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MISSION STATEMENT 

The mission statement of the Upper Bucks County Technical School is to educate students for 

successful careers and to inspire lifelong learning in a challenging and changing economy. 

 

 

 

BELIEF STATEMENTS 

● We believe in advocating the Upper Bucks County Technical School as an option for 

educational and career excellence. 

 

● We believe in promoting self-respect, character development, integrity, and respect for 

diversity. 

 

● We believe in providing a challenging and progressive curriculum that is an essential 

component for workforce development and post-secondary readiness. 

 

● We believe in creating strong partnerships and relationships with all student, parents, 

community members, sending schools, and industry by fostering open communication. 

 

 

 

 

 

 

The Upper Bucks County Technical School will not discriminate on the basis of age, sex, handicap, race, color, national origin, religion, genetic 

information, or any other legally protected classification in its educational programs, activities, or employment. The school will also take steps to 

assure that the lack of English language skills will not be a barrier to admission and participation in all educational programs. This policy is in 

accordance with state and federal laws, including Title IX of the Education Amendments of 1972, Sections 503 and 504 of the Rehabilitation Act 

of 1973, and the Individuals with Disabilities Education Act, amended 2004 and Title II of Genetic Information Nondiscrimination Act of 2008. For 

information about rights or grievance procedures, contact the Title IX and Section 504 Coordinator, at Upper Bucks County Technical School, 

3115 Ridge Road, Perkasie, PA 18944. Phone: 215-795-2911. For information regarding services, activities and facilities that are accessible to 

and usable by disabled persons, contact 215-795-2911.  
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ADVANTAGES TO THE STUDENT 

● The program encourages students to obtain employment in the local community. 

● The program develops good work habits and attitudes. 

● The program makes possible an easier transition from school to employment. 

● The program allows students to earn wages while they learn. 

● The program helps the students experience employment opportunities and 

responsibilities. 

 

ADVANTAGES TO THE EMPLOYER 

● Establishes a partnership between the school and the employer 

● Gives the employer an opportunity to evaluate potential regular employees. 

● Increases the pool of skilled workers in the community. 

● Provides the employer with a training program that stresses employability skills and good 

work habits. 

● Reduces the time and cost of training when the Career Internship Program students are 

hired for employment after graduation. 

 

ADVANTAGES TO THE SCHOOL 

● The school district’s career education program is enriched. 

● The skills and experiences of experts in business and industry are utilized in the training 

of student learners. 

● Through good employer relationships the program demonstrates the concept of education 

as a practical community-wide service 
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In conjunction with the Palisades, Pennridge and Quakertown School Districts, the Upper Bucks County 
Technical School offers the Career Internship Program to students as an alternative method of earning 
credit towards graduation while gaining valuable workplace experience with community employers.  The 
program is delivered through the balanced combination of weekly classroom instruction and paid work-
based experience. Career Internship Program students do not attend UBCTS. All classes are held at the 
sending district high school.  Students in 11th and 12th grade may be recommended by their high school 
guidance department to participate in the program.   

Students traditionally work half days in entry-level positions to obtain training in occupational areas that 
are not offered at UBCTS.  Students work under the supervision of a work-site mentor who will share his 
or her expertise and provide training through an Occupational Training Plan.  The employer is responsible 
for evaluating the student’s performance on the work site and for tracking attendance  

A UBCTS Cooperative Education certified coordinator is responsible to deliver related competency-based 
classroom instruction on a weekly basis at the student’s high school and to conduct monthly visits with the 
student at their place of employment.  Students are formally evaluated and receive a grade based on a 
combination of their workplace evaluation and their grade earned in classroom instruction.  UBCTS 
complies with state and federal statutes regarding employment. Insurance protection will be provided for 
the school and students. 

Early workforce training in a supervised environment provides a solid basis for developing a positive work 
ethic and a pathway for future success in the workplace.  The program is also beneficial to local 
employers, providing an avenue to recruit new workers who are prepared to accept the challenges of 
today’s workforce.  
 
 Career Internship Program students will: 

● Be responsible for securing employment prior to entry into the program 

● Have a work-based experience held at a school-approved worksite and be paid the existing legal 
wage 

● Have school-based academic and career specific instruction and will meet with his/her teacher-
coordinator for one 40 to 45-minute period per week 

● Obtain working papers prior to beginning the Career Internship Program 

● Complete monthly time logs, journals and assignments  
●  Be legally employed a minimum of 15 hours a week during the school year.  Graduation credits 

can be awarded for hours worked outside of school hours 

● Provide their own transportation to the worksite 

● Complete the NOCTI (National Occupational Competency Testing Institute) assessment on 
worked based learning 

Career Internship Program employers will: 
● Adhere to all state and federal regulations regarding employment, child labor laws and worker’s 

compensation insurance. This would include obtaining all required clearances ( Act  34-Criminal 
Background Check, Act  114-FBI Fingerprint Report, Act  115 Child Abuse Clearance) if a student 
is under the age of 18. 

● Provide the student learner a variety of work assignments, comprehensive instruction and 
supervision under the direction of a qualified, experienced mentor 

● Provide the student learner instruction in safety procedures and safe work practices 

● Provide an existing legal wage and complete periodic evaluations of the student learner’s job 
progress on a rating form provided by the school. The employer evaluation is 50% of student 

grade. 
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Upper Bucks County 

Technical School 

Serving: Palisades, Pennridge, and Quakertown 

3115 Ridge Road  Perkasie, Pennsylvania 18944  Phone: (215) 795-2911  FAX: 215-795-0530 www.ubtech.org 

Career Internship Program Work Based Guidelines 

In order to insure the successful operation of the Work Based Education Program, the following guidelines must be 
adhered to. 

• Students must attend the weekly class, submit work logs and assignments. 

• Students must be punctual at work and school. 

• If absent from sending district during the AM session, students are not permitted to report to their job placement in 

the PM. Students who report to their job placement in the morning must attend the PM session at their sending 

district 

• Cutting work or school may be cause for suspension or removal from the program. 

• When ill or absent, students should contact their employer, sending district, and School to Work Coordinator by 

8:00 AM. Please email the school work coordinator at mreese@ubtech.org .  

• Students may not leave the job site for personal business during working hours. 

• Work schedule changes should be reported to the School to Work Coordinator immediately. 

• Controversial employment concerns should be discussed with the School to Work Coordinator who, in turn, will 
discuss them with the employer. 

• Any student that is fired m a y  receive a failure grade for that portion of the grading period that the student spent 
on the worksite  

• Students wishing to terminate employment must give the employer and the School to Work Coordinator two (2) 
weeks’ notice. Failure to give proper notice may result in the failure grade for that portion of the grading period. 

• Students are encouraged to work on school holidays.   Please record the hours and tasks on your weekly journal. 
Please comply with Child Labor Laws if you are under 18. 

• If UBCTS is delayed or closed due to inclement weather, you must communicate with the employer if you are 
unable to attend work.  Safety of our students is always a priority at school and the workplace. 

I have read and fully understand all stated policies affecting my participation in the Work Based Education Program. I 
further understand that violation of any above regulation will result in a partial or full suspension from the program 
and /or additional schoolwork assignments. 

 

Print Student Name 
 

Student Signature  Date 

Print Parent Name 
 

Parent Signature  Date 

mailto:mreese@ubtech.org
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Upper Bucks County Technical School 
3115 Ridge Road, Perkasie, PA 18944 

(215) 795-2911 ext.242 • fax (215) 795-0530 
www.ubtech.org 

COOPERATIVE EDUCATION/CAREER INTERNSHIP TRAINING AGREEMENT 

Pennsylvania Vocational Education Regulations and Standards and Pennsylvania and Federal Child Labor Laws Require a 

Written Training Agreement and Training Plan for each Student-Learner in a Vocational-Cooperative Education Program 

Student Learner ___________________________________  Home ___________________________ 

Address __________________________________________ Cell _____________________________ 

Birthdate __________________________________________ Work Permit No. ___________________ 

Career Objective ____________________________________ Job Title _________________________ 

Employment Beginning _______________________________ Ending ___________________________ 

Training Agency ____________________________________ Telephone ________________________ 

Address____________________________________________________________________________ 

Supervisor __________________________Schedule _________Hrs.________Salary ______________ 

EMPLOYER TRAINING SITE RESPONSIBILITIES: 

1. Employer will adhere to all State and Federal regulations regarding employment, child labor laws, minimum 

wages and worker's compensation, the Pennsylvania Worker/Community Right-To-Know Act and the 

Pennsylvania Human Relations Act. 

2. Employer will recognize and support the student-learner's educational objectives of the program and 

provide employment for the student-learner on a regular, continuous basis. 

3. Employer agrees to follow the student-learner's Individualized Training Plan (attached hereto as Exhibit 'A"); 

to provide the student-learner with a variety of work assignments; and to provide comprehensive instruction 

and supervision under the direction of a qualified, experienced person. 

4.  Employer will make periodic evaluations of the student-learner's job progress on a rating form provided by 

the school. 

5. Employer will arrange a conference with the Cooperative Education Coordinator if a trainee problem arises. 

6. Employer will provide necessary safety instruction throughout the student-learner's, training period. 

7. Employer will not employ a student-learner to displace a regular worker. 

8. Employer will assure that exposure to hazardous work will be incidental to the student-learner's training and 

not a part of the student-learner's training program. 

9. Employer agrees that treatment of illness or injury to the student-learner at the training site will not be given 

without the signed permission of the Parent/Guardian, except under emergency conditions. 

10. Employer is not liable to the unemployment compensation fund for wages paid to the student-learner while 

under the training program. This is provided in section 4(1 in Pennsylvania Unemployment Compensation 

Law. 

11. Employer will keep an accurate record of student-learner's attendance and will notify the school if the 

student-learner fails to report to work. 

12. Employer agrees to pay the student-learner wages as agreed upon at the time of placement. (Students 

must be paid by check with all correct deductions withdrawn) 

13. Employer Wii} permit the school's representative(s) to visit the student-learner's training site to determine 

progress and obtain direct feedback. 

14. Employer agrees that a student-learner if under 18 years of age should not be permitted to drive company/ 

customer vehicles or a fork lift. 

15. Employer agrees to provide a safe environment free from harassment and physical dangers.  
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STUDENT-LEARNER INTERN/APPRENTICE RESPONSIBILITIES: 

1. The student-learner agrees to perform assigned duties in a loyal manner and work to the best interest of 

all concerned. 

2. The student-learner agrees to report job problems to the training site supervisor/mentor and to the 

Cooperative Education Coordinator. 

3. The student-learner will adhere to all company policies; employment may be terminated for the same 

reasons as apply to regular employees. 

4. The student-learner must be regular in attendance at school and on the job. if unable to report to work, 

the student-learner must notify the employer and School Attendance Office before the start of the normal 

workday. 

5. The student-learner's employment will be terminated upon withdrawal from school. 

6. The student-learner will report to the school for designated meetings and related instruction. 

7. The student-learner/parent-guardian agrees to be responsible for providing transportation to the training 

8. The student-learner/parent-guardian agrees to provide medical insurance and automobile insurance 

coverage to satisfy student-learner's placement and travel responsibilities and agrees that both the 

driver and vehicle used for the cooperative education placement are properly licensed, insured and safe. 

9. The student-learner's employment may be terminated if student is not in compliance with the school's 

Student Code of Conduct as outlined in the Student Handbook. 

SCHOOL RESPONSIBILITIES: 

1. The program is under the direct supervision of a certified cooperative-education coordinator/instructor. 

2. The student-learner intern/apprentice will receive related instruction and safety instruction from the 

occupational instructor or the Cooperative Education Coordinator prior to job placement. 

3. Cooperative Education Coordinator will visit the student-learner and training supervisor on a regular basis 

at the training site. 

4. Cooperative Education Coordinator will investigate compatibility of job circumstances with requirements 

for student-learner's attainment of advanced standing in apprenticeship program upon graduation from 

high school. 

5. Except as otherwise set forth herein, the student-learner's transportation, insurance, and attendance at 

school and work will be covered by school policy. 

6. The school will maintain signed copies of the written training agreement and plan for each student-learner 

participating in the program for three years from the date of enrollment in the program. 
 
     

Student/Learner Date  Parent/Guardian Date 

     

Employer/Training Site Supervisor Date  Career & Technical Instructor Date 

     

School to Work Coordinator Date  School Administrator Date 
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Employers/Training Sites of Work Based Education student-learners shall not discriminate in education programs, activities, or employment based 

on race, color, national origin, sex, sexual orientation, disability, age, religion, ancestry, union membership or any other legally protected 

classification. Announcement of this policy is in accordance with state and federal laws including Title IX of the Education Amendments of 1972, 

Sections 503 and 504 of the Rehabilitation Act of 1973, and the American with Disabilities Act of 1990. 

INDIVIDUALIZED TRAINING PLAN 

Student Learner: ___________________________ Telephone: _________________ 

Training Agency: ___________________________ Telephone: _________________ 

Training Supervisor: _________________________ Telephone: _________________ 

Parent/Guardian: ____________________________ Telephone: _________________ 

Signatures: 

School to Work Coordinator: _________________________________ Date: _________ 

Worksite Training Supervisor: ________________________________ Date: _________ 

Student: _________________________________________________ Date: _________ 

Parent/Guardian: __________________________________________ Date: _________ 

COMPETENCIES TO BE DEVELOPED 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

LEARNING ACTIVITIES 
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Upper Bucks County Technical School 
3115 Ridge Road, Perkasie, PA 18944 

(215) 795-2911 ext.242 • fax (215) 795-0530 
www.ubtech.org 

Attendance Reporting 
Note to employer: Students enrolled in an approved School-To-Career program can earn high school credit. State guidelines require that a record of the 

student's attendance be maintained by UBC T S. It is the student's responsibility to complete and return this form to the school. Employers must verify the 

student's work hours. 

Student: 

 

Sending District: 
 
Employer: 
 
Employer’s Phone: 
 
Employer’s E-mail: 
 
Month/Year: 

  

Date In Out 
Total 
Hours 

 Sunday     

 Monday     

 Tuesday     

 Wednesday     

 Thursday     

 Friday     

 Saturday     

Total Hours Month ______ 
 

Weekly Totals _______ 

 
Date In Out 

Total 
Hours 

  
Date In Out 

Total 
Hours 

Sunday     Sunday     

Monday     Monday     

Tuesday     Tuesday     

Wednesday     Wednesday     

Thursday     Thursday     

Friday     Friday     

Saturday     Saturday     

Weekly Totals ______  Weekly Totals ______ 

 
Date in Out 

Total 
Hours 

  
Date In Out 

Total 
Hours 

Sunday     Sunday     

Monday     Monday     

Tuesday     Tuesday     

Wednesda
y 

    Wednesday     

Thursday     Thursday     

Friday     Friday     

Saturday     Saturday     

Weekly Totals ______  Weekly Totals ______ 

We the undersigned verify the above form was completed by both employer and UBCTS student-learner and accurately reflects the student's time worked. 

 Student-learner ___________________ Date ___________ Employer ____________________Date__________ 
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