CAREER/TECHNICAL EDUCATION

General Program Business/Industry Certification
STANDARDS/QUALITY FACTORS CHECKLIST

Cooperative Education Section

	List teacher’s name(s) and contract length for the program being reviewed.

	Name:
	Name:

	Contract length:
	Contract length:

	School System:

	School Name:

	Program Name:

	SDE Facilitator:

	Date:


General Directions:

Section 6 must be completed, for each Cooperative Education program being reviewed during the 2006-2007 instruction year, by the Local Career/Technical Education Administrator and only this page returned to the State Department of Education-Business/Industry Certification facilitator a minimum of two weeks prior to the scheduled BIC team on-site program review.    

Mail this page to the above address or fax to 334-242-0234. Section 6,pages 27 and 28, must be placed in the program area BIC notebook for Business/Industry Team review.

The Local Career/Technical Education Administrator  and teacher(s) assure the Alabama Department of Education, Career/Technical Education Section, that Section 6 was completed at the program site by the CTE Administrator or CTE Assistant Administrator.
_____________________________________
​​​__________

_________________________________
___________
Career/Technical Education Administrator
 Date


Career/Technical Education Teacher
Date

_____________________________________
​​​__________

_________________________________
___________

Career/Technical Education Teacher

   Date


Career/Technical Education Teacher
Date

STANDARD 10 - COOPERATIVE EDUCATION

WRITTEN POLICIES AND PROCEDURES ARE USED FOR COOPERATIVE EDUCATION TRAINING PROGRAMS.

	QUALITY FACTOR
	CHECKLIST
	YES
	NO
	COMMENTS

	CE10.1-04 Application/Selection/Placement for Cooperative Education

Students apply for program enrollment using the formal application process and criteria established by the local education agency.

Documentation: 
Original student folders for each student listed on the current year-to-date R-1(s) in secured storage unit
	Is there evidence that:
	
	
	

	
	a) Student folders are in a secured storage unit?
	
	
	

	
	b) There is a folder for each student listed on the current year-to-date R-1?
	
	
	

	
	Does the Student Application for Enrollment in cooperative education have the following?
	
	
	

	
	c) Student’s name
	
	
	

	
	d) Social security number
	
	
	

	
	e) Career objective
	
	
	

	
	f) Disciplinary record verified by counselor/administrator
	
	
	

	
	g) Attendance record verified by counselor
	
	
	

	
	Eligibility courses (minimum) verified by counselor:  

· Advanced Cooperative Education (ACE)-2 CTE occupational  credits related  to career objective

· Structured Work Study (SWS)-1 CTE occupational credit related to career cluster
· Coordinated Studies (completed or enrolled)
	
	
	

	
	h) Alabama High School Graduation Exam passed verified by counselor
	
	
	

	
	Is there evidence that an interview was conducted using an interview evaluation form that documents the following?
	
	
	

	
	j) Discussion/summary of the student’s interests, abilities, and adaptability in relation to chosen career objective
	
	
	

	
	k) Discussion of possible work-based training sites
	
	
	

	
	Does the School Regulations/Policies contain the following?
	
	
	

	
	l) Student signature
	
	
	

	
	m) Parent/Guardian signature
	
	
	

	
	Does the Teacher Recommendation Form contain the following?
	
	
	

	
	n) Workplace qualities rating has been completed
	
	
	

	
	o) Teacher’s signature
	
	
	


	CE10.2-04 Placement in Training Stations

Students are placed in training stations for paid work experience to develop their career objective according to the Guide for the Employment of Teenagers and the Teacher/Coordinator Manual.
 Documentation: R-1(s)
	Does the R-1 show evidence of the following?
	
	
	

	
	a) Student’s name
	
	
	

	
	b) Student’s career objective-ACE/career cluster-SWS  related to job title
	
	
	

	
	c) Student’s eligibility courses relate to student’s   career objective-ACE/career cluster-SWS
	
	
	

	
	d) Name of training agency
	
	
	

	
	e) Student’s job title
	
	
	

	
	f) Number of students employed are within the limits established by the Alabama Career/Technical Education Methods of Administration Manual*
N/A to programs serving only AOD students with less than 12 students enrolled.
	
	
	

	
	g) Number of student participating in ACE and SWS meet percentage requirements as outlined in Cooperative Education Framework.**
	
	
	

	QUALITY FACTOR
	CHECKLIST
	YES
	NO
	COMMENTS



	CE10.3-04  Training Agreements

All students enrolled in cooperative education have a training agreement between the school, employer, parent/guardian, and the student outlining the conditions of employment to which all participants agree.
	Does the Training Agreement for each student contain the following?
	
	
	

	
	a) Student’s name
	
	
	

	
	b) Training station name
	
	
	

	
	c) Training station address
	
	
	

	
	d) Name of training supervisor and mentor
	
	
	

	
	e) Responsibilities of parent/guardian, students, teacher/coordinator, and employer
	
	
	

	Documentation:  Completed Training Agreement for each student listed on the current R-1(s)
	f) Signatures of parent/guardian, employer, student, teacher/coordinator, and school administrator
	
	
	

	CE10.4  Credit for Work-Based Experience

Cooperative Education is designed for students to work at least 270 hours per Carnegie unit earned in paid work experiences.

Documentation:  Wage and hour sheets for each student on the current R-1(s)
	Does the Wage and Hour Sheet for each student show evidence of the following?
	
	
	

	
	a) Documentation of year-to-date hours worked
	
	
	

	
	b) Computation of year-to-date earnings


	
	
	


	CE10.5-04 Individual Training Plan

An individual training plan is cooperatively developed for each student and provides application of a variety of skills, decision making, and performance of progressively more difficult tasks focused on achieving career goals.

Documentation:  Completed Training Plan for each student listed on the current R-1(s)

 
	Does the Training Plan for each student show evidence of the following?
	
	
	

	
	a) Student’s name
	
	
	

	
	b) Student’s career objective/cluster
	
	
	

	
	c) Student’s job title
	
	
	

	
	d) Training station name 
	
	
	

	
	e) List of varied and progressive tasks
	
	
	

	
	f) Tasks relate to student’s career objective
	
	
	

	QUALITY FACTOR
	CHECKLIST
	YES
	NO
	COMMENTS


	CE10.6-04  Student Visits

Teacher-coordinator documents at least one visit to the work site per month for each student that is enrolled in cooperative education.

Documentation:  Training Station Visitation Document
	Does the monthly Training Station Visitation  report document evidence of the following?
	
	
	

	
	a) At least one visit to each training site listed on the R-1
	
	
	

	
	b) Contact person
	
	
	

	
	c) Name of the student being assisted by the visit
	
	
	

	
	d) Purpose of visit
	
	
	

	
	e) Summary of each visit
	
	
	

	CE10.7-04 Evaluation

Evaluation occurs based on the competencies outlined in the training plan and is the joint responsibility of the employer and teacher-coordinator for each grading period.

Documentation:  Evaluation forms
	Does the Evaluation Form for each student show evidence of the following?
	
	
	

	
	a) Evaluation Forms for each grading period
	
	
	

	
	b) List of varied and progressive tasks from the Training Plan
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_________________________________________


Form approved by Sherry A. Key, Director


		 Career/Technical Director





This section is only used in addition to all other sections in Cooperative Education reviews.








*A full-time cooperative education program has 30-50 cooperative education students each term/semester, is staffed by a teacher-coordinator that devotes 100 percent of the workday to coordinated studies and/or work-based experiences supervision, and has a stand-alone business/industry certification review. 





A preparatory cooperative education program has 20-30 cooperative education students each term/semester, is staffed by a teacher-coordinator who devotes part of the workday to coordinated studies and/or work-based experiences supervision and teaching in a CTE program, and has a business/industry certification review that is a part of a total program review.





A combination cooperative education program has 20-30 cooperative education students each term/semester, is staffed by a teacher-coordinator who devotes part of the workday to coordinated studies and/or work-based experiences supervision, and has a business/industry certification review that is a stand-alone review.  The teacher-coordinator may be performing other duties, i.e., part-time administrator or part-time teacher. 	


** 2005-2006	


ACE Minimum 25%         SWS Maximum  75%�
2006-2007  


ACE Minimum 35%         SWS Maximum  65%�
2007- 


ACE Minimum 51%         SWS Maximum  49%
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Review conducted by:


Local CTE Administrator and 


Business/Industry Team








Section 6





Alabama Department 


of Education


Career/Technical Education


Post Office Box 302101


Montgomery, AL  36130-2101
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