
 
 

Background 
The Division supports the provision of off–campus education opportunities through 
school/community partnerships to help students acquire knowledge, skills and attitudes 
and gain practical experience related to life skills and career opportunities. 
Students gain practical workplace experience related to life skills and career 
opportunities and can grow in knowledge, skills and attitudes by participating in 
off–campus education learning experiences delivered through school–community 
partnerships. Off–campus education provides opportunities for: 

●​ Community partnerships, job shadowing, mentorships and work study. 
●​ The use of off–campus initiatives to support the achievement of outcomes in 

the provincial Programs of Study. 
●​ The issuing of senior high school credit for workplace learning that is 

approved by the school and by the employer. 
The Division is responsible for ensuring that course content, where available, is followed 
and, where necessary, developed. The Division is also responsible for the instructional 
practice and evaluation of all off–campus education learning experiences. 

Definitions 
Off–campus education learning experiences include Work Study, Workplace Readiness 
Grades 8 and 9, Workplace Readiness 10–4, Workplace Practicum 20–4 and 30–4, 
Work Experience 15, 25 and 35, Career Internship and the Registered Apprenticeship 
and Green Certificate Programs. 

This Administrative Procedure covers the following off–campus education programs: 

Work Study is off–campus experiential learning integrated with courses undertaken by 
a junior or senior high school student. The work study program is: 

●​ An integral part of the curriculum of a provincially approved school course or 
program. 

●​ Under the cooperative supervision of a teacher–coordinator and the 
employer. 

●​ Given no additional credit. 
●​ Engaged in by students through community partnership (off–campus) 

activities. 

Community Partnerships are based on the belief that educators can enhance student 
learning experiences by bringing the community into the school and by placing 
students out in the community. 
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●​ Using the expertise, talent and resources of community–based service 
organizations and agencies, and of business, industry, citizen groups and 
parents, schools can enrich the educational experiences of students. School 
authorities are encouraged to develop Guidelines regarding community 
partnerships and business involvement in education. 

●​ Students may be introduced to the concept of community 
partnerships through activities such as: 

▪​ Inviting members of the community into the school as guest speakers or 
to give demonstrations. 

▪​ Involving community members in special events, such as career days or 
education week. 

▪​ Touring local businesses and industries. 
▪​ Sharing resources, such as films, videos, booklets, pamphlets, 

equipment or specialized laboratory facilities. 
▪​ Participating in programs, such as work study, job shadowing or 

mentorship. 
▪​ Participating in community service activities. 

●​ Community partnerships included in the Knowledge and Employability 
courses are addressed in the Knowledge and Employability Courses 
Handbook, Grades 8–12. 

Work Study/Community Partnerships are components of other courses and are 
integrated into the teaching and experiential learning activities under the cooperative 
supervision of off–campus coordinators and employers. 

Work Experience is off–campus experiential learning undertaken by a senior high 
school student. Students will comply with requirements under the current Employment 
Standards Code and Employment Standards Regulation in order to participate in Work 
Experience. Program planning will be consistent with requirements outlined both in the 
Guide to Education ECS to Grade 12 and the Off–Campus Education Handbook 2019 
for administrators, counsellors and teachers. 

The Work Experience courses for students are: 
●​ In integral part of a planned school program. 
●​ Under the cooperative supervision of a teacher–coordinator and the 

employer. 
●​ Separate courses based on twenty–five hours per credit. 

The Registered Apprenticeship Program (RAP) is experiential learning undertaken 
by a senior high school student. To be eligible for RAP, a student must undergo a 
probationary period of 125 hours constituting five credits of Work Experience. Upon 
successful completion of this probationary period the student will be eligible for 
entrance into RAP. Terms of employment, salary/remuneration, etc., will be specified in 
the Form AP16 Agreement for Off–Campus Education Program in the Forms Manual. 

The Registered Apprenticeship Program (RAP) for students is: 
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●​ An integral part of a planned school program. 
●​ Under the cooperative supervision of a teacher–coordinator and the 

employer. 
●​ Where a student is a registered apprentice. 
●​ Where the program meets the legislation and requirements relating to 

apprenticeship training. 
●​ One which constitutes a separate course based on twenty–five hours per 

credit. 

The Green Certificate Program is experiential learning which is administered by 
Alberta Agriculture and Forestry and is undertaken by a senior high school student. 
Students may register in one of nine specializations and each specialization can be 
studied at three levels of increasing knowledge and proficiency. 

The Green Certificate Program for students is: 
●​ An integral part of a planned school program. 
●​ Only accessible to high school students 15 years and older. 

Procedures 
1.​ Off–campus education will be carried out under the supervision and guidance of a 

professional staff member who is in charge such as a teacher, coordinator, 
Principal or Vice–Principal. 

2.​ Off–campus education will be evaluated by the supervising teacher. The means of 
evaluation will be conveyed to the student and the employer, as approved by the 
Principal or his/her designate. 

3.​ The off–campus supervising teacher will specify learner expectations for each 
student in consultation with the student and the employer, in writing, except for the 
Registered Apprenticeship Program. 

4.​ Off–campus education will include an in–school job orientation and debriefing 
component to facilitate the development of knowledge, skills and attitudes that 
students must acquire in order to enter, adjust and advance in a career. 

5.​ Students enrolling in Work Experience courses at the high school level must 
complete the HCS3000: Workplace Safety Systems course which is a prerequisite 
course for the first off–campus education program taken by students. Students 
enrolled in Knowledge and Employability courses may use Workplace Readiness 
10–4 in lieu of HCS3000: Workplace Safety Systems as the prerequisite. 

5.1​ CTR1010—Job Preparation is a recommended prerequisite course for the 
second off–campus education program taken by students. 

5.2​ CTR3010—Preparing for Change is a recommended prerequisite course 
for the third off–campus education program taken by students. 

5.3​ HCS3010—Workplace Safety Practices is a recommended prerequisite for 
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students enrolling in RAP. 

5.4​ AGR3000—Agriculture Safety is a prerequisite course for students enrolling 
in the Green Certificate Program. 

6.​ The off–campus supervising teacher will determine that a work site/station is 
acceptable. An approved workstation or work site must meet the following criteria: 

6.1​ A trade, occupation or profession will be represented. 

6.2​ A supervising person who is qualified in the trade or occupation will give 
direction to and supervise the student. 

6.3​ The supervising person will have time to supervise and give direction to the 
student. 

6.4​ The work site/station will be acceptable in the terms of Employment 
Standards Code, Canada Department of Labour Legislation, Occupational 
Health and Safety Act, Workplace Hazardous Materials Information System, 
local standards and other legislated requirements. 

6.5​ The off–campus learning opportunity is acceptable to the Principal and to 
the parents/guardians of the student in terms of its educational content. 

7.​ The annual Form AP17 Application for Approval of Work Sites and Stations in the 
Forms Manual will be completed by the supervising teacher in the spring for the 
following school year. This form will be approved and signed by the Principal or 
designate. 

8.​ The Form AP16 Agreement for Off–Campus Education Program in the Forms 
Manual. will be signed by the employer, the student worker, the 
parents/guardians and the supervising teacher. 

9.​ The annual Form AP16 Agreement for Off–Campus Education Program and Form 
AP17 Application for Approval of Work Sites and Stations in the Forms Manual will 
be signed by all parties and will be on file at the school before students are placed 
in work sites/stations. A copy with the original signatures will be kept at the school. 
Protection under the Workers’ Compensation Act and the Board’s liability is not in 
effect, nor are employers exempt from paying the minimum wage, until the Form 
AP16 Agreement for Off–Campus Education Program in the Forms Manual. is 
agreed upon and signed by all parties and is approved by the Principal or designate. 

10.​The Principal or designate will receive the following information before 
the implementation of the school’s Off-Campus Education Program: 

10.1​ A copy of the annual Form AP17 Application for Approval of Work Sites and 
Stations. 

10.2​ A list of all students participating in the program and their program placements. 

11.​ Where a school wishes to register students in a Registered Apprenticeship 
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Program, then the supervising teacher will ensure that the appropriate RAP 
forms are completed and forwarded to the STEM, Careers and Indigenous 
Curriculum Sector of Alberta Education. Information on RAP is located in 
Appendix H Registered Apprenticeship Program. 

12.​In the case of a student working after 6:00 p.m. and/or on weekends, the 
teacher–coordinator will make available to students and employers a telephone 
number where someone responsible for the program can be reached. 

13.​The working hours for senior high school Work Experience students are restricted 
from 7:00 a.m. to 10:00 p.m. The exemption from the minimum wage by the 
Employment Standards, Alberta Jobs, Skills, Training and Labour and Workers’ 
Compensation Board coverage by Alberta Education applies only during these 
hours. 

14.​The Principal and the supervising teacher will ensure that adequate supervision 
is provided for off–campus students. 

15.​In the case of a Workers’ Compensation Board (WCB) claim, the off–campus 
supervising teacher will submit the necessary forms to the Superintendent or 
designate. The Superintendent will insert the Alberta Education Account Code, 
345912/6, then forwards the completed forms within 72 hours of the incident to the 
Workers’ Compensation Board at 780–427–5863 and the STEM, Careers and 
Indigenous Curriculum Sector. The Superintendent will maintain original copies of 
the forms and then consult with the employer on how to prevent similar incidents 
from occurring in the future. 

16.​Reporting off–campus education learning experience credits: 

16.1​ When schools report off–campus learning experience marks and credits in 
PASI, they are to report the marks and credits given for CTS courses 
separately. For example, a student who took work experience for a total of 6 
credits, which included the required HCS3000: Workplace Safety Systems 
course, should be reported as having taken a 1–credit CTS course and a 
5–credit Work Experience course. 

16.2​ Credits at the same level of Work Experience will accumulate. For example, if 
a student completes Work Experience 15 for 4 credits and then completes a 
different off–campus learning experience for 3 credits in a second Work 
Experience 15, the student will earn an accumulated total of 7 credits for Work 
Experience 15. A student may only accumulate credits up to the largest credit 
value for the course (10 credits per grade level). 

16.3​ Only 15 credits of Work Experience 15, 25, and/or 35 may be used to meet the 
100–credit requirement for the Alberta High School Diploma 

References:​ Section 22 Education Act 
Guide to Education ECS to Grade 12 
Off–Campus Education Handbook 2019 
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Section 75 Employment Standard Code 
Workers Compensation Act 
Occupational Health and Safety Act 
Workplace Hazardous Materials Information System 
Canada Department of Labour Legislation (Federal Legislation) 
Knowledge and Employability Courses Handbook Grades 8–12 
Employment Standards Regulation 14/97 
CTS Online Guide (learnalberta.ca/content/ctsg/index.html) 
Form AP16 Agreement for Off–Campus Education Program 
Form AP17 Application for Approval of Work Sites and Stations 
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September 2014 
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