Work-Based Learning

Opportunities

Job Shadowing
Cooperative Education
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Work-Based Learn




What is job shadowing?
* Visit a workplace
» Observe professionals at
work
* Learn about a career
firsthand

Who should participate?
» Students exploring career
options
» Students researching
employers

-_ » Students confirming career
Interests




Job Shadowing

Job Shadowing Steps
 Choose a worksite
» Get instructor approval ] =) 3G
o Instructor verifies the site has '
clearances on file if the student is
under age 18 "
- Contact a company and arrange date, (8
time, and location Ba
« Complete required paperwork
* Arrive on time
» Follow workplace rules
» Ask questions and observe
» Be professional
* Thank your host
« Complete any related assignments
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Cooperative Education (Co-op)

What is co-op? V
* Paid, supervised work
experience T‘” L
» Related to your CTC é{{f*" '
program

Important Dates
» Earliest start: October 26t




Co- -0p Responmblhtles

Important
« Serious rule violations may
remove students from co-op

Students must:
* Be dependable and professional

Follow workplace rules

Report problems to supervisor and
cooperative education coordinator
Attend school and work regularly |
Notify employer and instructor if absent
Attend required school meetings
Follow LCCTC policies




Co-op Eligibility Requiremens

To participate all students must:

O Receive instructor verbal recommendation
d Maintain good attendance
O No more than four unexcused absences and/or
tardies per marking period, not to exceed ten for the
year
O Individual circumstances will be reviewed
O Maintain good behavior
0 No Level 3 or higher discipline referrals
L No multiple referrals for the same behavior at lower
levels
d Complete OSHA-10 and other program safety
certifications
d Complete the Canvas orientation -
d Complete Career Objective form
d Obtain work permit if under 18
d Complete LCCTC's co-op application process
d Complete employer hiring requirements, including drug
screening if required
d Have reliable transportation




Co-op Eligibility Before NOCTI

Required Grade
 Maintain a “B” average at
LCCTC
Five-Day Work Eligibility
Students must:
» Start co-op before NOCTI
« Complete 85% of the task list
» Score competent or advanced
on both the skills and written
portion of NOCTI exam OR
Score competent or advanced
on the skills section and basic
on the written

Start Date
» After the NOCTI exam in April
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Co-op Eligibility Aft(:r NOCTI

“r———"ﬂT"S
Required Grade Additional Requirements Q -
« Maintain a “C” average  Students must: - g,:!\, 1
at LCCTC - Complete 85% of the task

list

« Score competent or
advanced on both the skills i
and written portion of |
NOCTI exam OR Score
competent or advanced on
the skills section and basic I
on the written

Schedule
« Work up to
four days per

o—& Week

» Attend LCCTC

/ mMinimum of 1

day per week
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How to Appl?at;g.r Co-op

Step 1: Get a work permit from your high school (if under 18)
Step 2: Talk with your instructor about your interest im€e-op
Step 3: Receive instructor’s verbal recommendation §

Step 4: Search and apply for jobs
Step 5: Interview and accept an offer
Step 6: Complete LCCTC preliminary application (available in
main office)

Step 7: Have instructor sign preliminary application

Step 8: Submit application to LCCTC Assistant Principal along with cepy
of work permit (if under 18)

Step 9: Electronically sign Training Agreement and Training Plan
Step 10: Communicate to parent/guardian they will be receiving
electronic paperwork to sign




After You Start Co-op

7'
“ \ Students must:
‘ « Complete weekly JobReady work logs

Submit paystub information

Report absences to employer and instructor
GCive two weeks' notice before leaving a job
Stay with the same employer during the school
year

Important Note
* Ineligible for another work-based opportunity if
terminated
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Employee Name : Direct Deposit # Employer Name
Pay Date Gross Wages ¥TD Wages Abs. Balance Date as of: Deduction Pay VYTD Gross Y10 W/
06/12/2026 132 .00 2,265,289 @5/29/ 2026 Federal Tax 2.00  2,265.00 2. 08|
MAR  EX  ADD FED Soc. Sec. Tax B.18  2,265.08 148.44)
H 2 0.08 | Medicare Tax 1.91  2,265.@@ 32.84
Payment Type Reg ot Fetr Rate Amount| PA State Tax 4.85  2,265.20 69.52|
Hours 1.8 9.88  1.50 12.0@ 132.08) ue Tax 8.09  2,265.00 1.57
Retirement 0.0 2.00 .29
Local EIT 1.32 2,265.80 22.6
LsT 2.00 248
et Pay 114.45
*#%% Timesheets 05/16/2026 - 05/29/2026 Pay date 06/12/2026 ****
*05/19, 05/22*
8ank Information
Bank Nme C 114,45
Direct Deposit #
bate ©6/12/2026
Amount $114.4
Name

Street Address
City, State, Zip

gee3
Code

Paystub Upload

IEn:plnyee Hame

|Pay Date Gross Wages

Direct Deposit #

YD Wages Abs. Balance Date as of:|

Employer Name
Deduction ¥TD Gress

Y10 W/H

86 1272826 132 .e@

2,265,080 05/29/2026

MAR EX ADD FED

H [} 8.8
Payment Type Reg
Hours 11.88

ToT  Fetr Rate  Amount
0.0 1.5 12.00 132.00

Federal Tax ] 2,265,088
Soc. Sec. Tax o 2,265.08
Medicare Tax AN 2,7265.28
PA State Tax 2,265.08

UL Tax 2,265.08

Retirement a.ee

Local EIT 32 2,265.89
LST

3.0
148. 44

Net Pay




Mandatory
Days Back

What are they?
* Required full-days of school at
LCCTC for co-op students =~
Student Responsibility
* Inform your employer in
advance s \
Missing a Day ¢
* May affect co-op pa r’icipation
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Financial Assistance




uestions?

Contact
Dr. Susan L. Wienand
Work-Based Learning and Outreach Coordinat
swienand@lancasterctc.edu
Office: 717-859-5100 extension 5138 /
Cell: 717-847-4189



mailto:swienand@lancasterctc.edu
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