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MATANUSKA SUSITNA BOROUGH SCHOOL DISTRICT
CAREER AND TECHNICAL EDUCATION

COOPERATIVE WORK EXPERIENCE
OVERVIEW

Cooperative Education (Coop) is a vocational course directly related to the student’s
career goals. Coop is the capstone of an occupational training sequence. Work serves as a
practical laboratory for reinforcing the in-school occupational training. Students receive both
pay and school credit for their work. There is an employer/employee relationship at the job
site. The program provides opportunities for students:

-- to apply to an actual work situation the job skills learned in the classroom
-- to refine personal and job skills necessary to obtain entry-level employment
-- to analyze and react in the classroom to situations encountered on the job

Cooperative education programs are designed to provide paid work experience for
junior and senior high school level students, which will substantially contribute to their
educational and occupational development. The students’ learning experience is divided
between classroom instruction related to the work being done on the job and workplace
setting.

The workplace learning is expected to provide the student an introduction to all
aspects of the industry and a broad perspective of career opportunities. Students can expect
the workplace to provide opportunities to develop employability skills and technical
competencies identified by the industry. Competencies and skill standards, which have been
developed by industry, will be used by the workplace mentor and in school by the teacher
coordinator to evaluate the student’s achievement.
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KEY ELEMENTS TO ESTABLISHING A
COOPERATIVE EDUCATION PROGRAM

To establish a cooperative education program the following areas must be developed:

Training programs

Related Classroom Instruction

Recruiting, Selecting, and Placing Students
Advisory Committee

The Cooperative Education Agreement
Granting Credit

Assessment

Recordkeeping

Training work site mentor

Training Programs

Students participating in Coop should have taken a series of courses in one area of
study. This series of courses prepares the student with the entry-level skills necessary for the
workplace and makes the Coop experience a true capstone experience.

Related Classroom Instruction

Cooperative Education programs must have a school based related classroom
component. The delivery of this requirement may vary from school to school but must
maintain the following conditions:

Teach employability skills

Provide two semesters of related school based instruction

Teacher coordinators must be certified vocational teachers

A local advisory committee should be used in planning and assessing the program
Appropriate safety instruction will be provided prior to student placement at the worksite

Integration of academic and vocational courses will add to the value of the technical and
employability skills being delivered through the Coop experience. Integration reinforces the
content and application in a variety of workbased learning experiences.
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Recruiting, Selecting and Placing Students

Any recruitment plan should include students, teacher-coordinators, counselors,
industry instructors, administrators and parents. Recruitment begins by building student
interest and should continue throughout the year. Suggested recruitment activities include:

Brochures

Class presentations by employers and current coop students
Developing and maintaining guidance staff support

Utilizing local media on a regular basis

Student organization presentations at class assemblies

Develop presentations for the community

e Use advisory committee members as resources for classroom activities

The cooperative workbased learning experience is the responsibility of the teacher-
coordinator working with the student and employer. The coordinator matches the students
with the workplace in order to meet the student’s training, career and personal goals and
abilities.

The workplace assignment should include an interview between the student and
employer.

Coop is an option for all student populations and the only restriction for the number
of students in the program is the availability of suitable worksites and size of classroom
facilities. The teacher-coordinator’s load should average twenty students per hour of release
time. This student -teacher ratio has also been defined by the National Center for Research
in Vocational Education as one half hour per student per week.

Placement of students is the responsibility of the teacher-coordinator in cooperation
with the workplace mentor. Satisfactory placement requires that:

e The student must be satisfied with the organization in which he/she is placed

e The business must be satisfied that the student will fit into the organization

e The coordinator must be satisfied that the training will lead toward the career plans of the
student

e The student will have safe and legal employment

Advisory Committees

The purpose of the advisory committee is to provide technical consultation and
resources. They are an effective technique for involving the community in the educational
process and particularly beneficial for career and vocational programs. The functions of the
committee may include:
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e Assist in developing current and relevant curriculum

e Review and evaluate safety and adequacy of equipment, supplies and instruction
resources

e Provide guidance in the use of available community resources

e Act as a resource for career guidance and student placement in workbased learning
experiences

e Assist with the assessment and evaluation of activities and programs and the needs of the
community

e Assist with community public relations

e Provide professional development activities for educators

The Cooperative Education Agreement

The Cooperative Education Agreement is a written commitment and agreement
between the partners involved in cooperative education: the student, employer,
parent/guardian, and teacher-coordinator. It is an essential and business-like way of agreeing
on the responsibilities of those involved in the program. Each partner should sign and
receive a copy of the agreement. A copy of this agreement is included in the “forms” section
of this handbook.

Granting Credit

One half credit is granted each semester per class period for a student who has
successfully participated in the coop experience, worked at least 15 weeks and a total of 225
hours per semester. In addition the following conditions should be met:

e The student is working in an area directly related to the vocational program that the
student is or has been enrolled in

e The student completes job tasks and outcomes at an acceptable level

e The workplace experience is the result of a detailed learning plan determined by all
partners

e The student learning plan and progress is assessed and evaluated by the teacher-
coordinator and workplace instructor

Program Assessment

There are many factors to consider in assessment of cooperative education programs
including work sites, workplace instructors, related instruction, teacher coordinator
performance, and student performance. A local advisory committee can serve as a positive
program planning and assessment tool and serve as a resource to related classroom
instruction.

Students must be evaluated on their performance on the job. An evaluation tool is
included in the “forms” section of this handbook. After the assessment, the teacher
coordinator files the student grades and credit. The worksite supervisor is responsible to
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assess and document student achievement of outcomes on the job, but is not responsible for

awarding high school credit.

Recordkeeping

The following chart indicates the forms that must be completed for each Coop student
and who receives a copy of the form. Each of these forms is included in the “forms” section

of this handbook.

Form

Cooperative Education
Agreement

Student Program Application

Student Training Plan
and Report

Student and Employee Evaluation
Student/Parent Agreements

Site Visit Reports

Time Report

Release of Liability

Privacy Act Waiver
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Coordinator

X

X X X X X X X

Work Site Student
Mentor
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X
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X
X
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RESPONSIBILITIES OF TEACHER-COORDINATOR, STUDENT, PARENT,
WORKPLACE MENTOR/SUPERVISOR

In developing a cooperative education program, there are assumptions and
perceptions that must be considered by all partners involved. All partners should understand
the responsibilities defined below when developing a cooperative education program.

The Teacher-Coordinator will:

Use an advisory committee.
Develop and maintain a quality program
Assess community business all industry needs
Continually assess and improve program

Provide supporting activities.
Student organizations
Advisory committees
Other community activities that Integrate co-curricular activities

Select and guide students.
Describe the program
Work with guidance personnel
Provide occupational information
Counsel students about entering the program
Gather information on students
Help enrollees with career planning including Tech Prep programs

Place students on appropriate work sites.
Enlist participation of cooperating employers/community volunteers.
Select suitable training stations for each student.
Orient employers, training supervisors, and co-workers.
Prepare students for job interview

Create a learning plan.
Cooperate with and assist the employer
Consider the needs of the student and the employee
List skills that will be learned

Assist students in adjusting to their work environment
Help students on their jobs
Deal with job problems
Plan personal development by training instructors and students
Observe and assess the student on the job
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Cooperate with the employer with evaluations
Attempt to resolve problems from the business, school, parent, student or
Community

Improve training on the job.
Establish responsibilities on the job
Develop training plans and training agreements
Consult and assist training instructors
Maintain training emphasis

Assist students in making personal adjustments.
Aid students in correcting poor personal habits
Counsel students with personal and socioeconomic problems
Assist students with educational problems
Resolve behavioral problems

Administer the program.
Plan program objective
Communicate school policy
Prepare reports
Participate in professional meetings
Consult with agencies such as employment services

Correlate classroom instruction with on-the-job training.
Assist in determining the needed instruction
Assist in obtaining instructional materials
Assist training instructors in correlating classroom instruction and work skills.

Maintain good public relations.
Plan the publicity program.
Prepare the printed material.
Contact the news media.
Maintain communications with faculty, parents, community, employers,
school administrators and student body

Maintain appropriate evaluations and records
File training plan and training agreement.
Assess employability skills
Prepare final evaluations with both the training instructor and the
Teacher-Coordinator.
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The Cooperating Employer (Workplace Instructor/Mentor/Supervisor) Will:

* Provide activities which will contribute to the achievement of the required competencies.

* Provide a workplace instructor for the education of the student worker.

* Observe and assess the student at the workplace and provide written periodic reports.

* Provide employment for the student during the agreed times.

* Serve on the local advisory committee.

* Adhere to all Federal and State regulations regarding applicable Child Labor Laws.

* Maintain an employee liability insurance policy and Workers Compensation Insurance, if

required by state law

* Participate in formal worksite instructor training (new instructors only).

* Cooperate in developing a training plan for the student-learner.

* Pay wages comparable to those of other beginning workers.

* Provide a minimum of 15 hours per week for the 15-week training period.

* Ensure the job does not interfere with student's capability to participate in and

complete other school programs.

* Promote and encourage good sanitary and safety practices as well as
appropriate dress for the job.

* Promptly report any dissatisfactions to the teacher-coordinator.

* Allow the teacher-coordinator to observe the student on the job.

* Promote positive work habits.

* Regularly communicate with the student regarding elements of the job,

workplace attendance, punctuality on the job, and employee recordkeeping.

The Student Will:
* Develop a career plan that includes Coop as a capstone.
* Cooperate with the workplace instructor and teacher-coordinator, engage in the
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work as a learning experience, observe business etiquette, and abide by safety
rules.

Notify the school and the business in advance when absence is unavoidable.
Maintain school performance in order to remain eligible for the cooperative education program.
Furnish the teacher coordinator with required information and complete all necessary reports.

Demonstrate honesty, punctuality, courtesy, a cooperative attitude, proper
health and grooming habits, appropriate dress, and a willingness to learn.

Continue the work experience for the duration of the agreement period except
when termination is mutually agreed upon by all parties involved.

Abide by the rules and regulations of the employer partner, the training
agreement, the training plan and the work schedule.

Keep all business information of the cooperating employer confidential.

Develop a comprehensive training plan in cooperation with the teacher coordinator and the
employer instructor.

Complete necessary evaluation and follow-up forms.

The Parent(s) or Guardian(s)

*

Be responsible for providing transportation for the student to and from the
place of employment. Exceptions may be necessary for special population
students and/or be arranged in cooperation with the school.

Provide time for conference with teacher coordinator.

Become knowledgeable concerning the purposes and procedures of the learning plan.

Provide encouragement and assistance to insure their child receives the
maximum benefit from the cooperative education experience.

Have knowledge of and be responsible for the student’s medical insurance.
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COOPERATIVE EDUCATION EVALUATION FORM
For Students and Employers

Student: Employer:

Job Title: Date: Grading Period:

1. Please indicate student performance by marking an “x” in the appropriate box. Please do not use “yes” or “no.”
2. Rating system: Commendable = Outstanding; Competent = Above Average; Acceptable = Average; Unacceptable = Below Average.
3. Inthe case of a Below Average/Unacceptable evaluation, please provide details in the Comment Section.

Evaluation Area Commendable | Competent Acceptable Unacceptable | Comments

KNOWLEDGE OF WORK:
1 | Understands all phases of his/her work
and related matters.

DEPENDABILITY: Attendance,
2 | punctuality, accepts responsibility,
follows directions.

MENTAL ALERTNESS: Interest in
3 | job, eager to learn, ability to learn,
remembers work methods and
procedures.

LEADERSHIP: Assertive, imaginative,
4 | enthusiastic, confident, uses good
judgment.

INITIATIVE: Ability to develop

5 | constructive ideas, keep busy,
consistent, works without supervision,
asks questions for clarification.






Evaluation Area

Commendable

Competent

Acceptable

Unacceptable

Comments

THOROUGHNESS: Accurate,
completion of work, takes care of
equipment, practices safety, handles
supplies efficiently.

PRODUCTION: Volume of work.

PRODUCTION: Quality of work.

PERSONAL APPEARANCE: Neat,
appropriate, dress, good hygiene.

10

MANNERS: Courteous, considerate,
appreciative, respectful, open-minded,
honest, self-controlled.

11

ABILITY TO GET ALONG WITH
OTHERS: Friendly, cooperative, ability
to accept criticism.

12

ADAPTABILITY/FLEXIBILITY:
Adapts behaviors and controls emotions
under demands of time, multiple
assignments, opposition, and changing
priorities and direction, ability to
troubleshoot.

13

Does the student favorably represent the
school on the job?

14

Overall job performance

Additional Comments:












FORMS—STUDENT PACKET

COOPERATIVE EDUCATION
Student Packet

INTRODUCTION
HOW TO QUALIFY FOR COOPERATIVE EDUCATION CREDIT
1. Be enrolled as a Junior or Senior

2. Have completed a sequence of vocational classes (occupational preparatory courses). A
Sequence is four semesters or two semesters and concurrent enrollment in a related
vocational course.

3. Complete the application and reporting forms as provided by the Cooperative Education
Coordinator

4.  Secure employment and remain employed in a job which relates to your occupational
goals.

5. Work for at least 15 weeks and a total of 225 hours per semester.
If you are not in school, hours will not be counted towards credit for that day.

6. Have completed the work related class or concurrent enrollment. Exceptions are possible
if the competencies have been met in personal finance or other related classes.
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FORMS—STUDENT PACKET

Copy to: Coordinator
Student
Worksite Supervisor

APPLICATION FOR ENROLLMENT
IN COOPERATIVE EDUCATION

PLEASE ATTACH A COPY OF YOUR RESUME TO THIS APPLICATION

Name Social Security #

Grade level at start of program Junior Senior
(Must be 16 years of age to participate in Cooperative Education)

Name of Parent or Guardian Relationship

Telephone number of Parent of Guardian: Home Work

General condition of health:

List all vocational courses you have satisfactorily completed:

Course Year

List the vocational classes you will be or are enrolled in during the time you are in
cooperative education.

Department of Career and Technical Education
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FORMS—STUDENT PACKET

Explain why you want to enroll in Cooperative Education:

Student Signature Date

Parent /Guardian Signature Date

It shall be the policy of this agency/organization to accept Cooperative Education students without
regard to race, color, religion, creed, national origin, sex, mental or physical handicap.

I recommend this student for enrollment in the Coop course.

Vocational Education Teacher’s Signature Date
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FORMS—STUDENT PACKET
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FORMS—STUDENT PACKET

HOW TO ENROLL AND DOCUMENT
WORK EXPERIENCE
Student Checklist

The following checklist identifies the steps that you, the student, must complete to earn
credit. You are encouraged to check off each item on the checklist at the time you
complete the task. Remember documentation or credit earned occurs only when the
required documents, complete with signatures, are provided to the Coop Coordinator.

CHECKLIST:

1. Register for Cooperative Education by completing the application form during
registration.

2. Meet with your counselor to discuss eligibility requirements. If you are not eligible
for Coop, enroll in other classes.

3. Meet with the Coop Coordinator to receive a student packet and receive orientation.

4.  Complete the Student Agreement form including required signatures. This form is
due by the end of the second week of the semester. You are not enrolled in Coop
until this form is completed and turned into the coordinator.

5. Secure a job which will allow you an opportunity to practice occupational skills
you have learned in school in a sequence of classes that lead to the capstone work
experience, Coop.

6.  Complete the Student Training/Learning Agreement by the end of the second week
of the semester.

7. Keep a record of the hours you work on the Monthly Time Report. You may
also use a form provided by the employer. At the end of the month, your
employer should sign this report. Turn in a copy of your Time Report and pay stubs
to the Coop Coordinator.

This report is necessary to document that you have worked sufficient hours to receive credit.
8. Each cooperative education worksite shall be visited by the teacher-coordinator

a minimum of 4 times per semester, including a minimum of 2 times while the student
is at the work site.

9. The Evaluation Form is to be:
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FORMS—STUDENT PACKET

-completed by your employer or their designee

-completed and returned to the Coop Coordinator during the last week of
each quarter.

-signed by your evaluator

-completed by the student as a self evaluation form

If your employer chooses to return the evaluation directly to the school, you may
review it in the Cooperative Education office.

10. YOU are EXPECTED to reply in a timely manner when requests for additional information occur.
Check the daily bulletin or message board for announcements.
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FORMS—STUDENT PACKET

STUDENT AND PARENT AGREEMENT

ELIGIBILITY:

1.

Students in Grades 11 & 12 who have completed a prerequisite course sequence
are eligible for the Cooperative Education work experience program.

The Student-Trainee must be enrolled in or have completed 4 semesters or 2
semesters and concurrent enroliment in a sequence of vocational classes related to
his/her program

GENERAL CONDITIONS OF EMPLOYMENT

A student is NOT guaranteed a job or automatically assigned to a job. The
coordinator may suggest employment; however, the hiring is done by the
employer.

A student is NOT enrolled until the Application and Student Agreement has been
signed.

JOB PERFORMANCE REGULATIONS:

1.

The Student-Trainee will at all times conform with the rules, regulations, and
policies of the school and the employer.

The Student-Trainee will provide transportation to and from the training station.
The parent or guardian will be responsible for the safety and conduct of the
Student-Trainee while traveling to the Employer.

The Student-Trainee will be prompt and accurate in making all required reports
for the School and the Employer.

The Student-Trainee is to have a combination school/work week which will not
exceed the number of hours which are standards for the industry where the
Student-Trainee is employed.
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FORMS—STUDENT PACKET

COPY TO: Coordinator
Student
Worksite

COOPERATIVE EDUCATION TRAINING AGREEMENT

Due End of Second Week of Semester

Student Name

Coop Program SSN
Birthdate Hm Ph WKk Ph
Home address

Work site mentor name and title
Work site address
Work site phone Fax

The Employer agrees to:

1. Partner with the school to offer a work based learning program

2. Pay the student a wage of $ per hour

3. Assign an average of 15 hours of work per week to the student

4. Complete evaluations of the student's on-the-job performance

5. Confer with the coordinating teacher periodically about the student worker’s
progress

6. Follow the training plan as closely as possible

7. Include safety instructions in the training plan

The Student agrees to:

1. Perform all duties assigned in the learning plan

2. Conform to all rules and policies of the place of employment and the school

3. Confer with the coordinating teacher regarding any concerns encountered on the
job

4, Notify the employer and Coop Coordinator in the event of illness or other event

that prevents the student from working
The Teacher-Coordinator agrees to:

To provide school based learning related to the needs of the student and employer
Assist the employer in establishing a learning plan

Work with all partners involved to achieve program goals

Monitor the student’s academic performance to assure the employment has not
had a detrimental affect on their education.

HPwnh e
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(Training Agreement Page 2)

The Parent/Guardian agrees to cooperate with the school and employer the learner in
achieving the program goals.

Duration of the training period:

1.

The student will have __ weeks of probation at a training station. At the end of
this period, either the work site supervisor or the coordinator may terminate this
agreement.

This training agreement will be effectfrom __ / /  until __ /[

If an adjustment in dates becomes necessary, the student, parent/guardian,
employer, and coordinator will be promptly notified.

Job Description: See Training Plan

The following persons are directly involved in the Cooperative Education Program and
concerned with the success of the student. Each has read this agreement and understands
the various responsibilities of the program.

THIS AGREEMENT DOES NOT SUPPLANT
ANY WORK PERMIT REQUIREMENT

Student Work Site Supervisor

Parent/Guardian Coop Coordinator

Date Received by Coordinator:
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(Training Agreement Page 3)

CRITERIA FOR CREDIT:

1

The Student-Trainee can earn a maximum of three (3) credits per year. He/she

must have:

A. Worked and documented at least 225 hours per semester = 15 hrs per
week.

B. Maintained employment at an approved Training Station(s) for a
minimum of 15 weeks per semester.

C. Been employed at work stations where work is in compliance with State
Labor Laws.

D. Filed all necessary reports with the coordinator.

On a day in which the student does not attend school, hours of work experience
will not be counted for credit.

Credit for work experience will be granted on the Pass/Fail system

The Student-Trainee will be dropped from the program resulting in a loss of credit

if he/she leaves employment without the consent of the Coordinator

If the Student-Trainee is discharged for cause, he/she will be dropped from the
work experience program, resulting in loss of credit.

The Mat Su Borough Cooperative Education Program has been discussed with me and |
understand the rules and regulations.

Student-Trainee Date

The above provisions of the Mat Su Borough Cooperative Education Program have been
discussed with me. | hereby give my consent for an assignment to a supervised job as
part of the regular school program.

Parent/Guardian Date
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COPY TO:: Coordinator
Student
Worksite

COOPERATIVE EDUCATION TRAINING/LEARNING PLAN

will permit from
Name of Business Name of Student Name of School
Has permission to enter this establishment as an employee under the supervision of
For the purpose of gaining knowledge and experience in the occupational area of
Job Title
Listed below are the learning activiti¢s and duties of the job the student is éxpected to learn.
Skills Job Duties Observation Date Comments Initial |

As the employer, | give my assurance that we abide by the Federal, State, and Local Safety Standards and Labor Laws.

Worksite supervisor

Date
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FORMS—STUDENT PACKET

Copy to: Coordinator
Student

COOPERATIVE EDUCATION EVALUATION FORM
For Students and Employer

To be submitted to the Coop Coordinator by the first Wednesday after each grading period.

Student Employer
Job Title Date Grading Session

Please be sure each evaluation area is checked with an “x”. Do not use Yes or No. Commendable means outstanding; Competent means
above average; and Acceptable means average. If the performance in any area is below acceptable, please note that in the comments
session.

\ Commendable  Competent  Acceptable Comments \
1 KNOWLEDGE OF WORK: Understands all
phases of his/her work and related matters

2. DEPENDABILITY: Attendance, punctuality,
accepts responsibility, follows directions

3 MENTAL ALERTNESS: Interest in job, eager to
learn, ability to learn, remembers work methods
and procedures

4 LEADERSHIP :  Assertive, imaginative,
enthusiastic, confident, uses good judgement
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Commendable

Competent

Acceptable

Comments

5 INITIATIVE: Ability to develop constructive
ideas, keep busy, consistent, works without
supervision, asks questions about when he/she
doesn’t understand

6. THOROUGHNESS: Accurate, completion
of work, takes care of equipment, practices
safety, handles supplies efficiently

7. PRODUCTION : Volume and quality of work

8. PERSONAL APPEARANCE: Neat, appropriate
dress, good hygiene

9. MANNERS: Courteous, considerate, appreciative

respectful, open-minded, honest, self-controlled.

10. ABILITY TO GET ALONG WITH OTHERS:
Friendly, cooperative, ability to accept criticism

Department of Career and Technical Education
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| Commendable  Competent  Acceptable Comments

11. ADAPTABILITY/FLEXIBILITY: Adapts
behavior and controls emotions under
demands of time, multiple assignments,
opposition, and changing priorities and direction

12 Does the student favorably represent the school?
on this job?

13. Indicate the overall job performance

ADDITIONAL COMMENTS:

SIGNATURE OF EVALUATOR

Department of Career and Technical Education
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COPY TO: Coordinator

COOPERATIVE EDUCATION COORDINATOR

Training Station Contact Official

SITE VISITATION REPORT

Phone Number

Trainee

Date Time

Points to Observe: Acceptable  Unacceptable

1. Conditions surrounding place of business

2. Attitude of workers toward teacher-coordinator and
student trainee

3. Specific operations in which student trainee
is engaged

4. Immediate related subject matter needed

5. Personal appearance of the student-trainee

6. Apparent interest of student-trainee at work

7. Apparent interest of employer in student-trainee

8. Miscellaneous information:
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COPY TO: Coordinator
Worksite

COOPERATIVE EDUCATION RELEASE OF LIABILITY

I/We , the parent(s)/legal guardian(s)

of , a minor child, and said minor

child, freely and voluntarily release, from any suit damage, action, or any other claim of any
nature whatsoever, the Matanuska Susitna Borough School District, its Career and

Technical Education Program and the Program Coordinator.

This release is given for and in consideration of the above named persons accepting said
minor child into the Coop program. This release is not effective as a release under those
provisions of: (1) The Workmen’s Compensation Laws: (2) Those provisions of the Wage
and Hour Acts (Federal and State), which are not subject to waiver, and if applicable; (3) any
Federal and State Law, or regulation, which cannot be waived; (4) any claim arising out of an
intentional tort, by any of the released parties.

Further, this release is executed for the above mentioned consideration, for and on behalf of
the said minor child, and by him/her such as is permitted by the laws and court of the State of
Alaska.

This release is effective as against any officers, employee, agents, contractor partners, heirs,

successors in title, estates or representatives of the above released parties.

In recognition of this release, and the value of the consideration aforementioned. I/we have

caused our signature to be affixed this day of :

Minor Child Signature Parent/Guardian Signature

COPY TO: Coordinator

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COOPERATIVE EDUCATION
PRIVACY ACT WAIVER

I understand that the type of job I could get and keep depends on my personal traits as well as

my qualifications.

| further understand it may be necessary to discuss some of these various traits and

qualifications with prospective employers such as, but not limited to:

Vocational Goals, Skill Levels Achieved, Attendance, Punctuality, Grades, Honors,
Computer Proficiency, Quality and Quantity of Work, and Basic Personal
Characteristics

I hereby give this signed waiver with the understanding that the purpose is to provide

information to better expand my employment opportunities.

Student Signature Parent/Guardian Signature

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COOPERATIVE EDUCATION
TIME REPORT

Student Name

Dates Worked for This Report From: To:
Employer:

Month:

Hours Date] Hours
T[] _ 16 _
2 _ 17 _

3 - 18 -

4 - 19 -

5 . 20 .

6 - 21 _

7 _ 22 _

8 - 23 -

9 - 24 -

10 - 25 -

11 . 26 .

12 _ 27 _

13 - 28 -

14 _ 29 -

15 - 30 -
L] 31 _

TOTAL HOURS:

[ |Student Signature Date

SUPERVISOR’S SIGNATURE: Date

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COPY TO: Coordinator

COOPERATIVE EDUCATION
PRIVACY ACT WAIVER

I understand that the type of job I could get and keep depends on my personal traits as well as
my qualifications.

| further understand it may be necessary to discuss some of these various traits and
qualifications with prospective employers such as, but not limited to:

Vocational Goals, Skill Levels Achieved, Attendance, Punctuality, Grades, Honors,
Computer Proficiency, Quality and Quantity of Work, and Basic Personal
Characteristics

I hereby give this signed waiver with the understanding that the purpose is to provide
information to better expand my employment opportunities.

Student Signature Parent/Guardian Signature

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COOPERATIVE EDUCATION
TIME REPORT

Student Name

Dates Worked for This Report From:
Employer:

Month:

Date Hours Date]
1 16
2 17
3 18
4 19
5 20
6 21
7 22
8 23
9 24
10 25
11 26
12 27
13 28
14 29
15 30
] 31
[ Istudent Signature

SUPERVISOR’S SIGNATURE: Date

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COPY TO: Coordinator

COOPERATIVE EDUCATION
PRIVACY ACT WAIVER

I understand that the type of job I could get and keep depends on my personal traits as well as
my qualifications.

| further understand it may be necessary to discuss some of these various traits and
qualifications with prospective employers such as, but not limited to:

Vocational Goals, Skill Levels Achieved, Attendance, Punctuality, Grades, Honors,
Computer Proficiency, Quality and Quantity of Work, and Basic Personal
Characteristics

I hereby give this signed waiver with the understanding that the purpose is to provide
information to better expand my employment opportunities.

Student Signature Parent/Guardian Signature

Department of Career and Technical Education
Matanuska Susitna Borough School District





FORMS—STUDENT PACKET

COOPERATIVE EDUCATION
TIME REPORT

Student Name

Dates Worked for This Report From:
Employer:

Month:

Date Hours Date]
1 16
2 17
3 18
4 19
5 20
6 21
7 22
8 23
9 24
10 25
11 26
12 27
13 28
14 29
15 30
] 31
[ Istudent Signature

SUPERVISOR’S SIGNATURE: Date

Department of Career and Technical Education
Matanuska Susitna Borough School District






Legal Issues

Legal Considerations

The Coop Coordinators are expected to know the federal, state, and local labor
laws/regulations that apply to students and the training sites where they are placed.
Coordinators are not to serve as a law enforcement officer, but rather they are expected to
inform participating employers when they unknowingly violate laws/regulations. Failure
of an employer to comply with pertinent laws/regulations may necessitate discontinuation
of the training agreement.

Federal Laws

Fair Labor Standards Act

The Fair Labor Standards Act provides minimum wage and overtime standards,
requires equal pay for equal work regardless of sex, and contains certain child labor
standards.

Title VI of the Civil Rights Act of 1964

"No person in the United States shall, on the ground of race, color, or national
origin, be excluded from, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance."

PL 91-569 "Occupational Safety and Health Act of 1970:

Sec. (2)(b)(1) -...encouraging employers and employees in their efforts to reduce the
number of occupational safety and health hazards at their places of employment,
and to stimulate employers and employees to institute new and to perfect existing
programs for providing safe and healthful working conditions;...”

Title IX of the Education Amendments of 1972

"No person ... shall, on the basis sex, be excluded from participation in, be denied
the benefits of, or be subjected to discrimination under any program or activity
receiving federal financial assistance.”

Section 504 of the Rehabilitation Act of 1973

"No otherwise qualified handicapped individual . . . shall, solely by reason of
his/her handicap, be excluded from the participation in, be denied the

benefits of, or be subject to discrimination under any program or activity
receiving federal financial assistance.”

Career and Technical Education Department 1
Matanuska Susitna Borough School District





Legal Issues

Americans with Disabilities Act of 1990

No otherwise qualified individual with a disability, shall be discriminated against
because of the disability of such individual in regard to job application
procedures, the hiring, advancement or discharge of employees, employee
compensation, job training and other terms, conditions, and privileges of
employment.

State Laws

Alaska Statute 23.30
Students in Work-Study Programs

Relating to workmen's compensation for high school students enrolled in work-study
courses; and providing for an effective data. Section 1. AS 23.30 is amended by adding a
new section to read:

Sec. 23.30.237 HIGH SCHOOL STUDENTS IN WORK-STUDY PROGRAMS.
An individual who is enrolled for credit at a public high school in a course which
combines academic instruction with work experience outside the school is an
employee of the state for the purposes of this chapter while he/she is performing the
work experience. Weekly compensation for disability or death under this section
may not be less than the initial payment of compensation

in AS 23.30.175.

Alaska Statutes 23.05 and 23.12

Employment Practices and Working Conditions.

Fourteen and fifteen year old students are not permitted to be in a training program unless
the program has been approved by the Commissioner of the Department of Labor.

Employers hiring fourteen to seventeen year old students must have on file a written plan
of instruction. The written plan must include an assurance that the employer abides by
acceptable safety standards and a statement that the student’s employment will not
interfere with his/her education. If the program does not meet these conditions or if a
minor is not attending school then an Application For Authorization By The Commissioner
Of Labor To Employ a Minor must be completed and sent to the Department of Labor to
secure a waiver. The complete law may be obtained from the VVocational Materials
Library.

Career and Technical Education Department 2
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