 
 

4. If the work-based learning training station is an employment, my approved 
training station must pay me by company check with all necessary taxes 
withheld.  I cannot be paid with cash. 

 
5. My conduct and dependability, which are associated with my job, are directly 

connected to my school program and thus are a mutual concern shared by my 
coordinator and my employer.  It is the responsibility of the coordinator to check 
my job performance.  I am to remain employed throughout the entire school 
year at the same job. 

 
6. I understand that my direct supervisor cannot be a family member. 

 
7. I will inform my coordinator promptly of any problems that arise on my job, 

mentorship, or internship that affect me adversely either personally or 
professionally and enlist his/her counsel and assistance. 

 
8. I am responsible for my own transportation to and from my approved training 

station.  Tardiness to work and lack of transportation is not an excuse. 
 

9. I will be on time and present consistently at school and at my approved training 
station.  If I am unable to report to school or work, I will notify my coordinator and 
employer promptly as previously instructed.  If I am absent from school, I am 
not to report to work that day without approval from the coordinator. 

 
10. Should I lose my training station for any reason, I must attend school 

regularly, report to my coordinator daily, and be redeployed within ten 
days. If a position is not found in the ten days, the student will be removed at 
semester, and will not receive full credit for the class.  I will report to coordinator 
with a visitation plan daily 

 
11. I am not to change my training station without the knowledge and consent of my 

coordinator.  If my training station is terminated for any reason, I will notify my 
coordinator within one school day and proper paperwork must be completed 
upon my return to class. 
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12. My supervisor can require me to work during school holidays.  If my work 

schedule must be modified for any reason, I will notify the employer and 
coordinator two weeks in advance and abide by the decision of my coordinator 
and my employer. 

 
13. I am to abide by all of my work-based learning program, school, and supervisor 

rules and regulations.  I will be honest and productive at all times. 
 

14. I am to display proper grooming and dress to the satisfaction of my school, 
coordinator, and employer. 

 
15. Assignment to OSS or ISS, for any reason, will adversely affect my work-based 

learning course work, and I realize that I can be scheduled out of the program.  I 
will not be allowed to leave school for work until the end of ISS at 3:55 p.m. 

 
16. I understand that the student organization is an integral part of my work-based 

learning, and I will need to join my student organization, pay dues, and 
participate as directed by my coordinator. 

 
17. I must satisfactorily complete both the classroom portion and the job training 

portion of the program in order to receive full credit.  Excellent school and job 
attendance will enhance my grade and earning power. 

 
18. I understand that according to the State of Texas law, students participating in a 

work based learning program may not file for unemployment if he/she should be 
laid off from work or terminated. 

 
19. My failure to comply with any conditions of this student agreement may result in 

loss of grade(s) and/or credit(s), and I may be scheduled out of the course 
 

20. If the students is not currently employed at semester, he/she will be removed 
from the program and receive the credits earned to that point. 

 
21. THE WORK-BASED LEARNING TRAINING PROGRAM is divided into three 

important components.  Each is an integral part of the overall program and 
student participation in all three areas is necessary. 
 
The three parts of the work-based learning program are: 

 Classroom Instruction 

 On-the-job Training 

 Program Student Organization 
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CLASSROOM INSTRUCTION 
 

Rules and Procedures 
 

1. Please use your common sense as a student in this classroom.  You have 
learned and practiced to be polite and courteous in a classroom since 
kindergarten. 

 
2. Attend class on a regular basis.  Be willing to do your best in the work-based 

learning class, as well as maintaining an average or above average grades in all 
of your other courses.  Please understand that your coordinator will check on 
grades and attendance in your other classes. 

 
3. Be responsible for yourself.  Be on time to class and to your job.  When absent 

be sure you call the appropriate people. Schedule appointments after school 
hours.  Do not create a negative impression. 

 
4. Have a good work and school attitude.  While in class, stay on task and 

participate.  Be respectful to your coordinator, classmates, co-workers, and 
supervisors.  “Off Task” and other misbehavior will result in a discipline referral.  
Work-based learning is a great opportunity to learn on the job, earn income, and 
receive three credit hours. 

 
5. Your class work includes but are limited to class assignments, test/quiz scores, 

independent study assignments, discussion activities, projects/presentations, and 
participation. 

 
6. Make up assignments must be turned in according to the Elgin ISD policy which 

is defined in the student handbook and/or the high school addendum.  
 

7. Work-based learning students are not to remain on campus during work-based 
learning work periods unless accompanied by a teacher or sponsor.  Leave the 
building immediately after your last class. 

 
8. Work-based learning students are expected to exhibit a positive and professional 

image.  You are expected to adhere to all dress codes at school and on-the-job. 
 

9. Stay in your seats at all times unless your coordinator directs you otherwise.  Sit 
in chairs only.  Take proper care of furniture and equipment.  

 
10. Do not ask to be permitted to leave class.  Your coordinator, not the bell, will 

dismiss you.   
 

11. Come to class prepared and ready to work.  Always have your class materials 
out and ready to use when class begins. 
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 Attendance 
 

1. Work-based learning students should make every effort to attend class every 
day.  If a student must miss school due to illness or other emergency, he/she 
must call his/her attendance office, supervisor, and coordinator no later than 12 
noon the day of the absence.  The student must be the one to call in!  An 
absence from one class period will result in an entire day absence unless it is 
noted as a medical absence. Also, four tardies in any class will result in an 
absence(not called in). The following table explains how attendance will affect 
your grade: 

 
Present every day – Grade = 100 major grade 

 
Absent  Called in Failure to call in 

1 day   97  87 
 

2 days   94  74 
 

3 days   91  61 
 

4 days   88  48 
 
5+ days  0  0 

 
If you are absent for more than four days in a six week period, you may receive a zero 
for your grade and may be removed from the program.  Attendance will be determined 

from a report obtained from the attendance clerk on campus. 
 

2. Unless approved in advance by the coordinator, students who miss one or more 
classes on a school day will not be permitted to report to their training 
stations that day.  This includes scheduled appointments (doctor, dentist, court, 
etc.).  This rule stresses the importance of regular attendance at school and 
implies that when illness keeps you from attending school, you are also too sick 
to report to work.  Checking out of school early, assignment to discipline program 
and suspension from school do apply to this rule, so avoid these situations at all 
times.  
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Attitude and Parental Support 
 

1. Maintain a proper attitude.  You must be willing to follow all program rules and 
regulations.  Excuses are not reasons for being unprepared.  You may disagree 
with administrators, instructors, officers, and employer; however, you are to 
handle yourself in a mature fashion.  Arguing, negativity, wise cracks or back talk 
will not be tolerated.  If you need to discuss a problem, please make a personal 
appointment. 

 
2. You must do your best to present a positive/professional personal image which 

includes, at a minimum, adhering to school dress code, staying well groomed, 
and presenting a business-like image and appearance at all student organization 
and job related functions. 

 
3. You and your parents must understand that your on-the-job training experience is 

a program requirement and an extension of your school day.  You may not work 
at your training station during scheduled classroom hours.  

 
4. Parents should contact the coordinator with any employer issues, not the 

supervisor or employer directly. 
 

5. Please be sure to have your parents read this handbook, sign the last page and 
return the signature page to your coordinator. 
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ON-THE-JOB TRAINING 
 

Training Station Guidelines 
 
1. All Work-based learning students must have a training station in order to receive 

credit for his/her work experience. 
 

2. All training stations must be approved by the coordinating teacher.  Always 
check with your coordinator before accepting a job.  Training station approval 
will be based upon TEA Occupational Guidelines, number of work hours 
Monday through Friday, amount of student/trainee supervision, location of 
business, job duties, program specific guidelines, and teacher discretion.   

 
3. The work-based learning students must be employed within the second week of 

school and will remain employed at the same job until the end of the school 
year.  Students may give a letter of resignation exactly two weeks from the end 
of the last grading period.  Once students have accepted a part-time job, they 
also agree to remain employed with the same company throughout the entire 
school year.  Job hopping will not be permitted and a student who quits or 
is fired from the workstation will receive a zero on the evaluation for the 
current six weeks. 

 
4. Students, who lose their training station at any time during the school year, must 

notify the coordinator immediately and complete a job loss form and turn in any 
termination paperwork received from the employer.  Once unemployed, if the 
student does not actively seek employment each day, does not follow guidelines 
given on the “Employer Contact Verification Sheet”, or does not find 
employment at an approved training station, he/she will fail that grade period 
and will be removed from the program. 

 
5. The Employer Contact Verification Sheet is to be completed by any work-based 

learning student who is seeking employment.  The student is required to 
make 3 contacts per day during the first week and 5 contacts per day 
during the second and subsequent weeks.  Sheets are to be filled out 
completely and signed by a manager or supervisor at that place of business.  If 
the form is not done properly, the student will lose job credit during that time 
period.  Verification sheets are to be submitted with your employee time 
sheets each week. 

 
6. You must have your own reliable transportation.  In the past, students have had 

problems relying on parents or friends to drive them to and from the job.  If this 
causes a conflict with your employment, your grade will suffer a great deal.  Be 
sure to have reliable transportation. 

 
7. Students in the COOP program are required to work a minimum of 15 hours per 

week.  Ten of those hours must be from Monday through Friday in order to 
receive credit for the work portion of the course. A total of 540 hours must be 
completed by the end of the school year with a minimum of 270 each semester.  
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If a student completes required hours before the deadline, 15 hours per week 
must be completed and verified until the end of the school year. 

 
8. All training stations must be operated from a place of business which keeps 

regular hours, operates out of a store site or office which is not a residence, and 
have a phone by which you can be contacted at all times.  The business must 
have a registered name and tax number. 

 
9. All training stations must have a supervisor on duty at all times.  The supervisor 

must be directly responsible for the supervision of the trainee’s performance on 
the job.  Student’s may not act as his/her own supervisor or be self-employed or 
work for a parent or relative 

 
10. No student under the age of 18 may be employed at a training station where 

their job requires delivery, driving a vehicle off the premises, or the majority of 
the employee’s time is spent off site from the main location.  This is a violation of 
State and Federal law. 

 
11. Separate your work life from your personal life.  While at work, do not 

gossip or complain.  Keep issues at work confidential and professional.  
Students/employees should not use cell phones or texting during working hours. 

 
12. Your On-the-Job-Training evaluation accounts for two major grades of your final 

grade each six weeks. 
 

13. When at work, be productive.  If you are not productive, your employer loses 
and you will be replaced.  Do not ask for time off unless you give adequate 
notice (2-4 weeks in advance).   

 
14. Training stations must be within a ten mile radius of the school you attend. 

(unless approved by the Director of CTE). 
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 What’s Happening? 
 
Whenever you have any information to share with your coordinator, you will be asked to 

put it in writing on a “What’s Happening Sheet.”  It is difficult to remember every 

conversation, however, if it is written down, I am more likely to remember and document 

the information.  This may include anything you need to discuss about your classroom 

performance, your employment, suggestions, grievances, etc. 

 

 
Work-based learning Training Plan 
 
Every work-based learning student must have a Training Plan on file.  A Training Plan is 

a written agreement between the employer and school work-based learning training 

program.  The plan outlines the responsibility for providing students with opportunities 

for training in the basic skills of an occupation and knowledge of related technical 

information.  The plan must be signed by the student, parent, supervisor or employer, 

and work-based learning coordinator.  Each party should receive a signed copy and a 

copy is kept on file by the school district.  Students will not receive course credit without 

a completed Training Plan on file. (see sample in Appendix) 
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STUDENT INFORMATION SHEET 
 

Today’s Date________________ 

Last Name __________________________ First _______________________ MI  ____ 

Course ____________________________________________   

Class Period (Please Circle) 1  2  3  4  5 6 7 8    Grade 10  11  12 

Address ________________________________________________________________   

City_________________________ State ____________ Zip ______________ 

Home Phone Number _(_____)__________________  Cell Phone _(___)_____________ 

Date of Birth _____________________________________________________________ 

Social Security Number ____________________________________________________ 

TX Driver’s License Number _________________________________________________ 

Dad (Guardian) Full Name ______________________ Employer ____________ Wk Phone _____________ 

Mom (Guardian) Full Name ______________________ Employer ___________ Wk Phone _____________ 

 
School Schedule: 

 
Term 

Class 
Period 

Course Name Teacher Room 
Number 

 1    

 2    

 3    

Fall 4    

 5    

 6    

 7    

 8    

 1    

 2    

 3    

Spring 4    

 5    

 6    

 7    

 8    
 
Company Name ___________________________________________  Date Hired ___________________ 

Mailing Address _________________________________________________________________________ 

Position _________________________________________________ Hourly Wage _________________ 

Business Phone Number __________________________________________________________________ 

Supervisor’s Full Name ___________________________________________________________________ 
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JOB LOSS FORM 
 
 
 
 

1. Any student who resigns (quits) their job without proper notification/approval or who is 
fired/terminated during a 6 weeks grade period (including the first or last day) will receive a failing 
employment grade for that 6 weeks. 

 
2. Failure to notify your coordinator immediately after termination from your training station will result in 

an employment grade of zero and possible dismissal from the work-based learning program at the 
end of the semester. 

 
3. A student must actively seek employment each day during his/her work-based learning work time.  

An “Employer Contact Verification Sheet” must be taken by the student as he/she seeks 
employment and turned in each week with the weekly time sheet.  Failure to complete the sheet will 
result in a zero on the employment grade and a zero on the Weekly Time Sheet. 

 
4. Upon termination from a training station, the coordinator will contact employer to review the 

circumstances of dismissal with the former employer. 
 

5. Any student who has been fired or terminated twice during the same semester will automatically fail 
for that semester and be removed from the work-based learning program.  Students who are fired 
due to theft will receive an employment grade of zero. 

 
Students Full Name ___________________________________________________ 
 
Today’s Date ________________________________________________________ 
 
Date You Last Worked _________________________________________________ 
 
Were you terminated (fired) or did you quit? ________________________________ 
 
Supervisor who terminated you or N/A _____________________________________ 
 
Reason for termination _________________________________________________ 
 
___________________________________________________________________ 

 
___________________________________________________________________ 

 
 
______________________________  ______________________________ 
Student’s Signature     Coordinator’s Signature 

YOU MUST NOTIFY YOUR TEACHER/COORDINATOR WHENEVER YOU LEAVE 

YOUR TRAINING STATION REGARDLESS OF THE REASONS. 
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WHAT’S HAPPENING? 

 

This form is to be used as a source of communication between students and their coordinator.  Please use 
this form to put into writing any information that you would like to share with your coordinator. 
 
If you simply tell me something, I may forget, but if it is in writing, I have it documented and I can file it.  
Please use this form to communicate to your coordinator concerning your classroom performance or job 
concerns such as raises, awards, promotions, problems, termination, etc.  You may also use this form to 
express suggestions or grievances. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

_______________________________   __________________ 

Student Signature      Date 
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Elgin ISD CTE  
Work-based Learning Training Program 

 

EMPLOYER CONTACT VERIFICATION SHEET 

_______________________________ 

Name of Work-based learning Student 
 
 
 
 
 
 
 

 DATE  BUSINESS NAME NAME OF PERSON 
CONTACTED 

TELEPHONE VERIFICATION 
SIGNATURE 

1 
 

     

2 
 

     

3 
 

     

4 
 

     

5 
 

     

6 
 

     

7 
 

     

8 
 

     

9 
 

     

10 
 

     

11 
 

     

12 
 

     

 
WORK-BASED LEARNING TRAINING PROGRAM 

Elgin ISD 

Work-based learning students who are not employed and are actively seeking a job must complete this 

form.  It is to be submitted with your weekly time sheet to receive credit.  Please use blue or black ink 

when completing this form. 



 17 

SCHEDULE AND JOURNAL 
 
 

FOR THE WEEK BEGINNING ____/_____/_____  AND ENDING ____/_____/_____ 
 

PLEASE LIST THE HOURS THAT YOU ARE SCHEDULED TO WORK THIS WEEK. 

 
 

WEEKLY JOURNAL ENTRY 
 

Please use this section to communicate with me about interesting or important things that are happening 
with you at school or on the job.  You will complete this sheet once each week and together they will serve 
as your on-the-job journal. You must write at least 25 words in complete sentence form.  Thank you!!!! 
 

 

 

 

 

 

_________________________   _______   _____________________________  

Student’s Name    Period  Training Station 

 

_____________________________________  ____________________________________ 

Position       Supervisor’s Name 

SUN MON TUE WED THU FRI SAT TOTAL 
HOURS 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 
 
 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Date 
 
 
 
Scheduled In: 
 
 
 
 
Scheduled 
Out: 

 

Total hours 
scheduled 
to work this 

week: 
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Elgin ISD 
WORK-BASED LEARNING CAREER PREPARATION EVALUATION 

 
Student Name___________________________________________________  Date____________________________ 
 
Training Station __________________________________________________ 
 
Number of days absent __________________________  Number of days tardy___________________________ 
 
To the Employer:  The on-the-job training is a very important part of career preparation programs.  Your rating will help the 
school provide training for the students during their “in-school” time.  Please check the columns to the right. 
 
Due Date for Evaluation ____________________________ 
 
Teacher/Coordinator ________________________________________________ Phone _________________________ 
 

STUDENT RATING Excellent Good Fair Poor 

Work Habits     

1.  Plans work carefully     

2.  Follows instructions     

3.  Shows initiative     

4.  Is a good housekeeper on job     

5.  Works steadily     

6.  Punctuality     

Business Skills and Knowledge     

7.  Is accurate and neat in work     

8.  Shows interest in work     

9.  Understands job details and job responsibilities     

10.  Has a good knowledge of products sold     

11.  Does suggestive selling     

Attitude and Personal Characteristics     

12.  Gets along well with people     

13.  Accepts criticism with poise     

14.  Is personally neat and clean     

15.  Is responsible     

16. Is tactful and courteous and handles situations                               
      well 

    

17.  Student is free from habit of gossiping and                                                                                                                                                                                               
“visiting with friends” on the job 

    

18.  Attempts to learn more on job     

19.  Maintains positive attitude     

20.  Uses sound judgment     

 
What main point has the student developed? _____________________________________________________________ 
 
What main point should be improved? __________________________________________________________________ 
 
Comments _______________________________________________________________________________________ 
 
________________________________________________________________________________________________ 
 
 
Employer’s Signature _______________________________________________________________________________ 
 Grade _________       

      Side A 

Age ___________ 
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Sex: M___ F____           Time of day related class meets _10:30  -- 12:00 
 

TRAINING PLAN AGREEMENT 
Paid Work-Based Instruction 

 
STUDENT ______________________________________   SOCIAL SECURITY NUMBER  ________________________   

 

   WBL                                                 See Teacher 

 (Occupational Objective – Work-Based Learning /WBL Training Area)     (PEIMS Code) 
 

PROGRAM AREA    Work-Based Learning                           SCHOOL CAMPUS: MFHS   

SCHOOL DISTRICT:   Elgin ISD           COMPANY NAME  _______________________ 
 

The student agrees to diligently perform the work-based training experiences and conscientiously pursue the coordinated classroom course of study as 

outlined in the attached training plan. Work-based training experiences will be assigned by the training sponsor and performed according to the same 

company policies and regulations applicable to regular employees. The student agrees to take advantage of every opportunity to improve his or her 

efficiency, knowledge, and personal traits in order to pursue further education and enter the chosen occupation as a desirable employee. 
 

The company and school are responsible for providing students with opportunities for training in the basic skills of an occupation and knowledge of related 

technical information. In order to provide a systematic plan for well-rounded training, a schedule of work-based training experiences and a parallel classroom 

course of study have been coordinated and agreed upon by the training sponsor and teacher-coordinator. 
 

In addition to providing practical instruction, the training sponsor agrees to pay the student for the useful work done while undergoing training according to 

the following plan: 

 

1) The beginning wage will be $                   per                      for                         hours per school week. 
 

2) Periodically, the training sponsor and teacher-coordinator will jointly review the wages paid the student to 

determine a fair and equitable wage consistent with the student’s increased ability, prevailing economic 

conditions, and company policy. 
. 

The training period begins the                  day of                                     , 20  , and extends through _       June 6______,            . 
 

There will be a probationary period of _______ days during which the interested parties may determine if the student has made a wise choice of an 

occupational training area, and if the training should be continued. 
 

This plan may be terminated for just cause by either party without recourse. 
 

Students will be accepted and assigned to training stations without regard to race, color, creed, national origin, sex, or handicapping condition. 
 

DO ANY TASKS FALL UNDER U.S. DEPARTMENT OF LABOR HAZARDOUS OCCUPATION ORDERS: 

YES ____ NO____ 

If Yes, the EXEMPTION for APPRENTICES and STUDENT LEARNING will APPLY for TASKS 

COVERED BY HAZARDOUS OCCUPATION ORDERS #5, 8, 10, 12, 14, 16 AND 17 (see attachment) to the 

extent: 
1) The hazardous work of the student learner/apprentice is incidental to the training; 

2) Such work shall be intermittent and for short periods of time and under the direct and close supervision of a journeyman if the student is 

     an apprentice or a qualified and experienced person if a student learner; 

3) If the student is to be employed as an apprentice, the apprenticed trade must be registered by the U.S. Department of Labor, Bureau of 

     Apprenticeship and Training; 

4) Safety instructions shall be given by the school and correlated by the employer with on-the-job training; and 

5) A schedule of organized and progressive work processes to be performed on the job shall have been prepared (see reverse side). 

The school, the training sponsor, and the student will endeavor to work-based learningerate with each other to insure that the applicable exemption is 

satisfied. 

 

SIGNATURE APPROVALS 

 
 

(Student)      Date                (Training Sponsor)     Date 

 

 

(Parent or Guardian)    Date                (Teacher-Coordinator)     Date 

(Note: Each party to this agreement should receive a signed copy. Keep the original or a copy with the student’s permanent record, and for students with 

disabilities, the Individual Transition Plan.) 



 20 
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CHILD LABOR LAWS 
Texas Workforce Commission, 

Labor Law Department, Child Labor Enforcement 
U. S. Department of Labor 

Wage and Hour Division 
 

The following are prohibited occupations for 
14- through 17-year old children: 
Prohibited occupations are the same for both federal and state law. The 
minimum 
age applies even when the minor is employed by the parent or a person standing 
in place of the parent. The hazardous occupations designated by an asterisk (*) 
have provisions for employment of persons below the age of eighteen (18), 
provided applicable apprentice or student-learner certification has been obtained. 
Persons desiring specific information about these exceptions should contact the 
nearest office of the U.S. Department of Labor. Occupations declared particularly 
hazardous or detrimental to the health or wellbeing of all children 14 through 17 
years of age include occupations: 

(1) in or about plants or establishments which manufacture or store explosives 
or articles containing explosive components other than retail 
establishments. 

(2) involving the driving of motor vehicles and outside helpers 
A. on any public road or highway 
B. in or about any place where logging or sawmill operations are in 

progress, or 
C. in excavations. 
(Under certain conditions driving a motor vehicle for a commercial 
purpose is NOT considered a hazardous occupation under state law.) 

(3) connected with coal mining. 
(4) including logging operations and sawmill occupations. 
(5) *operating power-driven woodworking machines. 
(6) involving exposure to radioactive substances and to ionizing radiations. 
(7) operating power-driven hoisting apparatus such as elevators, cranes, 
derricks, hoists, high-lift trucks. 
(8) *operating power-driving metal forming, punching, and shearing machines. 
(9) in connection with mining, other than coal. 
(10) *operation of power-driven meat processing machines, and occupations 

including slaughtering, meat packing, processing, or rendering with the 
 exception of the killing and processing of poultry, rabbits, or small 
game 
 n areas separated from the killing floor. 
(11) operating power-driven bakery machines. 
(12) *operating power-driven paper product machines. 
(13) manufacturing brick, tile, and kindred products. 
(14) *operating power-driven circular saws, band saws and guillotine shears, 

with the exception of machines equipped with full automatic feed and 
ejection. 

(15) wrecking, demolition, and ship breaking operations. 

(16) *involving roofing operations. 
(17) *connected with excavation operations. 

 
 

 
 
Additional prohibited occupations that apply 
only to 14- and 15-year olds: 
Occupations declared particularly hazardous or detrimental to the health or 
wellbeing of14- and 15-year old children include: 

(1) Mining. 
(2) Manufacturing. 
(3) The performance of any duties in workrooms or workplaces where goods 

are manufactured, mined or otherwise processed. 
(4) Public messenger service. 

(5) The operation or tending of hoisting apparatus or any power-driven 
machinery other than office machines. 

(6) Occupations in connection with: 
A. Transportation of persons or property by rail, highway, air, water, 

pipeline, or other means. However, office or sales work is permitted 
except on vehicles and other transportation conveyances or at the 
actual construction site. 

B. Warehousing and storage 
C. Communications and public utilities. 
D. Construction including demolition and repair. 

(7) Any of the following occupations in a retail food service or gasoline service 
establishment: 

A. Work performed in or about boiler or engine rooms. 
B. Work in connection with maintenance or repair of the establishment, 

machines or equipment. 
C. Outside window washing that involves working from window sills, and 

all work requiring the use of ladders, scaffolds or their substitutes. 
D. Cooking (except at soda fountains, lunch counters, snack bars, or 

cafeteria serving counters) and baking. 
E. Occupations which involve operating, setting up, adjusting, cleaning, 

oiling, or repairing power-driven food slicers and grinders, food 
choppers and cutters, and bakery-type mixers. 

F. Work in freezers and meat coolers and all work in preparation of 
meats for sale (except wrapping, sealing, labeling, weighing, pricing 
and stocking when performed in other areas.) 

G. Loading and unloading goods to and from trucks, railroad cars or 
conveyors. 

H. All occupations in warehouses, except office and clerical work. 

Work times for 14- and 15-year olds 
State Law – A person commits an offense if that person permits a child 14 or 15 
years of age who is employed by that person to work: 

(1) more than 8 hours in one day or more than 48 hours in one week. 
(2) between the hours of 10 p.m. and 5 a.m. on a day that is followed by a 

school day of between the hours of midnight and 5 a.m. on a day that is not 
followed by a school day if the child is enrolled in school. 

(3) between the hours of midnight and 5 a.m. on any day during the time 
school is recessed for the summer if the child is not enrolled in summer 
school. 

Federal Law – The FLSA further regulates hours of employment for children: 
(1) no more than eight hours on a non-school day or 40 hours during a 

nonschool week. 
(2) no more than three hours on a school day, 18 hours during a school week. 
(3) Children may work only between 7 a.m. and 7 p.m. during the school year. 

However, between June 1 and Labor Day, they may work between the 
hours of 7 a.m. and 9 p.m. 

Certificate of Age/Child Actors 
The Texas Labor Code does not require a certificate of age. However, 
applications 
for certificates are available by phone by calling the 1-800 number above or 
from your local office of the Texas Workforce Commission. 

(1) A child who is at least 14 years of age may apply to the Texas Workforce 
Commission for a certificate of age. 

(2) TWC may authorize the employment of a child younger than 14 as an 

actor or performer in a motion picture or in a theatrical, radio or television 

production. 

 

 

For further information about Texas’ child labor laws, 
call: 

1-800-832-9243 
TDD 1-800-735-2989 
This poster provides some guidelines to the Texas child 
labor laws, but it is not complete. Chapter 51, Texas 
Labor Code, governs the employment of children under 
Texas state law. MINIMUM AGE FOR EMPLOYMENT 
IS 14; however, state and federal laws provide for 
certain exceptions. Please call TWC’s Labor Law 
department for a complete copy of the law or for 
answers to questions about labor law. The Fair Labor 
Standards Act (FLSA) governs federal laws and 
guidelines pertaining to child labor. For information 
concerning federal child-labor laws, consult your local 
listing for the nearest office of the U.S. Department of 
Labor, Wage and Hour Division. 

PENALTIES: 
State of Texas – An offense under Chapter 51, Texas Labor Code, is a Class B misdemeanor, except for the offense of employing a child under 14to sell or solicit 
which is a Class A misdemeanor. If the Commission determines that a person who employs a child has violated this Act, or a rule adopted under this Act, the 
Commission may assess an administrative penalty against that person in an amount not to exceed $10,000 for each violation. The attorney general may seek 
injunctive relief in district court against an employer who repeatedly violates the requirements established by this Act relating to the employment of children. 
Federal – The FLSA prescribes a maximum administrative penalty of $10,000 per violation and/or criminal prosecution and fines. 
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Hazardous Occupational Orders 
U.S. Department of Labor 

 
The following are conditions deemed hazardous for the employment of minors between 16 and 18 years of age. 
 
Occupations with an * are exempt from child labor laws for apprentices and student learners under the conditions (e.g. incidental to the training, 
intermittent and for brief periods of time, under close supervision, etc.) set forth on the first page of the training plan. Exemptions do not apply to 
student learners under age 16. 
 
1. Manufacturing, storing, handling or transporting explosives or articles containing explosives (ammunition, black powder, blasting caps, fireworks, 

high explosives primers, smokeless powder). Exceptions are retail establishments and non-explosive areas. 
 
2. Engage as a motor-vehicle driver or outside helper (in the use of an automobile, truck, truck-tractor, trailer, semitrailer, motorcycle or similar 

vehicle on a public road, highway, near a mine, near logging or sawmill, or in an excavation) except incidental and occasional  driving. 
3. Engaged in coal mining, including all work underground, in open-pit, or at surface contributing to extraction, grading, clearing or other handling. 

Exceptions are picking slate or other refuse at a table or chute in a tipple or breaker, working in surface offices or maintenance or repair shops. 
4. Work in all logging occupations or in the operations of any sawmill, lath mill, shingle mill, or cooperage stock mill. Exceptions include work in 

offices or in repair or maintenance shops: construction, operations, repair, or maintenance of living and administrative quarters; work in timber 
cruising, surveying or logging-engineering parties; repair or maintenance of roads, railroads or flumes; clearing fire trails or roads, piling and 
burning slash; maintaining fire-fighting equipment; constructing and maintaining telephone lines; acting as fire lookout or fire patrolman away from 
logging operations; peeling of fence posts, pulpwood, chemicalwood, excelsior wood, cordwood, or similar products when not done in conjunction 
with and at the same place as logging functions; and feeding or caring for animals. (Note: Exceptions shall not apply to the felling or bucking of 
timber, the collecting or transporting of longs, the operations of power-driven machinery, the handling or use of explosives and work on trestles.) 

5. Operating power-driven woodworking machines (feeding material into fixed or portable machines used or designed for doing any of the following 
to wood or veneer: cutting, shaping, forming, surfacing, nailing, stapling, wirestitching, fastening, otherwise assembling, pressing, printing, or 
removal of materials directly from the point of operations of circular saws and guillotineaction veneer clippers. 

6. Exposure to radioactive substances and to ionizing radiations. Includes storing or using radium; making, using, storing, processing, or packaging 
self-luminous compounds and incandescent mantles; and exposure to other radioactive substances and ionizing radiations that exceed federal 
standards.  

7. Operating or assisting in the operation of power-driven hoisting apparatus (elevator, crane, derrick, hoist, and high-lift truck), including functions 
performed by crane hookers, crane chasers, and riggers. Exceptions include operating an unattended automatic passenger elevator or electric or 
air-operated hoist not exceeding one-ton capacity, and riding on a freight elevator operated by an assigned operator. 

8. Operating power-driven metal forming, punching and shearing machines (metal-working machines [e.g. dies, rolls, knives mounted on rams, 
plungers], rolling machines [e.g. beading, straightening, corrugating, flanging, bending, hot or cold rolling mills], pressing and punching machines 
[e.g. full automatic feed & ejection punch presses with fixed barrier guards, power presses, plate punches], bending machines, [e.g. apron brakes, 
press brakes, hammering machines, drop hammers, power hammers, shearing machines, guillotine shears, squaring shears, alligator shears, 
rotary shears].) 

9. Engaged in mining, other than coal. Exceptions are work in an office, warehouse, supply house, change house, laboratory, repair or maintenance 
shop not under ground. Other exceptions include operating and maintaining living quarters, surveying, road work, general clean-up outside the 
mine; building and maintaining railroad track when no mining or hauling is ongoing; surface placer operations other than dredging and hydraulic; 
metal millwork other than mercury recovery or using cyanide; operating jigs, sludge tables, flotation cells, drier filters; hand sorting at picking table 
or belt. 

10. Operating power-driven meat processing machines (meat patty forming machines, meat and bone cutting saws,knives, head-splitters, guillotine 
cutters, snoutpullers and jawpullers, skinning machines, horizontal rotary washing machines, casing-cleansing machines, crushing machines, 
stripping machines, finishing machines, grinding machines, mixing machines, chopping machines, hashing machines, or presses machines.) 

11. Operating bakery machines (dough mixer, batter mixer, bread dividing, rounding, or molding machine: dough brake; dough-sheeter, combination 
bread slicer/wrapper, cake cutting band saw; setting up or adjusting [only] cookie or cracker machine). 

12. Operating, assisting with, setting up or maintaining power-driven paper-products machines (arm-type wire stitcher or stapler, circular or band saw, 
corner cutter or mitering machine, corrugating and single or double-facing machine, envelope die-cutting press, guillotine paper cutter or shear, 
horizontal bar scorer, laminating or combining machine, sheeting machine, scrap paper baler, vertical slotters, hand feed platen die-cutting, platen 
printing and punch presses.) 

13. Manufacturing of brick, tile, and kindred products. Exceptions include work in offices, laboratories and storerooms, storage and shipping, and 
drying departments for sewer pipe. 

14. Operating circular saws, band saws and guillotine shears. (Note: Apprentices and student learners restricted to machines equipped with full 
automatic feed and ejection.) 

15. Engaged in wrecking ,demolition and shipbreaking, including cleanup and salvage done at razing, demolishing, or dismantling of buildings, bridge, 
steeple, tower, chimney, other structure, ship, other vessel. 

16. Engaged in roofing (applying weatherproofing materials and substances to roofs, the installation of roofs [including flashing], alterations, additions, 
maintenance, or repair [including painting and coating]. (Note: Apprentices and student learners also may engage in gutter and downspout work, 
construction for sheathing or base of roofs, installation of television antennas, air conditioners, exhaust and ventilating equipment and similar 
appliances.) 

17. Engaged in excavation (working in or backfilling trenches, building excavations, tunnels or shafts). (Note: Apprentices and student learners 
restricted to depths of no more than four feet, excavations whose side walls are shored or sloped to the angle of repose, and tunnels or shafts 
after all driving or sinking and shoring operations are complete.) 
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ELGIN ISD WORK-BASED LEARNING 

CAREER PREPARATION 
 

 

DATE 
 
Dear Parent: 
 
________________________ has been put on probation for the Work-based 
Learning Program for one or more of the following reasons.  This serves as a final 
warning.  If the student does not improve on the item that is specified, the student 
will be removed from the Work-based Learning Program.  Specific expectations 
will be documented depending on the reason for the probation.   
 
_______  Attendance - Students must not have excessive tardiness or      
  absenteeism.  Students will be put on probation for attendance for  
  the following reasons: 

 Student does not contact the Co-op teacher when he/she is absent 

 Student works on a day when he/she has missed school without the 
permission of the Co-op Teacher 

 Student is in violation of the 90% attendance rule  

 Student has been assigned Attendance School for attendance reasons 
 
 
_______ Insubordination or inappropriate behavior to Co-op teacher or any  
  other teacher or to Manager/Supervisor at training station (This may  
  include ISS or OSS) 
 
_______  Failure to turn in check stubs and employer evaluations for training  
  station which is a requirement to get credit for the course. 
 
____________________                 _______________________ 
Student Signature    Parent Signature 
 
____________________  _______________________ 
Principal Signature   Teacher Signature  
 
Sincerely, 
 
 
Teacher 
Elgin High School 
Work-based learning Coordinator 
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Elgin ISD Work-based Learning  

Training Handbook 
 

Handbook Signature Page 
 

 
_____________________________ (print name) has received and read the Work-
based Learning Training Handbook and understands the responsibilities necessary to 
participate in the Elgin ISD Work-based Learning Training Program at Elgin High 
School.  I understand that this handbook is to be in the possession of the student as 
long as he/she is enrolled in the program and should be kept in his/her course 
notebook.  The handbook is to be returned upon completion of the course. 
 
 
 
 
 
_____________________________ ____________________ _______________ 
Signature of WBL Coordinator   Date    Day Phone Number 

 
 
 
 
 
_____________________________ ____________________ ________________ 
Signature of Student    Date    Day Phone Number 

 
 
 
 
 
_____________________________ ____________________ ________________ 
Signature of Parent/Guardian   Date    Day Phone Number 

 


