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Corrective Action Notice (Sample) 

Student Intern Name:  

Offense Date: Notice Date:   

Corrective Action Type (Check one):  

☐ Coaching ☐ Counseling ☐ Warning ☐ Suspension ☐ Exited  

Specific Areas Where Improvement is Needed (Describe in detail) 

 
Action Plan to Achieve Required Performance 
(Describe in detail the work activities that will be required to improve performance) 
 
 

_______________________        _________________________          ________________________ 
    Project SEARCH Teacher                 Project SEARCH Skills Trainer                       Student Intern 
 

The Student intern’s signature is intended to acknowledge receipt of the notice; it does not imply 

agreement or disagreement with the notice itself. 

Student Intern’s Comment (if desired): 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 



Handbook Acceptance Form 2020-2021 (Copy) 
 
I have been given information on the online location of the Project SEARCH program 
handbook for Kootenai Health. I agree to the following: 

 
Project SEARCH is a one year vocational training program, at the completion of this 
program I will gain employment in the community and will not return to any school 
district for further education. I will gain employment working 16 hours or more 
per week as a result of my training in Project SEARCH. 
 
I understand that there is a two-week trial period is required of all accepted Project 
SEARCH interns. This trial period begins on September 14 and ends on September 
25. All interns who begin the first rotation are expected to complete the Project 
SEARCH year and gain employment within a year of graduation. 
 
I will follow the rules listed in the handbook including the policies of the Coeur 
d’Alene school board and Kootenai Health. My behaviors will not interfere with the 
learning and working environment. 
 
Attendance is important and I will make every attempt to attend the program on a 
daily basis. I will call in if I cannot attend. I will not complete the program if I have 
more than 12 absences during the program year. 
 
I will actively participate in all job readiness activities including 3 internship 
rotations at Kootenai Health.  
 
As a Project SEARCH intern I am an adult and will be treated as an adult in the 
Project SEARCH classroom and in the hospital. 
 
Student Signature ______________________________________ Date ______________ 
 
Student Printed Name _________________________________ 
 
As a parent/guardian of a Project SEARCH intern for the 2020-2021 Project SEARCH 
year, I understand the online location of the Project SEARCH at Kootenai Health 
handbook. I agree to support my adult child and the Project SEARCH staff members 
in enforcing the rules listed in the handbook. 
 
Parent/Guardian Signature ________________________________ Date ______________ 
 
Parent/Guardian Printed Name _____________________________________________________ 



Program Acceptance Contract 2020-2021 (Copy) 
 

As the parent/guardian of a Project SEARCH intern I understand that Project 
SEARCH is a collaborative effort between the Coeur d’Alene School District, Idaho 
Division of Vocational Rehabilitation and Tesh. 
 
I understand that there is a two-week trial period is required of all accepted Project 
SEARCH interns. This trial period begins on September 14 and ends on September 
25. All interns who begin the first rotation are expected to complete the 
Project SEARCH year and gain employment within a year of graduation. 
 
I further understand that the above school district and partnering agencies 
contribute federal and state money as well as money raised in our community to 
fund the Project SEARCH program. The total cost per intern for the Project SEARCH 
year is approximately $25,000 based on a class size of ten interns. When an intern 
drops out of the Project SEARCH program the cost to the agencies does not go down. 
Instead the cost per intern increases. Also, the intern who dropped out had claimed 
a Project SEARCH spot that could have been awarded to another student.  As you 
support your son/daughter through this year, consider this opportunity and the 
resources that have been provided.  
 
I understand the expectation is that my son/daughter attend Project SEARCH and 
complete the program in June 2021. I will support my son/daughter throughout the 
year. I understand that Project SEARCH has high expectations that will prepare my 
son/daughter for a job in the community at the conclusion of the program. I also 
know that Kootenai Health is under no obligation to hire my son/daughter. 
 
I understand that there are at least 3 personalized meetings throughout the year 
that I will attend in support of my son/daughter. I know that I can contact Project 
SEARCH in person, on the phone or through email with any questions or concerns I 
may have about the program. 
 
I understand expectations outlined above and will support 
______________________________________ (intern name) during his/her Project SEARCH 
year, September 14, 2020 through June 10, 2021. 
 
Parent/Guardian Signature ________________________________ Date ______________ 
 
Parent/Guardian Printed Name _____________________________________________________ 
 



Project SEARCH Internship Evaluation (Example)
INTERN NAME DATE

EVALUATOR INTERNSHIP

Number the appropriate column indicating student skill level for related behaviors.

4-Excellent      3-Doing Well      2-Improving      1-Needs Improvement

Work Related Behaviors Week Ending:

Social Behavior:
 Monthly 
Average 

 Monthly 
% 

 YTD 
Average  YTD % 

IEP Goal

Shows Integrity and Honesty------------------------------------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Makes Eye Contact----------------------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Refrains From Unnecessary Social Interaction--------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Admits Mistakes--------------------------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Accepts Praise----------------------------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Cooperative and Courteous (shows a positive attitude)--------------------------- #DIV/0! #REF! #DIV/0! #REF!
Department Comments:

 TOTAL #DIV/0! #REF! #DIV/0! #REF!

Communication:  Average  Average 
Listens and Pays Attention------------------------------------------------------------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Self-Advocacy-------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Respects the Rights and Privacy of Others--------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Asks For Help and Clarification When Needed----------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Communicates Adequately (uses correct tone of voice, initiates 
conversation, does not interrupt)---------------------------------------------------

#DIV/0! #REF! #DIV/0! #REF!

Department Comments:
 TOTAL #DIV/0! #REF! #DIV/0! #REF!

Appearance:  Average  Average 
Maintains Clean Appearance----------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Dresses Appropriately For The Job--------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Body Hygiene------------------------------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Department Comments:

 TOTAL #DIV/0! #REF! #DIV/0! #REF!

Work Readiness:  Average  Average 
Follows Directions and Rules-------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Accepts Constructive Criticism/Feedback----------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Maintains Stamina------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Maintains Good Attendance----------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Follows Work Schedule (Arrival/Breaks/Lunch/Departure)------------------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Stays on Job Tasks Consistently--------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Completes Tasks Accurately (attention to detail)------------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Works at Competitive Rate------------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Keeps Busy ("What can I do next?")------------------------------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Works Well With Co-workers---------------------------------------------------------------------------------- #DIV/0! #REF! #DIV/0! #REF!
Understand Organizational Structure of Staff (Chain of Command)------------------------------ #DIV/0! #REF! #DIV/0! #REF!
Department Comments:

 TOTAL #DIV/0! #REF! #DIV/0! #REF!

Average Weekly Scores ( -  ) ( -  ) ( -  ) ( -  ) ( -  ) ( -  ) 

Cumulative Monthly  and YTD Average #DIV/0! #REF! #DIV/0! #REF!
100-90=Ready for Job  90-80=Almost Ready for a Job  80-70=Gaining Job Skills 

70-60=Internship Ready  Below 60=Gaining the Skills for an Internship

>2.4 2.41-2.80 3.6<



 

 
 

Project SEARCH Coeur d’Alene 
Public Relations Release of Information 

 
 
 

I, ________________________________(intern/staff name), do hereby give my permission to 
Project SEARCH, Coeur d’Alene School District, Kootenai Health, Tesh Inc and Idaho 
Division of Vocational Rehabilitation for promotional purposes.  
 
I hereby authorize the creation and use of photographs, video, sound recordings and/or 
interviews of me by Project SEARCH, Coeur d’Alene School District, Kootenai Health, Tesh 
Inc, and Idaho Division of Vocational Rehabilitation. Photographs, video, sound recordings 
and/or interviews may be used for presentations, newsletters, brochures, social media 
(Facebook), training and the promotion of Project SEARCH. 
 
I release Project SEARCH, Coeur d’Alene School District, Kootenai Health, Tesh Inc, and 
Idaho Division of Vocational Rehabilitation and their agents from any and all claims and 
liabilities based on arising out of the use, reproduction, transmission, display or publication 
of my information. This includes any claims of copyright infringement, libel, defamation or 
invasion of privacy. 
 
I waive any right to inspect or approve of any publication or medium where my information 
has been used per this release. This release is valid for one year from the date signed. 
 
This release is effective from the signed perpetuity. 
 
Project SEARCH Intern: ___________________________  Date: ____________________ 
 
Phone Number: _____________________________ 
 
Guardian (if applicable): ___________________________ Date: ____________________ 
 
Project SEARCH Staff: _____________________________ Date: ____________________ 
 



Incorporating the Business Culture into a Project SEARCH Program 

 

 
 

 

 
 

 
Differences between a traditional school environment and  

a Project SEARCH classroom and host business 

 
These differences are significant and relevant. Keep these in mind as you build the 

structure, curriculum, and execution of your Project SEARCH program. 

 
 

Difference Traditional School 
Environment 

Project SEARCH  

Social Environment There are many more social 
events available to students, 
such as dances, plays, and 
clubs. The purpose is to help 
them be more well-rounded.  

Students have team-building 
activities, team meetings, and other 
work-related activities that are less 
social and more work specific.  

Performance Many schools reward effort. 
They will look for alternative 
methods when a student is 
not learning or exhibits a bad 
attitude.  

Employers reward results.  
They will look for alternative ways to 
give employees the skills to perform 
the job. Employers are looking for 
performance, ability, and a positive 
attitude. 

Dress Code Various dress, as well an 
overall more casual dress 
code, is tolerated. More 
lenient dress standards are 
acceptable.    

Employers will have specific, formal, 
and uniform dress requirements that 
dictate attire in their specific 
environment. In a business, 
perceptions held by customers is of 
extreme importance. 

Support Personnel Various individuals are 
available on a daily basis 
(such as counselors, special 
needs coordinators, and 
nurses) to handle personal 
problems that may occur.  

Most employers do not have a nurse 
or any other coordinator to help the 
employee with daily struggles. Project 
SEARCH partners can provide such 
support, however, most are not 
available onsite daily, but can be 
scheduled when needed.  

Discipline A principal or other 
administrator is available to 
address and enforce 
concerns that could lead to 
detentions, suspensions, or 
any other deterrent result.  

Managers and supervisors handle 
any discipline issues. Documentation, 
Performance Improvement Plans, or 
possible termination may result.  

Environment Loud voices, talking in the 
hallways, running, and bells 
indicating where students 
need to be, are prevalent in 
most school settings.  

Very professional environment, no 
bell or indicator to help students know 
when go to break, go to lunch, return 
from break or return from lunch.  

 



Project SEARCH Course of Study Time (hrs)

Bold=Essential Skills 175 hours total

Unit 1 Team Building 15

1.1 The student will acquire skills necessary to function within a team.

1.1.1 Demonstrate the ability to communicate personal needs, wants and questions within a team

1.1.2 Explain the steps necessary to complete a task within a team

1.1.3 Demostrate the appropriate way to solve a conflict within a team

1.1.4 Complete assigned tasks according to team-established procedures 

1.1.5 Exhibit the ability to follow and give directions

Unit 2 Workplace Safety 10

2.1 The student demonstrates knowledge and skills related to safety in the workplace.

2.1.1 Demonstrate functional literacy skills for the workplace (safety and directional signs and symbols, locating 

locations on a map...)

2.1.2 Identify safe working practices related to the workplace

2.1.3 Demonstrate knowledge of occupational safety practices in the workplace

2.1.4 Propose solutions related to unsafe work practices

Unit 3 Technology 20

3.1 The student will demonstrate knowledge of basic technology skills. 10

3.1.1 Demonstrate basic operation of a computer (turning computer on and off, printing a document, opening 

documents or software)

3.1.2 Create and save documents using appropriate software to complete assignment (Word, PowerPoint, Excel…)

3.1.3 Create a folder on a computer to organize files

3.1.4 Navigate websites to locate information to complete a task and/or answer a question

3.1.5 Establish and use an email account (ex: sending emails, attaching documents…)

3.1.6 Create a presentation that fulfills a specific purpose utilizing technology

3.2 The student will examine what it means to be a good digital citizen. 3

3.1.1 Explain the importance of online safety and how to appropriately protect oneself in an online environment (smart 

passwords, personal information, online relationships, safe internet connections…) 

3.1.2 Explain the possible consequences of positive and negative personal choices (electronic communication, social 

networking sites, sexting, various laws…) utilizing technology

3.3 The student will demonstrate appropriate skills with electronic devices at the workplace. 7

3.3.1 Explain the importance of following workplace policies in regard to the use of personal electronic devices

3.3.2 Explain the importance of following workplace policies in regard to the use of the workplace's electronic devices

3.3.3 Demonstrate the ability to appropriately respond to/or take messages through various forms of communications 

using technology (phone, email, text…) in a workplace setting



Unit 4 Self-Advocacy 20

4.1 The student will demonstrate an understanding of self-advocacy skills.

4.1.1 Demonstrate understanding of one's disability

4.1.2 Explain the rights and responsibilities defined by federal law pertaining to people with disabilities

4.1.3 Demonstrate the ability to appropriately disclose one's disability

4.1.4 Describe individual needs (what accommodations are needed and how to ask for accommodations) across multiple 

environments to appropriate individuals

4.1.5 Describe how to access appropriate community service agencies based on individual needs.

4.1.6 Demonstrate self-advocacy skills in a meeting focues on future planning (IEP, Employee Planning Meeting…)

Unit 5 Maintaining Employment 20

5.1 The student will exhibit positive work ethic skills. 10

5.1.1 Choose ethical courses of action in all assigned tasks and personal interactions

5.1.2 Comply with the confidentiality requirements of workplace policies and procedures

5.1.3 Analyze information to prioritize, plan, and implement tasks to completion

5.1.4 Apply self-management processes in the workplace

5.1.5 Utilize time management skills to manage work schedule (managing break time, arrival and departure, restroom 

breaks...)

5.1.6 Explain characteristics of successful and appropriate working relationships (teamwork,  coworker relationship 

boundaries, conflict resolution, and self-control)

5.1.7 Describe and apply effective listening skills used in the workplace

5.1.8 Exhibit the ability to give constructive criticism

5.1.9 Exhibit the ability to receive constructive criticism

5.2 The student will exhibit appropriate communication in the workplace. 10

5.2.1 Demonstrate appropriate written communication skills

5.2.2 Demonstrate appropriate nonverbal communication skills

5.2.3 Demonstrate appropriate verbal communication skills

5.2.4 Describe the appropriate way to ask questions related to employment needs (requesting time off, needing 

assistance,  permission to do a task or use something)

5.2.5 Identify appropriate conversation topics permitted in the workplace

5.2.6 Demonstrate appropriate conversation skills with co-workers (introducing oneself, giving and receiving 

compliments, breakroom conversations) 

5.2.7 Demonstrate appropriate conversation skills with unfamiliar people in short term social situations (elevators, 

waiting rooms, passing in hallways, standing in line, bathrooms….)

5.2.8 Demonstrate respect for the rights of others



Unit 6 Financial Literacy 20

6.1 The student will acquire personal financial management skills and recognize the value of personal fiscal 

responsibility.

6.1.1 Explain the concept of earning and spending money and how income affects financial decisions

6.1.2 Create and identify the need for a personal budget

6.1.3 Demonstrate the ability to make purchases based on a given budget

6.1.4 Identify factors (hours worked, overtime, calling off, non-paid leave, increase in bills) affecting personal budget

6.1.5 Demonstrate the ability to interpret a paycheck ( gross vs. net, different types of taxes, withholding)

6.1.6 Compare and contrast different types of banking services (checking, savings, online, money orders, ATM, credit...)

6.1.7 Identify different methods of withdrawing, maintaining, and depositing funds (writing and cashing checks, direct 

deposit, ATM…)

6.1.8 Identify important forms for personal record keeping (W2's, contracts, rental agreements, social security cards, 

birth certificates, diploma's)

6.1.9 Compare various consumer options based in response to personal need and wants (price comparison, brand versus 

generic, rent to own vs. saving to purchase)

6.1.10 Calculate wages based on hours worked

Unit 7 Health and Wellness 10

7.1 The student will explain the impact of health and wellness on their personal lives and employment.

7.1.1 Explain how employment can be impacted by physical and mental health

7.1.2 Determine health and wellness practices that influence job performance

7.1.3 Describe the importance of a healthy lifestyle, including the ability to manage stress

7.1.4 Identify appropriate hygiene, grooming and appearance for the workplace

7.1.5 Demonstrate appropriate hygiene, grooming and appearance for the workplace

7.1.6 Explain the importance of eating a balanced, nutritious diet

7.1.7 Determine appropriate leisure/recreation activities and services available

7.1.8 Demonstrate skills required for maintaining a healthy work environment (cleaning up work area or break area, 

breakroom appliance etiquette…)

7.1.9 Describe the impact that relationships have on your personal health and wellness



Unit 8 Preparing for Employment 60

8.1   The student will create professional documents required for employment. 20

8.1.1 Develop a personal résumé

8.1.2 Demonstrate protocol for obtaining and using references

8.1.3 Demonstrate protocol for requesting and obtaining letters of recommendation

8.2 The student will exhibit appropriate interview skills. 20

8.2.1 Demonstrate appropriate interview etiquette (ex:  dress, behavior, first impression, eye contact, appropriate 

behavior while waiting for an interview to begin)

8.2.2 Respond appropriately to interview questions

8.2.3 Demonstrate the ability to effectively communicate to a specific audience (eye contact, voice volume, staying on 

topic, dress…)

8.2.4 Identify appropriate interview questions that employers are legally allowed to ask

8.2.5 Evaluate ones performance on an interview

8.2.6 Explain appropriate ways to set-up an interview and/or follow-up after an interview

8.3 The student recognizes the importance of developing job search skills to gain competetive, entry-level 

employment.
20

8.3.1 Explain how personal interests, abilities, priorities, and family responsibilities affects competetive, entry-level 

employment goals

8.3.2 Create a personal entry-level employment goal (field, environment, work schedule…)

8.3.3 Identify various sources to use in finding job opportunities (newspaper, online, networking)

8.3.4 Demonstrate how to obtain a job application (paper or online)

8.3.5 Demonstrate how to complete a job application (paper or online)

8.3.6 Evaluate personal job skills that are transferable to competetive, entry-level employment goal


