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Definition 

Work-based activities are structured learning activities conducted in supervised work 
settings external to the institution or in a setting that involves the public that are components 
of educational programs.  These include externships, internships, on-the-job training, or 
clinical experiences. 

Essential Requirements 

These activities must be planned with at least two objectives: 

1. To provide the student-learner with the opportunity to develop and apply a ‘real-
world’ work experience using the knowledge and skills they attained in their 
program of study; and, 

2. To provide the institution with objective input from potential employers or 
customers of program graduates. 

Initiating a Work-Based Activity 

The teacher-coordinator is responsible for initiating new and reviewing existing work-based 
activity sites.  The teacher-coordinator needs to work with the work-site supervisor to make 
sure the equipment and facility provides a safe and adequate instructional opportunity for 
the student-learner.  The following criteria must be applied when making this determination: 

1. The work-based activity is similar to training which would be given in an educational 
environment for their program; 

2. The work-based activity is for the benefit of the student-learner. 

Written Instructional Plan  

Once it is determined that the potential work-based activity site will meet the instructional 
requirements the student-learner, work-site supervisor, and the teacher-coordinator will 
complete the following: 

1. ACT Training Plan 
 
Outlines:   

• Who their work-site supervisor will be; 
• The beginning date of work-based activity; 
• The time schedule arranged for the work-based activity; 
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• The work-based duties and activities arranged between the student-learner 
and their work-site supervisor; 

• The calendar and evaluation required to be kept and turned at the end of each 
nine-week grading period to the teacher-coordinator. 
 

2. ACT Training Agreement 
 
Outlines: 

• The responsibilities of the student-learner, parent or guardian of the student-
learner, work-site supervisor, and the teacher-coordinator. 

Evaluations 

The work-site supervisor will complete a Student Evaluation Report that the student-learner 
will turn in to their teacher-coordinator along with the calendar at the end of each nine-week 
grading period. 

Employer/Student Work-Based Activity Agreement 

The agreement packet includes: 

1. ACT Training Plan-must be completed and signed 
2. Training Agreement-must be completed and signed 
3. Calendar to log hours or activities-must be completed and turned in at the end of each 

nine-week grading period 
4. Student Evaluation Report-must be completed and turned in at the end of each nine-

week grading period 

The work-site supervisor and the student-learner should keep a copy of the work-based 
activity agreement.  A copy should be filed with the teacher-coordinator and the job 
placement coordinator as well. 

Paid or Unpaid 

In most cases, work-based activities are unpaid, but if the student will be paid for the work-
based activity these arrangements would need to be outlined between the work-site 
supervisor, student-learner, and the teacher-coordinator in the Training Agreement. 
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