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Cooperative Career and Technical Education Work Experience Program

(CO-OP)


New York State Education Department

Office of Curriculum and Instructional Support

Career and Technical Education Team

89 Washington Avenue

Room 315EB

Albany, NY  12234

2007



Cooperative Career & Technical Education Work Experience Program


STUDENT WORKER



COOPERATING EMPLOYER

Name





Name







Company

Home Address




Address




Telephone




Supervisor/Job Mentor


School





Telephone

School Address




Student Job Title







Hourly wage

Teacher-




Work schedule

Coordinator









Telephone







· This program complies with all federal and state regulations/laws regarding employment of minors.

· This program complies with all NYSED guidelines current in place for operating a Cooperative Career and Technical Education Work Experience Program. 

· Students are accepted into this program and otherwise treated without regard to age (except for minimum age requirements), color, religion, creed, disability, marital status, national origin, race, gender, or sexual orientation.

· The school coordinator for this program has the proper NYSED teacher certification credentials and the proper extension as a coordinator of work-based learning programs.

It is also agreed that:

THE STUDENT WILL:

· Call the employer and work-based learning coordinator by 8:30 a.m. of the day of an unavoidable absence and provide the reason

· Work at only one part-time job while attending school

· Not work at the job when absent from school

· Adhere to the rules set up by the school, the employer, and the coordinator

· Make a serious effort to learn his/her job, related job skills, and related career information

· To the best of his/her ability, become a conscientious and valuable employee, maintaining regular attendance and acceptable work levels

· Keep all work station business matters in strict confidence and be honest, punctual, cooperative, courteous, and willing to learn

· Maintain a good school record in order to earn a high school diploma

· Furnish the coordinator with information necessary about his/her work program, complete necessary reports, and consult with the coordinator regarding problems at the work station

THE PARENT/GUARDIAN WILL:

· Grant permission for program participation by the student and encourage his/her efforts

· Share with the CO-OP Coordinator information vital to the successful development and performance of the student

· Accept responsibility for the safety and conduct of the student-learner while he/she is traveling to and from the school, training station, and home

· Provide transportation to and from the worksite, if needed

THE EMPLOYER (Supervisor/Mentor) WILL:

· Within the scope of the business, provide the student with work of instructional value

· With the ability of the student, give opportunity for more responsibility and variety in employment

· Provide appropriate health/safety training appropriate for the job and a safe and healthful work environment

· Provide adequate supervision by a qualified employee (on-the-job mentor)

· Cooperate with the CO-OP coordinator and involve him/her in planning and in resolving problems involving the program and the student participants

· Follow applicable federal and state laws/regulations pertaining to the employment of minors, including the payment of at least the prevailing minimum wage

· Cover the student under Workers’ Compensation Insurance

· Provide periodic evaluations of the student’s worksite performance

THE CO-OP COORDINATOR WILL:

· Ensure that the school’s  Cooperative Career and Technical Education Work Experience Program is properly registered with the NYSED

· Provide appropriate health/safety instruction prior to employment

· Visit each student worker at the worksite at least three times per semester

· Cooperate with the employer and the employee assigned to supervise the student's training on the job and to solve student problems

· Meet with each student's parent/guardian as necessary

· Provide each student worker with at least one period per week of related classroom instruction or counseling on a group or individual basis

· Adjudicate all complaints with the cooperation of all parties concerned

· Select, place, transfer, or withdraw student workers as appropriate

· Recommend to the principal awarding student appropriate elective credit upon successful completion of the program

NOTES:  This agreement may be discontinued at any time; the school coordinator and employer should consult beforehand to try to solve any pertaining to the need to potentially discontinue this agreement.

I have read and agree to all of the above conditions (signature required):

Date  

Student





             Employer


Parent/Guardian








CO-OP








Coordinator



Cooperative Career & Technical Education
                                           Work Experience Program  (CO-OP)          

	ABC High School

School Address

Student Employee Training Plan


	Student Name:


	Grade:

	Student’s Address:


	Telephone:
	Date of Birth: 

	Job Title: 


	Working Papers Certificate #

	School Coordinator:
	
Phone Number:
(000) 000-0000


Fax:
(000) 000-0000


Email:
coordinator@abc.k12.ny.us

	Employer:
	
Phone Number:
(____) _____-_______


Fax:
(____) _____-_______


Email:



	Immediate Job Supervisor:
	
Phone Number:
(____) _____-_______


Fax:
(____) _____-_______


Email:



	Employer’s Address:

	WORK SCHEDULE:
	
	
	

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	
	
	
	
	
	

	Important:

The student MUST be covered by the employer’s Workers’ Compensation Insurance
	Transportation method:

___Student will drive personal vehicle

___Parent/guardian will transport student

___School district will provide bus transportation

	GOALS FOR THIS WORK-BASED LEARNING STUDENT:

	1.  To experience the career field of  

	2.  To be exposed to and master the skills necessary for this career 

	3.  To develop the soft workplace skills necessary for success in the world of work  

	4.  To be trained in the safe operations of this career

	5.  To be able to demonstrate positive behavior and appropriate dress for this career


	Job Tasks and Learning Outcomes


	# of Training Weeks
	Achievement Level and Comments
1.  Mastered skill

2.  Needs more Training at the worksite.  

3.  Needs more training at school.                

4.  Has not reached this training area

	1.  
	
	

	
	
	

	2.  
	
	


	
	
	

	3.  
	
	

	
	
	

	
	
	

	
	
	

	9.


	
	


	SAFETY TRAINING
	Date of Safety Train-ing
	Achievement Level and Comments
1.  Mastered safety training instruction

2.  Needs more safety training at worksite 

3.  Needs more safety training at school                

4.  Has not reached this training area

	1.  
 
	
	

	2.  
 
	
	

	3.
 
	
	

	4.
 
	
	

	5.  
 
	
	


	DRESS and BEHAVIOR CODE FOR POSITION
	Achievement LEVEL and Comments

1.  Dresses/behaves appropriately

2.  Needs to modify dress/behavior  

3.  Needs personal consultation

	1.  Appropriate clothing  
	

	2.  Personal hygiene
	

	3.  Appropriate use of language at the worksite


	

	4.  Punctuality and attendance 
	

	5.  Appropriate positive body language and attitude
	


	Student Signature                          


	


	Employer Signature


	


	Parent/Guardian Signature                          


	


	Coordinator Signature


	


	Date of Training Plan
	



THE UNIVERSITY OF THE STATE OF NEW YORK

THE STATE EDUCATION DEPARTMENT

Career and Technical Education Team

89 Washington Ave. - Room 315EB, Albany, NY  12234     Telephone: (518) 486-1547  

COOPERATIVE CAREER & TECHNICAL EDUCATION WORK EXPERIENCE PROGRAM (CO-OP)

Application for Program Registration or Re-Registration (Valid for five years)
School Name (print clearly) __________________________________________________________________________________________

Address_________________________________________________ City___________________________________ Zip _______________

Program Coordinator   _____________________________________________          Title:  ________________________________________

E-mail Address: _________________________________________________________     Telephone: ________________________________     

                                                (please print)

Estimated Enrollment in Cooperative Education within these subject areas:

          Agricultural Education                     ______
    Technology Education           ______       Health Occupations Education   ________

          Business and Marketing Education ______
    Trade/Technical Education    ______

          Diversified Cooperative Education ______
    Family & Consumer Sciences Education   ______

 * (Please see the next page for important information about each of the following items)                                               Indicate Yes or No

1. The board of education has approved the inclusion of CO-OP as a program offering in the district.   


_________                           






    

2. Students will be paid at least the prevailing minimum wage, covered by the employer’s Workers’ Compensation 

Insurance, and employed in accordance with all federal and state labor laws and regulations.



 _________

3. A written memorandum of agreement and training plan are in effect between participating businesses and the 

education agency for each student.









 _________

4. The program meets all federal and state regulations/laws governing the employment of minors, and all NYSED  

guidelines governing the operation of a Cooperative Career and Technical Education Work Experience Program.

 _________

5. Appropriate health and safety instruction is provided before employment and continues during employment as needed.  
 _________ 

6. In-school related career and technical education/vocational instruction (as well as required academic instruction) 

is provided for all participating students.








 _________

7. All student participants are meeting or have met academic requirements for high school graduation.


 _________

8. Credit will be awarded for satisfactory completion of the work experience on the basis of 150 hours of work

experience for ½-unit of credit; 300 hours for 1- unit of credit; a maximum of 600 hours for two units of credit.     

  _________ 

NOTE:    a ) 1-unit of CO-OP credit (300) hours is the maximum permissible in any discipline-specific 5-unit sequence


                         b)  2-units of CO-OP credit (600 hours) is permissible ONLY in a 5-unit Diversified CO-OP sequence, 

      according to the guidelines outlined in the CO-OP handbook.

9a.   The program is coordinated by a teacher certified in the appropriate Career & Technical Education subject area,                       _________

        for each discipline in which you have a program;       or





 
   b.  The program is coordinated by a Career & Technical Education teacher who has an extension as a Diversified Co-op 

       Coordinator. ** 










 _________           









 

      **  (Note: a new coordinator after 2/4/04 needs to possess an extension to their CTE teaching license as a 

             Coordinator of Work-based Learning Programs for Career Development.)                                                                                   

Principal's Name (print clearly):  _______________________________________________________________________

Principal's Signature:     _______________________________________________________________         Date: ______________________

For State Education Department Use Only
Approved and Effective Until ______________________ Program Administrator___________________________________________________


                     Date___________________________

General Information
Cooperative Career and Technical Education Work Experience (CO-OP) is a career and technical education program planned and supervised by an educational agency for students who are employed part-time by a public or private employer.  The work-based learning experience is an extension of the career and technical education classroom learning experience (e.g., business education, family and consumer sciences). For students who have completed a four- or more unit career and technical education program of study, the work-based learning serves as a “capstone” experience.  

CO-OP requires a memorandum of agreement and a training plan for each participating student, and students must be employed in compliance with all current US and NYS Department of Labor laws/regulations concerning the placement of minors in work-based learning environments. 

* Additional Information (Correlates to items on reverse side)
1. The board of education has approved CO-OP as a program option for students in the district. 

2. Federal and state labor regulations/laws apply for the employment of minors and full-time students.  All CO-OP students must be covered by the employer’s Workers’ Compensation Insurance.

3. While not a contract, these agreements outline duties and responsibilities of the school, coordinator, employer, student, and parent/guardian.

4. Refer to the program requirements and guidelines outlined in the current Cooperative Career & Technical Education Handbook.

5. The school and employer must provide appropriate health and safety instruction to the student worker prior to employment and during employment, as needed.

6. The student must be concurrently enrolled in a related career and technical education program, or have completed  three or more units in a career and technical education program.

7. Since the program is for full-time secondary students, the work experience should not delay or hinder a student from meeting academic requirements necessary for graduation.

8. Self-explanatory.

9. (Prior to 2/4/04): The coordinator of a Cooperative Career and Technical Education Work Experience Program for students in a single career and technical education subject area may be a teacher certified in that curriculum area (e.g., a business teacher can supervise a co-op program for business education students).  When the program utilizes one coordinator to supervise students from multiple career and technical education areas (e.g., business, family and consumer sciences, trade/technical), the coordinator must have an extension to their teaching license as a Diversified CO-OP Coordinator.  
(After 2/4/04):  A new coordinator for a Cooperative Career and Technical Education Work Experience Program must possess an extension to their teaching certification as a Coordinator of Work-based Learning Programs for Career Development.  This extension is obtained by completing a six-graduate hour college program of study in planning, developing, implementing, and supervising work-based learning programs, offered by a college/university certified to prepare career and technical education teachers. 
Student Training Plan





Memorandum of Agreement





School Letterhead
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