CHECKLIST FOR COOPERATIVE EDUCATION STUDENT RECORDS
STUDENT NAME______________________________________ 

CHECK ONE:  Advanced Coop (ACE)_____ 

Structured Work Study (SWS)_____                 

CAREER OBJECTIVE (for ACE) OR CAREER CLUSTER (for SWS)____________________________


	
	Yes
	No
	Comments

	Application for Employment

	Student’s Name
	
	
	

	Social Security Number
	
	
	

	Career Objective—A specific career objective must directly relate to job title  and eligibility courses in Advanced Cooperative Education (ACE). 
(student’s statement of interest toward seeking future employment in a given occupation based on knowledge obtained from a career assessment, personal experiences, exploration and discovery experiences—examples:  Automotive Technician, Office Manager, Cosmetologist, Tree Surgeon, Caterer, Fashion Designer)
Career Cluster—A general career must be related to job title for Structured Work Study  (SWS).
(a group of several career majors generally viewed as having a common set of foundation knowledge, skills, and attitudes related in practice—examples:  Construction, Food Service, Business, Photography, Medicine)
	
	
	

	Disciplinary Record verified by administrator
(documented evidence of the number and nature of disciplinary offenses on record)
	
	
	

	Attendance Record verified by counselor/administrator
(documented evidence of the number of absences and tardies on record)
	
	
	

	Eligibility Course(s) verified by counselor
(ACE=minimum of two credits in one occupational CTE program related to career objective)

i.e. two credits in Agriscience Education  or Business/Marketing Education  or Technical Education,  or Health Science or Family & Consumer Sciences Education)

(SWS=one credit in any occupational CTE program)

Note:  Family Life, Career Technologies, and higher level academic courses do not qualify students for ACE or SWS.
	
	
	

	Interview Form

	Discussion/summary of Student’s Interests, Abilities, and Adaptability
(written evidence indicating that these items were discussed with student)
	
	
	

	Discussion of Possible Work-based Training Sites
(written evidence indicating that potential training sites were discussed—even if the student is currently employed.  Student may need a different training station to align with their career objective or cluster.)
	
	
	

	School Regulations/Policies

	Student’s Signature
	
	
	

	Parent/Guardian Signature
	
	
	

	Teacher Recommendation Form

	Workplace Qualities Rated
(Ratings from three teachers—at least one from student’s prior career/technical education  teacher)
	
	
	

	Teacher’s Signature (on each of the three forms)
	
	
	

	R-1 Form

	Student’s Name
	
	
	

	Student’s Career Objective or Cluster Relates to Job Title
	
	
	

	Student’s Eligibility Course(s) Relates to Student’s Career Objective or Cluster
(Must meet eligibility course requirements and be courses that helped prepare student for his/her job.)
	
	
	

	Name of Training Agency (workplace)
	
	
	

	Student’s Job Title (as stated by employer)
	
	
	

	Number of students employed is within limits established by the Alabama Career/Technical Education Methods of Administration Manual.
Full-time Coop=30-50 Students

Preparatory or Combination=20-30 Students

(Required number does not apply to programs serving only AOD students with less than 12 students enrolled.)
	
	
	

	Training Agreement

	Student’s Name
	
	
	

	Training Station Name (workplace)
	
	
	

	Training Station Address (workplace)
	
	
	

	Name of Training Supervisor and Mentor
(could be the same person)
	
	
	

	Responsibilities of Parent/Guardian, Students, Teacher/Coordinator, and Employer (See examples on Training Agreement Form in Career/Technical Education Cooperative Education Manual.)
	
	
	

	Signatures of parent/guardian, employer, student, teacher/coordinator, and school administrator
	
	
	

	Wage and Hour Sheet

	Documentation of year-to-date Hours Worked

(See sample Wage and Hour Report Form in Career/Technical Education Manual.)
	
	
	

	Computation of year-to-date Earnings

(See sample Wage and Hour Report Form in Career/Technical Education Manual.)
	
	
	

	Training Plan

	Student’s Name
	
	
	

	Student’s Career Objective or Cluster
	
	
	

	Student’s Job Title (as stated by employer)
	
	
	

	Training Station Name (workplace)
	
	
	

	List of Varied and Progressive Tasks
(Student must perform  a variety of tasks that increase  in complexity over time.)
	
	
	

	Monthly Training Station Visitation Report

	At Least One Visit  Per Student (per month) to each Training Site Listed on the R-1 Report
	
	
	

	Contact Person

(name of person that the coordinator talked to during visit)
	
	
	

	Name of the Student being Assisted by the Visit
	
	
	

	Purpose of the Visit

(routine monthly visit-problem resolutions/counseling/student evaluation/student orientation and/or employer request/student request etc.)
	
	
	

	Summary of Visit

(details of conversation with contact person/end result of visit, i.e. student doing excellent job/student resolved problem with co-worker/student absenteeism addressed etc.)
	
	
	

	Evaluation Form

	Evaluation Form for each Grading Period in the Year

(Include one form (two-parts:  personal qualities and job task)  for each student employed—see sample Trainee Evaluation Report in Career/Technical Education Manual.)
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