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Welcome
To our Employees:

Welcome! We are pleased to have you as an Employee of WRANGLERS, INC. You are an
important member of our company, and it’s our goal to provide a work environment that ensures
your happiness as you acquire experience and develop expertise.

This manual will outline the personnel policy and procedures we use to structure our company.

It explains what we will be expecting from you, and what you can expect from WRANGLERS,
INC. However, we understand that there will be times when policies need to be reviewed, and/or
changed as WRANGLERS, INC. continues to develop.

We expect your cooperation and adherence to the policies identified in this manual. Please read
the entire manual carefully, and if you have any questions or concerns, consult the Directors
immediately.

We are looking forward to a quality working relationship.

Sincerely,

Mr. Chet Haller and Mrs. Denise Rogers-Thomason, Directors

Environment

WRANGLERS, INC. is designed to provide Wrangler students with classroom instruction that
reflects the business workplace experientially as a school-to-career transition program. This
non-traditional classroom has been transformed into a modern business office, which will
encourage professional productivity and attitude.

Education/Philosophy

WRANGLERS, INC. is a people business offering a special sense of duty and reward, which
makes this profession more than just a job. We work here as a team in which each member
needs to be supportive of the others. Each job task is an important one. We appreciate all that
you say or do, and how you do it will affect the reputation of WRANGLERS, INC., your co-
workers, and your school.

Our common goal is quality education. The Directors care about people, and it is important that
all Employees share that feeling. We must do our best to provide each other, as well as our
guests, with professional care and comfort.



Terms and Introductions

For the purpose of this publication, and this course, the following terms will be adopted:

Course EXpectations..........cceeevveeenieeenieeeniineenne WRANGLERS, INC. Employee Manual
Notebook/Server SPace.........cceevcuiiiieiiiiiiiieeiiiiee e Personal File Folder
STUACNLS ...ttt e ettt e e e et e e e sebaeeeeenbaeeeeennees Employees
TRACKET ... et Employer/Director
CLASSTOOM ....eeeiiiiiie e ettt e ettt e e ettt e e ettt e e et e e e eaabeeeeenssbeeeeennsbeeesenseeeeeennnees Workplace
Course WOrk.........ooeeviiiiiiiiiiiiieeiiee e Job Tasks/Units/Assignments/Projects
Make-Up WOTK .......oooeviiiiiiiiiiieeeiiiie et Required work on your own time

WRANGLERS, INC. wants you to take pride in your work and be well informed, both for your
benefit and the benefit of WRANGLERS, INC.

The employee manual explains the company’s functions, procedures, policies, and benefits.
Employees must know the contents of the Employee manual to ensure the success of both
WRANGLERS, INC. and each Employee.

THIS MANUAL IS NOT A CONTRACT OF EMPLOYMENT. DIRECTORS RESERVE THE
RIGHT TO MODIFY, AMEND, OR VOID ANY OR ALL OF THE REPRESENTATIONS
CONTAINED HEREIN.

In the event of WRANGLERS, INC. Employee Manual modification, Employees may be
required to retest their knowledge of current policies and procedures.

If further clarification on any policy or benefit is needed, immediately contact the Directors.
Personal File Folder/Supplies
Employees are required to provide the following for the 2009-2010 school year:
A Pen or Pencil
Daily planner (you can use the school’s planner or one you purchase for yourself)
USB jump drive/flash drive/thumb drive
Each Employee will be responsible for keeping his/her personal folder up-to-date. Insert the

WRANGLERS, INC. Employee Manual in the front, this way you will always have easy access
to office expectations and procedures. Leave the folder in the classroom at all times.



WHS Course Descriptions and Intended Learning Outcomes

Marketing I
Grades: 9-12

This course is for students who have an interest in learning about the fields of business, sales, marketing,
merchandising, and management occupations. Students will experience many different parts of the marketing
process including advertising, sales, display, human relations, management, and communication. Students have an
opportunity to work in the school store, as well as with the school Athletic and Performing Arts Departments, to
gain knowledge of the “behind-the-scenes” work involved in the promotion of events. Students will use Illustrator,
InDesign, and Photoshop to create an announcement, fliers, programs, posters, play programs, brochures, logos,
business cards, various business forms, awards, design T-Shirts, etc. There will be opportunities for textbook work
and to create various items for other organizations on campus. Career and Technical Student Organization (CTSO)
standards will be an integral part of this class.

Marketing II: Sports and Entertainment
Prerequisites: Marketing I
Grades: 10-12

This course will help student develop a thorough understanding of the marketing concepts and theories that apply
specifically to sports and entertainment events. The areas this course will cover include basic marketing, target
marketing and segmentation, sponsorship, event marketing, promotions, sponsorship proposals and sports marketing
plans. This course will also delve into the components of promotion plans, sponsorship proposals and the key
elements needed in marketing plans. Career and Technical Student Organization (CTSO) standards will be an
integral part of this class.

Principles of BMAS
Grades: 9-12

This course addresses the necessary and applicable skills for any student pursing an immediate position in the
workforce or in postsecondary education. The course will address the following components: Microsoft Word,
Excel, Access, Internet, Charting, Desktop Publishing (scanners, digital cameras, and video) and Advanced
Integrated Applications. Students will develop a Career Portfolio. Career and Technical Student Organization
(CTSO) standards will be an integral part of this class.

Advanced Principles of BMAS
Prerequisites: Principles of BMAS
Grades: 10-12

This course offers classroom instruction in human relations, work ethics, communication, computer skills and
professional appearance. This course prepares students for careers in any of the following dynamic industries:
computer, medical, banking/finance, real estate, accounting, public relations, human resources, education,
government, insurance, entertainment and university studies. Students will also continue their development of their
Career Portfolio started in previous classes. Career and Technical Student Organization (CTSO) standards will be
an integral part of this class.

Basic Web Design
Grade: 9-12

Students will learn effective and proper use of search tools (Internet searching techniques) to seek information out
on the Internet. Students will also learn a web page language known as Hyper Text Markup Language (HTML) to
create web pages and sites. Students will create a portfolio suitable for use in job interviews and/or applying for
college scholarships at the conclusion of the course.



Advanced Web Design
Prerequisites: Basic Web Design
Grade: 10-12

Students will continue to expand on their knowledge of HTML while adding additional skills to
their web design toolbox of knowledge. Students will learn Dreamweaver — the professional
software used throughout the webbing industry for preparing web sites. Students will also continue
to learn about how the e-commerce market works by building several web pages for small
businesses that will add to their portfolio.

Professional Behavior and Dress

Professional behavior will be expected from Employees at all times. This includes, but is not
limited to enthusiasm, self-motivation, self-discipline and positive attitude. Personal
entertainment accessories, such as radios, television, CD players, cell phones, i-pods, MP-3
Players, etc., are inappropriate in the workplace.

Assessment of dress code (for extra credit) will be evaluated on Monday of every week.
Employees are encouraged to wear professional dress on these days. Extra performance points
will be awarded. The following is to be used as a guideline for professional dress.

Professional dress:

Men: Dress slacks or colored jeans (in good condition) and a dress shirt — tucked
in (this is a shirt that you would wear a tie with). Dress shoes must be worn
(full points will not be given for tennis shoes). Tie, vest, jacket, or sweaters
are encouraged but not required.

Women:  Dress slacks or colored jeans (in good condition) and blouse; skirt and
blouse; slack outfit; or dress. Dress/Skirt must be cut no more than one inch
above the knee. Dress shoes, vest, jacket, or sweaters are encouraged but not
required. Sleeveless blouses are inappropriate.

Daily Routine

1. Be at your assigned work location before the last bell. The bells do not tell you to begin
working; this is an office and you are expected to be ready to begin working when the last
bell rings. In an outside true work environment you would be expected to arrive at least five
minutes early. In our work environment, your Employer does not have to be present to tell
you to begin working. Employers have a lot of administrative responsibilities that take them
away from the office/classroom.

2. Before you begin working each day, check your workstation to make sure nothing is missing
— your usual chair, books, equipment, supplies, etc. Inspect for anything that is missing,
defaced, or broken. Also, inspect for gum at/under your workstation. Report the results to
your Director. Prepare your workstation for a productive day of work. Keep your materials



organized and neatly arranged in your work area at all times. You are responsible for
keeping your workstation clean and neat.

Check your planner for the day’s assignment (or the white board) or for where you left off
the last time you were at work. On Mondays, when we have an office meeting, be at your
desk when the bell rings with note-taking supplies. You have a calendar; therefore, no

reminders will be given on assignments due dates. Planners will be checked every Friday.

When you are not scheduled to be talking to the Directors, you will be working on your
unit/assignment/project. As you do your job task, concentrate and read carefully. It is up to
you to use your time to its fullest each day.

If you do not understand a step or procedure in a job task, and the Director is not
immediately available, ask a neighbor or the Team Teacher (TT) for help. If they don’t know
the answer, skip that step for the moment, and continue with the other steps.

If you must do that step or procedure before you continue with the others, and the Director is
not immediately available, save your file, and begin the next job task until the Director is
available. To be employable, you must be able to be flexible and still get the maximum work
completed.

Keep very accurate records of where you are in each job task, either in your planner or on
your assignment sheet. This is so you can resume your work immediately after any
interruption. If you need to, exchange your work with another Employee to be edited before
you submit it.

Clean up workstation during the last three minutes of work. Remember; write in your
planner or assignment sheet what problem and step at which you are stopping, so that you
can pick right up where you left off at your next work session.

Clean all papers and scraps off the floor and put them in the recycle bin. Help straighten up
other areas. This is your office; take pride in how it looks at all times. Make sure all
borrowed materials are returned. Everyone will be seated prior to the bell, when dismissed
push in your chair and exit out the proper door.

7™ hour on Friday’s need to shut down the computers for the weekend. Do not turn off the
monitors.



Meetings
Meetings and in-house seminars are scheduled as needed. Employees are encouraged to
participate and give suggestions at such meetings or even in writing. Meetings will be

mandatory for Employees to attend.

Tentative Meeting Schedule

Monday’s WRANGLERS, INC. Meeting/General Information and Seminars
Tuesday’s — Friday’s Work on Weekly Job Tasks
Friday’s Weekly planner check (homework/in class work/ test dates/ 2 goals

for all classes)
Employee Expectations

It is our intention for this program to offer you the opportunity to experience a genuine work
experience. This means that just like an employer, our expectations of you will be very high.
Please exercise good judgment as you go about your tasks in the company.

Cheating

We encourage Employees helping each other, but this does not mean one person doing all of the
work and giving his/her work to others or putting others’ names on papers that did not help or
contribute.

The penalty for cheating is costly because we promote a professional demeanor as well as
individual and team integrity. If we discover cheating, all Employees involved will receive a
“0” for the job task, if the action is admitted to. If the action is not admitted to you parents will
be contacted, you will receive a detention, and receive a “0” for the job task. If there is a second
offense, a Parent/Director conference will be held with the Employees, the Employees will not
be eligible for job task points, and Saturday detention will be assigned. Because integrity and
ethics are critical for success in our management positions, any Employee participating in
cheating will not be accepted for leader positions (future Team Teachers).

Employees must save all documents until instructed to delete. DO NOT DELETE ANY OF
YOUR FILES WITHOUT THE DIRECTOR’S PERMISSION. If the Director has a
question on a job task you printed & turned in, and you do not have that work saved in your file,
cheating will be presumed.




Performance Evaluation/Grading

WRANGLERS, INC. has established a performance evaluation policy as means of monitoring
Employees’ performance and ability. This allows the Directors to better assist Employees in the
education process and report grades according to WHS policy. After a grade is posted, an
Employee may schedule an appointment with a WRANGLERS, INC. Director to discuss any
deficiencies, future goals, and accomplishments; common appointment times are before or after
class and before or after school.

Performance Points

Perfect planner = 20(points) this mean all classes are listed and homework or what was done in
class is written in for each class all week long. Two goals need to be listed one pertaining to the
class enrolled in and one other short term goal. Nothing does not count.

Professional Attitude

Since we are all working in close contact with a wide variety of people in our company, it is
important that we maintain a professional demeanor at all times. This requires us to be
respectful of others whom we may not approve of personally or who may, at times, be abusive.
Although this may be personally unpleasant, it is part of our professional responsibility.

It is also required in our company that Employee confidentiality is maintained at all times. This
involves never making comments in front of others that might reflect on other Employees in any
negative or disparaging way.

Also, Employees must always show restraint when making negative comments about other
Wrangler staff members or students.

Employees are expected to be friendly with each other and all visitors, but should not engage in
prolonged conversations, as this interferes with the flow of work and our common goal of
education. One of the best ways to make sure this does not become a problem is to keep
conversations to a minimum in work areas. Remember that your professional demeanor will
reflect in a positive way on your experience as an Employee of WRANGLERS, INC.

Organization

The Directors are the people who know what they need to best provide a quality education.
Therefore, by the nature of his/her position, he/she must be the final policy maker in all areas.
Directors will be the implementers of these policies.

Your ideas are important. They will not always be promptly endorsed, but they will always be
given reasonable consideration. All Employees should be continually questioning how things
are done and suggesting how WRANGLERS, INC. might be improved.



The Directors and the TT will handle problems involving the treatment of Employees and
visitors.

Leadership Roles — Team Teacher or Designated Student
Students will be given the opportunity as an assistant to the Director while employed at

WRANGLERS, INC. The Director may ask you to perform additional duties as needed and
based on your ability to carry them out in a responsible manner. Some of the duties may include.

¢ Focus on the Directors’ instructions and ask questions if clarification is needed. You
must know how to do our assignments very well because if the Employees have
questions when they are working on daily jobs, they will come to you for assistance
first.

¢ Be the last one out of the room so you can inspect all areas. Any areas that are left in
disarray, write it down in your planner, and report these findings to the Director the next
day.
¢ Ifa phone call comes into the office, and the Director is busy, it is your responsibility to
answer it with the following phrase: “Student speaking. May I help you?” Then,
instead of interrupting the Director, take a message. Ask the caller if the Director may
call back between classes.
Standards of Conduct/Disciplinary Procedures
In any organization each Employee, for the benefit of everyone, must observe certain rules and
regulations. At WRANGLERS, INC. we will follow the same procedures as outlined in your
WHS Student Handbook.
Computer Use and Access

1. Access to computer systems is given to those who have a specific need.

2. Violation of access and use policy will be enforced. Access may be restricted during the
investigation process.

3. The Directors authorize and restrict access to the system.
4. Employees are not permitted to share passwords to the computer.

5. WHS or WRANGLERS, INC. is not responsible for loss of data on the system.

6. The Directors maintain the right to access all data and components of the system.
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7. Attempts to access, alter or delete stored data that belongs to another person, and attempts to
breech the security system is a violation of the access and use policy and will require
disciplinary actions according to the WHS Handbook.

8. Non-productive uses of the system are prohibited. i.e. saving games, downloading music or
games, saving excessive or inappropriate images.

9. Non-productive and unsolicited communications are prohibited. (No Instant Messenger,
Chat Rooms, E-Mail, Bulletin Boards, Blogs, or Networking sites).
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Parent/Employee Agreements

If you have any questions regarding company policies or procedures, please feel free to call Chet
Haller or Denise Rogers-Thomason at (928) 684-6600.

After carefully reading the WRANGLERS, INC. Employee manual of Wickenburg High School,
I agree to fulfill the duties and responsibilities of a company employee.

Employee Name (print please)

Employee Signature: Date:

I (the parent/guardian) support the policies identified by WRANGLERS, INC. in this manual. A
manual can be printed for you upon request or you may go to the following web address to read
it: http://www.whswranglers.org/Academics/CTE

Parent/Guardian Name (print please)

Parent/Guardian Signature: Date:

Home Phone Number:

Cell/Alternative Phone Number:

Best Times to Contact:

E-Mail address:
This is an easy way for instructors to get information to you quickly

So you as the parent/guardian have regular access to the Internet (please circle)
Yes No

Do you know your powerschool username & password to check your students grades online
Yes No

We understand that parents, family, friends, co-workers, etc. area valuable resource and may

wish to contribute to this program. Please indicate below any resources that you would be
willing to contribute or share with our program.
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