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Session Goal
Participants will leave with:

A simple workflow for documenting work-based
learning hours in InTERS

Practical systems for dividing responsibilities
among staff

Templates and ideas they can immediately use in
their schools

Examples that reduce workload and increase
student participation



"Raise your hand if hearing 'new diploma requirements'
felt like someone added another job to your job
description."

“That was our reaction too. But what we found was that
this process became manageable when we stopped
thinking about it as one person's responsibility."



What feels overwhelming?
Discuss common concerns:
Who tracks hours?
Who contacts employers?
How do students submit
documentation?
How do we avoid creating extra work?
What if staffing is limited?

The Challenge for
Smaller Schools

"Work-based learning documentation
should be a team effort, not a one-
person job."

Key Message:



Our Team
Process

Step 2:
Coordinate regularly
with Patoka Valley
Cooperative
instructor

Step 3:
Compile:

Courses with paid
internships
Courses with unpaid
internships
Industry certifications
Existing work-based
experiences

Step 1:
Meet with CTE
teachers

"Instead of creating something new,
we asked: What are we already

doing?"



Walk through:
Freshman meetings
Explaining why work hours matter
Showing students’ expectations early

Version 1: Awkward approach
Student:
"Hey… I need you to sign something for school."
Employer:
"Sign what?"
Student:
"I don't know..."
(brief humor)

Version 2: Better approach
Student:
"Hi Mr. Smith, my school is tracking work-based learning experiences for graduation requirements. Could you verify my hours on this form?"
Employer:
"Sure."
Student:
"I can send it digitally or bring a copy back."
After the skit ask:
"Which student would you rather help?"

Meeting with Freshmen

Student
Communication
Process



 Keeping It Simple with Submission Systems

 Multiple Submission Options

Students can submit through:
✓ Google Classroom
✓ Email
✓ Picture upload
✓ Paper copy

"We knew students would complete some experiences
over the summer when we weren't in the office, so we
removed barriers."



"How many times are we touching the information? We want that number as low as possible."



Practical
Takeaways

Five Things We'd Do Again

1. Identify eligible experiences
2. Collect documentation, Share

Templates with CTE teachers
3. Verify information
4. Enter into InTERS
5. Maintain ongoing communication



Questions &
Discussion "What concerns are you having at your school?"

"How many people are handling this in your
building?"
"What systems are already working?"



Putting it
together
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