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Employment

Employment Requirements
The overall purpose of education for business careers is to provide individuals with the skills and abilities to meet local, state, and national needs for business and office personnel.  This program offers opportunities that are not obtainable within the usual classroom setting.  Participation in this program requires the student employee to:

· Be interested in business careers

· File an application for the program (see appendix)

· Be interviewed by the teacher/coordinator

· Have the approval of the teacher/coordinator

· Have developed or be willing to develop marketable business skills

· Have a desire to improve or develop acceptable personal qualities

· Be enrolled in all semesters/trimesters of the program

· Be willing to participate actively in Business Professionals of America

· Recognize the importance of good attendance

· Accept responsibility

· Be willing to sign an agreement stating that he/she will abide by the rules and regulations of the program (see Appendix)

Employment Application Procedures
Definition:  Application for admission to the Business Services and Technology Program is the process that identifies candidates and selects the best available persons to be in the program.

Policy:  All candidates are considered and treated equally, and persons who can best benefit from the program are selected for inclusion.

Procedure:  All persons who wish to be a member of the Business Services and Technology Program are requested to complete an application form that is available from the teacher/ coordinator.  Applicants are screened first by the guidance counselor and then by the teacher/coordinator, with selection based upon the application and/or interview information.

Equal Employment Opportunity
Definition:  Equal Employment Opportunity provides for practices of nondiscrimination in all areas of employment including, but not limited to, recruitment, application, qualifications, training, discipline, and termination.

Policy:  All decisions regarding conditions of employment are made without discrimination on the basis of race, color, religion, national origin, age, sex, sexual orientation, or handicap, except where such requirements constitute an occupational qualification.

Procedure:  Please direct any questions regarding this policy to the teacher/coordinator.

General Employment Policies
Attendance Policy

It is extremely important that the student employee be at work every day.  No business can function properly unless its personnel view their jobs as critical to its success and assume their responsibility for being on the job.  Workers must make decisions daily as to whether or not the headache they have is really severe enough to warrant calling in sick, or whether the dentist appointment really needs to be made during working hours.  However, even the most responsible person sometimes becomes ill or must attend to an important personal matter.  
Definition:  The normal work day shall be 

 hours in length, and the work week will consist of 

 days depending upon the school’s yearly schedule.

Policy:  All employees are expected to work from the beginning of the program period until the end of the program period EACH CLASS DAY unless otherwise approved by the teacher/ coordinator.  Some weekend and/or evening activities may be required for Business Professionals of America or other program activities.  The policies for sick/personal leave are discussed elsewhere in this manual.

A.
Excessive Absences:  The teacher/coordinator will warn in writing those employees whose unauthorized absences have a detrimental effect on the workflow of the program that disciplinary action may be taken.  If the warning is not sufficient to remedy the situation, the teacher/coordinator will discuss the problem with the parent and/or school administrator.  Loss of credit or expulsion from the program may be the final action taken in this matter.

B.
Make-up Time:  The student employee is expected to make up any work missed when absent.  If he/she knows work will be missed because of a field trip, etc., make-up work should be arranged in advance.  It is the responsibility of the student employee to check with the teacher/coordinator for times during which make-up work may be completed.  Some management team stations and/or workflow simulations do not allow for make-up work.  Such work can be completed only during regular working hours.   All tests which were scheduled BEFORE the student employee’s absence and which he/she knew about before the absence must be taken upon return to class.

Procedure:  When the student employee is absent, he/she is to call the teacher/coordinator no later than 15 minutes into the beginning of the program period.  Be sure to speak with the teacher/coordinator so that important messages can be relayed.  If a personal leave day has already been requested, it is not necessary to telephone since the absence has already been approved.  

Staff Hours/Sick and Personal Leave

Definition:  Staff hours constitute the regularly scheduled working hours of the program.  Sick leave is defined as absence from duty because of personal illness or injury.  It may only be used for these purposes.  Personal leave is defined as absence from duty because of personal reasons.

Policy:  Employees are expected to work all regularly scheduled hours with designated breaks at the discretion of the teacher/coordinator.  It is important that the student employee report to work on time.  When possible, doctor and dentist appointments should be scheduled during off-duty hours.  However, five (5) days of Sick/Personal Leave Days will be allotted for the year.  Absences may be as a result of illness, family vacation, school field trip (absences for field trips will NOT affect employee’s status), etc.  If the student employee is absent more than four (4) days in a semester/trimester, his/her grade will be adjusted accordingly.  If the student employee is absent three or more consecutive days due to a more serious illness and returns to work with a doctor's statement, his/her absences will accumulate and be recorded as one absence for purposes of sick/personal days only.

Procedure:  As discussed earlier, a call to the teacher/coordinator is required when the student employee is ill.  Unless an emergency prevails, all employees shall submit 3 days in advance of the absence written requests for personal leave days to their supervisor or teacher/ coordinator.  (See the form to be used for this in the Appendix section of this manual.)  The supervisor or teacher/coordinator shall balance the personal wishes of the employee against the need to maintain an adequate coverage of operations.

Dress Code

Many companies have dress codes in effect.  An entire company may be judged by the appearance and behavior of an individual employee.  Therefore, good grooming and proper dress are important factors to be considered.  Employees must learn to distinguish between acceptable and unacceptable business attire for their business.  What is appropriate in one company may not be appropriate in another.
Definition:  Acceptable professional business attire is dress that is appropriate for the student employee’s particular work environment.

Policy:  Professional business attire for females includes dresses, suits, skirts, blouses, sweaters, dress slacks, and jackets.  Business attire for males includes dress slacks, dress shirt, tie, sport coat, sweaters, or suits.  Shoes and other accessories should complement the ensemble.  The dress code as established by Business Professionals of America, Indiana Association, will be followed.  A copy of this dress code can be found in the Appendix of this manual.  No denims, sweats, sweatshirts, T-shirts with logos, tennis shoes, short skirts (must not be shorter than 3" above knees), short shorts, cut-offs of any kind, halter tops, or tank tops may be worn.
Procedure:  Employees are expected to dress in the manner designated by the teacher/ coordinator.  At times something may be worn that is not suitable for a business environment.  The teacher/coordinator may discuss appearance with the student employee.  This policy is intended to help prepare the student employee to "dress for success" for actual positions in business.  It is the policy for the student employee to be dressed in appropriate office attire each DESIGNATED CLASS DAY unless otherwise notified by the teacher/coordinator.  Failure to adhere to this policy will result in a verbal/written warning from the teacher/coordinator the first time.  Additional infractions will result in grade adjustments and possible suspension from the program.

It is understood that ALL student employees will adhere strictly to the Indiana Association dress code while attending any district, state, or national BPA activity.

Copyright Procedure

Definition:  Copyright, body of legal rights that protect creative works from being reproduced, performed, or disseminated by others without permission. The owner of copyright has the exclusive right to reproduce a protected work; to prepare derivative works that only slightly change the protected work; to sell or lend copies of the protected work to the public; to perform protected works in public for profit; and to display copyrighted works publicly.  These basic exclusive rights of copyright owners are subject to exceptions depending on the type of work and the type of use made by others.  Definition from Microsoft Encarta 96 Encyclopedia, contributed by J. Thomas McCarthy.

Policy:  Whenever a student employee wishes to use someone else’s writing or graphics, explicit permission must be obtained from the owner of copyright or evidence must be provided that the materials are “in the public domain.”

When creating any materials for BPA, follow the guidelines in the Workplace Skills Assessment guidelines.

Procedures:  A Copyright Permission Form, which answers all questions fully and grants permission, should be submitted to the Manager/Supervisor.  Full credit must be given to the source indicating that permission was granted.  A sample of the Copyright Permission Request is shown in the appendix.

Employee Relations

Business Ethics

Today's business workers must gain a secure set of values and code of ethics in order to have the ability to react to situations in the business environment that require choices based on high standards.  Therefore, students/employees in the program must strive to achieve such qualities and characteristics.

Definition:  Business ethics are those standards of conduct that are expected to be followed by all employees within the program.

Policy:  While all student employees have individual rights and privileges as citizens, our company and customers have the right to expect and demand that total discretion and integrity is used in the operation of the program.  To ensure that this is the case, all student employees are expected to adhere to the following policies:

· Be regular and punctual in attendance at work

· Complete all assigned tasks in the manner prescribed and ON TIME

· Be dependable and reliable

· Abide by the school’s and Business Technology Lab’s policies for use of the Internet and email understanding that failure to do so will mean loss of privileges and possibly suspension or removal from the program

· Apply time-management techniques

· Comply with ALL program and school policies

· Show empathy toward others

· Keep all information confidential

· Be professional in all actions

· Use courtesy toward others

· Be honest in all dealings with teacher/coordinator, co-workers, and other persons

· Be loyal in all dealings

· Honor all copyright laws, including software and written materials and Web materials

· Understand that the computer and all software used in the program are school property and, therefore, no programs, screen savers, etc., may be changed, added, or altered without EXPLICIT PERMISSION of the teacher/coordinator 

Procedure:  The teacher/coordinator will warn employees whose improper ethical behavior is having an adverse effect on the workflow of the program or on the reputation of the program itself.  If the warning is not sufficient to remedy the situation, further actions will be taken which may include expulsion from the program.

Work Habits/Interpersonal Skills

Not receiving a promotion in business is most often due to a person's lack of interpersonal traits that affects his/her work habits. One of the most important aspects of this program is to develop efficient work habits.  Acquiring such habits could mean the difference between obtaining a low-paying position or a challenging, top-notch position.

Definition:  Work habits are the standards by which an employee achieves efficient production levels and effective interpersonal skills.

Policy:  All employees are expected to develop proper work habits that will allow for maximum efficiency in the operation of the program.  All student employees are expected to demonstrate the following interpersonal competencies:

· Cooperation—Demonstrates willingness to work as a team member and to assist others

· Adaptability—Adjusts to changes in schedules, job assignments, supervisors

· Initiative—Finds work to do without being told is self-motivated, begins work immediately

· Grooming—Dresses appropriately and practices good hygiene

· Manage stress—Handles daily pressures and conflicts positively

· Comprehension—Follows instructions and "catches on" to new ideas/situations

· Pride in work—Completes all work neatly and accurately

· Productivity—Completes satisfactory quantity of work

· Attitude—Displays a positive attitude

· Time Management—Uses time efficiently

· Confidence—Believes in self is respected and admired by others

· Maintenance—Maintains tools, equipment, and work stations

· Leadership—Gets others to cooperate and channel their efforts toward a common goal

· Enthusiasm—Demonstrates desire to learn and please is eager and earnest

· Safety conscious—Observes safety rules and regulations

· Communication—States written and verbal information in a clear, logical order

· Perseverance—Continues difficult tasks until completed

· Tact—Considers other people’s feelings

· Honesty and Integrity—Demonstrates ethical behavior in ALL activities

Procedure:  The teacher/coordinator will warn employees whose improper work habits and/or interpersonal skills are having an adverse effect on the workflow of the program or on the reputation of the program itself.  If the warning is not sufficient to remedy the situation, further actions will be taken which may include expulsion from the program.

Student Employee Grievances

Definition:  Student employee grievances are complaints initiated by employees that concern their employment or work environment.

Policy:  Student employees have the right to express their grievances, and preferably, all grievances should be resolved by the parties involved.  When this is not possible, the student employee should complete a grievance form and discuss the situation with their immediate supervisor.  A copy of the grievance form is available from the manager/supervisor.

Procedure:  If the grievance was not settled between the parties involved, the student employee may initiate the grievance process by completing the grievance form and submitting it to the employee's immediate supervisor.  The manager/supervisor will meet with the student employee(s) to attempt resolution of the grievance.  If resolution has not been achieved, the student employee(s) may request that the grievance be reviewed by the teacher/coordinator.

Sexual Harassment

Sexual harassment in the workplace has become a relevant issue.

Definition:  Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature from one student employee to another student employee.  Such conduct is sexual harassment when:

· agreeing to the conduct is a condition of the individual's employment;

· agreeing to or rejecting such conduct is used as a reason for employment decisions affecting the individual; or

· such conduct unreasonably interferes with an individual's work performance or creates an intimidating, hostile, or offensive environment.

Policy:  The Business Services and Technology Program is committed to providing an environment free from sexual harassment.  Any student employee who sexually harasses another student employee is subject to disciplinary action.

Procedure:  A student employee who feels he/she is a victim of sexual harassment or any student employee who is aware of sexual harassment within the program should report the information directly to the teacher/coordinator.  Any such information reported will remain as confidential as possible, and the privacy of those involved will be protected to the fullest extent possible.  However, information will be disseminated to individuals who need to be aware of the situation.  An investigation of the facts will be conducted to determine whether disciplinary action is required.

Performance Evaluations

Most companies have a system for evaluating the performance of their employees.  These evaluations are used in determining promotions and/or pay increases.

Definition:  The performance evaluation system is a process whereby the student employee, employee's peers, supervisor, and teacher/coordinator evaluate the student employee's past job performance and establish goals and training needs for the future.

Policy:  Performance evaluations are conducted as a means of improving communication between the student employee and manager/supervisor, identifying the student employee's strengths and weaknesses, recognizing excellence, and providing opportunities for the student employee to improve job performance.

Procedure:  All student employees will receive a performance evaluation at least once during the evaluation period.  The following criteria may be used for the performance evaluation:

· Quality of Work

· Quantity of Work

· Attendance/Tardiness

· Time Management/Work Habits/Attitude/Appearance

· Related Learning—includes communication, math, basic skills and special projects, etc.

· Business Professionals of America activities
A sample performance appraisal form as well as procedures for assignment of grades may be found in the Appendix section of this manual.

Employee Classification

The teacher/coordinator is responsible for the total operation of the program.  As such all personnel are expected to complete all assignments as directed by the teacher/ coordinator.  Certain management team positions have been established to enable the program to function as a normal work environment.  These stations may include (but are not limited to) a manager/supervisor, an administrative assistant/receptionist, and a technical assistant.

Manager/Supervisor
The manager/supervisor reports directly to the teacher/coordinator and is responsible for the day-to-day routine operation of the program.  Responsibilities and duties of the manager/supervisor may include:
· Evaluate employee performance/work habits

· Evaluate employee daily production using project keys

· Assist employees in performing daily tasks

· Conduct weekly staff meetings

· Maintain birthday/refreshment schedule

· Read and report on current issues of technical and professional periodicals to employees

· Delegate work assignments

· Communicate information when needed

· Solve daily office problems

· Keep payroll records

· Compute time sheets and write payroll checks

· Maintain employee attendance reports

· Complete employee work reports

· Write correspondence

· Check out software and reference materials
Administrative Assistant/Receptionist
The administrative assistant/receptionist reports directly to the teacher/coordinator and is primarily responsible for assisting in the daily operations of the program, greeting visitors, and answering the telephone.  Responsibilities and duties of this position may include:

· Greet callers/visitors and screen visitors

· Make appropriate introductions

· Answer the telephone properly

· Place telephone calls and keep log of calls

· Send FAX messages

· Take and deliver messages

· Schedule appointments

· Maintain appointment calendar

· Maintain and prepare bulletin boards/room decorations

· Maintain a daily schedule for teacher/coordinator

· Inventory supplies for the office

· Process mail

· Compose and format correspondence

· Locate information in reference materials
Technical Assistant
The technical assistant reports directly to the manager/supervisor and is primarily responsible for preparing materials for in-school work stations and teachers as needed or for filling in or working for various personnel within the school.  The responsibilities and duties will vary from project to project and office to office.  The individual in this position must always keep in mind proper business ethics and good work habits/interpersonal skills as much of this work may be of a confidential nature or require much public contact.

· Assist staff with technical tasks

· Provide technical support for workstations as needed

· Maintain record of equipment and report defects

· Perform scheduled cleaning and maintenance

· Ensure equipment is turned off

· Retrieve media

· Maintain digital equipment (charged)

Work Stations/Project Work Stations/LAPs
Individuals who are not assigned to one of the management team positions may be involved in either work station simulations, project work stations, or LAPs (Learning Activities/Projects).  Work station simulations will be performed on an individual basis and will involve working with materials for a particular type of company, such as banking, accounting, medical, legal, etc.  The particular responsibilities, duties, and tasks will be totally dependent upon the simulation and the company involved.  The teacher/coordinator will provide the student employee with complete information for his/her particular project.

Project work stations are those projects which may be brought into the program by members of the community.  The assignments for these projects will be made by the manager/supervisor, and the responsibilities and duties will vary with the particular project.  

Workflow Simulations

Sometime during the year, the student employee probably may be involved in a workflow simulation.  This type of simulation creates an interrelated business situation whereby all work completed by one student employee is dependent upon work that is done by other student employees.  For example, work that is completed by someone in the accounting department will be needed by another person in the purchasing department in order to make decisions regarding purchases of new materials. The assignments are varied, and the opportunities for understanding the total workflow of an information management system are unlimited.  It is during this time that the student employee will better realize the importance of team work, regular attendance, and flexibility in the work place.  The teacher/coordinator will provide him/her with more detailed information on workflow simulations.

Workplace Training/Occupational Experience

During the year the student employee may be given the opportunity to actually perform the skills he/she has acquired in an actual business setting.  The time spent on this field-related experience will vary, but will typically last a minimum of two weeks.  Through this experience, he/she will be able to have a more thorough understanding of the daily demands and needs of today's business.  The teacher/coordinator will provide the student employee with complete information as to how this experience will be provided and the requirements that will need to be met in order to participate. 

Employee Evaluation And Compensation
Evaluation

Definition:  Evaluation (assessment) is the means and standards used in determining the progress (satisfactory or unsatisfactory) of an individual in his/her daily work performance.

Policy:  All student employees will be evaluated in various situations during each evaluation period.  Refer to the sample form in the Appendix for more information on performance evaluation.

Procedure:  The evaluation (assessment) methods given below may be used:

· Participation

· Production Work

· Self-Evaluation

· Peer Evaluation

· Teacher/Coordinator Evaluation

· Paper/Pencil Tests
· Skill Assessments
Business Professionals of America
Definition:  Business Professionals of America is a co-curricular professional student organization which is an integral part of the program of instruction in the Business Services and Technology Cluster.  It is designed to develop leadership abilities and competencies in business occupations.  It also provides individuals with opportunities to demonstrate their proficiency in the knowledge, skills, and attitudes they have acquired in the business education program of instruction.  These same acquired skills help meet local, state, and national employment needs.  

Policy:  Membership is required of all Business Services and Technology students/employees and is open to all students who are currently enrolled in a business education course or program.  All lab members are expected to be active participants in the organization.

Procedure:  Business Professionals of America involvement includes:

· Competitive Events at District, State, and National Levels

· Torch Awards Program

· Special Recognition Awards Program

· Civic/Service Activities

· Social Activities

· Professional Growth

Academic and technical skills are further enhanced through competition and career preparation.  Members learn the importance of:

· Improving self-esteem

· Becoming a team player

· Preparing for employment

· Participating in competitive events

· Being a good citizen

· Developing a respect for business occupations and civic responsibility 

Because Business Professionals of America is an integral part of the program, the student employee will also be assessed on the basis of his/her participation in the activities of the organization.  Documents to be completed to assist in determining the assessment level are provided in the Appendix section of this manual.  There is a document for each grading period that must be completed and turned in to the teacher/coordinator by a specified date. 

Student Portfolio
Definition:  A portfolio has been typically associated with a container that holds examples of a person's work, such as an artist's or model's portfolio.

Policy:  In compiling a portfolio, the student employee will learn to self-assess his/her academic and career and technical education competencies.  He/she will also learn to identify and acquire essential employee skills, including being able to explain his/her own employee strengths and limitations.

Procedure:  Student employees will develop and complete a portfolio that is representative of their skills, abilities, and experiences.  As each portfolio is personal, the student employee may choose to omit, add, or update items as needed.  The teacher/coordinator will provide complete information as to the procedure for completing this portfolio; however, the information below provides sufficient directions to begin collecting information and materials for it.

The portfolio may include, but is not limited to:

· Cover Sheet 

· Resume

· Letter of Application

· Thank-you Letter for Interview (sometimes called a follow-up letter)

· List of References with addresses, phone numbers, and occupation

· Brief Description of Work/Volunteer Experiences

· Student Training Plan (IEP)

· Communication Skills—both written and oral (from speech evaluations, etc.)

· Technical/Skills Samples—Word Processing, Spreadsheets, Database, Desktop Publishing, Web Page Design, Mathematical Skills, etc.

· Academic Achievement Samples

· Transcripts

· Letters of Reference—should try to have three (from former employer, teacher, pastor, 4‑H leaders, etc.)

· Career and Technical Education Achievement Samples

· Accomplishments

· Technical/Skills Assessments—such as CTA’s, MOS certifications, BPA awards, and special recognition awards, etc.

· Student Performance Summary (evaluations from school, employers, peers)

· Employment Credentials (awards, designations, and such earned at places of work)

· Materials from Other Classes—research papers, themes, science projects, etc.

Materials you will need to buy to prepare the portfolio will include:

· Three-ring binder, 3" - 4" recommended.  Vinyl cover with clear plastic that allows for placing a cover sheet in the front is ideal.

· Plastic top-loading sheet protectors.  Top-loading is best because holes do not have to be punched in the originals.

· Index tabs that will allow for sub-dividing materials easily in the portfolio.  These could be the type to be put in a laser printer.

· Disk or CD on which examples of work may be placed to be used in electronic portfolio.

Appendix

Sample Forms
The forms on the following pages are examples of the forms used in the lab program.  It is the responsibility of the student employee to read through each, be familiar with the content and purpose of each, and to use each form as needed/required throughout the school year.

Application for Admittance to the 

Business Services and Technology Program

Business Technology Labs I and II

High School
Grade in School Now __ Soph    __ Junior
       Senior
Date to Enter Program_______/______/________

______-__________-______
 Business Tech Lab I
 Business Tech Lab II

Social Security Number
 



__ January Grad 
__ May Grad

(Will be kept confidential; needed for reports)
Student Personal Data
Name of Student____________________________________________Date_______/__________/__________

Address____________________________________________________Phone_____________________________

City________________________________________________________ZIP_______________________________

Age (Last Birthday)______________________________________
Date of Birth_______/_____/________

Mother's Name___________________________________ Occupation________________ Work Phone__________

Father's Name____________________________________ Occupation________________ Work Phone_________

Business Course Information
List subject(s) you like best:_________________________________________________________
________

Do you plan to attend college?_________ Where_________________________ Course of Study__________________

In what activities have you participated during high school?_______________________________________________

________________________________________________________________________________________________

Number of days absent last semester/trimester?______  Please explain reason for absence__________________________

________________________________________________________________________________________________

Please list all the business classes that you have taken.

Please list business courses that you plan

to take your Junior/Senior Year.

Course



Letter Grade

________________________________
__________________
_____________________________________

________________________________
__________________
_____________________________________

________________________________
__________________
_____________________________________

________________________________
__________________
_____________________________________

________________________________
__________________
_____________________________________

________________________________
__________________
_____________________________________

Class Schedule
PERIOD
ROOM



COURSE


TEACHER

1

______


_______________________________
_____________________

2

______


_______________________________
_____________________

3

______


_______________________________
_____________________

4

______


_______________________________
_____________________

5

______


_______________________________
_____________________

6

______


_______________________________
_____________________

7

______


_______________________________
_____________________

8

______


_______________________________
_____________________

Work Experience
Name of Establishment

Type of Work



Dates Worked

_________________________________
___________________________
_________________________

__________________________________
___________________________
_________________________

What do you do in your spare time?____________________________________________________________

Career Goal
What benefits do you wish to gain from this career and technical business education program? 




What are your plans after graduation?

___ Work
___College
___Business School
___Military
___Other____________________

Occupation for which you would like to prepare:

First Choice:___________________________________
Second Choice:____________________________

Remarks
As a member of the program, you are expected to join and participate in our co-curricular organization—Business Professionals of America.

 I will become an active member of Business Professionals of America.

 I will attend school regularly.

 I will agree to abide by and complete the school's training program.

 I will participate in the program for a full year.
SIGNATURE_____________________________________  APPROVED_________________________________

 


Student





Parent

Business Services and Technology Lab Program

Employment Agreement

As a member of the Business Services and Technology Lab Program, I agree that I will:


1.
maintain regular, punctual attendance in all classes;

2. complete all assigned tasks within the specified time lines in a professional manner;

3. comply with school policies and the policies of the program and follow the teacher/coordinator's instructions to the best of my ability;

4. keep all business confidential and conduct myself in a businesslike manner;

5. be honest in all my dealings within the program and school;

6. dress appropriately and observe a high standard of personal hygiene;

7. keep the teacher/coordinator informed of any problems that may arise during my training and in coping with my school work, health, or co-workers;

8. not terminate the program without written approval of the teacher/coordinator;

9. face the possibility of losing credit and being assigned to a study hall if I am dismissed from any program-related position or misuse the privileges of the program;

10. complete make-up work promptly within an appropriate time period as designated by the teacher/coordinator;

11. telephone the teacher/coordinator when unable to report to work (class) and;

12. actively participate in Business Professionals of America activities, realizing that participation in this club is directly related to my successful completion of the total program;

Failure to comply with any of the above items may result in loss of credit and/or removal from the program.

                                                                            

/
/


Student's Signature
Date             
                                                                           

/
/
 
Parent's Signature
Date           

                                                                          

/
/
 
Coordinator's Signature
Date          

************** Copy the letter below and E-Mail to Site Owner ************ 

Software Technology Services Copyright Permission Request

(Type Name of Site here)
(Type Name of Site Manager here)
(Type e-mail address of Site Manager here)
(Type URL (s) (addresses) of Web page containing desired item(s)

Dear (insert name of Site Manager): 

I am a (insert either "student" or "teacher") in the Software Technology Services Lab creating Web pages for a school project. My school is Hoosier Hills Career Center. My e-mail address is (insert full e-mail address). 

We are currently engaged in a project which (insert description of the project and its goals here). 

While doing research for this project, I visited your excellent site and was very much impressed with what you have done. 

I am interested in gaining permission to "re-publish" the following material from your Web site on our school's Web site: 

(describe first item)
(describe additional items) 

Are you the holder of a copyright for these materials? 

____ Yes ____ No 

If you are not the holder of a copyright, can you identify the owner and supply an e-mail address so that I may contact the owner? 

______________________________________________________________________ 

If you are the holder of copyright, may we "republish" these items, including at the bottom of the Web page a clear notice that we are "re-publishing" the item with your permission, with all rights reserved? 

____ I give my permission. 



____ I do not give my permission. 

Please write the words you wish for us to place at the bottom of the page describing your copyright restrictions. 

______________________________________________________________________ 

______________________________________________________________________ 

Thanks so much for your time and assistance. We appreciate your contribution to the development of excellent content on the Web. 

Please send back this whole message with you name and title at the bottom so that we can identify the source of permission. 

Sincerely,
(insert your name) 

Performance Appraisal
Employee Name

Employee Number


Today’s Date



Performance Appraisal Conducted By




Title





	I.  Description of Employee Performance For Period From                                          To__________________
Please rate the employee's performance on each dimension independently.  To help in your rating of the employee, a typical description of levels of performance are indicated as guides for each dimension.  These descriptions indicate Extremely High Performance (#7 on the scale), Above Average Performance (#5 on the scale), Below Average Performance (#3 on the scale), and, Unacceptable Performance (#1 on the scale).  In rating the employee, consider his/her actual performance on the job, and then match it to the appropriate rating level.  If judged performance falls between two of the levels, the even numbers of the scales may be used.  



	1.  QUALITY OF WORK

CARRYING OUT TASKS THAT MEET OR EXCEED STANDARDS OF ACCEPTABILITY.  THE DEGREE TO WHICH THE EMPLOYEE'S WORK IS FREE OF FLAWS.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE'S TASKS ARE ALWAYS ERROR FREE.  HE/SHE PAYS GREAT ATTENTION TO DETAIL IN ORDER TO INSURE QUALITY.

	5. =
THIS EMPLOYEE TAKES DUE CARE IN CARRYING OUT WORK TASKS.  ALTHOUGH NO MORE THAN THE AVERAGE EMPLOYEE, HIS/HER WORK OCCASIONALLY CONTAINS ERRORS AND MUST BE RETURNED BY THE SUPERVISOR.

	3. =
THIS EMPLOYEE TAKES LESS CARE THAN MOST EMPLOYEES IN HIS/HER TASKS.  THE SUPERVISOR FREQUENTLY MUST SPEND TIME DETECTING AND CORRECTING ERRORS.

	1. =
THIS EMPLOYEE IS ALMOST CONSTANTLY MAKING ERRORS.  HE/SHE CANNOT BE TRUSTED TO WORK ALONE BECAUSE HE/SHE MAKES SO MANY ERRORS; DEMANDS A GREAT DEAL OF CLOSE SUPERVISION.


	2  QUANTITY OF WORK

THE TOTAL AMOUNT OF ACCEPTABLE WORK COMPLETED, INCLUDING THE COMPLETION OF ASSIGNMENTS IN SUFFICIENT QUANTITY WITHIN TIME AND RESOURCES AVAILABLE.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE ALWAYS MEETS PRODUCTION TARGETS BY PLANNING HIS/HER WORK TO INCLUDE BUFFER AMOUNTS; HE/SHE RARELY NEEDS ADDITIONAL RESOURCES OR TIME TO COMPLETE ASSIGNMENTS.

	5. =
THIS EMPLOYEE CAN BE COUNTED ON MOST OF THE TIME TO COMPLETE ASSIGNED WORK IN SUFFICIENT QUANTITIES.

	3. =
THIS EMPLOYEE REQUIRES CLOSE SUPERVISION TO INSURE HIS/HER WORK WILL RESULT IN SUFFICIENT QUANTITIES.

	1. =
THIS EMPLOYEE RARELY PRODUCES ENOUGH WORK CONSIDERING TIME AND RESOURCES AVAILABLE..


	3  WORK TIMELINESS

THE EMPLOYEE'S BEHAVIOR IN MEETING DEADLINES, INCLUDING CAPACITY AND DEMONSTRATED ACCOMPLISHMENT IN PLANNING AND SCHEDULING ACTIVITIES.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE ALWAYS MEETS DEADLINES WITH TIME TO SPARE, IS CONCERNED WITH PLANNING HIS/HER TIME AHEAD, AND IS ABLE TO ALLOW FOR UNEXPECTED COMPLICATIONS.

	5. =
THIS EMPLOYEE OCCASIONALLY MISSES DEADLINES, BUT FOR THE MOST PART CAN BE COUNTED ON TO MAKE REALISTIC TIME ESTIMATES AND KEEP TO THEM.

	3. =
THIS EMPLOYEE DEMONSTRATES FREQUENT DIFFICULTIES IN SCHEDULING HIS/HER WORK ACTIVITIES.  HE/SHE OFTEN MAKES UNREALISTIC ESTIMATES AND ENDS UP BEHIND SCHEDULE

	1. =
THIS EMPLOYEE CANNOT BE TRUSTED TO KEEP TRACK OF HIS/HER TIME, IS NOT ATTENTIVE TO THE NEED TO SCHEDULE TIME, AND DEMONSTRATES NO SENSE OF PRIORITIES IN ORGANIZING HIS/HER WORK ACTIVITIES.


	4  ATTENTION TO DETAIL

THE EMPLOYEE'S BEHAVIOR IN ATTENDING TO DETAILS IN HIS/HER WORK.  FOLLOWING UP DETAILS AND EXPEDITING WORK WHEN NECESSARY.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE PAYS EXTRAORDINARY ATTENTION TO DETAILS IN CARRYING OUT HIS/HER ASSIGNMENTS; THE SUPERVISOR CAN TRUST HIM/HER TO FOLLOW UP ON DETAILS.

	5. =
THIS EMPLOYEE USUALLY HANDLES DETAILS WELL, BUT SOMETIMES LETS HIMSELF/HERSELF BECOME OVERBURDENED WITH DETAILS.

	3. =
THIS EMPLOYEE OFTEN HAS TROUBLES WITH DETAILS.  HE/SHE IS NOT SKILLED IN FOLLOWING UP ON WORK AND OFTEN IS DELAYED BY DETAILS.

	1. =
THIS EMPLOYEE IGNORES DETAILS; IS OFTEN EMBARRASSED BY GLARING OMISSIONS OR ERRORS.


	5  REACTION TO SUPERVISION

THE EMPLOYEE'S RESPONSIVENESS TO SUPERVISION AND EFFECTIVENESS IN FOLLOWING ORDERS AND WORKING IN COOPERATION WITH THE SUPERVISOR.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE CAN WORK WITH ALMOST NO SUPERVISION.  HE/SHE EXERCISES A GREAT DEAL OF DISCRETION IN ASSIGNED TASKS.

	5. =
THIS EMPLOYEE NEEDS SOME DEGREE OF GUIDANCE BUT CAN BE COUNTED ON TO COOPERATE AND EXERCISE THE PROPER AMOUNT OF DISCRETION IN CARRYING OUT TASKS.

	3. =
THIS EMPLOYEE OFTEN MISINTERPRETS DIRECTIONS FROM THE SUPERVISOR; DEMANDS MUCH CLOSE SUPERVISION.

	1. =
THIS EMPLOYEE DEMANDS FAR TOO MUCH OF THE SUPERVISOR'S TIME; CANNOT BE COUNTED ON TO UNDERSTAND DIRECTIONS AND FLIES OFF IN IRRELEVANT DIRECTIONS ON ASSIGNED WORK TASKS.


	6  JOB KNOWLEDGE

THE DEGREE OF JOB-RELATED INFORMATION THE EMPLOYEE HAS IN ORDER TO BE EFFECTIVE.  THIS INCLUDES FORMAL TRAINING AS WELL AS INFORMAL KNOWLEDGE ABOUT THE WORK ORGANIZATION AND ITS ROUTINES.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE EXCELS IN HIS/HER KNOWLEDGE ABOUT HIS/HER WORK AND OPERATIONS OF THE EMPLOYER; TAKES THE INITIATIVE IN KEEPING UP TO DATE AND FINDING OUT INFORMATION WHEN NECESSARY.

	5. =
THIS EMPLOYEE USUALLY HAS SUFFICIENT KNOWLEDGE TO BE EFFECTIVE IN HIS/HER WORK.  MUST SOMETIMES BE PRODDED TO OBTAIN ADDITIONAL INFORMATION WHEN NEEDED.

	3. =
THIS EMPLOYEE FREQUENTLY DOES NOT HAVE ENOUGH KNOWLEDGE TO BE EFFECTIVE ON THE JOB.  REMEDIAL OR ADDITIONAL TRAINING IS RECOMMENDED IN ORDER TO IMPROVE HIS/HER EFFECTIVENESS.

	1. =
THIS EMPLOYEE'S LEVEL OF JOB KNOWLEDGE IS DEFINITELY INADEQUATE.  HE/SHE IS CONSTANTLY MAKING ERRORS THROUGH IGNORANCE OF WORK PROCEDURES OR BASIC KNOWLEDGE REQUIRED BY THE JOB.  DEFINITELY REQUIRES REMEDIAL OR ADDITIONAL TRAINING.


	7  ATTENDANCE

THE EMPLOYEE'S RECORD OF ATTENDANCE ON THE JOB, INCLUDING ABSENCES AND TARDINESS.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE HAS A VIRTUALLY PERFECT ATTENDANCE RECORD.

	5. =
THIS EMPLOYEE IS RARELY ABSENT FROM WORK AND ALMOST ALWAYS ON TIME, HAS ALWAYS HAD A GOOD EXCUSE FOR ABSENCE OR LATENESS.

	3. =
THE FREQUENCY OF THIS EMPLOYEE'S ABSENCES AND/OR LATENESS HAS INCREASED MARKEDLY SINCE HIS/HER LAST PERFORMANCE REVIEW; FREQUENTLY DOES NOT HAVE AN ACCEPTABLE EXCUSE FOR LATENESS OR ABSENCE.

	1. =
THIS EMPLOYEE IS LATE OR ABSENT AT LEAST 10% OF THE TIME; RARELY HAS ACCEPTABLE EXCUSE.


	8  INFLUENCE ON CO-WORKERS

THE EMPLOYEE'S INTERACTIONS WITH OTHER EMPLOYEES.  THE DEGREE TO WHICH HE/SHE COOPERATES WITH AND IS RESPECTED BY CO-WORKERS.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE IS EFFECTIVE IN TAKING A LEADERSHIP ROLE IN GROUP TASKS.  IS ABLE TO ELICIT RESPECT FROM OTHER GROUP MEMBERS IN LEADERSHIP CAPACITIES.

	5. =
THIS EMPLOYEE IS RESPECTED HIGHLY BY OTHER CO-WORKERS; WORKS HARD ON FACILITATING THE WORK OF OTHERS; MAKES HIMSELF/HERSELF AVAILABLE FOR HELP TO OTHERS.

	3. =
THIS EMPLOYEE SOMETIMES COMES TO THE AID OF OTHERS, BUT MORE FREQUENTLY KEEPS TO HIS/HER OWN WORK.  THE OVERALL EFFECTIVENESS OF THE GROUP IS SOMETIMES HINDERED BY HIS/HER ACTIONS.

	1. =
THIS EMPLOYEE ALMOST ALWAYS HINDERS THE EFFECTIVENESS OF HIS/HER CO-WORKERS.  OTHER EMPLOYEES OFTEN MUST COMPENSATE FOR HIS/HER ERRORS AND COMPLETE HIS/HER IGNORED WORK.


	9  SAFETY PERFORMANCE

THE EMPLOYEE'S EFFECTIVENESS IN MAINTAINING AND PRACTICING SAFE WORK HABITS.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE IS VERY CONSCIOUS OF HIS/HER OWN SAFETY AS WELL AS THAT OF OTHERS; IS CAREFUL TO TAKE ALL REQUIRED PRECAUTIONS BEFORE BEGINNING A PROCEDURE; IS FREQUENTLY LOOKING FOR WAYS TO IMPROVE THE SAFETY OF THE WORK PLACE.

	5. =
THIS EMPLOYEE RARELY IGNORES SAFETY STANDARDS OR ENGAGES IN HAZARDOUS PROCEDURES.

	3. =
THIS EMPLOYEE OFTEN TAKES UNNECESSARY RISKS IN CARRYING OUT WORK TASKS; OFTEN IGNORES SAFETY RULES AND BEGINS TASKS WITHOUT TAKING PRECAUTIONS.

	1. =
THIS EMPLOYEE RARELY BOTHERS WITH SAFETY PRECAUTIONS; HAS OFTEN ENDANGERED THE WELFARE OF CO-WORKERS.


	10  COMMUNICATION EFFECTIVENESS

THE EMPLOYEE'S EFFECTIVENESS IN WRITTEN AND VERBAL COMMUNICATIONS, BOTH IN INITIATING MESSAGES AND IN RECEIVING AND UNDERSTANDING MESSAGES.



	1.    ٱ
	2.    ٱ
	3.    ٱ
	4.    ٱ
	5.    ٱ
	6.    ٱ
	7.    ٱ

	7. =
THIS EMPLOYEE IS CLEAR AND TIMELY IN HIS/HER COMMUNICATIONS TO OTHERS; RARELY MISINTERPRETS AN ORDER; TIMES MESSAGES TO MAXIMIZE THEIR EFFECTIVENESS.

	5. =
THIS EMPLOYEE HAS OCCASIONAL DIFFICULTY IN COMMUNICATING; IN SOME CASES HE/SHE HAS FAILED TO COMMUNICATE A CRITICAL MESSAGE OR HAS IGNORED A CRITICAL MEMO.

	3. =
THIS EMPLOYEE FREQUENTLY FORGETS TO COMMUNICATE IMPORTANT MESSAGES TO OTHER PEOPLE; HAS TROUBLE IN MAKING THE MESSAGE CLEAR; OFTEN MISINTERPRETS WHAT OTHERS SAY.

	1. =
THIS EMPLOYEE CANNOT COMMUNICATE EFFECTIVELY; ALMOST ALWAYS IGNORES CRITICAL ORDERS; CANNOT BE COUNTED ON TO INITIATE CRUCIAL MESSAGES REGARDING HIS/HER WORK.


	I.  OVERALL EVALUATION OF PERFORMANCE FOR THIS PERIOD

TAKE INTO CONSIDERATION ALL ASPECTS OF PERFORMANCE FOR THIS PERIOD WHEN MAKING THE OVERALL EVALUATION.  EACH OF THE TEN DIMENSIONS RATED ABOVE MAY NOT HAVE EQUAL IMPORTANCE ON THE JOB.  THIS OVERALL EVALUATION WILL TAKE INTO ACCOUNT THE IMPORTANCE OF THESE DIMENSIONS TO OVERALL JOB PERFORMANCE.



	1.    ٱ

UNACCEPTABLE
	2.    ٱ

LOW
	3.    ٱ

BELOW

AVERAGE
	4.    ٱ

AVERAGE
	5.    ٱ

ABOVE

AVERAGE
	6.    ٱ

HIGH
	7.    ٱ

EXTREMELY

HIGH

	

	

	

	


III.
GENERAL

DESCRIBE ANY SPECIFIC ACCOMPLISHMENTS OF THIS EMPLOYEE DURING THE PERFORMANCE PERIOD.

______________________________________________________________________________________________________

______________________________________________________________________________________________________

DESCRIBE ANY SPECIFIC PERFORMANCE PROBLEMS OF THIS EMPLOYEE DURING THE PERFORMANCE PERIOD.

______________________________________________________________________________________________________

______________________________________________________________________________________________________

OTHER COMMENTS












IV. OVERALL EVALUATION OF EMPLOYEE PERFORMANCE

Reviewer’s Signature






Date

Employee’s Signature






Date

Work Habits and Interpersonal Skills Rating Form


Name 

Date of Evaluation 


	Description
	5
	4
	3
	2
	1

	Attendance/Tardiness:
	
	
	
	
	

	1. Exhibits excellent attendance patterns; is at work every day
	
	
	
	
	

	2. Is prompt and punctual for all activities
	
	
	
	
	

	3. Calls instructor when he/she must be absent or late
	
	
	
	
	

	Work Habits:
	
	
	
	
	

	1. Works well under pressure
	
	
	
	
	

	2. Shows initiative and demonstrates self-motivation
	
	
	
	
	

	3. Stays on task
	
	
	
	
	

	4. Copes with frustration; exhibits good temperament, self-control, patience 
	
	
	
	
	

	5. Demonstrates good housekeeping practices—properly uses and cares for equipment and supplies, keeps desk and equipment clean, puts all items away when no longer needed, has no materials other than ones needed for present task on desktop
	
	
	
	
	

	6. Practices good safety habits—keeps desk drawer shut, cords out of traffic area, book bags under desk, leaves no items lying around
	
	
	
	
	

	7. Exhibits appropriate manners in all situations
	
	
	
	
	

	Responsibility:
	
	
	
	
	

	1. Completes assignments and exhibits perseverance in tasks
	
	
	
	
	

	2. Handles responsibility, exhibits dependability and reliability
	
	
	
	
	

	3. Demonstrates thoroughness, accuracy, and pride in work
	
	
	
	
	

	4. Shows respect for authority
	
	
	
	
	

	5. Follows directions first time; good listener
	
	
	
	
	

	6. Willing to work on unpleasant tasks
	
	
	
	
	

	7. Pays attention to instructions, details, and surroundings
	
	
	
	
	

	8. Seeks assistance when needed
	
	
	
	
	

	9. Exhibits good organizational skills and is well prepared for work
	
	
	
	
	

	10. Follows all work rules
	
	
	
	
	

	11. Meets all deadlines
	
	
	
	
	


	Description
	5
	4
	3
	2
	1

	Skills/Proficiencies:
	
	
	
	
	

	1. Demonstrates excellent oral communication skills
	
	
	
	
	

	2. Demonstrates excellent written communication skills
	
	
	
	
	

	3. Possesses leadership ability
	
	
	
	
	

	4. Adjusts to new tasks or changes; demonstrates flexibility/adaptability
	
	
	
	
	

	5. Exhibits creativeness and resourcefulness
	
	
	
	
	

	6. Exhibits strong problem-solving and decision-making skills
	
	
	
	
	

	7. Displays “team player” characteristics—cooperates, willingly assists others, performs his/her share
	
	
	
	
	

	Personal Qualities:
	
	
	
	
	

	1. Displays a pleasant smile, sense of humor, positive attitude
	
	
	
	
	

	2. Demonstrates respect for others; uses tact in dealing with others
	
	
	
	
	

	3. Displays good grooming and personal hygiene habits
	
	
	
	
	

	4. Is trustworthy and honest
	
	
	
	
	

	5. Accepts constructive criticism
	
	
	
	
	

	6. Demonstrates self-confidence
	
	
	
	
	

	7. Demonstrates loyalty—supports class-related activities, program, and BPA
	
	
	
	
	

	8. Strives for excellence in all tasks
	
	
	
	
	

	9. Displays courtesy with everyone; is friendly, speaks kindly to everyone
	
	
	
	
	


5 = Excellent






4 = Very good, needs little improvement


3 = Good/acceptable level, needs some improvement

2 = Almost acceptable, needs work

1 = Unacceptable, needs serious improvement


Signature of Evaluator







Date

Signature of Student/Employee






Date

Ways to use:

1.
Manager/Supervisor evaluations of the employee

2.
Instructor evaluation of the employee

3.
Peer evaluations (show composite summary only)—all employees evaluate another employee

4.
Employee self-evaluation

Comparison of evaluations will give employee a more realistic understanding of himself/herself.

These work habits/interpersonal skills are related to those mentioned in the Student/Employee Handbook.

Student Employee Notification of Policy Infraction

Student Employee Name

Date
/
/

Infraction:        Dress
       Attendance
       Work Ethics/Procedures
Explanation Of Infraction:


1st Infraction

2nd Infraction

3rd Infraction

4th Infraction


Warning Only

2% Deduction

5% Deduction

15% Deduction


5TH Or More Infraction—Possible failure for grading period and/or semester/trimester.  (Requires parent/guardian signature.)

▶Coordinator/Teacher Comments: (Becomes a part of your permanent file)

 Student Employee Response: (May use back side if needed.)




/
/


Teacher/Coordinator Signature
 
Date






/
/


Student Employee Signature                          

Date




/
/


Parent/Guardian Signature (When Applicable)

Date

Business Technology Lab

Request for Personal Leave

Note to Employee: This form is to be submitted at least three days in advance of the requested leave.  However, in an emergency situation, it may be submitted no later than 24 hours after your return to work.

To:
Lab Coordinator

Date:

/
/
 
I request that I be granted a personal leave of absence for                   days on 








# of days
                                                            .  I understand that I may utilize only five (5) days per year for sick/

Date(s) of Requested Leave
personal leave, and I verify that I have not yet reached that maximum number of days.









Employee Signature


To:






Employee Name

Date:

/
/
 
You have been granted                           days of personal leave of absence on 

                                                            .  Please place this copy in your personal file for your reference.

Date(s) granted









Coordinator Signature

Business Professionals of America, Indiana Association

Dress Code

The dress code for both male and female delegates will be applicable at District, State, and National conferences.  A member of Business Professionals of America, Indiana Association represents not only themselves while at conferences but also their school, hometown and the entire organization.

Business Professionals of America, Indiana Association approved attire, Category 1 or 2, is to be worn by all delegates at general sessions, competitive events, scheduled meetings, workshops, tours (clothing categories are indicated), and Mini-Sessions, unless specified elsewhere.  Category 1, 2, and 3 may be worn when traveling to and from the conferences and in student rooms and on designated hotel housing floors.  The following items constitute approved attire for all delegates.  Please note that body piercings should be conservative (if at all) when worn during conferences.

Category 1
Official blazers are encouraged in Categories 1 and 2.

Men
Women
Dress slacks, dress shirt, and tie
Dress or suit

Suit, dress shirt, and tie
Skirt with coordinated blouse

Sport coat, coordinated dress slacks, dress shirt, and tie
Dress shoes required with all the above

Dress shoes required with all the above



Coordinated skort outfit, worn with nylons and dress shoes

The following is UNAPPROVED attire for Category 1:  

Any type of denim apparel or accessories.  Hemlines shorter than 3” above the knee.

Category 2


Men
Women

Shirt and/or a sweater and slacks (tie preferred)
Coordinated slacks outfit

Dress shoes required
Dress skirts/slacks with coordinated blouse and/or sweater


Dress shoes required with all the


Coordinated skort outfit, worn with nylons and dress shoes

The following is UNAPPROVED attire for Category 2:  

Any type of denim apparel or accessories.  Hemlines shorter than 3” above the knee.

Category 3


Men
Women

Sportswear 
Sportswear

(jeans/pants and shirt, jogging attire, t-shirts and shorts)
(jeans/pants and blouses, sundress, jogging attire, t-shirts and shorts)

Appropriate footwear required
Appropriate footwear required

The following is UNAPPROVED attire for Category 3:  

Hats, tank tops,  halter-tops, tube tops, midriffs, cutoffs, ragged clothing, flipflops, and bare feet.  Also unapproved would be clothing or accessories with suggestive or inappropriate advertising or language.

NOTE:  If a swimming pool is available at State or National Conferences, an appropriate cover-up and shoes will be required to and from the pool area.

Business Professionals of America
Business Professionals of America is a co-curricular professional youth organization for students enrolled

in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities which will total at least 20 points.  Mark the activities in which you’ve participated below; sign, and submit this sheet to me IN YOUR FOLDER no later than Friday, September 22.  If no paper is received, you will receive NO CREDIT for these activities.

First Grading Period:



4
Paid membership dues in full for local, district, state, and national ($25) by Friday, September 22



4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.



4
Planned, organized, and carried out local community service project, such as Food Drive for Salvation Army, working for United Way, etc.



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



2
Turned in completed, signed pledge and application by Friday, August 18



3
LAB 1 ONLY—Officer candidate for Business Professionals



5
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Thursday, September 21


5
Earned, prepared, and submitted torch award points for DIPLOMAT level by Thursday, September 21


3
Served as officer and attended ALL officer meetings



3
Attended all scheduled BPA meetings and social activities for the grading period



4
Recited BPA pledge to coordinator from memory by September 22



3
Made presentation on BPA colors—what they are, what they mean, etc., by September 22



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by September 22



2
Brought all needed supplies (three-ring notebook, red pen, pencil, blue/black pen) by Friday, August 18



4
Prepared notes of appreciation for all faculty members of one department



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and  introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.







/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Business Professionals of America

Business Professionals of America is a co-curricular professional youth organization for students enrolled in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities, which will total at least 20 points.  Mark the activities in which you’ve participated below, sign, and submit this sheet to me IN YOUR FOLDER no later than Wednesday, November 1.  If no paper is received, you will receive NO CREDIT for these activities.
Second Grading Periodtc \l3 "SECOND GRADING PERIOD:


4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



3
Paid membership dues in cash for local, district, state, and national ($25) by Friday, October 20



2
Actively served as a Committee Chairman or committee member for Business Professionals



3
Served as officer and attended ALL officer meetings



2
Attended all BPA meetings AND social activities for the grading period



5
Attended Fall Leadership Conference on Saturday, October 7.  Paid $2 registration fee by September 22. Attended all sessions and prepared one-page typewritten report on Conference



4
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Thursday, November 2 each of the Torch Award categories can be taken ONE TIME ONLY)



5
Earned, prepared, and submitted torch award points for DIPLOMAT level by Thursday, November 2


5
Recited BPA pledge to coordinator from memory (can be taken only one time)



3
Made presentation on BPA colors—what they are, what they mean, etc., by November 1 (can be 
done only one time)



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by November 1 (can be done only one time)



5
Participated in fund-raising activities and sold “fair share”—$175 or more


2
Participated in fund-raising; didn’t sell “fair share”, but did sell at least $50



3
All fund-raiser monies are turned in by Wednesday, October 25



3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.  Cannot be for same person as last grading period.



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



4
Prepared notes of appreciation for all faculty members of one department --approved by teacher BEFORE doing and BEFORE sending (cannot be same department as last grading period)



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.







/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Business Professionals of America

Business Professionals of America is a co-curricular professional youth organization for students enrolled

in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities, which will total at least 20 points.  Mark the activities in which you’ve participated below, sign, and submit this sheet to me IN YOUR FOLDER no later than Friday, December 14.  If no paper is received, you will receive NO CREDIT for these activities.
Third Grading Periodtc \l3 "SECOND GRADING PERIOD:


4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



2
Paid membership dues in cash for local, district, state, and national ($25) by Friday, December 14



2
Actively served as a Committee Chairman or committee member for Business Professionals



3
Served as officer and attended ALL officer meetings



2
Attended all BPA meetings AND social activities for the grading period



3
Paid DLC registration and transportation fees of $25 by Friday, December 8.  If all applicable fees are not paid by Wednesday, December 13, a 5 point deduction will be made from these points.




3
Made presentation on BPA colors—what they are, what they mean, etc., by December 12 (can be done only one time)



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by December 12 (can be done only one time)



2
Recited BPA pledge to coordinator from memory (can be taken only one time)



2
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Friday, December 8 (each of the Torch Award categories can be taken ONE TIME ONLY)



5 
Earned, prepared, and submitted torch award points for DIPLOMAT level by Friday, December 8


3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.  Cannot be for same person as last grading period.



3
Helped plan Christmas activity for community, such as nursing homes, children’s home, needy families, etc.



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



4
Prepared notes of appreciation for all faculty members of one department—approved by teacher BEFORE doing and BEFORE sending (cannot be same department as last grading period)



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.








/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Business Professionals of America
Business Professionals of America is a co-curricular professional youth organization for students enrolled

in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities, which will total at least 20 points.  Mark the activities in which you’ve participated below, sign, and submit this sheet to me IN YOUR FOLDER no later than Wednesday, February 14.  If no paper is received, you will receive NO CREDIT for these activities.
Fourth Grading Periodtc \l3 "SECOND GRADING PERIOD:
_

4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



2
Actively served as a Committee Chairman or committee member for Business Professionals



3
Served as officer and attended ALL officer meetings



2
Attended all BPA meetings AND social activities for the grading period



2
Recited BPA pledge to coordinator from memory (can be taken only one time)



4
Planned, organized, and carried out local community service project—Special Olympics, United Way, Salvation Army, etc.



2
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Friday, February 1 (Each Torch Award category can be taken ONE TIME ONLY)



3
Earned, prepared, and submitted torch award points for DIPLOMAT level by Friday, February 1



5
Earned, prepared, and submitted torch awards points for STATESMAN level by Friday, February 1


3
Made presentation on BPA colors—what they are, what they mean, etc., by February 13 (can be done once)



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by February 13 (can be done only one time)



5
Attended DLC on Saturday, January 13.



3
Placed in your event at DLC, but are not eligible to compete at State Conference;  


OR



5 
Placed at DLC and are eligible to compete at State. 



4
Registered and paid SLC registration/transportation fees of $25 by Thursday, February. 1


3
Paid hotel expenses for the Marriott for SLC of $90 by Thursday, February 1.  If all fees for SLC
 have not been paid by this date, DEDUCT 5 points.



3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.  Cannot be for same person as last grading period.



3
Helped plan BPA Week activities and materials for week of February 12 -16 



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



4
Prepared notes of appreciation for all faculty members of one department—approved by teacher BEFORE doing and BEFORE sending (cannot be same department as last grading period)



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.








/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Business Professionals of America
Business Professionals of America is a co-curricular professional youth organization for students enrolled

in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities which will total at least 20 points.  Mark the activities in which you’ve participated below, sign, and submit this sheet to me IN YOUR FOLDER no later than Wednesday, April 11.  If no paper is received, you will receive NO CREDIT for these activities.
Fifth Grading Periodtc \l3 "SECOND GRADING PERIOD:


4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



2
Actively served as a Committee Chairman or committee member for Business Professionals



3
Served as officer and attended ALL officer meetings



2
Attended all BPA meetings AND social activities for the grading period



1
Recited BPA pledge to coordinator from memory (can be taken only one time)



3
Made presentation on BPA colors—what they are, what they mean, etc., by April 11 (can be done once)



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by April 11 (can be done only one time)



2
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Friday, March 9 (Each Torch Award category can be taken ONE TIME ONLY)



2
Earned, prepared, and submitted torch award points for DIPLOMAT level by Friday, March 9



3
Earned, prepared, and submitted torch awards points for STATESMAN level by Friday, March 9



5
Earned, prepared, and submitted torch award points for AMBASSADOR level by Friday, March 9


2
Competed in State Leadership Conference in Indy 



2
Placed in your contest at State Contest, but are not eligible to compete at National Conference in May;  

OR


4
Placed in your contest at State and are eligible to compete at National Conference in May



3
Registered AND paid registration fees and tours for NLC by Thursday, April 5



3
Paid airfare by time specified



3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.  Cannot be for same person as last grading period.



3
Helped plan BPA Week activities and materials for week of February 12 -16 



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



4
Prepared notes of appreciation for all faculty members of one department—approved by teacher BEFORE doing and BEFORE sending (cannot be same department as last grading period)



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.








/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Business Professionals of America
Business Professionals of America is a co-curricular professional youth organization for students enrolled

in Business Services and Technology Lab labs throughout the nation.  Participation in our local chapter here at (insert your school name) and its activities is expected and counts for 15% of your six weeks' grade.  You can receive points by participating in various activities planned for our chapter.  Participate in activities which will total at least 20 points.  Mark the activities in which you’ve participated below, sign, and submit this sheet to me IN YOUR FOLDER no later than Friday, May 18.  If no paper is received, you will receive NO CREDIT for these activities.
Sixth Grading Periodtc \l3 "SECOND GRADING PERIOD:


4
Maintained perfect attendance for the grading period



3
Met ALL deadlines during grading period—never late with work



4
Dressed professionally on designated class days with NO infractions—no jeans, sweats, tennis shoes



2
Actively served as a Committee Chairman or committee member for Business Professionals



3
Served as officer and attended ALL officer meetings



2
Attended all BPA meetings AND social activities for the grading period



1
Recited BPA pledge to coordinator from memory (can be taken only one time)



3
Made presentation on BPA colors—what they are, what they mean, etc., May 12 (can be done only one time)



3
Made presentation on BPA emblem—what it is, what each part represents, etc. by May 12 (can be done only one time)



5
Created animated, linked PowerPoint Presentation for recruitment purposes.



1
Earned, prepared, and submitted local torch award points for EXECUTIVE level by Friday, March 9 (Each Torch Award category can be taken ONE TIME ONLY)



1
Earned, prepared, and submitted torch award points for DIPLOMAT level by Friday, May 4



2
Earned, prepared, and submitted torch awards points for STATESMAN level by Friday, May 4



3
Earned, prepared, and submitted torch award points for AMBASSADOR level by Friday, May 4


3
Paid hotel expenses for NLC by Friday, April 19



5
Competed in National Leadership Conference



5
Placed in your event at National Contest



3
Planned and prepared for a lab member's birthday OR prepared a birthday greeting OR a note of encouragement, goodwill, etc., using graphics software for a classmate.  Cannot be for same person as last grading period.



4
Prepared bulletin board for lab (if assigned to do so but was late, no points awarded; if assigned but not completed, DEDUCT 5 points.)



4
Prepared notes of appreciation for all faculty members of one department—approved by teacher BEFORE doing and BEFORE sending (cannot be same department as last grading period)



4
Invited guest speaker for lab—contacted him/her, prepared introductory speech for speaker and introduced him/her to class; prepared thank-you speech at end; composed and mailed a thank-you note to speaker after his/her presentation.  Must have approval of teacher BEFORE contacting the individual at least TWO WEEKS IN ADVANCE.



3
LAB I ONLY—Chosen to be a BPA officer for next year




TOTAL POINTS EARNED

I verify that I did receive the above points for this grading period.








/
/




/
/


Student Signature


Date

Coordinator Signature

Date


A  20


B  18-19


C  15-17


D  12-14


F  0-11

Suggested Reference Materials
As daily assignments are completed, the student employee may find that he/she needs to refer to various materials in order to determine how to properly complete a document.  Some of these materials include:

· National BPA Formatting Style Manual – extremely important as all work must be formatted according to this guide unless directed otherwise
· Reference Manual for the Office
· Dictionary

· Word division manuals

· Office procedures texts

· Software packages and software manuals

· Roget's Thesaurus (or thesaurus on computer)
· World Atlas (or CD with Atlas)
· Operator's/Equipment manuals

· ZIP Code Directory 

· Telephone Directory 

· Handouts and other materials supplied by teacher/coordinator (materials should be kept in a notebook so they are available at all times)

· Various on-line reference sources

· CD-ROM’s for information

Manager/Supervisor:  Evaluate each employee using the rating scale provided.  Check the appropriate number to indicate the degree of competency observed during the rotation.
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