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SUMMARY OF PRESENTATION
• What is MCPA
• Definition of WBL and the WBL Continuum
• Information and Insight into the Many Options of WBL
• Opportunities for Students and Benefits of WBL
• Key Components 
• Documentation Requirements 
• Questions/Discussion 
• Opportunities with MCPA



What Is Michigan Career Placement Association?

“MCPA is a professional organization 
whose goal is to provide direction 
and leadership to individuals 
involved in Work Based Learning.”

www.micareerplacement.org  



WHAT IS WORK BASED LEARNING?
(WBL)



WBL Continuum



Work-Based Learning 
Not Counted Toward 
Pupil Membership
Career Awareness 

• Field Trips
• Guest Speakers
• Career Fair

Career Exploration
• Job Shadows 
• Informational Interviews



Types of WBL 
(Career Training and Preparation)

Pupil Accounting Rules Apply

Types of CTE                                
(State Approved CTE 

Programs)

• Paid or Unpaid Capstone 

• Unpaid (Rotations/Clinicals) 

• Paid or Unpaid In-District 
(Only certain CIP Codes)

• Less-Than-Class-Size (LTCS) 
Programs 

Work Based Learning –
Non CTE

• Paid or Unpaid

Special Education Programs

• Paid or Unpaid for Pupils 
with Disabilities

• Unpaid In-District 
Placement/Transition 
Services (With IEP) 



BENEFITS OF WBL

• Better prepared for future employment
• Learn how to prioritize their time
• Improved attendance and better grades
• Explore career options and narrow down 

career choices
• Develop better problem-solving skills and 

interpersonal skills
• Transition from student to professional
• Better understand real-life issues
• Students marketability increases after 

graduation
• Build a stronger network



• Student Grade Level (Non CTE 9-12, CTE 11-12, Special Education 9-Transition)
• Certified Teacher (Vocationally Certified for CTE) (Special Education certified teacher or 

district appointed staff)
• Pupil Accounting Requirements

• Time sheets for attendance
• Work-based experience cannot be more than ½ of FTE
• Documentation must be completed before Count Day

• Youth Employment Rules and Regulations
• Hazardous Occupations
• Wages
• Hours Worked

• EDP/Career Alignment 
• Special Education (Must align to Post Secondary Vision)

• Workers Compensation/General Liability Required
• Record Retention

KEY COMPONENTS



5 “R’s”

• Readiness – Is the student ready for WBL? (Safety, maturity, 
work ethic, knowledge)

• Relationships – Does the student have the opportunity to 
interact with an employee/customer/end-user?

• Rigor – Provide challenge, difficulty and breadth to add 
value to learning

• Relevance – Alignment with core academics, state approved 
program segments, standards, and EDP

• Richness – Experience the depth of knowledge related to 
applied skill



Rules of WBL

Rules for Placements:
• Pupil Accounting Requirements – 2019-

20 Manual and Companion Document 
• Michigan Youth Employment 

Requirements
• Federal Hazardous Occupations 
• Current Worker’s Comp and General 

Liability Insurances are required (Carrier 
and Policy Numbers)

• Safety Instruction 
• Worksite Visits – Prior to placement and 

once every 9 weeks (Every 30 days for 
special education placements)

• Timecard Documentation 



DOCUMENTATION
REQUIREMENTS



WORKSITE VISITS
An appropriately certified teacher must visit:

• Prior to placement—Initial Review and Safety Evaluation
• Once every 9 weeks 
• Every 30 days for special education students



TRAINING 
AGREEMENT

• An agreement between 
district, employer, 
student, and parent

• Must be on file before 
work-based placement

• See Pupil Accounting 
Manual and Companion 
Document



TRAINING    
AGREEMENT

• Aligns with 
Education/Career 
Goal

• Documents safety 
training date

• Signatures and 
Compliance 
Statement



TRAINING 
PLAN

• The plan details specific job tasks 
and outlines the educational 
program to be learned by the 
trainee

• Specific unduplicated skills need 
to be listed for each 45 hours of 
unpaid placement

• CTE segments/standards and Non-
CTE performance elements shall 
be used to assess the student’s 
progress

• Keep on File---7 years beyond 
graduation 

• Special Education - copy of 
transition plan must be attached



Safety
• Safety instruction must be given before 

placement
• Schools must “provide evidence” of 

pertinent/relevant safety training
• A date must be provided of when safety 

training occurred
• Sample Safety Checklist: 
• https://www.michigan.gov/documents/mde/8f_-

_Sample_WBL_Safety_Checklist_for_Workplace_553467_7.pdf

https://www.michigan.gov/documents/mde/8f_-_Sample_WBL_Safety_Checklist_for_Workplace_553467_7.pdf


PUPIL ACCOUNTING

• PAM Updates to Section 5-P                     
• Considerations 
• Companion Document



Evidence is 
based on CTE 
program and 

district policies



HELPFUL RESOURCES
Work Based Learning Guide for Risk Management

http://www.michigan.gov/mde/0,4615,7-140- 6530_2629_53968-220470--
,00.html

Coordinator Handbook
https://www.michigan.gov/documents/mde/10a_-
_Revised_School_Coordinator_Handbook_553845_7.pdf

Michigan Career Placement Association 
http://www.micareerplacement.org

Michigan Pupil Accounting Manual
https://www.michigan.gov/documents/mde/2018-
19_Pupil_Accounting_Manual_628112_7.pdf

Michigan Pupil Accounting Manual Companion Document
https://www.michigan.gov/statelicensesearch/0,4671,7-180-24786-244560--,00.html

Michigan Transition Services Association
http://www.michigantsa.com/

http://www.michigan.gov/mde/0,4615,7-140-
http://www.michigan.gov/mde/0,4615,7-140-6530_2629_53968-220470--,00.html
https://www.michigan.gov/documents/mde/10a_-_Revised_School_Coordinator_Handbook_553845_7.pdf
http://www.micareerplacement.org/
https://www.michigan.gov/documents/mde/2018-19_Pupil_Accounting_Manual_628112_7.pdf
https://www.michigan.gov/statelicensesearch/0,4671,7-180-24786-244560--,00.html
http://www.michigantsa.com/


NEXT STEPS

1. Reference the documents and websites provided
2. Get to know your local auditor/District Pupil 

Accounting Contact
3. Get involved and become a member of MCPA
4. Attend the October 2020 MCPA Conference 



BENEFITS OF MCPA

Professional Development

Fall 2020 MCPA Conference 

Communication

Website
Networking

Regional meetings
State updates

Ask the board a question

Resources

Website – sample forms and 
documents



MCPA Regions



QUESTIONS?
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