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Google Form Page 1

Students MUST BE logged into their schoel Viokir einiall addides will e seconted wies oo ubsil this |

Google account. The students UVCC gmail Mot behermguppsrvalieyos. srg?
address will automatically insert into the _ .

form.

Student enters: Studerst 1D (This is your Lunch PIN Number) *
1. Student ID (lunch PIN number) @
2. Career Tech Program (Drop Career Tech Program *

down list) @

3. Week of: (Calendar) Students will
enter the week they are reporting as
month, day, year (Example

et T

Weeh of

®

Google FO rm Page 2 Graduating Class of 2022
4. On page 2 your students will select
their name from the Class List drop i Nesws
down menu Beard, Sovgnry

Google Form Page 3 @ -

5. Student enters Lab Hours by
selecting the number of hours Sekoet rurber of s hsirs o wach oy of e ek
spent in lab each day of the e
reporting week. Students may
ask for your assistance with
determining amount of hours.

6. Student provides a
Description of project

completed during the reporting

week. Provice s irief deseription of b pragecibd compietast




7. Are you enrolled in one of
the UVCC work-based
learning program? Student
indicates Yes or No. If a

student selects No, they will be

directed to the “After School
Job option. If the student
selects “Yes” they will be
required to enter additional
information.

If student selects “Yes" to the
work-based learning program
question:

Student enters name of

employer, WBL program, and #
of hours worked.)

—>

UVCC Apprentice /WBL

What was. your 1o2al
ONLY - DX

MUMEES

8. Do you have an after school job?
Student indicates Yes or No. Ifa
student selects No, they will be
directed to the “Confirm
Submission” page option (Page 4).
If the student selects “Yes” they will
be required to enter additional
information.

If student selects “Yes” to the after school
Jjob question:

Student enters name of employer, number of
hours worked for the reporting week, job title,
a brief description of job duties and if job is
related fo their Career Technical program of
study.
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Confirm Submission &
Electronic Signature

9. Student types first and last name and
adds any comments or notes.
**Students need to capitalize their
name appropriately. How they type

their name is exactly how it will Type your first and last name in the box betow. This will sarve as your eectronic

appear on their “Ofﬁcial" printed hOUI‘S signature. By doing so. you are confirming that the submitted hours sre an
accurate indication of the number of lab hours andior hours worked. A copy of

report.** your submiitted hours will be emailed to your lab instructar for final verif
Make Gare vou CAMTALIZE the fizst itint of your ekt aid lest anmme and el your neme

10. Student clicks Submit.

Comments/Notes




Work Based Learning (WBL) Hours Instructor Feedback

Reviewing Student Data & UPPEIjUP‘Ll’*E‘ (Fecaion
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Feedback ——
Accessing your WBL Google Sheet: ey YT T
e CAREER COFFEE CO.
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Log into your UVCC Portal Account and click on | s o
the WBL Lab Hours Tracker icon on the left side | e el o
of the screen.




Locate your class folder and open

Career Advancement Center

WBL Lab Hours Tracker

When you open your Google sheet it will look similar to the image below. Any submitted student data
will appear in the sheet. The sheet is protected meaning you will not be able to edit any of the fields
E that contain data entered by your students.)

There are 4 tabs at the bottom of your sheet, the first tab labeled “Form Responses” is where all of your

student data is located.

The Dashboard tab is “View Only” and provides an overall snapshot of the data entered by your

students
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Entering Instructor Feedback

The green column labeled Instructor Feedback is where you will enter your weekly student feedback. The Student
Data column contains the students description of lab projects completed during the report timeframe.

Student Data - Lab Project  Instructor Feedback
Column Column

! !

i el et T =

Auto-Generated Student
Reports

Student Reports

Individual student reports will generate after the
instructor feedback has been entered and sent to the
student’s email. A copy of each student's report will be
saved in the program’s WBL Google folder. This is all
auto generated by the program.

CAREER ADVANCEMENT

Weekly Lab/Work Hours Report

Class of 2022
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Supe rvisor Roger Voisard's Group -
Reports 012022
Supervisors are able WBL Lab Hours Tracker

to monitor overall
program reports via a
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MVCTC WBL Tool Kit - Location

@ Dashboard

(£' Adult Education

(&' Business Management

' Curriculum

(' Curriculum-Work Based Leaming

(' District Guidelines

' District Processes

# LPDC

M ' OTES
\

CTC




Tool Kit -

(@ Cumiculum-Work Based Leaming

A1 Work Based Leaming MVCTC Pathway Options

A2 Work Based Leaming FAQ

A3 Work Based Learning Student Time Log

A4 Work Based Learning Example Mentor Agreement Form

A5 Work Based Leamning-MVCTC Presentation

A6 Work Based Learning-Work Place Agreement- Work Outside CT Program Day
Advanced Placement 2 Hour Detay Policy

Advanced Placement Eligibility Checklist

" Advanced Placement Job Training Plan

Resources

Advanced Placement Training Agreement
Example Mentor Agreements

Job Shadowing Evaluation Report

Job Shadowing Exhibits

Job Shadowing Forms

Job Shadowing Letters

Job Shadowing Summary

Sample Mentor Letter

Virtual Job Shadow Career Research Paper




The Mentor Agreement

* Located on Form Central @ Curriculum-Work Based Learning

* Created as a Google Form

* (Can be edited to add additional experiences as they evolve with a
mentor

* Must be included to count for WBL in regards to Simulated Work
Experience, Entrepreneurship, or School-based Enterprise

Data/examples:



Work Based Learning - Example Mentor Agreements

The Work Based Leaming Mentor Agreement will have the following required questions:
e Type of Work Based Learning
« Career Technical Program name*
« Name of the individual who will be a
Mentor/Mentor Name
= Mentor's email

Mentor's Company Name*

« Description of Work Based Leaming
Experience*
*Examples of completed Mentor Agreement information for these questions listed below.

Sample Mentor Letter is available: hitp./forms mvcic com/forms/view/282/16

« Start and End Date
e Anticipated hours

Names of students or program
participating

Instructor e-Signature (to verify
agreement and mentor email or
acknowledgement is on file for Work
Based Learning Agreement)

After reviewing this information, to complete a Mentor Agreement go to:

hitpsy/forms gle/ul 1Y JWAPIEH2CSSO6

For specifics on who can be a mentor and how a mentor will be utilized refer to the
Work Based Learning FAQ.

T SEiiei Career c Description of Work Based Learning

Bai: Lear:in Technical :'r::;ny Experience (Please provide a brief
g Program description of the experience)
School-based Business MVCTC MVCTC Merchandise Sale with the Mentor
Enterprise Ownership assisting with social media and marketing,
etc .

School-based Early Childhood MVCTC Mentor assisting students with FCCLA
Enterprise Education projects
School-based Health MVCTC Anatomy/physiology labs to align with
Enterprise Occupations heaith care skills and patient care
School-based Health Englewood Fire training and extinguisher certifications
Enterprise Occupations Fire Dept
School-based Health Kettering Fire | BLS/First Aid Training
Enterprise Occupations Department




Student Completes: Time Log

[} OCTA MVETC WORK BASED LF XX Wark Based Learning Time Low 3 -+

@ docs.google.com/spreadshests/d/1y0N u0ad3dDVIFBLYB7KCew. 620127r2VLbD0adYgji/editégid=0

Work Based Learning Time Log & &= &
File Edit View Insert Format Data Tools Add-ons Help Last edit was made on February 12 by Biaine Heeter

Lol _ I 1W00% -~ § % .0 .00 123~ Arial - 10 B 7 5 A .

- A Student Name
A | | e
[Student Name | Total (hrs)
Job Site Placement sﬁd Internship
Pre-Apprenticeship
Remate or Virtual Placement
Simulated Work Environment (Job Shadowing)
School Based Enterprise
Entrepreneurship

Activity Description Type of Work Based Learning g Date Start Time (AM or PM)End Time (AM or PM)  Time (min)
Simulated Work Environment
(Job Shadowing) 1:00:00 PM 3:00:00 PM 120

Simulated Work Environment
(Job Shadowing) 1:00 2:00 50

Entrepraneurship 1:30:00 AM 2:00:00 AM 30
1:00:00 AM 1:15:00 AM 15
1:00:00 AM 1:10:00 AM 10
1:00:00 AM 1:05:00 AM

coOocO0O0O0O0COoO0O0M

ER B Activity Log - Instructions =




Additional Resources to Help

* Frequently Asked Questions (FAQ):

MIAMI WALLEY
F ™

Mork Based Learning - FAQ

Q1: How will the work in my career technical lab align with a pathway option?

A1:. Most career technical lab activities can be considered work based learning and classified
as Simulated Work Experience as long as a mentor is involved and mentor agreement is
completed utilizing the Google Form. (The total hours is the important data to collect and is
not dependent on pathway options.)

Q2: How many hours does a student need to complete?
A2 The required number of hours to count is 250 total hours from 9-12 grade.

Q3: If the student is working outside of the school day at a job that aligns with their
career technical program can these hours count for WBL?
A3 Yes, If the teacher has a signed Employer Agreement completed for that student.

Q4: Will working on and competing in a competition for a CTSO count as Work Based
Learning?

A4 Yes, as long as there was a mentor working with the student to prepare for the competition
and a mentor agreement is completed.

QSs5: Will Job Shadowing count toward Work Based Learning?
A5 Yes, Job Shadowing experiences will fall under the Work Based Learming Simulated Work
Environment type.

Q6: Is the Employer Agreement form already available for this year?
A6 Yes, the Employer agreement will be the same as the Advanced Placement document
available on ‘Form Central.” A Google Form is available for the mentor agreement.

Q7: Do | need to develop a mentor agreement for my program™?

AT7: A mentor/femployer agreement must be completed for each option. (A Google Form has
been created for the mentor agreement and the employer agreement will be the same form
used previously and is available on Form Central.)

Q8: Will MVCTC be coming up with a specific form we need to have students and
employers fill out to ensure we are compliant with the Employer/Mentor agreement?

A8 A mentorfemployer agreement must be completed for each option. Currently those
students who complete a Pre-Apprenticeship or Internship with Robert Ewry have an Employer




MVCTC Capture App

* At end of the year teacher records students’

total hours of WBL in the MVCTC Capture App
before check-out.

 EMIS Specialist will run data report from

Capture App to collect needed information
for EMIS reporting.

IM;



Capture App

e The WBL hours will be captured in the
Capture App

E Rhonda Phillips v
M fvo @
M | A \A ] VA L LEY CURRENT STUDENTS FUTURE STUDENTS PARENTS EMPLOYMENT ALUMNI ADULT STUDENTS

CAREER TECHNOLOGCY CENTER

CAPTURE 8 & &

Currently as: rphillips

Please email Kim Marburger (kmarburger@mvctc.com) with any questions.

COLLEGE CREDIT / CERTIFICATION
CTso
ONE YEAR FOLLOW-UP

WORK BASED LEARNING




Capture App

Participated

O Yes O No

Type

Hours Worked

Employer/Mentor Agreement on File

O Yes O No

Notes

Work Field/Career Pathway

Total Hours Worked for the school year

Nearest Whole Number || This is needed for new state reqguirement




Capture App - Completion




