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Dear Work-Based Learning Student, 

Welcome to the Coastline College Work-Based Learning Program (WBL)! The WBL Program is 
designed to help you relate your college courses with your future career goals. Your WBL Instructor 
and resources of the WBL office are available to help you obtain the maximum benefits of this 
experience. 

This handbook has been prepared to provide you with all of the forms and information necessary to 
meet the course requirements.  For the activities listed in our student handbook, please follow the 
direction outlined in the Section 1—Guidelines and Applications. The “Student Guidelines” and 
“Student Timeline” pages serve as your course syllabus; all assignments listed are to be submitted to 
your WBL Instructor by the due dates. 

Work-Based Learning is a valuable and significant part of your college education.  Each member of 
the staff will help make this goal a reality.  Please feel free to contact (in person or by phone) WBL 
staff at any time during the semester for assistance (714) 241-6209 ext. 17306. 

On the following page you will find a letter to your employer/supervisor from our office.  Please 
remove this letter from the handbook and give it to the supervisor who directly oversees your work. 

Best of Luck! 

Coastline College's Work-Based Learning Staff 

Dean of Innovative Learning & Career Education 

11460 Warner Avenue, Fountain Valley, CA, 92708-2597 
(714) 546-7600 
Coastline.edu
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Dear Employer: 

The employee presenting this letter to you is a Coastline College student enrolled in a Work-Based 
Learning Program. 

Work-Based Learning is a unique method of instruction which enable students who are employed in a 
job related to their career goal to earn college units for new learning experiences they obtain in the 
performance of their job.  To qualify, the student must be enrolled in at least three other college units 
and independently pursue identified learning objectives during the 16-week semester. 

Initially, we ask you to assist the student in preparing the performance objectives worksheet.  This 
worksheet must contain a minimum of three measurable learning objectives that will involve the 
student in new learning activities of expanded job responsibilities related to the student’s career goal.  
Projects above and beyond the normal duties of the employee/student are heartily encouraged. 

The employer or supervisor signs the college-approved Student Objectives Form, which is verification 
that the objectives represent valid learning experiences worthy of academic credit for the 
student/employee.  The Student Objectives Form simply serves as an assessment tool and is not a 
binding contract.  When signed by you, the employee/student, and the college WBL Instructor, it 
shows your willingness to cooperate with the college and your employee/student in this educational 
program, barring any unforeseen obstacles. 

The WBL Instructor from Coastline College will visit you by appointment (30 minutes or less) at the 
end of the semester to ascertain your evaluation of the student’s accomplishment of his/her stated 
goals.  It is strongly recommended that the employee/student also be in attendance at this meeting.  
This contact will allow the college to properly evaluate the student and will provide career and 
educational guidance to your employee.  It is also your opportunity to access the resources of our 
college programs and staff. 

Please call (714) 241-6209 ext. 17306 if you need further information about this program or if you 
would like any assistance the college may provide. 

Sincerely, 

Shelly Blair, Ph.D. 
Dean of Innovative Learning & Career Education 
Coastline College 
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Table of Contents Sections 
Section 1: Guidelines and Applications 

Section 1 serves as an orientation to Coastline’s Work-Based Learning Program and the foundation 
for the development of your performance objectives.  Your WBL Instructor will review your 
responsibilities and his/her commitment to you 

Section 2: Writing Your Learning Objectives 

Section 2 serves as a guide for writing individual performance objectives.  Present job and career 
plans will be reviewed to prepare for the development of performance objectives.  Applicable WBL 
Instructor will then review the rough objectives sheet and establish an evaluation plan with the 
student. 

Section 3: Student Performance Objectives 

Section 3 serves as a format to establishing an official written record of the agreement between the 
Work-Based Learning student, the student’s employer/supervisor, and the Coastline WBL Instructor.  
The student’s performance objectives are an official record of the student’s learning experiences 
during the semester. 
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Section 1—Guidelines and Applications 
Work-Based Learning 
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Overview of Work-Based Learning 

What is it?: 
Work-Based Learning is a non-traditional delivery system that incorporates work into the curriculum.  
This program provides a cooperative effort for the college, its staff, the work supervisor, and the 
student to establish and accomplish learning objectives toward the student’s career goals. 

What is its purpose? 
To help students: 

• Improve on the job. 
• Prepare for advancement. 
• Retrain on the job. 
• Prepare for a new occupation. 

Work-Based Learning Units: 
1. Earn elective credit for job experiences. 
2. Apply toward an A.A. degree (up to 16 WBL unit’s maximum in California). 
3. Make learning realistic. 
4. Apply toward the following certificate programs at Coastline College: 

 
Accounting 
Building Codes Technology 
Business 
Business Computing 
Computer Networking 
Digital Media  
Informatics 

Law  
Management 
Office Support Specialist 
Retail Management-see Appendix A 
Small Business Ownership 
Supervision 

Does it Transfer? 
Many four-year institutions (like C.S.U.) will accept some Work-Based Learning elective units.  
Coastline College numbers WBL as a 281- 284 course, which may be student negotiated for transfer 
to baccalaureate-granting institutions, depending upon the student’s major and the transfer 
college/university.  Please verify the exact number with the college or university you are planning to 
attend. For additional information please contact the Coastline Transfer Center at (714) 241-6171 for 
questions or to schedule a counseling appointment. 
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Checklist of Requirements for Enrolling in Work-Based Learning 

Seven Units 
Work-based Learning (WBL) students are required to enroll in and complete a minimum of seven 
units per semester.  Units earned in WBL may be applied toward this total.  Maximum of four WBL 
units per semester and 16 total WBL units toward AA degree electives may be earned. 

 
Related Class 
Students must be concurrently enrolled in an occupational/vocational class that is required or 
recommended for their major or career goal. 

Relationship of Student's Job and College Major/Career Goal 
Student must be employed/volunteer on a job directly related to their major or career goal.  Units 
earned are determined by the total number of hours employed/volunteered per semester. 

 

 
New Learning Opportunities Available on the Job 
There must be an opportunity on-the-job for a student to become involved in a new learning 
experience that will provide for an expansion of knowledge and/or learning of new skills or improving 
existing skills. 

Employer Participation 
The student’s job supervisor (manager) must be willing to: 

1. Assist student in preparing learning objectives. 
2. Meet with the student/employee and his/her WBL Instructor. 
3. Evaluate the learning objectives and verify total hours worked. 
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Student Benefits 

Work-Based Learning Students Qualify By: 

• Identifying learning objectives to gain new or expanded knowledge on the job. 
• Working or volunteering at least five hours per week for each unit of credit.  Up to four units 

can be earned each semester and 16 total units can be earned. 
• Enrolling in at least seven units during the semester, including WBL units. 
• Having a job related to occupational/vocational major. 
• Having a work supervisor willing to supervise and evaluate student’s program and comply with 

fair employment practices. 
• Having earned fewer than 16 units of WBL previously. 

Work-Based Learning Students Benefit By: 

• Increasing the potential for job advancement or improvement. 
• Providing the opportunity to prepare for a new occupation. 
• Increasing the student’s financial potential. 
• Gaining an opportunity to apply knowledge learned in the classroom to actual situations on the 

job. 
• Earning college credit through learning experiences that take place on the job and are related 

to career/occupational goals. 
• Helping the employer become aware of the student’s career goals, educational progress and 

desire for advancement. 
• Establishing the foundation for continued learning in higher education. 
• Accelerating certification and graduation. 
• Awarding Work-Based Learning units applicable toward an A.A. degree.  Most certificate 

programs and transfer units apply to many B.A. degree programs. 
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Employer Benefits and Responsibilities 

Work-Based Learning Employers Benefit By: 
• Providing an opportunity to identify, encourage and motivate career employees. 
• Encouraging employees to set job/career performance objectives. 
• Strengthening and enhancing employee/supervisor working communications and relationships. 
• Preparing employees with the potential of advancement. 
• Providing an opportunity for employers to observe and direct employees in the operation and 

philosophy of their company. 
• Minimizing employee turnover through increased job satisfaction. 
• Providing the training, facilities and qualified Instructor to prepare employees for 

career/occupational opportunities. 
• Providing the employer with meaningful contact with the college through the Work-Based 

Learning Instructor/coordinator. 
• Reducing training costs through the use of educational resources and services, and reducing 

turnover by having committed employees. 
• Providing a direct return from tax dollars through employee utilization of educational resources 

and facilities. 
• Providing individualized programs to meet employer and employee needs. 
• Providing the employer with an opportunity to input and advise how college programs and 

courses can be more meaningful. 

Employer Responsibilities: 
• Assist in developing and achieving job-related learning objectives that reflect new or expanded 

learning experiences for the student each semester. 
• Evaluate student/employee success in meeting objectives. 
• Verify student work hours on the job. 
• Comply with all state and federal employment regulations. 
• Allow a brief (15-30 min.) site visit by WBL Instructor to discuss student’s performance in the 

program.  
• Furnish supervision and guidance to the student/employee and submit performance 

evaluations. 
• Provide a meaningful work experience and work station. 
• Provide safe and healthful working conditions. 
• Assist the student by providing the related training so he/she can attain his/her Work-based 

Learning objectives. 
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Student Guidelines 

You will be required* to: 

1. Discuss ideas for objectives with your work supervisor prior to communicating with your 
Work-Based Learning Instructor. 

2. Consult with your Instructor to develop one objective for each credit you plan to earn. 
3. Have a supervisor willing to participate and available for a short conference with you 

and your Instructor to finalize your objectives. 
4. Complete all work on your objectives no later than the end of the semester. 
5. Evaluate and have your supervisor evaluate your performance on the objectives at the 

end of the semester in a meeting including your Instructor. 

* Additional requirements exist for Veterans earning VA Benefits and vary for qualified self-employed 
students.  

You must notify your WBL instructor immediately if you change: 
• Work assignment(s) 
• Supervisor(s) 
• Employer(s) 
• Hours worked per week 

Students who fail to meet the above requirements of this program will receive a semester grade 
based on the grading policy of Coastline College. 

Semester Grade:   
Your Instructor has the authority and responsibility to make final determination of your grade which 
will be determined by the following criteria: 

• Your self-evaluation of your Job-Related Performance Objectives. 
• Your supervisor’s evaluation of your Job-Related Performance Objectives. 
• The manner in which you fulfill your responsibilities, keep scheduled appointments and submit 

all necessary paperwork. 
• Instructor’s evaluation of your written assignments. 
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Student Timeline:  Responsibilities to Earn WBL Units: 

It is the student's primary goal to: 
• Accept responsibility for initiating all contacts and completing requirements.  
• Pursue a plan of learning new or expanded responsibilities beyond those of the previous 

employment period.  
• Have an occupational or educational goal related to the Work-Based Learning program in 

which he/she is enrolled. 

 

NOTE:  It is the student’s ongoing responsibility to notify the Work-Based Learning Instructor 
IMMEDIATELY of any change in home /work address OR home /work telephone number.
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Coastline College 

Work-Based Learning Student Application Form 
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Work and Class Schedule 
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Getting Started:  WBL Student "TO-DO" List 

1. Be enrolled in a related class (career and/or educational goal), total enrollment for a 
semester must be at least seven (7) units, including Work-Based Learning. 
 

2. Be employed (paid or volunteer) in a job directly related to your career and/or 
educational goal. 
 

3. Download the WBL Student Handbook (to download the complete Work-Based 
Learning handbook, visit http://www.coastline.edu/degrees/ and click on the “Work-
Based Learning” link at the bottom of the page.)  Students must submit completed 
Work-Based Learning Student Application Form and Work and Class Schedule to your 
WBL Instructor. 
 

4. Contact the WBL office at (714) 241-6209 ext. 17318.  This is an INDEPENDENT 
STUDY class and it is your responsibility to contact the WBL office and the Instructor.  
We suggest that you leave phone or e-mail messages until you have made contact. 
 

5. Develop and deliver the employer letter to the Work-Based Learning Instructor or the 
WBL office by the 5th week of the semester. 
 

6. Establish your objectives including new learning opportunities available on the job.  
Establish these objectives with your direct supervisor.  Have your direct supervisor’s 
consent and willingness to participate. 
 

7. Complete your objectives by the end of the semester.  Schedule meeting with 
supervisor and Instructor to ascertain completion of your objectives.  Submit completed 
Student Objectives Form and Final Report to Instructor at the evaluation meeting. 
 

8. Students must complete the Work-Based Learning Program Evaluation online. 
  

http://www.coastline.edu/degrees/
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Section 2—Writing Your Learning Objectives 
Work-Based Learning 
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Writing Objectives (See note at bottom of page) 

An objective is simply a statement of what you want to do and should be stated in terms of results.  
What do you expect to accomplish? 

Establishment of Job-Related Performance Objectives: 
At the beginning of each semester of Work-Based Learning, you are to establish Job-Related 
Performance Objectives.  The objectives should: 

• Reflect discussion with your work supervisor of on-the-job activities to be accomplished.  
These are beyond your regular on-the-job duties. 

• Be written so that you can control their completion. 
• Be achievable within the semester. 
• Relate specifically to your job and/or college major. 
• Be specific and measurable. 
• Be stated in terms of results you will achieve – not generalities. 

Before writing your objectives, you must first prepare your own professional growth plan and rough 
objectives worksheet. 

Your WBL Instructor will help you refine your objectives and complete the statement of job-related 
performance objectives. 

NOTE: For Retail Management Program students: Learning objectives are included in APPENDIX A:  
RETAIL MANAGEMENT PROGRAM REQUIREMENTS (pg. 39) and identified in the BUSC283/4-
Work-Based Learning Retail Management Certificate Supplement (pg. 40-41). 
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Quick Tips for Writing Meaningful Objects 

Use the worksheet on the following page to develop objectives.  Fill in each section of the “Rough 
Objectives Worksheet” using the following tips.  Although the rules are difficult to establish, the 
following may be useful when writing your learning objectives: 

Objectives to be complete by: Date stated must be by or before the end of the semester. 

WHAT will be accomplished: Identify a single key result for each objective such as: 
 
Attain competency for a job promotion to  
Increase job proficiency by 
Attain better working relations by 
Create a procedure for 

Increase productivity by 
Acquire better job attitude by 
Obtain new knowledge of 
Improve the system for

Avoid vague or general results such as: 
To believe To understand  
To enjoy To appreciate 

HOW this will be done: Use action verbs! Some examples are in the following list: 
 
organize 
compute 
install 
compare 
recognize 
introduce 
develop 
analyze 

determine 
inspect  
assemble 
calculate 
write 
revise 
establish 
change 
read 

investigate/research 
solve 
select 
evaluate 
apply 
collect 
summarize 

 

Performance Standard:  
Identify how the accomplishment can be measured and verified. 

• State outcome that will signal when the objective has been completed (report, log, finished 
product, form, etc.). 

• State who will verify that the objective has been completed (“Supervisor will verify”). 
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Rough Student Objectives Form 
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Sample of Work-Based Learning Student Objectives Form 
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Preparing the Student Professional Growth Plan 

Through the Work-Based Learning Program, it is necessary that you include new or expanded 
responsibilities or learning activities beyond those experienced during previous periods of 
employment. 

These new experiences are to be written in an objective format and must be approved by your 
employer/supervisor and the college Instructor that is assigned to you.  The educational value of 
Work-Based Learning will depend on how realistic and meaningful these objectives are. 

Simply stated, learning objectives are your plan for learning that will occur on your job.  Progress 
towards meeting these objectives will be the most important factor in determining your satisfactory 
completion of the course.  

The following areas should be explored prior to preparing your objectives: 

1. Routine Duties—Describe ways to expand, revise, update and develop these assigned 
responsibilities.  Improve your efficiency in completing routine duties.  Organize your 
time and method of doing routine duties.  What is the main activity of your department 
or work area?  (Example:  During the semester I will develop a system (using the 
computer or other means) to take over specific routine duties presently being performed 
by other workers so that these workers can be assigned more meaningful duties.) 

 
2. Problem Solving—Take apart some existing problem and find a solution.  (Example:  

Perhaps a number of customers have complained of waiting for service.  You seek a 
solution through a new employee scheduling system or a new way of processing orders.  
Perhaps equipment is breaking down too often and you seek a solution through an 
improved maintenance procedure or through a new piece of equipment.)  While you 
may not be in a position to actually make the change, you can go through all the 
problem-solving steps to be prepared to present your ideas to management. 

 
3. Personal Improvement—Develop personal attitudes and attributes that will enhance 

your human relations skills. (Example: You may improve communication skills with co-
workers and supervisor.  You would become more assertive in your dealing with 
vendors.) 

 
4. Creative Opportunities—Do things in a new way, investigate strategies that could be 

implemented which would result in savings of time, costs, etc.  (Example:  Make a study 
of the installation of a new bookkeeping system or on the application of a computer to 
some aspect of company operation, such as inventory control.  Prepare a report on the 
study.) 

 
5. Career Advancement/New Assignment—Develop new competencies that would be 

essential to receive next promotion.  (Example:  Learn procedures utilized by senior 
inspectors in quality assurance. Learn competencies necessary for position as senior 
buyer.) 
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Student Growth Plan 
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Student and Employer's Testimonial (Extra Credit) 
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Section 3—Student Performance Objectives 
Work-Based Learning 
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Final Grade  __________  
Work-Based Learning Program  Fall  _________________  
Student Objectives Form Spring:  _____________  

YEAR:  ______________  
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B. Work Record: 
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Sample Title Page for Student Report(s) 

 
Student Report 

 

Presented to 
 

<WBL Instructor’s Name> 
 

To fulfill partial course requirements for 
 

Work-Based Learning 
 

By 
 

<Your Name> 
 

On 
 

<Due Date> 
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Sample Report Page 

Your Report and Title Page must be typed and proofread for spelling, grammar and content.  This 
report should be double spaced.  No folders please, just staple.  If applicable, attach support material 
such as diagrams and photographs that better demonstrate your objectives/goals and what you have 
learned. 
 
Work-Based Learning Student Report 
 
Introduction 
This semester I signed up for  _____________  units of Work-Based Learning. My future career goal 
is  __________________________________  and my current job title is  ________________ . 

Following are my objectives and how I achieved them, as well as my letter grade for how I would rate 
my achievement of each objective. 
 
Objectives 
Objective One: (State Objective 1 from your Objectives Form.) 
How I achieved Objective One: (State how you accomplished the objective.  If you have attachments, indicate 
that in your statement/s.  Be sure you include your letter grade/self-evaluation as the last sentence in the 
paragraph.) 
 
Objective Two: (State Objective 2 from your Objectives Form.) 
How I achieved Objective Two: (State how you accomplished the objective.  If you have attachments, indicate 
that in your statement/s.  Be sure you include your letter grade/self-evaluation as the last sentence in the 
paragraph.)  
 
Objective Three: (State Objective 3 from your Objectives Form.) 
How I achieved Objective Three: (State how you accomplished the objective.  If you have attachments, 
indicate that in your statement/s.  Be sure you include your letter grade/self-evaluation as the last sentence in 
the paragraph.)  
 
Objective Four: (State Objective 4 from your Objectives Form.) 
How I achieved Objective Four: (State how you accomplished the objective.  If you have attachments, indicate 
that in your statement/s.  Be sure you include your letter grade/self-evaluation as the last sentence in the 
paragraph.) 
 
Summary 
 
SAMPLE: “The Work-Based Learning objectives helped me focus on improving my job performance 
and productivity by  ________________ .”   Work-Based Learning has… (State the effect WBL has 
had on your job success) Work-Based Learning has given me  ______________  skills I did not have 
before enrolling in the program, as well as newfound confidence that I can use throughout my 
career…” 

 ______________________________________   ______________________________________  
Student Signature DATE Employer Signature DATE 

 ______________________________________  
WBL Instructor Signature DATE 
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Coastline College Work-Based Learning Program  
Student Performance Evaluation Form 

 
  



31 

Required Work-Based Learning Assignments 

225 points possible 
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Coastline College Work-Based Education Program  
Student Learning Outcomes Agreement 
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Coastline College Work-Based Learning Program Time Sheet 
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Coastline College Work-Based Learning Program Time Sheet 
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Coastline College Work-Based Learning Program Time Sheet 
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Coastline College Work-Based Learning Program Time Sheet 
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APPENDIX A: 
Retail Management Program Requirements 

Coastline College Work-Based Education Program 

The BUSC283/4 Work-Based Learning Retail Management Certificate Supplement replaces the 
Writing Learning Objectives assignment. 

Retail Management: Certificate of Achievement and AS Degree 

This program is approved by the Western Association of Food Chains, and persons completing the 
prescribed courses are eligible to receive both the CCC Certificate of Achievement and the WAFC 
Retail Management Certificate. This program is intended to help students develop an understanding 
of the retail manager’s role and requirements for success in the retail environment. Additional 
information can be found on the WAFC website: www.retailmanagementcertificate.com 

Retail Management Program: This course meets the requirements of the Retail Management 
(Capstone) course when the BUSC283/4-Work-Based Learning Retail Management Certificate 
Supplement (Student Learning Objectives) are used to document completion of the student 
competencies.  
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