
               Career Visions Workforce Preparation Portfolio 

Name _________________________________ School _______________________________________

Portfolio Component Completed (X) Date Comments 

Section 1 
Program Referral 

Interest Inventory (choose one):

Data Wizard 

OSCAR

Other:            

Transition Planning Profile 

Program Expectations 

Section 2

Email Account 

Job Hunting 

Section 3
Employment Applications (Data Wizard) 

Resume (Data Wizard) 

Cover Letter (Data Wizard) 

Section 4

Interviewing 

Thank You Letter (Data Wizard) 

Section 5 
OJT Contract 

I-9 Verification 

Workplace Harassment 

Job Safety 

Conflict Resolution At Work 

Resignation Letter (Data Wizard) 
References  



The Career Visions 
Program  

in full collaboration with  
The William S Hart Union High School District  

is proud to present:  
 

The new and improved 

Career Visions Website!  
This cyber gem is positively packed with all the workforce preparation 

resources you’ll ever need including these timeless classics:  
 

• Extensive Career Exploration  
• Transition Planning Tools  

• Workforce Preparation Curriculum  
• Interest Inventories  

• Links to local Job Search Resources  
 

And you get this all for the amazing low price of:  
Zip, Nada, Zilch!  

That’s right folks, we’re giving it away for FREE!  
 

But wait!  That‘s not all!  
Act now, and get unlimited  access to the award winning 

Career Visions Workforce Preparation Program,  
and much, much more!   

 

Ready to have some fun???!!!  Click on the link below:  
 

www.hartdistrict.org/careervisions  
and get started today!  

 



HROP Personal Data Wizard 
 

Instructions:   
Using your Personal Data Wizard  

logon information, select the “Interest Assessment” 
button on the Main Page,  and follow the program 

instructions. Print your inventory results, and include 
in your portfolio for future reference. 

 
Career Exploration:  
Interest Inventory  



Welcome to the Humboldt County Office of Educations’s Personal Data Wizard  
 
 
This site allows you to access important transitional resources , while storing 
your most valuable work related documents. 
 
Some of these resources include the following: 
 
Employment Application Builder   

 The information that has been entered will automatically transfer to an Employment Application Template.  
 The system will format the list of personal attributes with the student's personal information.  
 Application can be printed and added to portfolio for easy reference. 
 For additional editing capabilities the cover letter can be transferred to Microsoft Word.  

Resume Builder  
 The Data Wizard will produce a resume after entering personal information and choosing from several pull-

down menus addressing, skills, classes, activities and job objectives  
 The system has editing capabilities and can be printed.  

Cover Letter Builder  
 The information that has been entered will automatically transfer to the Cover Letter Builder.  
 The system will format the list of cover letter sentences with the student's personal information.  
 The three-paragraph cover letter is editable and can be printed.  
 For additional editing capabilities the cover letter can be transferred to Microsoft Word.  

Thank You Letter Builder  
 Information will be automatically transferred to the Thank You Letter Builder  

Budget Builder  
 Students can enter estimated monthly wages and estimated costs of 25 items such as rent, groceries, utilities, 

savings, cash etc.  
 The Data Wizard produces a spreadsheet showing monthly totals.  
 Students can go back and edit expenses to balance their budget.  

Other Available Resources  
Files containing useful information are available to down load for transition students. Examples of files are:  
 Reference and Recommendation requests  
 Information about turning 18  
 Selective Service information  
 Information about buying a used car  
 Information about banking and credit  
 And more.  

 
 
 
 
 



To access the site: 
 
1) Open your internet browser (ie. Internet Explorer)  
2) Enter the following address in the ADDRESS bar 
    (not the search bar!) exactly as it’s shown below: 
         
        http://www.hrop.org/wizard/  
 
3) Find the group name : “William S Hart UHSD” using the drop down box 
and select. 
 
4) Enter your username and password: 
 
                My username is: _________________________________ 
 
                My Password is: _________________________________ 
 
 
5) If you have trouble accessing the site, contact Career Visions at (661) 
259-0033 X 525 
 
 

Have Fun! 
 
 



O.S.C.A.R. 
Occupation and Skill Computer Assisted Researcher  

OSCAR is a 180 question interactive interest inventory developed by  Career 
Development Resources.  It’s purpose is to link you   

with careers that interest you the most!  
 
 

Instructions:   
Using the following link:  www.ioscar.org/tx  

 
• Select the              button on the Main Page.  
 
• Next, select the                     button.    
 
• Finally, select the                                              to begin the     
   inventory process.                                  

 

 
Career Exploration:  
Interest Inventory  



Student Transition Planning Profile 

Rev. 12/02:dg     District Office of Transition Services (LAUSD) 

 
 
 
Student Name: _________________________________________ 
 

Birth Date: _______________ Grade/Track: __________ 

 
At your Individualized Education Program/Individual Transition Plan (IEP/ITP) meeting, you will be discussing your plans for life 
after high school.  This planning profile is designed to help you think about your future plans.  At your IEP/ITP meeting the team 
members will use the information you provide to help you plan your post school activities.  
 
Directions: Check all that apply. 
 

AGENCY INVOLVEMENT 

o I am currently receiving support from this outside agency ______________________________________________________ 
(For example: Department of Rehabilitation, Regional Center, California Children Services, Supplemental Security Income, etc.) 

 

INSTRUCTION/ACTIVITIES 

o My goal is to receive a diploma.  

o I want to go to a vocational school to learn __________________________________________________________________ 

o I want to go to a four-year college to study __________________________________________________________________ 

o I want to go to a community college to study ________________________________________________________________ 

o I want to go to adult school and take _______________________________________________________________________ 

o Other _______________________________________________________________________________________________ 
 

COMMUNITY EXPERIENCES 

o I am participating in these parks and recreation activities ______________________________________________________ 

o I like spending time with family and friends doing ___________________________________________________________ 

o I participate in these school club(s)/activities ________________________________________________________________ 

o I have obtained or will obtain a Social Security Card, Birth Certificate, Permanent Resident Card, California ID, California 

Driver License, etc. 

o I am interested in hobbies such as _________________________________________________________________________ 

o I know how to use public transportation. 

 

POST-SCHOOL LIVING 

o I want to live on my own in ______________________________________________________________________________ 

o I plan to live with my parents and/or relatives. 

o I want to live on my own, but will need support from someone who can help me.  
o Other _______________________________________________________________________________________________ 

 

POST-SCHOOL EDUCATION AND EMPLOYMENT 

o I would like to volunteer at ______________________________________________________________________________ 

o I want a part-time job doing _____________________________________________________________________________ 

o I want a full-time job doing ______________________________________________________________________________ 

o I do not plan to work because I will be attending school. 

o I plan to work while attending school. 

o Other _______________________________________________________________________________________________ 

 
 

Student Signature: __________________________________ Date: _______________ School: _________________________ 



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT  
 
 
 

Career Visions  
Program Referral Form 

Revised 02/10  
 
All three sections of this form must be completed and returned to the Career Transition 
Advisor assigned to the student’s school before consideration can be made for program services. 
 
Student’s name________________________________      Date______________ 
 
Student’s Age_____     Date of Birth_____________       School Site________________ 

 
Section # 1 

 
To be completed by the student’s parent or legal guardian. 

 
 
Parent or Legal Guardian’s Name : __________________________________________ 
 
Please give a brief description of the student’s: 
  
Strengths: ____________________________________________________________ 
 
Limitations: ___________________________________________________________  
 
Work interests:__________________________________________________________ 
 
Other comments:_______________________________________________________________ 
 
Does this student have an IEP or documented disability?   Yes _______  No _______ 
 
Please check days and times that student is unable to work: 
 
 Monday Tuesday Wednesday Thursday Friday 
3:00-4:00      
4:00-5:00      
5:00-6:00      
6:00-7:00      
7:00-9:00      
 
Is this student involved in extracurricular activities that will interfere with normal work hours?  
Yes, _______________  No ________________ 
 
Signature: _________________________  Contact number: _(___)___________________ 
 
Cell phone: __________________________       e-mail _________________________________ 
 

 
 
 
 

Student presentation: reference 8-22-07 
 

 



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT  
 
 
 

Career Visions  
Program Referral Form 

Revised 02/10 
              

All three sections of this form must be completed and returned to the Career Transition 
Advisor assigned to the student’s school before consideration can be made for program services. 

 
Section # 2 

 

To be completed by the student’s case management teacher.                            
 
 
Student Name:  _________________________                         School site: ________________                                   
 
Teacher’s name -__________________________________ 
 
Current grade point average: ______(2.0 minimum needed for work permit consideration). 
 
 
This student has expressed interest in the following Career Visions service(s): 
 
          Workforce Preparation              Supported Work Training             Occupational / Trade School Co-enrollment  
                                                                                                         (Must be at least 16 or a Junior in HS) 
 
Would you recommend this student for a job?  Yes ____  No ___  
 
 
If yes, please give a brief description of the student’s strengths, limitations and work interest: 
 
______________________________________________________________________ 
 
_______________________________________________________________________ 
 
If no, what do you think the student needs to improve on in order to be ready to get a job?  
 
_________________________________________________________________________ 
 
__________________________________________________________________________ 
 
Do you feel this student would be capable of working unsupervised? ___________________ 
 
Teacher’s signature:____________________   EXT:_______________________ 
 
 

 
 
 
 
 
 

Student presentation: reference 8-22-07 
 
 
 



WILLIAM S. HART UNION HIGH SCHOOL DISTRICT  
 
 
 

Career Visions  
Program Referral Form 

Revised 02/10  
 
Student name: ________________________________  Date: ____________________ 
 
School Site: ____________________________________  
 

All three sections of this form must be completed and returned to the Career Transition 
Advisor assigned to the student’s school before consideration can be made for program services. 

 
  Section # 3 

 

To be completed by the student’s school counselor. 
 
 
 
Counselor’s name -______________________________________ 
 
 
Do you feel this student is capable of working and maintain his/her grades? 
 
_______________________________________________________________________ 
 
 
Current grade point average: ______ (2.0 minimum needed for work permit consideration). 
 
CREDITS NEEDED TO GRADUATE: ____________________________ 
 
Counselor’s signature________________________ Ext. number___________________ 
 
 

       FOR CV USE ONLY 
 
School: _______________________     Date Completed Referral Received_________ 
 
Age at time of referral: _______ 

Availability Master 
 Monday Tuesday Wednesday Thursday Friday 
3:00-4:00      
4:00-5:00      
5:00-6:00      
6:00-7:00      
7:00-9:00      

 
Program Recommendation :  WorkAbility 1______ TPP _______ 

 
 

Student presentation: reference 8-22-07 



Welcome to the Career Visions Program at the TLC! 
 
What we do:  
The Career Visions Team is responsible for providing you with career exploration  
and career development services. 
 
Here are a few frequently asked questions regarding paid work training: 
 
1) How do I get  a job ?  
Paid work training at the TLC is a privilege program.  This means that there 
is no California mandate which states that we have to give you job. You have the right to  
earn a job by maintaining acceptable classroom performance,  and completing  minimum  
workforce preparation requirements including training in following key areas: Interest Assessment, Job Hunting 
Strategies, Job Applications, Cover Letter, Interviewing Skills (including video taped practice), Thank You Letters, 
and Job Retention Strategies.  These components will be covered in the classroom by your instructor, and reinforced 
in the field by Career Visions Staff as you prepare to receive on the job training.  
 
In addition, you will need to complete a satisfactory PAES assessment, and 40 volunteer hours at a work site related 
to your interests before paid placement begins.  
 
Assuming that you are able to meet these requirements, you must submit a completed “Work Referral” to your 
Career Transition Advisor (CTA).  You can obtain this from your CTA or your teacher. 
 
2) Once I have a job, what do I have to do to keep it? 
Congratulations! You’ve got a job, but in order to keep it, you must maintain acceptable  
OJT performance. This means coming to school, on time and ready for work.  It also means that you will be 
evaluated at your worksite every eight (8) weeks, and that you, or any party associated with your WAI/OJT contract 
has the right to terminate at any time.  Initially, you will be given a “Work Training Services” bank of fifty (50) hours.  
Any time dedicated by a CTA to your OJT will be charged against that bank.  Please note that any UNEXCUSED 
absences related to your OJT will cost you the allotted time for that day!  (For example, you are scheduled for a 5 
hour work day, you come to school on time but left your uniform at home.  Your bank will still be charged the full 5 
hours for the day.)   Your “Work Training Services” bank has a maximum of 50 hours per year.  Hours can not be 
carried over from one year to the next. 
 
3) My work performance is an issue. How does this affect my job?  
If you choose to have continual  behavioral or performance problems while at the OJT,  the following protocol can be 
implemented by anyone on your treatment team: 
•       You will be given a verbal warning in order to allow you to modify your behavior.  
•       If the problem continues, you will receive a one day suspension as well as a case conference     to discuss 
            your continued employment. 
•       If further disciplinary action is needed, after this initial conference,  you may be terminated  
            from your OJT without a conference, and may have to get a new work referral in order to be 
            considered in the future. 
 
I understand that participating in the Career Visions work training program is a PRIVILEGE not a right. At 
any time, I agree that I can refuse services and elect to secure competitive employment on my own. I 
understand these expectations and agree to adhere to them to the best of my ability.   
 
Signed:________________________________                 Date:_____________                                                        
                                  (Student)  
Signed ________________________________                 Date:_____________ 
                       (Parent / Legal Guardian )  



Career Visions Service Continuum 
TLC 

Revised 06/10 

Program Assumptions 
 

• Competitive employment is the ultimate outcome upon exit. 
 
• Student receives work training services during normal school 
    hours. 
 
•  Evaluations are certified by an on-site Career Transitions  
     Advisor.   (80% minimum requirement to move from 
     PAES to WAI/OJT.)    
 
• In addition to the 80% evaluation requirement, all OJT 
    candidates will be required to meet minimum proficiency  
    benchmarks before CV will support community based  
    placement.  These areas of proficiency will be reinforced by  
   the student’s Special Education Teacher or on site Career  
   Transition Advisor and  include demonstrable proficiency in 
   the following areas: Job Search,  Applications, I-9  
   Requirements, Resume, Cover Letter, and Interviewing.   
 
• Student is given a WAI fifty (50) hour “Work Training  
    Services” bank .   All time dedicated by a CTA to direct  
    student  interaction while in an OJT capacity is chargeable to 
    that bank (including unexcused absences, lateness, and other 
    related issues).  
 
• Student has the right to refuse program services at any time,   
    in order to pursue competitive employment. 

 



Career Visions Service Continuum 
TLC 

Revised 06/10 

 
Intake  

 
 

PAES/Observation/Workforce Prep Training/Volunteer Hours 
 
 
 

8 Week Evaluation (80%?) 
(If less than 80%, continue PAES/Workforce Prep/Volunteer Hours) 

 
 
 

Minimum Portfolio Requirements for WAI/OJT  
(Job Search, Applications, I-9, Resume, Cover, Interviewing)   

 
 
 

WAI/OJT 
50 Hours of Work Training Services  

(while continuing workforce prep training) 
 
 
 

TPP (Eligibility TBD by DOR Rehabilitation Counselor) 
Work Training Services and Occupational Development Support 

(while continuing workforce prep training) 
 

 
 

Seamless Transition  
Appropriate Work Training Services and Occupational Development Support 

to be determined by the student’s IEP Team within 6 months of exit.  Process to 
be initiated by Case Management Instructor in collaboration with the student’s 

Regional Center Service Coordinator.  

Assumption : Competitive Employment is  
the Ultimate Outcome after Exit!  

 













































Job Searching on the Internet 
 
 
 

Careers & Community for Talented People with Disabilities  

  
Searching for a job using the Internet is a great way to reach prospective 
employers.  In addition to online application and resume posting, employment 
websites allow you to quickly locate both part and full time employment in your 
area,  
 
Remember that most websites will allow you to view current listings, but willl 
most likely require you to register and/or post your resume to apply online 
 
1) Open your internet browser (ie. Internet Explorer)  
2) Enter the following address in the ADDRESS bar 
    (not the search bar!) exactly as it’s shown below: 
         
        http://www.gettinghired.com 
 
3) Select the “Job Seekers” section, register as a new user and search  
as shown below: 
 
                         

                          Job Search: 
                          Keywords: (e.g., sales, Java, nurse, marketing) ___________________   
 
                          Select Job Location: California - Los Angeles                                                                                          

 

 
4) One Job title of interest that I see is: _________________________ 
 
                 
5) If you have trouble accessing the site, contact Career Visions   
     at 661 259 0033 x 525 
 

Have Fun! 
 
 



Job Searching on the Internet 
 
  

 
 
Searching for a job using the Internet is a great way to reach prospective 
employers.  In addition to online application and resume posting, employment 
websites allow you to quickly locate both part and full time employment in your 
area,  
 
Remember that most websites will allow you to view current listings, but willl 
most likely require you to register and/or post your resume to apply online 
 
1) Open your internet browser (ie. Internet Explorer)  
2) Enter the following address in the ADDRESS bar 
    (not the search bar!) exactly as it’s shown below: 
         
        http://www.jobstore.com/ 
 
3) Click on an area of interest under the “Job Search”  section as shown 
below: 
 

 

 

 

 

 
 
  
 
4) One Job title of interest that I see is: _________________________ 
 
                 
5) If you have trouble accessing the site, contact Career Visions   
     at 661 259 0033 x 525 
 

Have Fun! 
 
 

Search Jobs  

 
Keywords: ______________________________________________ 
 
 

 















































































            WILLIAM S. HART UNION HIGH SCHOOL DISTRICT 
 
 
 
 
 
 
 

Career Visions On-The-Job Training Contract 
                                                  
 

The purpose of this contract is to provide the student-client with on-the-job work-related training 

 
Revised 06/10 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
II. Business/Training Site Responsibilities 
 
 As a training site resource in the OJT program, I agree to:  
 
 A. Not use the student-client to replace a paid employee 

position.  
 
 B. Inform the student-client and job coaching staff of rules, 

regulations, and duties expected of the student-client 
trainee. 

 
 C. Supervise the student-client trainee, assist in improving 

the on-the-job training performance of the student-
client, and assign the student-client to more responsible 
duties or positions if openings occur for which the 
student is qualified.  

 
 D. Plan an appropriate variety of on-the-job training 

tasks/responsibilities. 
 
 E. Abide by state and federal laws/regulations pertaining to 

employment and/or students on training/job sites.  
 
 F. Confer with the school job coaching/staff regarding the 

student-client's training progress and/or need for 
additional help.  

 
G. Evaluate the training performance of the student-client 

with the school job coaching/staff through written 
evaluation every eight (8) weeks. 

 
H. Consider student- client for part time employment if 

economically feasible, after completion of fifty (50) 
subsidized work hours, and satisfactory eight (8) week 
worksite performance evaluation. 

 
        I. Inform the school job coaching/staff when planning to 

terminate a student-client's training.  
 
  

 
I.  Student Responsibilities 
 
    As a student-client in the OJT program, I agree to: 
 
 A.  Follow the program rules and regulations established by 

the school and the employer. 
 
 B. As needed, arrange for my own transportation and 

accept liability if incurred.  The school will not authorize 
or be held responsible for the mode of transportation 
that is used.  

 
 C. (If 18 years of age or older) Provide self with ample 

insurance coverage while traveling to and from school, 
as well as, to and from the training site. 

 
 D.   Maintain regular attendance and punctuality in school 

and at on-the-job training, or I will not be allowed to 
participate in OJT.  I will not participate in OJT, on 
days that I am absent from school.  If I have above 
average absences on non-workdays, my participation in 
OJT may be limited.  

 
 E.  Notify my Career Transition Advisor within one day if I 

am released from my training.  
 
 F.  Notify my work-training site and Career Transition 

Advisor before I am due at work if an illness or an 
emergency prevents me from working. 

 
    G.   Consult with my Career Transition Advisor if I should 

find it necessary to terminate my on-the-job training 
before the agreed upon date. 

 
    H.    If receiving a pay-incentive, obtain a social security card,           

any other required identification (and a work permit, if 
under 18 years of age). 

 
    I.    Participate in a minimum eight (8) week PAES  evaluation 

in order to assess workforce readiness.  This assessment 
will be completed before being considered for community 
based training. 

 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
IV.   Parent/Guardian Responsibilities (If student-client is 
         under 18 years of age or conserved)  
 

As a parent/guardian of a student-client in the OJT program, I 
agree to: 
 
A. Encourage the student-client to effectively carry out the 

duties and responsibilities of the program at school and at 
the training site.  

 
B. Arrange transportation for non-school hours for the 

student-client and accept liability if incurred.  The school 
will not authorize or be held responsible for the mode of 
transportation that is used.  

 
         C.    Provide the student-client with ample insurance coverage while 

traveling to and from school, as well as, to and from the training 
site. 

 

 
III. School District Responsibilities 
 
 The William S. Hart Union High School District, agrees 

to: 
A. Monitor progress of the student-client while the 

student-client is participating in the OJT program. 
 
B. Act as employer of record for the student-client while 

the student-client is participating in the OJT 
program, and is receiving a pay-incentive. 

  
C. Abide by state and federal laws/regulations 

                  pertaining to employment/training, and/or students. 
 

D. If the student-client is receiving a pay-incentive, pay 
the student-client ________________/hr. 

 
 E. Provide State Worker's Compensation Insurance 

coverage under the School District's policy for 
student-clients while they are at the work site. 

  
F. Enroll the student-client only in an approved OJT 

site as defined by the local School District and 
supported by a plan of operation approved by the 
California State Department of Education. 

 
 

G..   Inform the student-client (and the parent/guardian if 
the student-client is under 18 years of age or 
conserved), of program rules and regulations.  

 
H. Monitor the student-client's training site and 

activities, and consult with the employer regarding 
the on-the-job training performance of the student-
client. 

 
I. Assist in the resolution of the student-client's school 

or work training site-related problems that are 
affecting on-the-job training performance and the 
student-client.  

 
J.    Communicate with the student-client  

             regarding on-the-job training performance via 
             written  performance evaluation every eight (8) 
             weeks. 

 
K. Provide the employer with the objectives of the 

student-client's OJT experience. 
 

L.    Indemnity (“Hold Harmless”) Statement 
                   The William S. Hart Union High School District  
                   (Hart District) shall indemnify, defend (including  
                   reasonable attorney’s fees), and save harmless 

________________________________________ 
(On-the-Job Training [O.J.T.] Site), its trustees, 
employees and agents from and against any physical 
damage to tangible property, bodily injury, sickness, 
death or other claims caused by the negligent acts, 
omissions or willful misconduct of Hart District 
agents, employees or students arising out of this 
Agreement; provided, however, that nothing 
contained herein shall require the Hart District 

                  _______________________________________ 
(O.J.T. Site) for physical damage to tangible  
property of a party, or bodily injury, sickness, or  
death to a party arising out of the negligent acts,  
omissions, or willful misconduct of 
__________________________________________ 

(O.J.T. Site), its agents or employees. 
 

______________________________________________ 
Student-Client’s Printed Name 
 

______________________________________________ 
Student-Client’s Signature 

_______________________ 
Date 
 
 
_______________________________________________________ 
Parent/Guardian’s Printed Name 
 
_______________________________________________________ 
Parent/Guardian’s Signature 
(If student is under 18 years of age or conserved) 

_______________________ 
Date 
 
 
 
 

Business/Training Site Name 
 
 

Business/Training Site Address 
 

Business/Training Site Representative’s Printed Name 
 

Business/Training Site Representative’s Signature 
 

_______________________ 
Date 

 
 
 

School District Representative’s Printed Name 
 
 

School District Representative’s Signature 

_______________________ 
Date 

 

The Governing Board prohibits unlawful discrimination against and/or harassment of district employees and job applicants on the basis of actual or perceived 
race, color, national origin, ancestry, religion, age, marital status, pregnancy, physical or mental disability, medical condition, veteran status, gender or sexual 
orientation at any district site and/or activity.           
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