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Baldwin County Board of Education 

Work Based Learning Co-Op Training Plan

Name of Student:___________________________________    School Year: _______
Name of Training Station:____________________________ Job Title_______________
Career Objective: __________________________________
Evaluator’s signature: ______________________________
Add 5 JOB TASKS that are performed on the job/intern. Evaluate the trainee using the rating scale below and check the appropriate number to indicate the degree of competency.  The numerical ratings are not intended to represent the traditional school grading system of  A, B, C, & D.  The description associated with each of the numbers focus on level of student performance for each of the tasks listed below.

Rating Scale: 

4. Skilled-can work independently with no supervision.

3. Moderately Skilled-can perform job completely with limited supervision.

2. Limited Skill-requires instruction and close supervision.

1. No Exposure-no experience or knowledge in this area.
	Task and lessons to be accomplished
	OTJ Rating

	Uses proper grammar
	

	Addresses people correctly
	

	Uses the telephone professionally
	

	Works well with others
	

	Directs customers professionally
	

	Handles difficult customers with tact
	

	Interprets business policies to customers
	

	Practices safety at all times
	

	Practices teamwork
	

	Practices good housekeeping
	

	Practices good attendance
	

	Displays leadership skills
	

	Job Specific Tasks/Training:
	

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	


EQUAL EDUCATION OPPORTUNITY AND NON-DISCRIMINATION STATEMENT It shall be the policy of the Board that no student shall be denied the benefit of any education program or educational activity on the basis of race, color, national origin, age, sex, disability, limited English proficiency, immigrant status, migrant status or homeless status. A free and appropriate education is available to all students with disabilities. It shall be the policy of the Board that barriers to enrolling and retaining students with limited English proficiency, homeless status, migrant status and immigrant status shall be removed, including but not limited to, the denial or delay of enrollment of such students due to lack of birth certificate, lack of school records or transcripts, lack of immunization or health records, lack of proof of residency, lack of transportation or guardianship or custody requirements. Notwithstanding the foregoing, the Board recognizes and confirms the importance and necessity of requiring certain enrollment related documentation. In the event students are enrolled without all required documentation, the Superintendent shall develop and implement administrative procedures to ensure and facilitate the supplemental provision of such documentation. All programs offered by schools within the school district shall be open to all students in compliance with statutory and judicial requirements. (Board Revised: December 9, 2014)
