Document Check List

	Student’s Name
	
	Birth date
	

	Work Site Experience beginning
	
	ending
	
	

	Work Site:
	
	Address:
	

	Phone:
	
	
	

	Work site supervisor name:
	
	Title:
	

	Teacher - Coordinator(s)
	


The following must be complete and on file for each student experience: 

	
	
	Evaluation of Prospective Work Site

	
	
	Parent Information Letter

	
	
	Application for Work Based Learning 

	
	
	Training Agreement (signed by student, parent, school, employer)

	
	
	Training Plan

	
	
	Work Site Supervisor’s Evaluation of Student (may be included in Training Plan).

	
	
	Work Site Supervisor Orientation Checklist Complete

	
	
	Student Work Site Orientation Checklist Complete

	
	
	Student Time Sheet

	
	
	Teacher-Coordinator Visitation & Evaluation (recommended once per month)

	
	
	Student Evaluation of Work Site Supervisor, School Coordinator and Student

	
	
	Alaska Work Permit

	
	
	Liability Waiver

	
	
	Harassment and Discrimination Statement

	
	
	Work Site Confidentiality Agreement

	
	
	Education Privacy Act Waiver

	
	
	Request for Minimum Wage Exemption for Student Learner (if applicable)

	
	
	Hazardous Occupation Exemption (if applicable)

	
	
	Student Cover Letter, Resume, and Job Application

	
	
	Other
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