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OVERVIEW OF THE CIE PROGRAM

Cooperative Industrial Education (CIE) is an instructional program offering
p-eparation for employment in the trades and industry. Students enrolled in this program
will receive classroom training and supervised employment in a variety of industrial
ocupational areas, such as auto mechanics, auto body, building trades, welding,
nmanufacturing, and electronics. CIE programs may operate as either:

a Two consecutive years of enroliment, with the Jun:or year for classroom preparatioa
for employment and the senior year for specialized classroom occupational traxmng
with supervised employment. It is recommended that only students with senior
standing be placed in supervised employment.

b. A senior year only offering, with or without prerequisites to qualify applicants, that
has specialized classroom occupational training with supervised employment.

Cooperative Industrial Education (CIE) is a vocationa! education program based on
the cooperative education method. Students receive classroom instruction and supervised
enmployment related to their occupational goal. Written agreements are established between
the school and employers specifying the educational activities which will occur on the job.
These sctivities must be planned and supervised by the school and the employer so that each
contributes to the student’s education and employability.

The curriculum consists of both general related group instruction and specialized
instruction by occupational area. The core competencies established for cooperative
industrial education programs should be included in the general related curriculum. Specific
competencies for the student’s occupational area are the basis for the specialized instruction.
Further information regarding curriculum for Cooperative Industrial Education can be found
in the section entitled Instructional Program in this handbook.

Supervised employment allows the student to relate classroom instruction to the work
place. The training station must be approved by the school, and contribute directly to the
development of the competencies necessary for empioyment and advancement in the student’s
chosen occupational area. Students must be employed in conformity with federal, state, and
local laws and reguiations. Further information regardmg operanonal guidelines for
Cooperative Industrial Education programs can be found in the section entitied Cooperative
Education Components in this handbook.

The cooperative industrial eduncation program contributes to helping young people
secure emplovment and does not prevent (hem from furthering their education. Employers
benefit because mady students remain as full-time workers with their training station after
graduation. Graduates of Cooperative Industrial Education programs have stable iob ratinss,
good edvancement records. and high satisfaction levels with both their jobs and their school
experience. They become productive wage esrqers and taxpayers. Research also shows that
ggrpe;mve Industrial Education program graduates have low upemplovment raies in the

orce.

Cooperative Industrial Education programs have outstanding records of helping young
people bridge the gap between school life and the world of work. There are numerous
illustrations of how immature young people made successful transitions from school to jobs
with the heip of Cooperative Industria’ Education programs. Some success stories involve
individual students the schools had praviously failed to challenge. Cooperative Industrial
Education programs have great potential for aiding in the problem of assimilating students
into the mainstream of aduit society.

T T RN Y
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ROLE OF THE TEACHER-COORDINATOR

The Cooperative Industrial Education teacher-coordinator has many responsibilities
including tasks related to the following roless teaching, coordination, guidance and
counseling, public relations and administration.

The success of the program depends upon: (1) how well the teacher-coordinator
performs the tasks included in these roles and (2) how well the teacher-coordinator is able
to plan and organize the work t0 maintain balance among the various functions. The teacher-
coordinator’s effort should aiways be directed toward the primary program goal -~ preparing
!;_mldéwts to enter and advance in their careers within the trade and industrial occupations!

ield.

The Teacher-Coordinator’s Roles

Ihe Teaching Roie. The primary role of the teacher-coordinator is teaching.
Teachung involves directing a learning program that will permit student-trainees to master
the actitudes, skills, and knowledge necessary for success in the world of work. In
performing the teaching role, the teacher-coordinator must: (1) teach attitudes, skills and
knowledge prerequisite to performance on a real-life job; (2) help student-trainees plan their
job and community experiences; (3) assist students in forming concepts and principles from
their learning experiences outside of the classroom; and, (4) guide students in developing
rationsl-thinking and problem-solving skills; and (5) advise the local chapter of the
vocational student organization.

Ihe Coordination Role. Coordination is an educational activity directed toward the
improvement of instruction vis combining the efforts of all who influence the learner.
Coordination involves selecting training stations, placing students, evaluating student progress
on the job, and coordinating theory and practice.

[he Guida Counseling Role. As a career counselor, the teacher-coordinator
has responsibility for the student recruitment, selection, job placement, and counseling.
Good communications must be maintained with school guidance counselors as they are aware
of students who might benefit from the Cooperative Industrial Education program.

The Public Relations Role. The teacher-coordinator must continuously interpret the
program to the public. Therefore, the teacher-coordinator will attempt to achieve good
public relations through practicing good human relations in daily activities and through
planned publicity.

The Administrative Role. The extent of the teacher-coordinator's administrative role
varies according to the local education agency. Generally, the teacher-coordinator will be
involved in & wide variety of administrative responsibilities which include planning,
budgeting, reporting, evaluating, and supervising. Many of these tasks are performed in
relation .0 other roles.

The teacher~coordinator is the key to a successful Cooperative Industrial Education
program. The role of the teacher-coordinator is complex in that it involves the usual
competencies of the classroom teacher and also requires the insights important for career
guidance and the capability for bringing the business community into cooperative alliance
with the school.
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Professional Preparation

Competencies needed by the Cooperstive Industrizl Education teacher-coordinator
are the attitudes, skills, knowledge and understanding deemed necessary to perform the
critical tasks of the job. Both technical subject matter and professional competencies are
Decessary.

Technical competencies refer to abilities taacher-coordmators need in order to help
students develop the qualifications that workers need in order to enter and advance in a
pamculnr career field. These competencies are associated with the various technical areas
taught in the Cooperative Industrial Education curriculum. Technical competencies are
develeped through participating in technical courses and uccupational experience.

Professional competencies refer to those competencies necessary in order to pesform
the Cooperative Industrial Education teacher-coordinator’s total job, Professional
competencies consist of those competencies necessary in order to carry out the following job
functions: teachirg, coordination, guidance and counseling, public relations, and
administration.

The following standards for instructors are required for professional certification in
cooperative industrial education:

f. Two years or 4,000 hours of approved occupational experience as determined
by the nature or level of employment :u trade and industrial occupations;

2. Twenty-five semester hours of appropriate course work. Fifteen of the 25
must be in courses classified as industrial. The other ten hours may be in
more general areas such as physical science, economics, management, etc.;

3. Twenty-four semester hours of professional education. A minimum of eight
hours of professional vocational education is required. Of these eight hours,
one course must be in curriculum for industrial education, one in coordination
tec.aniques and one in methodology. If these three do not total the eight,
c:hers such as Philosophy of Vocatioral Education may be counted as
electives.

NOTE: Refer to the "Missouri Certification Standards for Cooperative
Industrial Education Teacher-Coordinators” in the Appendix
for additional details.



-1
PROGRAM DEVELOPMENT

ad Planning for the Cooperauve Industml F.ducatmu ;:mgram should begm at ieast 2 year
in advance, At ‘ : e

o‘y , Bdministrative approval must be obtained for initiating a new program as well
as adoption necessary policies. Operational procedures need to be adopted. Occupational
surveys of the community must be made and student interest determined. The curriculum
may need to be determined and/or revised, and enrollment procedures should be identified.

The Cooperative Industrial Education program idea may be initiated by an interested
vocanol' nal teacher, vocational directors, school administrators, and/or business and industry
people.

The following steps are suggested in the planning process for the initiation of a
Cooperative Industrial Education program,

A, kequest assistance in determining the need for the Cooperative Industrial
Education program from the State Director of Marketing and Cooperative
Education.

B. Contact key individuals among employer, employee, school, service

organizations and other agencies regarding the advisability of establishing
Cooperative Industrial Education program.

C. Appoint 8 steering committee (temporary advisory committee).

Have a steering committee meeting at which time the following points are
emphasized:

1. Function of committee.

2. Objectives of proposed Cooperative Industrial Education program,
3. General knowledge of Cooperative Industrial Education program.
4, Proposed pian of action.

E. Conduct a student survey to determine student needs and interects {(and to
determine businesses that already employ students as part-time workers).

F. Make a local occupational survey to determine the number and types of
training stations available. Sources of assistance in gathering occupational
need data are:

Steering committee

Comprehensive human resource planning committee for local arca
Chamber of Commerce

United States Census statistics

Service clubs

Labor groups

Counselors

Trade associations

98 3 O\ wr b o 1 e
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School placement and follow-up officer

Determine whether the Cooperative Industrial Education program will fit into
the total school program answering the following questions:

"N

N

Are there sufficient physical facilities, room, and equipment available?
Can instructional materials be made available?

Can the school meet the requirements of the Missouri State Plan?
Are instructional personnel available in the occupational area?

Is the school pear enough to the employment community so that
students can get to the training stations from school and home without
undoe difficulty?

How many students in the school are now employed?

What counrses, if any, must be added for effective operation?

Determine whether it is feasible to of fer cooperative industrial education using
the following sources of data:

SaB WM

Student interest survey

Parent interest survey

School board recommendations
Guidance counselor recommendations
Faculty recommendations
Employment data

Devise a tentative written plan, including: philosophy, objectives, policy
formation, control, procedures, responsibilities of personnel, organirational
structure and general supervision, broad advisory functions, and an estimated
total cost and budget.

Select and hire teacher-coordinstor(s).

l.

2.
3.

Determine the number of part-time and/or full-time teacher-
coordinators required.

Recruit for qualified teacher-coordinator(s)

Consider state requirements and essential personal characteristics when
selecting a teacher-coordinator answering the following questions:

a. Does the teacher-coordinator have the required professional
and technical training for the Cooperative Industrial Education
program?

b. Does the teacher-coordinator have the required occupational

experience?

Does the teacher-coordinator have a deep interest in students?

Does the teacher-coordipator believe in the Cooperative

Industrial Education program and the need for it in the school

and community?

e. Will the teacher-coordinator be respected as a teacher and a
faculty member by pupils and faculty?

f. Will the teacher-coordinator be respected by membars of the
employment community?

g. Will the teacher~-coordinator be an active participant in school
and community affairs?

an

e
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b, Does the teacher-coordinator have a commitment to keep up
with changes in the field?

Develap Cooperative Industrial Education operational plan.

O wm Now s W N=

Decide upon the type(s) of school, work pattern.

Study lead~in courses which students may have taken and identify
prerequisites,

Detergnine credit hours for the related class gnd on-the-job

experiences,

Specify how the students’ grades will be determined for both the
related instruction and the on-the-job experiences.

Describe characteristics of students 10 be served.

Identify occupations for which training will be given.

Provide space, classrooms, telephone, office, instructional materials,
efc.

Plan the appointment of an advisory committee.

Inform school faculty of Cooperative Industrial Education program
objectives and how it will operate,

Inform parents about Cooperative Industrial Education program.
Identif'y individual students who would benefit from and be interested
in Cooperative Industrial Education program.

Review planned budget and make recommendations for any needed revisions,

Continue to work with the steering committee,

Interview and obtain additional information on potential students.

Recruit and select students who qualif'y for Cooperative Industrial Education
program.

Arrange with employers for placement of students at training station.

Hold orientation sessions for perspective students,

Determining The Need For The Program

When justifying the Cooperative Industrial Education program, the school should first

i.

establish the fact that the program will serve the needs of students in the school. This implies
that any justification of the program should take into account data concerning a wide range
of individuals and their needs. The following may be used to justify the initiation of a
Cooperative Industrial Education program.

Coaduct follow-up studies to show the employment histories of

graduates and dropouts, :* is important to know what positions all graduates have held and
what problems they have had in making a satisf'ying and satisfactory occupational adjustment.
Factors which may justify initiating the cooperative industrial education program are;

Periods of unemployment after leaving school

10
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2. Series of unrelated entry level jobs
i Sub-minimal incomes relative to costs of living

4. Expressed needs for training that could have »een met through the
Cooperative Industrial Education program

5. Occupations performed which are best learned through the Cooperative
Industriai Education program

If it can be shown that the unmet needs of graduates and dropouts could have been
served by the Cooperative Industrial Education program, a school has justification for
initiating the program. It is essential that follow-up studies contain reliadble and valid data
and that information be obtained from students wiio left school one, three, and five years
prior to the time of the follow-up.

Needs of Studepts. There are a number of factors and methods to consider when
determining the interests and needs of students within the school. Presumably, students have
had some exploratory occupational education and have developed some criteria for planning
their owe vocationsl development.

The following factors sitould be considered in justifying the need for Cooperative
Industrial Education:

1. Students’ carver plans and interests
2. Students' plans for further educetion

3. Students’ ‘aterests in occupations “ur which training can be
provided

4, Students’ needs to work in order to remain in school or while
obtaining further education

3. Studants’ type of part-time employment, hours worked, and

income carned

6. Strdents’ perceived relevance of schools® ofTerings for personal
needs

In addition to the information obtained directly from students, other faculty members
are able to provide information of valve in justifying the needs for Cooperative Indusirial
Educsion. Through their association with students, other faculty know which students
wonid bencfit frora practical learning experiences and where the students are likely to have
strengths and weaknesses.

The teacher-coorZinator needs to work closely with tke vocational faculty and the
general faculty in developing positive attitudes toward the Cooperative Industrial Education
program because their support is vital to the success of the program.

of Early School Leavers. Early school leavers r:present former students whose
t met by their previous educationai experiences. Therefore, at*smpt to analyze

Eeds O

ueeds were no
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their needs. Cooperative Industrial Education program have shown promise as a plan
suitable for school leavers who had beer formerly motivated to abandon school for
employment prospects snd who may be currently frustrated by a lack of specialized
occupstiona! training or even by deficiencies in basic skills.

Determining Occupational Need For The Program

Emplcyer interest and support must be messured very early in the planning because
without them the Cooperative Industrial Education program cannot exist. Employers must
perceive the program to be a source of potential trained employees for full-time positions
and an oppo-tunity to fulfill a social obligation rather than 3 way of getting cheap part-time
belp. The training must be for occupations "susceptible to promotion and advancement” and
"relatec 10 existing career opportunities.® Therefore, the following kinds of information
should be obtained from employers:

1. Number who can provide suitable training
2. Number and kinds of occupations in the community
3. Potential short- and long~range neceds for ‘rained full-time

employees.

4, Training needs for particular occupations or for comperency
areas

5. Number of students for who employers could adequately
provide learning experiences

6. Numger willing to provide training, even though full-time

empicyment opportunities in their organization are limited.

In establishing the needs for a Cooperative Industrial
Education program, a thorough inventory of employer interest is essential. Before assessing
their potential participation, employers must be informed of the purpose o1’ the program, its
advantages, and their role in its operation. Thereafter a more formalized survey would
establish the fact that employers are committed to the objectives of the Cooperative
Industrial Education program and are ready to cooperate in the training.

NOTE: Refer to the form "Guide for Submitting Applications for Expanding and New
Regular Vocational Programs” in the Appendix for additional informaticn,
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INSTRUCTIONAL ?ROGRAM

The Cooperative Industrial Educriion (CIE) instructional program of fers preparation
for employment in the trades and industry. CIE programs may operate either as a two year
program or g one-year senior leve! cours? offering.

If ofTered 8s 8 two Y.ar program, the following sequence of courses are provided:

] Course title: Cooperative Industrial Education-}
" Description: An instructional program designed to meet the industrial occupation through

o instruction in 8 classrcom setting. Specifically, cooperative industrial education offers
instruction with the primary gosl of preparing individuals for entry, adjustment and
advancement in trade and industrial occupations. It may serve as a prerequisite for CIE-2.
Offered the junior year.
Course code number: 170001
Type of certification: CIE |
Type of credit Elective (one unit for a year long class, for one period per day)
Prerequisite: None required
Course Title: Cooperative Industrial Education-2
Description: An instructional program designed to provide specialized occupational
instruction in the trades and industria: field in conjunction with Supervised Cooperative
Industrial Education Employment. Offered the senior year.
Course code number: 170002
Type of certification: CIE
Type of credit: Elective (one unit for a year long class, for one period per day).
Prerequisite: CIE-]
Course Title; Supervised Cooperative Industrial Educsation Employment

Description: Students are placed in a training station that directly contributes to the
development of the competencies necessary for successful employment in the occupational
field of trades and industrial. Must be concurrently enrolled in CIE-2.

Course code number: 170080

Type of certification: CIE

Type of credit: Elective (one to two units for either one or two periods per day for year long
employment).

Prerequisite: CIE-2 enroliment
z{'_‘..., If offered only as a single, senior only, course offering, then the Cooperative Industrial
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Education - 2 class and the supervised Cooperative Industrial Education Empioyment is
provided.

Students, upon completion of the course, are granted one unit of credit; thus if the
CIX program is a two yesr program, the student could earn two units of credit for completing
CIE-1 and CIE-2. In addition, one hour of credit is awarded for the supervised employment
if the student averages ten hours of on-the-job training per week. An additional one unit
of credit may be eamed for supervised employment if the student averages twenty hours of
on-the-job training per week. The maximum number of units of credit a student may earn
in one year is three (one for completion of the course and two for the supervised
employment). Based upon satisfactory performance, students may earn a separate grade and
credit for both the classroom and on-the-job training activities. In some situations, a single
grade and credit may be awarded for both the classroom and on-the-job training activities.

Occupational Codes for Supervised Employment in CIE

Students in the Cooperative Industrial Educaticn program have selected the program
to prepare for occupational aresas in the trade and industry field. The training station in
which students are placed as a part of the supervised employment phase of the program must
be appropriate for the occupational category of the Cooperative Industrial Education program.

The Classification of Instructional Programs (CIP) designates occupational fields by
code numbers. Placements for CIE programs are usually designated by the code "46".
Occupational listings for this code are as follows:

46.00 Construction Trades
46.01 Brickmasonary, Stonemasonary, and Tile Setting
46.02 Carpentry
46,03 Electrical and Power Transmission Installation
46.04 Miscellaneous Construction Trades
Building Maintenance
Concrete Planking and Finishing
Drywall Instailation
Painting and Decorating
Plastering
Roofing
46.05 Plumbing, Pipefitting, and Steamfitting

In addition, appropriate placements may include other CIP codes such as:

47.00  Mechanics and Repairers

47.01 Electrical and Electronic EQuipment Repair
47.02 Heating, Air-Conditioning, and Refrigeration Mechanics
47.03 Industrial Equipment Maintenance and Repair
47.04 Miscellaneous Mechanics and Repairers

Gunsmithing

Locksmithing and Safe Repair

Musical Instrument Repair

Audio-Visual Equipment Repair

Shoe and Boot Repair

Watch Repair

47.06 Vehicle and Mobile Equipment Mechanics and Repairers

Jond,
o2,
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48.00 Precision Production
48.01 Drafting
48.02 Graphic and Printing Communications
48.03 Leatherwork and Upholstering
48.04 Precision Food Production
48.05 Precision Metal Work
48.06 Precision Work, Assorted Materials
48.07 Woodworking

In addition to the above CIP codes, Cooperative Industrial Education programs can serve
students in other trade and industrial occupations which may not be classified in these codes.

Curricnium for Cooperative Industrial Education

It is generally thought that the most effective vocational training consists of a
combination of classroom and on-the-job instruction. Croperative Industrinl Education
{CIE) includes related classroom instruction that is delivered concurrently with the on-the~
job instruction.

Related instruction associated with CIE may be classified according to two major
types--generai reiated and specific related instruction. General related instruction includes
those units identified in the Missouri Core Curriculum for Cooperative Industrial Education:

Career Research and Planning
Computer Awareness
Employment Orientation
Human Relations

Income Management
Insurance

Job Application and Interview
Leadership Development
Private Enterprise Economics
Occupsationsl Communications
Occupational Mathematics
Occupational Safety

Social Security

Tax Responsibilities

NOTE: Refer to the "Cooperative Industrial Education Core Curriculum” in the
Appendix for a listing of competencies under each unit identified.

These topics are important for all workers 10 know in a private free enterprise system;
whereas, specific related instruction includes topics that tend to make an individual more
proficient in one occupational area. For example, auto mechanic trainees would be receiving
specific related instruction if they were learning about such things ss front en alignment,
gloctrical systems, power trains, brakes and exhaust systems. They would, however, be
receiving general related instruction if they were learning about such topics as relationships
on the job, safety, managing money and other topics (identified in the Missouri Core
Curriculum) that would be valuable for all workers to know. Specific related instruction is
sometimes referred to as technical, occupational or job related instruction.

Specific reiated instruction should be correlated with on the job instruction and
should be based on:

ok
e
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1. the needs of students being served,
2, the requirements of the occupations, and
3. the goals of the program.

The instruction shouid be planned for the purpose of providing:

1. career education,
2. personal and/or on-the-job instruction, and
3. occupational development

Piaening Specific Related Instruction

Two important charscteristics of specific related instruction are that it should be
individualized and correlated with the on-the-job instruction. This is important because
there will be many different occupations represented in the related class, and even students
who are training in the same occupation are not likely to be working in the same area at the
same time.

Specific related instruction that is delivered as close to the time when the trainee will
need the information on-the-job will be more effective. Specific related topics are identified
during the time when the CIE teacher-coordinator and training sponsor are developing the
Instructional Management Plan {(IMP) and determining occupational specific tasks that the
student will be engaged in at the training station,

Obviously, CIE teacher-coordinators may not be knowledgeable about all occupations
that are represented in their classes. Fortunately, high quality individualized curriculum
guides have been developed for virtually all occupations. The CIE teacher~coordinator’s task,
therefore, is to obtain necessary specific related curriculum guides for the occupations in
which students are placed,

Most specific reiated study guides for CIE contain teacher’s guides, programmed or
individualized student booklets, a list of needed reference materials, tests, and answer keys.
CIE teacher-coordinators normally work to develop a collection of specific related
instructional materials for occupations that may be used by currently enrolled or prospective
CIE students,

Organizing CIE Curricelom sad Instruction

The following strategy {or organizing general and specific related CIE instruction is
geuerally accepted:

SPECIFIC RELATED

GENERAL RELATED |
STARTOF THE TERM -~ -~~~ m s -~ - == = = TOWARD END OF THE TERM

The strategy suggests that more general related information be presented at the
beginning of a CIE class, and increasingly more specific related instruction be presented as
the class progresses. Some would suggest that, after the semester has been in session for a
few months, a | to 4 ratio between general and specific related instruction respectively
should be achieved.
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Delivering CIE Specific Related Instruction

It is not unvsual for each student in a CIE class to be working on a differens topic or
project at the same time. Because of this phenomenon, individualizing related instruction
becomes imperative, The CIE teacher-coordinator must become 2a classroom
maoager/facilitator,

Evaluating CIE Specific Related Instruction

CIE teacher-coordinators are responsibie for evaluating student performance in
related classes and submitting grades that represent student achievement. When students are
involved in lock-step programs in which all students iearn the same thing at approximately
the same time, evaluation is much simpler.

CIE curriculum plans that include ONLY general related topics frequently utilize the
traditional evaluation mode to determine where students fit under the so-called normal curve
of distribution. CIE specific reiated instruction would be more compatible with a pass/fail
grading system rather than a system of letter grades, but because of the need for class rank
and grade point averaging, the pass/fail system is seldom used.

The approach to the tasks of evaluation taken by many CIE teacher-coordinators is
10 consider the two types of instruction (general and related) separately. General instruction
is frequently evaluated using the traditicnal test mode; whereas, the specific related
instruction is judged by considering the amount of effort expended and the quality of each
student’s work.

Evalustion of CIE students on specific related curriculum should relate more to
assessing student growth in meeting stated outcomes than it does to determining numbers of
units completed. To achieve this ideal, CIE teacher-coordinators may have to give up some
of the security inherent in using evaluation techniques that are based on well defined grading
systems.

Coordinating the General/Specific Curricula, IMP, and VSO (VICA)

Ta znsure that the Cooperative Industrial Education program is meeting the peeds of
the stadents, the CIE teacher-coordinator must have a curriculum pilan that incorporates
general relseted instruction (Missouri CIE Core Curriculum); specific related instruction for
each studer.t; Instructional Management Plans that specifies application experiences related
to both the general related curricrlum, specific related curriculum and specific occupational
tasks: and the incorpomation of the vocational student organization (VICA) into the
instructions1 process.

i.esson pians of the CIE teacher-coordinator need to refiect the four components of
curiculn in the program. A typical unit of instruction (general related) would be
supplerented with specific related instruction and IMP learning apjpslications for both the
gune.al related and specific related instruction that would be utilized. VSO activities can be
incorporated into the classroom instruction or as a learning apriication for the IMP.
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COOPERATIVE EDUCATION COMPONENTS

Coopemtive education is 8 method of instruction for Cooperative Industrial Education
students whereby students receive on-the-_;ob trammg which contributes to the over-all
instructional program. The mstrucuon, through written agreement between school and
employer, is a contribution of study in school with employment in a trade and industrial
occupation. The related instruction and paid on-the-job experiences are planned and
supervised by the CIE teacher-coordinator and employers so that each contributes to the
student’s education and to his/her career objective. Quality program components include the
following aspects:

Training Station

The tramms station is the term used to identify the place of CIE student employment.
The training station is an extension of the school; it is the community laboratory for the
program. Success for the Cooperative Industrial Education program depends upon the quahty
of the training station; therefore only those companies and industries who maintain high
standards should be utilized as training stations.

It is essential that firms selected to train Cooperative Industrial Education students
have high ethical standards in dealing with their clientele and their employees. Some of the
policies and practices to consider in selecting suitable training agencies are: {a) wage scales
in relation to those paid for similar occupations in the community; (b) relationships with
labor groups and other employers, and with customers and clients; (¢) work standards and
efficiency of operation; (d) hiring, promotion, and dismissal practices; (e) working conditions
and employer concern for well-being of employees; (f) credit record and financial stability;
and (g) support of community activities and welfare.

Tralning Sponsors

The person in the training station who is responsible for the day-by-day instruction
of the CIE studenst is designated as the training sponsor. The training sponsor should have
technical competencies in the jobs to be taught.

They should have the ability to adapt job instruction to the learning style and
capabilities of the student. They should be skilled in human relations and be sensitive to the
students’ needs for recognition, guidance, and direction. The training sponsor’s ethics and
work habits should serve as 38 model for the student to emulate.

The training sponsor should be willing to work with the teacher-coordinator in
planning on-the-job learning experiences and related classroom instruction and in evaluating
student progress.

Training Agreement

The training agreement enumerates the specific responsibilities of each party involved
in the CIE program. It is signed by the employer {or training sponsor), the student, the
parent or guardian, and the teacher-coordinator. Each party signing the training agreement
should receive a copy. Although the training agreement is not a legal document, it serves
as an zgfomﬂ agreement” which, except for just cause, should be honored by all parties
involwv

The following topics are usually included on the training agreement:



1. The purpose of the training agreement;
2, The career goal of the student
3. The duration of the training period;
4. The minimum and maximum hours of work;
5. Wage agreement;
6. School credit to be earned by the student;
7. Emplover rasponsibilities
8. Schoo! and teacher-coordinator responsibilities;
9. Parent responsibilities;
10. Student responsibilities.
Instructional Management Plgns

U derlying the concept of Instructional Management Plans (IMP) is the correlation
between the curriculum of the Cooperative Industrial Education program and sequenced
application experiences for the student-learner. The IMP serves as 3 master plan for the
teacher-coordirator, training sponsor, and student-learner. The development of the IMP for
any Cooperative Industrial Education student-learner should focus on the student-learner’s
stated career objective. The student-learner’s career objective provides for the relevant
instructionsal discipline of curriculum knowledge to be established. It is from this curriculum
base that the IMP is formulated.

Application experiences are those activities designed to assist the student-learners in
resching their career objectives. This includes classroom, on-the-job, and vocational student
organization activities. Although the Instructional Management Plan ordinarily lists the on-
the-job learning activities in reference to an outline of classroom instruction, a complete
Instructional management Plan will have specific tasks of the stndent-learner’s part-time job
which are important lesrning experiences and should be detsiled on the IMP, However, if
the student-learner is to obtain experiences in related job tasks and in experiences that will
prepare him/her for advancement, it is necessary to design application experiences that both
the training sponsor and the student-learner feel are appropriate and feasible, Some of these
applicstion experiences may involve observation of the job, interviews with the manager or
other employees, and/or consultation with the training sponsor to cbtain information.
Writing the report of such observations and interviews may be done at home, or at times, in
the classroom, but the activity should be specified as on the job because the training station
or job is the source of the information.

At the beginning of the cooperative arrangement, the teacher-coordinator should
share the plan of instruction {curriculum) with the training sponsor, perhaps even sharing
with them the student’s textbook and anticipated application experiences. In many instances
the training sponsor may be helpful in designing application experiences that would be more
directly feasible and practical within a specific occupational area. Periodically, the teacher-
coordinator while on coordination vigits, should advise the training sponsor what competency
areas will be covered in the next period of instruction snd the application experiences the
student-learner will be working on. Classroom instruction and on-the-job experiences can
be organized into 8 truly cooperative education experience if the student-learner can use
their on-the-job experiences in the classroom and if the employer can be involved in their
"employee's” classroom activities.

The use of the Instructional Management I 1n by Cooperative Industriai Education
teacher-coordinators within their programs shoula provide application experiences for the
student-learner that will provide 2 better insight into the occupational area, the job, and
c.velop job skills by the individual student-learner.

Ry
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Evalustion

Periodic evaluation of a CIE student’s performance at the training station serves many
purposex. it is used as a measure of achievement and progress, as an important component
in determining a8 grade for one or more units of school credit, and as a method of
determining further training.

Emphasis during evaluation should be riaced on the application experience: outlined
in the Iostructional Management Plan, gencral worker traits, and critical technical
competencies of the student. Rating forms that are filled in by employers (training sponsors)
are the most common type of evaluation device for collecting information regarding the
stucdent in the three areas.

In order to obtain valid and reliable ratings, the teacher-coordinator shouid meet with
the training sponsor to complete the rating form. During this visit, the teacher-coordinator
can solicit constructive suggestions as well as determine additional application experiences
for the student’s IMP or new technical competencies that the student will be learning.

Student Records

The teacher-coordinator has the responsibility for maintaining records of each student
enrolled in the Cooperative Industrial Education program. Typical information collected are
absence and tardiness records, students’ work hours, wages paid, vocational student
organization participation, and others.

In collecting earnings information (hours and wages), it is recommended that the
teacher-coordinator either maintain a file of paycheck stubs of the student or that & system
be developed where the teacher-coordinator verifies this information periodically. This
information is needed to certify employment and hours worked by the student to designate
the number of school credits that the student may be enrolled for in the program,

Further information regarding cooperative education guidelines and related
forms/examples can be found in the Appendix.
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VOCATIONAL STUDENT ORGANIZATION

VICA (Vocational Industrial Clubs of America) is the vocational student u. ganization
associated with the Cooperative Industrial Education program. The local VICA ckapter can
be a valuable tool in helping students mature and choose a career wisely. Students enrolled
in the Cooperative Industrial Education program, like those in afl vocational education, should
have the opportunity to develop abilities in leadership, scholarship, citizenship, and
cooperation; improve self-confidence; and participate in civic, social, and recreational
activities. They should be encouraged to join the vocational student organization.

The Cooperative Industrial Education program teacher-coordinator serves as the
advisor of the Jocal VICA chapter. The teacher~-coordinator should assist with all activities.
In addition, certain vocational student organization activities should be correlated with the
related instruction activities.

Integrating the VSO with the CIE program

Local vocational student organization activities and projects, when properly planned
and conducted, may be integrated effectively with the instructional program. They
strengthen classroom, laboratory, and training station instruction. Local chapter activities can
provide some real-life learning experiences that contribute to the total development of the
students and are activities which usually cannot be replicated in the other components of the
total instructional plan.

An active vocational student organization provides additional opportunities for
students to prepare for careers, Also, members develop leadership and interpersonal skills as
they engage in individual and group activities; hold offices and direct the affsirs of the
group; work with representatives of other student organirations; and compete with other
students on the local, state, and national levels, Students may have an opportunity to travel
to state and national leadership conferences. Students may also visit other chapters, tour
organizations, and establish contact with successful individuzis from business and industry.

The variety and number of vocational student organization activities and projects
depend to a large extent on the ingenuity and vision of the students and the teacher-
coordinator. In determining projects or activities, however, consideration should be given
to the value that the project or activity will have for each student.

Vocational student organization activities are usually classified under five general
groupings. When properly conducted, activities under these headings strengthen the
instructional plan of the Cooperative Industrial Education program.

Professional Activities

The local vocationsl student organization contributes to the professional improvement
of students through meetings where guest speakers, demonstrations, panel discussions, films,
and similar presentations related to the industrial occupational field are featured. Field trips
are f 2quently conducted in connection with topics studied in class.

The annual employer-employee appreciation event brings together those students,
school officials, and business and industrial leaders closely associated with the Cooperative
Industrial Education program.

Competitive events are also considered professional activities. They stimulate student
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interest in improving career-related knowledge and skill and emphasize the importance of
learning through preparation and participation. Individual achievement is recognized at Jocal,
district, state, and/or national levels.

Clvic Activities

These activities are conducted by many student organizations to serve the school and
the community. Projects range from campus improvement campaigns to participation in
fairs, trade shows, and other community-wide events. They are frequently conducted in
cooperation with local business and industrial organizations, school organizations, and civic
groups.

Service Activities

Some activities emphasize the need for sharing with others. Projects are frequently
designed to coincide with holidays such as Thanksgiving and Christmas.

Soclal Activities

Social activities are often integrated with professional sctivities such as an annual
employer-employee appreciation event, although the primary purpose and chamcter of the
function is professional in pature. Good social skills contribute to employability and
employment, particularly when community leaders are invited to participate with the
vocational student organization.

Floancial Activities

Fund-raising activities (where permitted) are needed to support the financial
obligations of the vocational student organization such as expenses for delegates and
committee members, travel funds, field trips, professional and social meetings, and
communications.

Starting A Local Vocational Student Organization

The first step in initiating a local vocational student organization, should be to contact
the State Advisor. The Missouri State VICA Advisor can be contacted at the following
address:

Department of Elementary and Secondary Education
Vocational and Adult Education

P.O. Box 480

Jefferson City, MO 65102

The following steps and suggestions can be used 1o organize local vocational student
organization and develop its program of activities:

1. Consult the principal or vocational director on Jocal school
rules and regulations governing clubs,

2. Order an official handbook from national headquarters.

3. Gain interest among key students; visit an established local
VICA chapter.
4, Put the "Committee to Organize” to work. They shouid:
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Become familiar with basic documents and promotional materials of
the organization.
Order necessary promotional materials to carry out a membership

LA

campaign.

Write a tentative constitution.

Plan an organizational meeting of potential members.

Plan the first elections.

Discuss "Should we organize?”

If the group decides to organize, review the constitution developed by
the "Committee to Organize.”

Vote on constitution ratification or set a voting date.

Close meeting by affirming intention to organize and with a statement
of teacher/advisor support.

FRMEN
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Kick off the membership campaign; begin to collect dues (set
a deadline for dues in terms of the officer elections).

Conduct elections.

Hold meeting with newly elected officers. Firstitem of business is to petition
the state assnciation for a charter. Membership dues should be submitted to
the state asscc.ation. The state association forwards national dues to the
national office. Use parliamentary procedure,

President should appoint certain committees so the organization can begin to
function.

Community Service
Special Committees to carry out specific activities related to the
vocational program (Christmas Dance, Employer Banquet, etc.)

| Program of Activities

2. Finance (budget and fund raising)
3. Public Relations

4. Social

5.

8.

Plan program of activities.

Secure the necessary equipment and materials for conducting meetings and
carrying out activities.

Be sure each organization member is functioning as a commiitee chairperson
or member.

&
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AD .. 0xY COMMITTEE

An advisory committee for the Cooperative Industrial Education program serves as
an orgamized base for two-way communication between the teacher-coordinator and
representatives from the business/industry community. The committes’s function is to advise
and assist the ‘ocal program on matters pertaining to the instructional program.

The activities of the advisory committee should center around the functions of
occupational/community surveys, course content advisement, student placement, community
public relations, equipment and facilities, program staffing, program review, and community
resources. These efforts generally are and should be focused on benefiting the students.

Organizing an Advisory Committee

Effective advisory committees are a result of planned and implemented organizational
procedures. A series of basic steps for organizing an advisory have been identified and
shouid be followed,

Step One: Obtain Permission to Organize.

A written request asking for authorization to organize an advisory nommittee should
be submitted to the administration of the school. The request should be accompanied
by statements of rationale, purpose, and organizational procedures.

Step Two: Selection of Members.

The teacher-coordinator and the appropriate administrator should develop a list of
possible members for the advisory committee. The proposed members should be
contacted to determine their willingness to serve.

The membership of the advisory commitiee should be representative of the
occupationa! areas served by the Cooperative Industrial Education program and a
eross-section of the community. The most effective number of individuals to have
on an advisory is seven 10 ten members.

Step Three: Notification of Appointment

Members selected to serve on the advisory committee should be properly notified of
their appointment. The letter of appointment should be frum the school administrator
and describing the importance of the committee and seeking es<i members ..ctive
participation.

Step Four; Orientation of Members.

Members should be oriented to their responsibilities and tasks by the teacher-
coordinator and administrator. This orientation should include a presentation about
the program, program graduates and current students, current issues within the
program, and employment situations,

Step Five: Selection of Officers
Usually two officers should be elected for the advisory committee: a chair and a vice-

chair. The teacher-coordinator usually performs the role of "secretary” to the
commitiee,
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Step Six: Planning a Program of Activities

An annual program of activities should be developed by the advisory committee
which includes components of s Jong-range plan as well as special issues to be
considered during the current year. Advisory committees can also identify specific
getivities im which to participate every year.

Step Seven: Planning and Conducting Meetings

The responsibility for planning each advisory committee meeting rests with the
chairman with assistance from the CIE teacher-coordinator. The advisory committee
should convene at least four times during the year-once every three months. A
properly prepared annual program of activities will insure that a need exists for
calling each regular meeting.

Developing a Program of Actlvities

In order to be eifective, the work of the advisory committee must ko structured. A
list of activities should be developed for the advisory committee to considered and developed
into 8 formal plan of activities for the year. The activities should then be incorporated into
the agendas for each meetings,

The following is a list of possible activities which may be helpful in formulating a
plan;

Manpower and training needs:

| Assist in planning, conducting, and analyzing surveys in the community.

2. Assist in identifying new and emerging careers in the occupational field.

3. Assist in identifying training needs for specialized areas i the occupational
field.

4, Assist in identifying appropriate occupationai careers for the physically and

mentally aandicapped.

Career development:

1. Provide career infor.nation about ail segments of the occupational field,

2. Participate in "Career Days,” P.T.A. meetings, and civic club meetings to
encourage young people to seek careers in the occupational fisld.

3. Arrange field trips for students and guidance counselors.

4. Assist in the development and field-testing of appropriate tests at job-entry
and career levels.

5. Assist in occupational analyses, showing critical tasks and competenciez of
jobs in a career-continuum,

6. Assist in determining standards for selection of students.

7. Assist in determining the criteria for selection of training stations.
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Assist in developing training agreement forms.

Assist in placing students in part-time jobs during the summer and during the
school year.

Assist in placing graduates,

Assist in the development and review of course content.

Evaluate sample Instructional Management Plans for students in the
cooperative plan.

Evaluate proposals for curriculum patterns in the local school.
Assist in selection of texts and reference materials.

Donate or obtain donations of trade journals, training materials, and
illustrative materials.

Recommend appropriate instructional materials.

Loan films, materiais, and other instructional aids.

Training facilities, equipment and materials:

1.

B owoN

Lend support in justifying the need {or program, iaboratory facilities,
Evaluate layout of program facilities
Assist in obtaining selected eguipment and supplies through loans and gifts.

Assist in developing specifications for equipment.

The instructional staff:

I
2.

Provide career experiences for instructional personnel.

Prnovide financial assistance for instructional personnel to participate in
aporopriate state and national trade conferences.

Public relatans;

1.

Arrange for presentations by the teacher-coordinator and students before civic
and business groups.

Arrange for presentations concerping the program on local television and
radio.

Provide articles concerning various phases of the program to appropriate trade
publications.

Appear before the school board and other agencies concerned with the

20
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Operation;
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program to report on the progress and the problems of the program.

Appear before legislative groups in support of legislation affecting the
program and vocational-technical education.

Assist in determining standards of evaluation,

Serve as judges in VSO competitive events.

Analyze results of follow-up studies of program graanates.
Assist in evaluation of adult program offerings.

Evaluate effectiveness of the program.

Review evaluative instruments to evaluate certain phase- of the program {e...
Progress reports, Follow-up studies, etc.)

Assist in establishing local immediate and long-range goals for the program.
Review proposed program of activities.

Review budget requests to support proposed program of activities.

Assist in determining instructional fees for high school students.

Analyze need and approve plan for fund-raising activities to support certain
VSO functions,

Assist in determining hours of work for students,

For additional assistance or information on advisory committees, contact:

Executive Director

Missouri Advisory Council on Vocational Education
P.O. Box 545

JefTerson City, MO 65102

(314) 751-4284
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FACILITIES, EQUIPMENT AND RESOURCES

The facilities, equipment and resources needed for the operation of the Cooperative
Industrial Education program are similar to those of other educational programs in the school.
However, the vocational nature of the program requires that additional consideration be given
to the function of the classroom, office space for the teacher-coordinator, equipment, and
instructional resources.

Facliities

The Cooperaiive Industrial Education classroom environment should be of sufficient
size, quality and arrangement to meet the instructional objectives of the program. Typically,
the classroom includes student desks or tables, a podium, and an area for small group
instruction and simulations.

Depending on the department size, class size, and availability of space, the classroom
will or could fall into several categories: general classroom, multi-use ciassroom, and
classroom with separate lab room.

The facility should be equipped with proper lighting, appropriate electrical outlets,
proper ventilation, and climate control. This is especially important if computers are housed
in the room. If computers are in thc general classroom, proper placement of outlets, air
ducts, windows and lighting beccme crmcal A partitioned or secured area for the computers
is advisable.

If the classroom facility serves as a lab, a clean-up area with a sink, a work space
with working tables, and/or counter and storage areas for lab materials are important. When
a separate lab room in addition to the classroom is available, the room shonid include a work
area or work stations, sink, storage and file areas, and computer stations.

Among other facilities and eguipment necessary to implement an effective
Cooperative Industrial Education program are 8 teacher’s office equipped with desk,
typewriter and/or microcomputer with printer, file cabinets, and telephone. The private
office is important for counseling students, interviewing students or employers, and making
confidential phone calls to employers.

Eguipm-nt

Audio-visual Equipment Standard classroom eguip ment includes a filmstrip projector,
16mm projector, cassette player, overhead projector, and screen. The increasing
availability of quality videotape educational materials makes a VCR unit {(camera,
recorder/player, microphone system, monitor) a practical and effective addition to
the Cooperative Industrial Educanon ciessroom. The recording capabilities associated
with the VCR unit are useful in reviewing demonstrations and role-playmg
simulations, and increases the effectiveness of these teaching techniques. These items
may be part of a central check-out system within a school rather than being housed
within the classroom.

Standard Furnishings: An all-inciusive list of furnishings and equipment for the program is
impossible. However, the following items should be considered minimums.

Tables and chairs
Teacher desk and chair
File cabinets
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Storage cabinets
Bookcases for office and materials reference area

B i ipment: Assuming the classroom is equipped with standard audio-
vxsual eqmpment and furnishings, the p:ogram should have the following subject-
area specific equipment and materials:

Microcomputers with printer and software
Typewriters

Calculators

Cutting/drafting tables

Paper cutter

Instructional Resources

The Cooperative Industrinl Education program has many of the same instructiona;
needs as other programs in the school as well as specialized needs. Basic instructional
resources include student textbooks for the general-related phase of the curriculum. The
current tenbook recommanded by the State Curriculum Team, composed of classroom
teachers, is Succecding in ¥ork by Kimbrell and Vineyard published by the
Glencoe book eompany

Instructional resources for the specific-related phase of the curriculum include
individualized curriculum guides for the various trade and industrisl occupations for which
the students are preparing for the program. These curricnlum guides usually have to be
updated yearly to take into account the new occupational areas students may wish to enter
and to accommodate the up-dating of information within a parucuhr occupational area. In
addition, supplementary resource materials such as magazioes, newspapers, and guidance
materials are needed for the program.

To aid teacher-coordinstors of Cooperauve Industrial Education, the Marketing and
Cooperative Education section of DESE maintains a film library housed at the University of
Missouri~-Columbia which provides a free film loan program. Catalogs for this program can
be obtained from the following:

Missouri Resuurce Center
10 London Hall
University of Missouri
Columbis, MO 635211
(314) 882-95610

Other resources needed for the efficient operation of the CIE program includes an
instructional budget that can be used for stationary, stemps, envelopes, duplicating paper,
card files, floppy disks, computer ribbons, the printing of forms and brochures, and such
activities,

The Carl D. Perkins Vocational Education Act of 1984 (P.L. 98-524) and State
vocational funding allow for the purchase ¢f equipment and instructional resources for the
program. Matching dollars for equipment purchases may be requested through the
Department of Elementary and Secondary Education, Division of Vocational and Adult
Education, by Form FV-4 (see copy in Appendix). If the application is approved, the local
education agency may then purchase the equipment or instructional resources, and claim
reimbursement by filing Form FV-2 (see copy in Appendix).

Do
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PROGRAM EVALUATION

Program evaluation is the task of making judgments about the worth or value of a
Cooperative Industrial Education program. It primarily involves determining the extent to
which previously established program objectives are being or have been attained.

The fundamentai reason for evahxanng CIE programs is to seek program
xmpmvemem Edncators have an obligation to insure that the educational process will deliver
what is specified in the program objectives. In addition, when state and federal funds are
expended, the need exists for local evalustions to obtain evidence of accomplishment and
Justification for the dollars spent.

State YVocational Program Evaluation

A state vocational program evaluation is conducted every five years. The teacher-
coordinator, in consuitation with administrative personnel of the school, compietes a seif-
evaluative questionnaire prior to the date scheduled for an on-site evsaluation by DESE
professional staff. An evidence file, which contains supportive material for answers on the
questionnaire, is prepared for the evaluation personnel.

Upon completion of the on-site visitation, an exit report is conducted with the
administrative personnel of the school. This report is followed up by a written report citing
the strengths and weaknesses of the program. In addition, compliance regulations are noted.
Following the receipt of the writteu evaluation, the school district may respond to the criteria
noted in the evaluation.

Major categories in the evaluation questionnaire are as follows:

Philosophy and Objectives of the program
Administration of the program

Staff

Instructional Methods and Resources
Facilities and Equipment

Placement, Foliow-up, and Evaluation

’

R

In addition, a supplementary questionnaire for programs operating a cooperative education
component mast be completed. Categories included in this supplementary questionnaire:

i. Instructional program
2. Training stations
3. Training agreements and IMPs
4. Credit Awarded
5. Teacher-coordinator’s schedule
NOTE: A copy of the "Evaluative Questionnaire” and "Supplementary Questionnaire” can be
found in the Appendix.
Accreditation Evaluation

Many schools have some type of evaluation periodically to maintain accreditation and
will have a team of evaluators review the entire school, analyze its strengths and weaknesses.
and make recommendanons for improvement. The Nations Secon \
Evaluation is one accrediting agency which provides this serv:ce and has cmena for
vocationa! education programs. A team of two to three persons who are considered to have

"
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expertise in 8 vocational field evaluates the program on the following characteristics:

Organization

Nature of offerings
Physical Facilities
Direction of learning
Outcomes

General Evaluation

NRUE LN

Before the team makes its analysis, the teacher-coordinator makes an assessment of the
program and what needs to be done to improve the operation.

Loesl Evaluation

In the absence of an external evaluation for accreditation purposes or one required
by the State Department of Elementary and Secondary Education, a conscientious Cooperative
Industrial Education teacher-coordinator who waats to improve the program may enlist the
assistance of teacher-educators from state universities or colleges, advisory committee
members or professional colleagues in the field to appraise the program. These individuals
can provide valuable assistance in examining a program for improvement,

The teacher-coordinator should also conduct the following types of evalustions to
ensure the relevancy and efficiency of the Cooperative Industrial Education program:

; ~ Within a specified period of time following completion of
the progrnm a follow—up study of program graduates shouid be conducted to determine their
employment sitatus, additional training received after high school, and general attitudes
toward the training they received while in the program. The suggested periods of time for
follow-up of program completers is one, three, and five years after program completion.

i cies: An effective means of assessing student outcomes is
through the use of a mstery level test of the core curriculum competencies. The major
purpose of the mastery test is to discriminate between students who have fully mastered the
competencies and the ones who have not. In addition, the teacher-coordinator can evaluate
their instructional effectiveness within particular units of the curriculum.

. ittee or 1 he Program: On a periodic basis, advisory
comm:ttee members and cmployers of smdents in a program should be asked to evaluate the
effectiveness of the program.

. An anonymous yvear-end program evaluation should be given to siudents
to elicit their attitudes, reactions, opinions, and recommendations relative to program
objectives, teaching techniques, instructor effectiveness, etc.

] S 10nS ors:  An effective means of assessing student
outcomes is throush the use of an evaluation of students by their employers.




LEGAL ASPECTS

The administrator and the Cooperative Industrial Education teacher-coordinator
should be aware of the legal aspects related to program operations. Legal considerations
provide guidelines for program operation and include a variety of factors from equal access
through labor legislation,

Child Labor, Wage and Hour, Social Security, Workman’s Compensation, Labor, Civil
Rights, Occupational Safety and Heaith laws apply to students and the training stations where
they are placed. The teacher-coordinator is expected to know these and other local, state and
federal regulations that apply to the employment conditions of student-trainees.

If an employer refrains from complying with the law, the teacher-coordinator should
discontinue the cooperative arrangement and seek another trainirg station for the student.
Failure to comply with legisiation is damaging to the image of the program and, in instances
where students’ health or safety are impaired, makes the teacher-coordinator vulnerable to
criticism, or even legal action. Problems of violations are best avoided by selecting suitable
training stations and by drawing up a written training agreement which specifies conditions
that insure compliance with regulations.

The teacher-coordinator should maintain a file containing information on legal
matters 50 that sources can be quoted when legal questions arise. Teacher-coordinators
should secure state and federal publications for themselves and for training stations. Matters
in this area change rapidly. Where specific problems exist and the training sponsor seeks
assistance from the teacher-coordinator, the teacher-coordinator should write to state and/or
t’ecieral agencies to specify the condition and obtain answers, thus minimizing responsibility
in legal snit.

The teacher-coordinator should use good professional practices designed to safeguard
the welfare of the student-trainee. In addition, the teacher-coordinator must comply with
current federal, state, and local laws affecting the employment of minors,

Equal Access

Bias on grounds of race, color, national origin, sex, and handicap is prohibited in
vocational programs. These civil rights statutes and their implementing regulations apply to
vocational education programs. Discrimination is prohibited in admission, recruitment,
treatment of students, academic requirements, financial and employment practices, non-
academic services, and health, weifare, and social services.

Employmeni Certificates

The employment of minors under 16 requires an employment certificate, generally
known as a work permit, Blank employment certificates may be obtainred from public
secondary schrols. Any student 16 to 20 years old is to provide some proof of age.
Occupations in Which Minors May be Employed

In general, employment of fourteen and fifteen year-old minors is limited certain
occupations which do not interfere with their schooling, health, or well being.

There are a number of occupations in which older youths may not be employe 1.
These usually involve occupational hazards or are jobs restricted under the Fair Labor
Standards Act or the Child Labor Law,



Hazardous Occupsations

In order to comply with the federal hazardous occupation regulations and to help
guarantee the safety of the students, the teacher-coordinator must be familiar with the
agricultural and nonagricultural (nonfarm) hazardous occupation orders.

The Fair Labor Standards Act provides a minimum age of eighteen years for any
nonagricultural occupation which the Secretary of Labor "shall find and by order declare” to
be particularly hazardous for fourteen, fifteen, sixteen, and seventeen year-oid persons, or
detrimental to their health and well being.

Occupations declared to be particularly hazardous for minors between fourteen and
eighteen years of age include, among many, jobs in or about plants manufacturing or storing
explosives, coal mine occupations, logging and occupations involved in the operatior of
power driven woodworking machines, and occupations involved in roofing.

Minimum Wage

Teacher-coordinators and students must be aware of those occupations and businesses
which are covered by the minimum wage faws. The following employees are covered by
Federal Minimum Wage Law.

All employees of certain enterprises having workers engaged in
interstate commerce, producing goods for interstate commerce, or handling,
selling, or otherwise working on goods or materials that have been moved in
or produced for such commerce by any person are covered by the Act.

A covered enterprise is the related activities performed through
unified operation or common control by any person or persons for a common
business purpose and is--~

1. engaged in laundering or cleaning of clothing
or fabrics; or
2. engaged in the business of conmstruction or

reconstruction; or

3 engaged in the operation of a hospital; an
institution primarily engaged in the care of the
sick, the aged, the mentslly ill or defective
who reside on the premises; a school for
mentally ill or defective who reside on the
premises; a school for mentally or physically
handicapped or gifted children; a preschool, an
elementary or secondary school or an
institution of higher education (regardless of
whether or not such hospital, institution or
school is public or private or operated for
profit or not for profit); or

4. comprised exclusively of one or more retaii or
service establishments whose gross annual
income of sales or business done is not less than
$362,500;

{(Any retail or service enterprise which has



annual gross volume of not less than $250,000
and which later cemses to be a covered
enterprise as a result of increases in this dollar
volume test must continue (o pay its employees
at least the minimum wage in effect at the time
of the enierprise’s removal from coverage, as
well as overtime in accordance with the Act.)
or

3. any other type of enterprise having an annual
gross volume of sales or business done of not
less than $250,000.

The dollar volume standard mentioned above in (4) and (5) excludes
excise taxes at the retail level which are separately stated.

Any establishment which has as its only regular employees the owner
thereof or members of the owner's immediate family is not considered part
of any enterprise.

Federal employees are subject to the minimum wage, overtime, child
labor and equsal pay provisions of the Act. Employees of State and local
governments are subject to the same provisions, unless they are engaged in
traditional governmental activities, in which case they are subject to the child
labor and equal pay provisions only. The Supreme Court has indicated that
such traditional governmental activities include schools, hospitals, fire
prevention, police protection, sanitation, public health, parks, and recreation.

Employees who are not employed in a covered enterprise may still be
entitled to the Act’s minimum wage, overtime pay, equal pay, and child labor
pm;tections if they are individually engaged in interstate commerce. These
include--

(=) communication and transportation workers;

(b)
(c)

{d)
(e)

employees who handle, ship, or receive goods moving in interstate commerce;

clerical or other workers who regularly use the mails, telephone, or telegraph
for interstate communication or who keep records on interstate transactions:

employees who regularly cross state lines in the course of their work; and
employees of independent employers who perform clerical, custodial,
maintenance, or other work for firms engaged in commerce or in the
production of goods for commerce.

Domestic service workers such as maids, day workers, housekeepers,

chauffeurs, cooks, or full-time baby sitters are covered if they (1) receive at
least $100 in cash wages in a calendar year from their employer or (2) work
a total of more than 8 hours a week for one or more employers.

There may be times when student-learners will have to be employed at less than
minimum wage in order to prevent a curtailing of employment opportunities. Teacher-
coordinators must be familiar with required Subminimum Wage Certificate Requests (permits
or certificates which enable an employer to employ a student-learner at subminimum wage),
the processes of application, and the conditions governing the issue of the certificate.
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The law provides for the empioyment of certain workers at rates lower than the
statutory minimum under the terms of special certificates. Individual certificates are granted
for siudents working part-time in employment related to courses they are studying in school
and when such employment has been arranged by the teacher-coordinator of the Cooperative
Industrial Education program in the school the student is attending. The employer must file
a subminimum wage certificate request for each student they will employ from a Cooperative
Industrial Education program at less than the minimum wage.

Department of Labor, Wage and Hour Publication 1343, Employment of Student
Learners, explains that students employed on a part-time basis pursuant to a bona fide
vocational training program may be paid at 75 percent of the current federal minimum wage.
The local Wage and Hour Office of the Department of Labor can provide additional
information regarding these provisions.

When this certification is used, remember that the equal pay provision prohibits «age
discrimination on the basis of sex within an establishment. That is, when a company is
subject to the minimum wage, employees of one sex must not be paid wages at rates lower
than those paid employees of the other sex for equal work on jobs requiring equal skill,
effort, and responsibility performed under similar working conditions.

Social Security

Cooperative Industrial Education students must secure a social security number.
Teacher-coordinators should be familiar with the social security law and with the different
social security programs before placing students in a training station.

Each employer is required to give the student-learner a copy of a W-2 form which
includes a statement of social security contributions deducted from his/her pay, as well as
the amount of wages and other contributions, This is done in January and also when the
student stops working for that employer. Receipts show the amount of wages that count
for social security. For most kinds of work, wages paid in forms other than cash--the value
of meals or living quarters--must be included. For domestic work in a private househo!d or
for farm work, only cash wages count.

Most student-workers are entitied to benefits under the provisions of the Social
Security Act. Major groups of persons not covered are government employees and employees
of certain nonprofit organizations. The Social Security Act does not provide coverage for
children employed by either parent if they are under 21 years of age.

Any student who is currently receiving Social Security benefits may earn only a
specific amount sach fiscal year, If you have such a student, check with the Social Security
Administration office for up-to~date information on limitations.

Job Safety (OSHA)

Job safety and health on the job are dependent upon leadership by the employer, safe
employment conditions and safe work practices by employees. If any of these items is
missing, injuries are likely to occur. Accidents on the job may resuit in employee death or
injury, property damage, production loss, and increased insurance rate, compensation, and
other costs.

Public Law 91-596 known as the Williams-~Steiger "Occupational Safeiy and Health
Act of 1970" (OSHA) was created for the purpose of assuring safe and healthful working
conditions. The provisions of this lJaw apply to every employer with one or more employees
engaged in a business affecting interstate commerce.



X-~-35

Basically, the Act requires employers to maintain employment conditions free of
racognizable hazards causing, or likely to cause, death or serious physical harm. They also
have to comply with all occupational safety and health standards, rules, or regulations issued
pursuant to the Act. When Congress passed the Act, it provided that any state might set up
and manage its own safety a:.Jd health program only if it were "at least as effective as" the
federal program. Otherwise, the federa: government would enforce safety in the state,

Employers, chief executives of work teams, and teacher~coordinators must be willing
to accept the responsibility for the occupational safety and health of their student-trainees.
Employers must set the establishment’s safety policies, stimulate safety awareness in others,
and show their own interest if others are to cooperate in making conditions safe and
healthful, Key people responsible for implementing the safety and health programs of
training stations are supervisors. If supervisors are to fulfill their responsibilsties they need
sppropriate anthority, assistance, and support from management.

Worker's Compecsation Insurance

Working conditions should be carefully evaluated in determining the suitability of
training stations. The school has some responsibility for the health, safety, and job
satisfaction of students in the Cooperative Indusirial Education program. Placement of
students in training stations where the enviroament is unpleasant or not in keeping with
generally accepted standards for the occupation causes dissatisfaction on the part of students,
parents, and others who expect the Cooperative Industrial Education program to maintain
high standards. Some working conditions to consider in selected suitable training stations are;

1. Convenience of location with respect to the studant being able
to get safely to work from school and home within 2
reasonable period of time.

2. Healthful and safe working conditions.

3. Hours of work which allow the student sufficient time to keep
up with school work, participate in recreation, and get
adequate rest.

4, Adequate equipment and facilities to practice the occupation

for which training is planned.

5. Compliance with local, state and federal labor regulations
regarding wages, hours, working conditions, insurance, and
hazardous occupations.

One of the foremost concerns of an employer is his/her liability for accidents
involving employment of Cooperative Industrial Education students. The school
administration must also be aware of exactly what its liability is for the programs it offers.

Nearly all employment in Missouri is covered by worker’s compensation; there are
some exemptions from the law. However, when an employer is required by law to provide
compensation, and providing that the accident did occur on the job, this insurance covers the
employer’s full liability to employees for medical and hospital expenses as well as partial
ligbility for loss of employee income. Worker’s compensation is furnished and paid for by
the employer; no deductions are withheld from the employee’s wages for this coverage.
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The tescher-coordinator may choose to be cautious about placing students with
employers who may not carry workmen'’s compensation insurance or other comparable
coverage for injuries incurred while on the job. The student-learner is a bona fide employee
and therefore should be placed in firms where adequate employee accident insurance is
provided by the employer. Private insurance companies may not deny insurance coverage to
an employer because he has workers 16-18 years of age. If, however, the employer has a
record of claims they may have to pay an assigned risk premium. These assigned risk
premiums are not related to the age of the company’s employees, but rather past history of
injury claims.

Unemployment Tax

Unlike workmen's compensation insurance, Cooperative Industrial Educationstudents
are not covered under the provisions of the Missouri Unemployment Tax law. Employers are
not required to pay Unemployment Tax during periods in which students are enrolled in the
program (i.e. from the first day of the school year to the last day of the school year).
Employees are required to file Unemployment Tax for periods when the student is not
enrolled in the program, such as during summer months. In like manner, students are not
el’gible to claim benefits while enrolled in the program.

Targeted Jobs Tax Credit

Employers participating in Cooperative industrial Education programs may be eligible
for tax credits through the Targeted Jobs Tax Credit (TITC) established by the Revenue Act
of 1978 (P.L. 95-600).

The Act outlines the provisions for students participating in a qualified Cooperative
Industrial Education program:

) The students fo be served must be age 16 but not yet 19 who have not
graduated from high school or vocational school; they must be enrolled in and
actively pursuing a qualified cooperative education program,

(2) A qualified cooperative education program is a program of vocational
education approved by state Board of Education and having a written
cooperative arrangement between a qualified school and employers, related
instruction (including required academic instruction), and work periods
alternating between school and 8 job in any occupational field. Those two
experiences are planned by the school and employer to contribute to the
students’ education and employability.

{3) A qualified school may be:

a. A specialized high school used exclusively or principally to provide
vocational education to individuals who are preparing to enter the
labor market.

b. The department of a high schooi exclusively or principally used for
providing vocational education to persons who are preparing 1o enter
the labor market.

c. A technical or vocational school used exclusively or principally for the
provision of vocational education to persons who have completed or
left high school and who are available to study in preparation for
entering the Inbor market.

3
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d. A school which is not a public schoo! shall be treated as a qualified
school if it is exempt from taxes under Section 501 (a) of the Income
Tax Code.

(4) Wage payments are made: The individual must be current.y pursuing a
cooperative education program and wages shall be counted only if the wages
are attributed to the services performed while the individual meets the
requirements of that program.

For additional information regarding the Targeted Jobs Tax Credit, contact either of
the following:

a. Missouri Division of :aplc yment and Security
b. State Director of Marketing and Cooperative Education
P.O. Box 80

Jefferson City, MO 65102

o
o
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PROFESSIONALISM

The effectiveness of CIE teachsr-coordinators is dependent upon both the technical
skill and knowledge of the discipline they bring to the classroom and the image they project
to the varying audiences with which they deal. These audiences would include the advisory
council, othor professional educators, administrators, parents, students, support staff, aond
training station sponsors.

With all the minimnm standards that apply to being an aducator, there are some
specinlized areas of professional commitment which have proven to be important for
successful CIE teacher-coordinators, Among these commitments are:

1. Service to students and the profession
2. Continued emphasis on acquiring additional knowledge
3. Membership in professional organizations

Meeting the Missouri certification requirements should only be considered the first
step to becoming s professional. Successful teaching experience must be coupled with an
ongoing dedication to quality education in general and specifically, vocational education.
This dedication is evidenced by continued effort to improve teaching practices, commitment
to the growth of Cooperative Industrial Education as 8 specialized field, maintenance of
ethical standards, and service to students, parents, the schoo! and the profession.

Service to Students

Effective teachers believe that their most important function is t0 serve the needs of
students. CIE teacher-coordinators should:

Take responsibility for the success of their students.
Keep students task-oriented.

Set an example for their students.

Be good classroom managers.

Use a variety of instructional methods.

Program their students for success.

S S o il

Service to the Profession

Service to the profession is difTicult t0 measure but can be traced to many things.
Professional teachers are;

| Continuously keeping themselvescurrent through reading professional journals
and other publications.

Aware of the expectations of parents and administrators.

Receptive to change in the practice of teaching.

Conscientious and proficient in planning.

Dependable.

Generous in contributing their time and talent to the community and the
profession.

Aware that their actions and ethical standards will impact on the program and
their students.

S ol o

Acqguisition of Knowledge

There are several methods of improving teaching through acquiring additional
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knowledge. The CIE teacher-coordinator should continually strive to remain current and
improve their individual knowledge base. Among the methods of doing this are: professional
literature of the field, professional organizations, attendance at professioral meetings and
inservice activities, and snrollment at workshops, seminsrs, and classes provided through the
universities and colleges of the state,

Professional Organizations

A profession is distinguished by the professional organizations which define the
criteria for admission, lead in research and work for the continued growth of the profession.
The Cooperative Industrial Education teacher-coordinator should be a member of the
following organizations:

AMERICAN VOCATIONAL ASSOCIATION (AVA)Y ' The AVA, the largest
vocational association in the country, is committed to serving all vocational educators and
institutions. The objective of AV A is "to develop and promote comprehensive programs of
education through which individuals are developed to a level of occupational performance
commensurate with their innate potential and the needs of society.”

Membership in AVA permits a vocational educator to become a member o: one of
th ‘ve divisions of the organization which are established by disciplines in vocational
ec... 08, In addition, AVA membership is also divided into five geographical regions.

The AVA sponsors numerous and varied professional activities. The organization
conducts a national convention sach year and actively represents the interests of vocational
education to state and national officials who have policy-making power.

MISSOURI VOCATIONAL ASSOCIATION (MYA) The MVA, is the state
vocational education association, which is affiliated wiil. *»e American Vocational
Association. The MVA is the state teachers organization which speaks for vocational
education at the state level.

The MV A sponsors an annual summer conference in which vocational educitors from
across the state convene to keep up to date on current trends and practices within their
teaching speciaity. In addition, MVA sponsors various activities throughout the year to
promote the interests of vocationsl! education in Missouri.

MISSOURI MARKETING AND COOPERATIVE EDUCATION ASSOCIATION
(MCEA): The MCEA is a division of the MV A which represents instructors of marketing
and those instructors involved with cooperative method based programs. This association
provides members with an opportunity to coordinate their professional activities with the
MYA in an effective manner.

The MCEA sponsors an aonual Professional Development Conference (PDC) in
February, in addition to regional meetings within the Stat:, At these meetings, teachers learn
of research findings, innovative practices, or other ideir, as well as sharing ideas on all
aspects of their job.

Within the MCEA organizational structure are two other professional associations -
the Missouri Marketing Education Association (MMEA) and the Missouri Cooperative
Education Association (MCEA). Membership in the MMEA is open to ail marketing
educators and business peopls. MMEA focuses on the aspects of marketing education and
the delivery of instruction in marketing. MCEA membership is open to teachers who are
involved in cooperative method based programs and others interested in promoting these
programs.

4U
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For additional information on these organizations, contact the following:

Treasurer, MCEA

P.O. Box 480

Jefferson City, MO 65102
(314) 751-4367

With appropriate membership, the CIE teacher-coordinator receives professional
periodicals containing state of the art information, inspirational conferences, opportunities
to serve, personal/professional recognition, and affilistion with the "curting edge” of the
profession. The benefits of these organizations go far beyond the membership fees required.
Typical of professional organizations are the following benefits:

Conferences dealing with issues, practices and materiais
Publications, curriculum materials

Opportunity for active professional leadership roles
Opportunity to serve on committees and study groups
Recognition of outstanding professionals within the organization
Input into jocal, state, and national issues

Networking through the local affiliates

Public relations

Legisiative leadership and advocacy

VR IN B W
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September 1, 1988

MISSOURI CERTIFICATION STANDARDS FOR COOPERATIVE INDUSTRIAL
EDUCATION TEACHER-CCORDINATORS

1. The Certification requirements for all vocational instructors, as provided
in the State Plan, must be met by vocational Cooperative Industrial educa-
tion teacher-coordinators.

II. Requirements for Five-Yaar Certification.

A. Baccalaursate Desgree.

B, Two ysars or 4,000 hours of approved occupational experience is
required. Approval is determinad by the nature, level or
appropriateness of the employment experience in industrial
occupations.

C. Twenty-five (25) semester hours of approved subject matter course
work,

1. Fifteen (15) semsster hours must be in industrial courses such .
as Introduction to Industry, Drafting, Graphic Arts, Printing,
Powsr Mechanics, Industrial Materials, at ceters.

2. Ten (10) semester hours may be in excess in the above category
or genaral areas such as physical science, economics, business
managenent, at cetera.

D Twenty~four (24) semestar hours of approved professional education
coursas which must include:

1. Eight (B) semester hours of vocational education course work.
Specifically, courses must include the following:

a. Coordinaticn Techniques
b. Methods of Teaching Industrial Education
£. Curriculum for Industrial Education

d. Additional course work in vocational education for the
eight (8) hour total. Courses might include Philosophy
of Vocational Education, Vocational Guidance, Occupational
Anaiysis, Vocational Youth Organizations, Adult Programs in
Vocational Education.

2. The remaining semester hours may include professional education
courses such as Teaching Methods, Educational Psychology,
Principles of Teaching, et cetera, to include at least six (6)
semester hours of student teaching.
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III. Reguirements for Two-Yaar Certification.

A.
B.

Cc.

Baccalaureate Degres.

Iwo years or 4,000 hours of approved occupational experience is
required. Approval 15 determined by the nature, level or
appropriatenass of the employment experience in industrial
occupations.

Subject NMatter Coursa Work.

1. Eight (B) semester hours of approved industrial subject matter
coursas. ‘

2. Five (5) semester hours of approved generally related areas such
as physical science, economics, business administration, et cetera.
An excess of the industrial courses may be included in this category.

Professional Education.

1. Twelve (12) semester hours of professional education course work
with a minimm of four (4) semaster hours in vocational education
which includes one course in Coordination Techniques and one in
either Nethods of Teaching or Curriculum for Industrial Education,
and at least six (6) semester hours of student teaching.

Requirements for Five-Year Certification Renewal.

A.

B.

Attendance of each annual vocational state confersnce (MVA) during
the five-year period.

Completion of two college credit courses contributing specifically to the
cartification specialty.

Substitutions to above requirements may be made as follows:

1. A workshop or institute of fifteen (15) or more clock hours or
one hundred twenty (120) clock hours of appropriate occupational
experience may be substituted for attending a conference. No more
than two conference requirements may be satisfied through
substitution.

2. A workshop or institute of fifteen (15) or more clock hours or
one hundred twenty (120) clock hours of appropriate occupational
experience may substituta for each of the two college courses.

Evidence of completed requirements must be supplied by the taeacher-
coordinator to the Department of Elementary and Secondary Education with
raquests for certificate renewal.
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J3 DEPARTMENT OF ELEMENTARY AND SECONDARY SDUCATION Nomber 80 120003
Coordinator. Vocatronal Education 5/81
P.O. Box 480, Jefierson City, Musoun 65102

GUIDE FOR SUBMITTING APPLICATIONS FOR EXPANDING AND
NEW REGULAR VOCATIONAL PROGRAMS .

The following outling constitutes the mirimum information necessary 10 review the appropniateness of an application for an
expanding or new regular vocational program. Prepare and submit a separote proposal for each program by
occupational title.

: Proposals are 10 be submitted to the State Director of Vocational Education on or before March 1. (Apphcanons for Adals
classes may be submitted as the need arises.) Local distnicis will be notified concerming the approval or disapproval ol

program recuests. Budgets for approved new or expanding programs would be established at the ime the annual budget
requests are submitied by the local districts.

{. GENERAL INFORMATION
A.* identify program by occupationa! hile and U.S. Ofice of Educanion code number (For postsecundary sstitutions —state
precas name of Major 07 $peCalias on, and degree or certibcaie. f any, 10 be awarded upon successiul completon of program. )
inchcale specific occupational obwctive.
B.” Indicate how the naed lor ths program was determined: employmen opportuniies. current and proect#d irends. on advice of
adrmmnisiration or advisory commuties, o1c. Describe the cooperavon with the CET A prime sponsor in the deveiopment of this

program, if applicable, .
C. Gowe advisory commutiee members, therr occupations, what review the proposal has had. nature of apprasal of outside
reviewars, #1c., il epphcable,
D. Indcaie exien! of supervision: by whom, amuunt, freguency, eic. In what department or other usit will the program be
i P .

E* Gwe the nln;t. location, and description of space to be utized for thus program.
F. Staie the reishons of proposed program to present ofienngs and 10 long.range plans of the mstitution.
G.* Give proposed dote Jor inihating the program.

. INSTRUCTIONAL INFORMATION
A.* Staie the program obswctves m measurable terms.
B." inchude s topical outhne of major units or daasions m the wocational coursels)
C. Lt instructional material. major 1exis and references 1o he used.
D. Describe siandards of periormance of level of prahiciency expected a1 program < ompleton
E. Sine the qualihcatuns of the instrucior(s) the ditrcl intends 10 employ.

IH. STUDENT INFORMATION
A.* Describe how students will be selecied and the nature of students 1o he served Indicate anncipated enroliment.
B. Identify educational gudance and counseling services 10 be provided
C. Describe follow.up procedure planned.
D. Explain the participation i youth orgamzannns sponsured by the Vocstional Diviskan

A. List major equipment currently availahie.

B. Outline long-range plans lor maor equpment purc hases.

C. Show proposed equipment. teaching ads, and supphes expenditures
D.* List anucspated salary expendiures.

V. EVALUATION
A. Expln the procedures and ur methods uf evaluanon 1 be used i determmning results Kelore these 1o the pProgram abjechives.
B. List mstrumentis) v be used -
C. Indicare how results of evaluation are 10 be uliced

*Mirumum mformanon necessary 1o review the appropriateness of an adult supplenental or ap emn 0567 sew ur vxpandmg industry
tramng or consumer and homemaking program ’

~o s — N —

46



Appendix C
Cooperative Industrial Education Core Curriculum

47




Name: Cooperative industrial Education  pearc
v Directions: &mmm:bymmthewmmmdmmmmedegweoicwnpmemy.TMrahmmr
~ smmmuvmxwwm:ammmmwmem
E Ratling Scale: 3 Mm-mmmmwmmmmnm
: 2 M&m-mmmmymimmmm.
S 1 Not Mastered - requires insiruction and ciose SO0y wSION.
N No Expoawrs - no experience or knowiadge in this area.
]
1IN 31211 8N
A. Caresr Resoarch and Plonning C. Employment Orientatien E. lncome Managemen!
t MMMmmeumem b mmmmwemxm 1 Name the acion thal sdreence tuyng
o PRCRSS 2 Car the waiys 10 whth The woik 8 parson dons wilt 2 Sidle how Supply andt demand attacts prces
i 2 651150 man sdurces of career minvmation hbve an wrpect on hemer Mestyle 3 mmmmmmmwmm‘
e 3 Conpiete s pergonal camer piptde 3 List o stens s M SeCision mahing process 4 Coe whai & wash GONSImer shoulc My Bdemi
N 2 mwmaWMMam Ocher (apocrty) shoppng
N mience 5 Descrdm ways 10 Bvoxd consaner fraud
: 3 Name woys i winch 8 perscn may acquee the D 6 Demonshakr an understsiXion 03 COMmer mghts .
0ucAtion and HITYHNG NECHSIALY 10 Med or hev - by grong exampies of protection uncs FDA_ FIT,
: thosen cover e angt Consaamey Procuct Sately tws
L 8 Wiite 8 cirmes goat 7 Make and keep & sanpie Dy,
" T Namo tho tacions thal determane whedhers o not a5 8  Name e tENEOND IoF IRviW D'S SpENONG
STPIOYSR IS PVEN & PeY INSE 312 j1 N Pheacheslty
R B Neme the facion thY emsiayers m consxdes when D. Human Relstions §  Cee sowces of heip 1or snancal problems
: Gecihng whaeh srmioyons wa b promoted 10 it serapks 108! Davks pronce
. B Name the comidosastons m decking whether oy N0§ ’ &mmmmwamnmm 11 Sioto Advantapes of hivmg & checlung acconnt
10 ChNgn Companes 2 caregr chace 12 tat the types 0f chucking BEcounts
I 10 Cap the coureses Ihal shoultt be obiserrent whon 2 Name 1ho things tha! many people ke 13 Denonstiale hOw 10 entiese 8 Sheck coaclly
“ QuEbng a ob 3 Siale 1he r5230n wity hering many ateresis i 14 Fi% ot @ cepowd LI Coeneclty
Deher tspecily) ntplal 10 mEAEY) B Caverr depsion 1 e 3 COTTN W IORS TV Nl PKRE SPYOEEEY
& —- 4 mwmmem TecoREls i the Chock Fregater
3 5 Caw Ihe 108800 why personakly tests may be helpil 15 Rame e Mo sovaniage and desativantoge of
y . e in ewkmg & career chowe uhng CrS
i € Name the mOSst spoVlang Lackon in job suceess 17 Calgasiate the AMDet oF Liexh! 2 tvsable kor an
T 1152 By quakios a0 employer wati expect of an ntwadnl
o senployes B Name e typls O Craxbt
RrRrNiRL] 8 Lint the tongs ihat  employew can espec iom an B Tae ™ 1oasons by rECewing & fucn Croot satng
8. Compuler Awstaness ompoyer 20 Name the Gems nChaded i oSt creg CONTTOCE
. 9 Nowe ihe 1hngs  person neecs 1 d0 i el dloag #3 taentily the types of otiest
v t l&mmnmmmaﬂmw wih CO-NOrin 22 Calcutile the wital dollsr cost of credy
: erininy fving 0 Lt S personal quabes thal 88 orpostun 1o Omer ispecrty)
2 Lrst e ypes of ApOLCAlon softeare oy SCCPSs 1 1IN0 world of aovk e & e e s e e s ety e
IRocOTmien ¥ Lot e slops & person Can take 1 D more e e v e e
oter {specty) eflacine a! mioncing pacpie
_ 12 Name the ways DOCY tanguige can rovens what & T -
person 13 doekng
Other {spaciy)
b — .
9 48

S e
P

-ERIC

QA ruiimext provided by R




f. lamuance

Cae the teasons why pecple duy mswance
Nane the arors that hoid the raies! pohwmial jor
B l Sromble m the awend of ioss

Noame e type o autoriodde nisurance that ¢ the
MO MPOetit Ky Cn7 owaaers 10 Nave

Suste the advacinges of group Pealih wewiance
plans

Cav muor deciions 10 de Made 11 Diyrg a healtn
NRUAAT poicy

ey tapacay;

Q. Job Appiicaticn and intorviow

Lt tha sowrces M0 job deadts
Cormnpae an 2pphcalon toem elles of appicston,
MHT 900N diaty sheet
Descibe whal 5 prrson should do 10 prepute doc a
$ab ntetview

Descide 1he pomis 10 remembder about an
applcant's coatuct dunng a b Nferview

Answ lypelad indervew Queshions

Other specity)

— e s i

— e ———

List the posulivee Churacipinins of leains
Descre winrs 10 Gevelop lesdenh St
Ostaz ispecity)

e —————— e e e e e

& Privat Entirpring Economics

1

2

Siaje the difiesence De) Pirvale BOlIPiHsE ang
State the o y %2 ¢ SYSHEYR

tisthey Ihan 8 e hive enterpnse System
Descrie how produre:s gecgle wheh goods and
serrces. and how aaxch O sach, (o prodece

L5t the 1oCIors that aftect Changes n prees
Destnbd vy e oCONKMy Lapas and CORVCIE
S0 hogquently

Saap the tiferonce DEtwORY an CAN S0 ARG &
cliosed shop

Doscronr ways €3 weach e guvernment 15 svolved
N Ot ECOROMYy

Othet fspotity)

e e = e 4 2 £ 8 A At et a

3 Legat Roaponsibilibes

Staler the major types of Laws
(3 mmmp 1o mah® a conbract

Nawevmecmwnsdum
(rher tspecily)

e e e L e ey e —— e s s e

K. Occupational Communicetions

b 3

idenlidy the primary commumg shon skadis
Descri the altaipnce betaren heanng ang

bsleng

L151 iy ShmeQmes 100 BElesly Ihat wnpiove
wadershanding

Describe Ihe adviniages 8wl Messayge Moy
Rawe ouee B spoken one

Other txpocity)

O g — R s mem me s

L. Occupationsl Mathemalics

1

2

Compule aidhon Sbiracixn mulliphcaton s
STHON protdmms

Compute mullplacation of decitnd number problems
Crhey (apeiy?

M. Occupationat Sataty

LT

[

Descrwe Hw mamn cauwos ot accenls

Ce the couses oF Ldhgue

tid e types Gl Bumnon e1ror thal Couse aCCwenis
Descroe e wars 12 winen salety Nardios on the
[ FETE BT FARE |

Cae the speacs that work i offvert slcudeats
Ottuas tspaecidy)

N. Socky Secunly

¥

Crttr e QIDGDS O 10Dl Wi vofrdude 16 SO0
sreustnly

tisg the facion Ihat e the amount <2 ooe's
) sty Dt

N e types of 200l de. oty Denehts

10enhly fhnd SOU HISUTANLE ORI MS S0 ron AN
ke et

DIF fhe uses 1D wist S SOCISE SECIIy nutnd.er

Qher Ispecity)

O Tax Aesponsitibbes

Criee thee SEMMES GUWRIBEENTS SPES Ak Ry

Lanl She AR 2asercnrs peaOTe 1oL OV N Tetun Ko
FE L3 TR ALY

HES R LU S TYETUE VO P T VYT

fate e Lag uus m Jelprannayg wheifey ot g
Perdinn - naskd ke o faa sefuen

SLaler fe glenfiine Jeo bl on o B sehans eoch
yod

Ut {specely}

e e g v ——




Appendix D
- Semple Training Agreement




TRAINING AGREEMENT o

PROGRAM TEACHER-CODRDINATOR .
Student-lsarner Employer

m Address e m:un 5

fhone Phone

Student-learnss's Job Title Supervisos

31::1.75;?.3 Nusber

Bogirming Data__ "o LA, oate

Houra/Meak . 1y wage

The student entara this program to lesrn ca much as is possible for the smployer to provide in -
the naturs of job informstion, ekill and attitudss.

The will determine the and hours the student will work. To sarn credit the
student must work s ainimm of 10-1% hours par wesk. .

THE STUDENT LEARNER:

1. will, while in the process of training, have the atatus of student-lesrner snd will not
dinpi-s any raguiar saployes., °

2. will confors to all rules and regulations of the school and the training site, The
smployer sxpacts hunut{. punctuality, cooperation, courtesy, and willingness to learn,

3. will ssintain regular stiendsnce at school and on the job. On-the-job attendence
includes dasys when school is not in session (e.g., Chriatmas break).

4. will report shsences in sdvance to the smployer and tsacher-coordinetor. Ths studspt
:;mt recelive crm:“:u wark on days when nat in achool unless previously approved by

taschar-goordinator.

3. will keap all records and attend all recogniticn ovents {0.9., Employer Appreciation

Sanquat) semocisted with this prograa.

THE PARENT/GASROIAN:
1. will sncourage the atudent-learner to do well in work experience.
2. will be n!pmn:lu for providing trensportsetion for the student-learnar for the work
sxperignes activity.
3. will be vesponaible, sl with the student-lsarner, for the aafety and conduct af the
student-1satnar while she is at or betwssn the achoal, the tralning aite, and home.

THE TEACNIR-COORCINATOR:
i. will consult with the treining site supstvisor caoncsrning the student-lestner’'s work.
2. will aske periodic contacta/visits to the training eite.
3. will counsel the student-lsarmer sbout ths work experience.
4. will be availeble to help with training probleass or program changss. Contact the
tsachar-coardinster shansver halp is needed.

THE TRAINING SITE SUPERVISOR:

1. will trein the student-lsarner with the conpetencies included in the Training Plan and
thase neoded for all job-related duties. Training should includs safety instruction.

2. will halp in the evalustion of the student-lesarnsr.

3. will confors to all federal, stets and loral laws snd reguletions regarding esployment
end compensation of studsnt-lsarners, Studsnt-lsarners are not aligible for
unemploymsnt benefits but must be coversd by worksr's compensation,

8. will reserve the right to di the atudent-learner for just cause fros the
training site. The teacher-coordinator requests consultation prior to the action,

The training may be diacontinuad at any time by any of the signera of this agreement, but sach
agress Lo notify the othars in sdvance. In the eovant that training is tersinasted, the
taacher-coordinator will make final deterainations concerning credit received and resssignwent
of the student-learner, s

All adjusteenta in the training must be made through the tescher-coorsinator.

It shall be agreod that ell parties participating in thia program will not discriminate in
training snd/or saployment opportunities an the basis of race, color, religiocn, sex, nationsl

Dats Date
— Student Yraining Supervisor
Date Oate

Parent/Guardlen Yaschar-{cordinator
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WEEK 1
WEEK 2

WEEK 3

WEEK 8
WZEK 7

WEEK 8

Instructional Management Pla,;n

For: Occupational Goal:
Schoeal Training Station:
Rativ.gs are assigned 2y the mstrucior RATING SCALE

In ccrauneiion with Le training
spor.sor (where approprigie),

4—Bupericr Parformanes by student lsarner
3-—Above Averags Performancs by student lsarner
2—Average Perforinance by studant lesrnsr

1 —Poor Performance by student lJearner

[ Wy
Training Sponaor
Evaluation for Current
Curriculum Goal Application Experianoe Orading Period: .
}
..




e
Sample Evaluation instrument

o4




General Evaluation

Raungs are assigned by Whe Insuuclor RATING SCALE
in conunotion with 1he Waining 4—Buperiar Farformance by student learner
EPONBCT (Where appropriaie). 3-—Above Average Performance by student Isax.or

S—Aversge Parformanpe by student lJearner
1-=Poot Parformancs by shadant learnar

Tratning S8ponsor
Work Habite and Personality Tralts . Evaluation for Period

Punotual: Gets 1o work on ume
No. of tmes abSENL . NODL Of Umes tardy

Appearaunoe: Neat, well-groomed, appropriately dressed

Depsndability: Prompi, Wrusworihy, fohows direcuions, meeis obligations

Adaptakiltty: Caiches on fast, follows detalled Instrucuion well, cun swich Jobs eusily

Abfinty To Gat Along: Cooperauive, well mannered, has soclal and emotional swbility

Job Artstude: Enthusiasuc, & good tleam worker, willing 10 work and cooperale, Gesiret 10 Improve

Inttiatave: ADITY 10 WOrk without Supervision, sees things 1o do

i | Acoepts Buggestions: Eager 1o Improve, seeks assisiance, follows through

Cars of Materiels and Equipment

Additional Bvaluation lems:

mmmmmmmmumummmmmmmmm?

OYee O¥o ONotBure (Why)

Do you plan to agk the Studant Jearnsr to 855UIe NEW LIS in the next month? OYes DO XNo

If Yes. whst dutiss:

Validating Signatures

Employer Teacher/Coordinasor

09




Appendix G
Sample Studant Records Form




» PAY RECORD
EMPLOYER (CO,) SEMESTER _ . . 19—
NAME . ' #oeuucr:ons TOTAL KET
AGGRE GATE GROSS GROSS PAY 1 NET PAY
PAY PERI0D e | houes e o PAY TO DATE TAXES FICA | OTMER | (akenome | 1o DATE i
1 1 'l
t T
e Tv
H 3
-
i
—1
* 1 T
[ s |
4{ _t*

. Q
a3 E MC AN CTINM AL TISO FAMLS SAN FAAL TEDANIQ A RENHREMENT AND MUST RE COMPLETED TO OBTAIN GRADE. 5 8



SAMPLE

_ WAGE AND HOUR REPORT

- R

Month of

Month

School Days

[T Day of | Day of] Hours Worked | Hours Worked | S Rec'd | 3 Rec'd
Hee Other Days Schoo! Days | Other Days

1

———

ﬂsaaaaﬂxdamaawd:m#qndaquﬂm,me

l

TUTALD
l

I

t

i
i |

Total hours worked in this month

Total wages earned in this month

Total savings this month

Total hours worked to date

Total wages earned to date

Total savings to date

A




Appendix H
Form Fy-4




Number: 8920008

DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION 1%
Division of Vocational and Adult Education FV4 Equpment & Other
P.0. Box 480, Jefferson City, Missouri 65102

Application for Authorization to Purchase Equipment,
Teaching Alds or Other items for Vocational Programs

PLEASE READ INSTRUCTIONS ON REVERSE SIDE.
Distries Codle Local Education Agency (LEA)

“-§ Program Codes (Program ant Type) Mailing Address

yp - Dewerippon of Program Cay amt 2ip Code

itemna Submitied For Approval

Description of ltams Quantity Estimated

Unit Cost Total Cost
Y $ $

Totel Estimated Cost §
FOR STATE OFFICE USE ONLY
4 Coumy | Schoot |  Progem Aren | Yeur | Year | Pur | Expenditure | Reimbursement State Federsl  [Source| Section
] Dinrict | Mumber Code Code Paid § Chg. | pose Cods
3 s $ s
Program Director Stae Pirector of Vocational Education Approsat Date
MO 580-0130¢

61




instructions

Three copics of this Applicativn fuor Authorization are to be submitted with the +V-1 forms to the Director of
Vocational Finance. After they have been processed, one copy indicating the spproved items will be returned to the LEA.
The Certification Section at the bottom of this puge should be completed prior 10 sending it to the State Office for
approval. A separate Application for Authorization must be {iled for each program or service area and each type of
program. Only those items having prior approval on this application may be claymed for reimbursement,

District Codes: Enter thedistrict codes used by the Department of Elementary and Secondary Education for payment
purposes.

Local Education Agsncy: Report the official name of the school distict, the mathng address, vity and 7ip code.
Program Codes and Description of Program: A sepatate Appluation for Authorization must be filed for each

program or service area and each type of program. The program code will, therefure, always be a two-part code as
illustrated on the program code list inlcuded with the instructions for completing Form FV-1.

SIGN BELOW

ot o ——

CERTIFICATION

The local education agency hereby requests authorization 1o purchase equipment or teaching aids as described
on the reverse side of this form Lo be used for instruction in programs approved under the provisions of the Carl
D. Perkins Vocational Act of 19%4. '

it is understood that the title to cquipment W teaching ads » 1o be vosted in the school district with
#ccountability to the Department of Elementary and Secondiny Fducation. No dispositiun or diversion of use
may be made without written approval. If such property is sold or no I nger used for the purpose permitted in
the Act, the Department of Elementary and Secondary Education i 1o be credited with its share of the value as
determined by the sale price or fair vatuc.

It is further understood thut the LEA will turnsh the Departoent information cequired lor supporting claims
for funds and maintaining inventorn :cvords

Date — Signed — - —

X 3 SSTR RS SYTVCY O Y PYTTTRNTN JUNT 3NV 5 )




PP N o~

Appendix |

Form Fy-2




Number: 69300028
H
DEPARTMENT OF ELEMENTARY 188
AND SECONDARY EDUCATION Form FY-2 (Equipment)
Division of Yocational and Adult Education
P.0. Box 480, Jefferson City, Missouri 65102

Reimbursement for Equipment, Teaching Ald's
or Other Items for Vocational Programs

S PLEASE READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING,
- Program Codes (Program and Type) Description of Program

‘iems For Which Reimbursement is Claimed

Dg,h @ omma(:’aum sus,mo ® )
3

TOTAL EXPENDITURE $

FOR STATE OFFICE USE ONLY
© Poigteiet Sec. | Sch Program Arma Year State Federnl
.. Code Code | Code Code Code P(’nde C Purp. [Source Amssunt Amount Expenditure Reimbursemens
3 $ 3 s
{
Approved by:

64




instructions

Submit two (2) coplss of this form for each level of each program area to the Director of Vocational Finance, Missouri
Department of Elementary and Secondary Education, Jefferson City, Missouri 65102,

Program Code & Description of Program—The Program Code is a two-part code as illustrated on the code list sent
with instructions for Form FV-1,

Column (1)—Date Purchased —This is the date of obligation by written purchase agreement (purchase order, letter, or
contract). Expenditures for the acquisition of equipment, supplies, teaching aids, etc., will be considered as an
expenditure in the fiscal year in which the funds were obligated by a purchase agreement or legal contract.

Column (2)—From Whom Purchesed—This is the vendor or person with whom the agreement is made.

Column (3)—Description of item—This should be a short identifying statement of the item. Detailed descriptions,
serial numbers and other inform=tion should be outlined on the invoice supporting the transaction.

Column (4) State Use Only - Do nut compicte.

Column (5)—Expenditure —This is the amount paid for the items purchased. Show deductions on invoices for
discounts, eredits, and other memos. Freight costs are considered as part of the equipment expenditure. Only items
approved on Form FV-4 may be reimbursed. An squipment item is a unit of furniture, an instrument, a machine, an
apparaius or a set of articles which does not meet the criteria of being a supply. SBupplies are those items which (1) are
consumed in use; (2) lose their shape or identity with use; (3) are expendabdle, that is., it is more feasible to replace it than
repair it; or (4) are inexpensive. Other expenditures are those which represent services such as utilities, communications,
transportation, cte.

Column (6)-—Check No.—This is the check which represents payment for the items described.

Total Expenditure—Total Column (5).

SIGN BELOW

CERTIFICATION Date Signed;
To: Division of Vocational and Adwit Education

Jefferson City, Missouri 65102 District Adminstrator:
We hereby certify thai the information reported herein is correct to
the bext of eur knowiedge and betief.




: Appandix J
State Vocationsi Program
Evsluative Questionnaire
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DRPARTDNENT OF EKLEMENTARY AND SECONDARY EDUCATION
DIVISION OF VOCATIONAL AND ADULT EDUCATION
P.0O. Box 480, Jsfferson City, Misso. ri 65102

EVALUATIVE QUESTIONNAIRE
FOR
MARKETING - COOP - INDUSTRIAL - COMBINATION (CCE)

This form was completed School
locally by the fellowing Date
staff:

DESE Evaluator:

INSTRUCTIONS: This self-evaluative questionnaire is to be completed by the
staff in charge of marketing or cooperative education programs, in consultation
with administrative personnel, prior to the date scheduled for an on-site
evaluation by DESE professional staff. Please prepare an evidence file for the
evaluators which supports answers indicated on this questionnaire. Staff
members who accumulate raterials for the evidence file should be available
during the on-site visit for clarification of documents and additional
information if requested.

The following supporting documents and materials should be included in the
evidence fils:

1. Philosophy - state the philosophy for the department or
occupational program area.

2. Objectives - state the program objectives.

3. Class schedule.

4. Membership roster of the advisory committee.

S. Minutes of advisory commitiee meetings.

6. List of advisory committee activities.

7. Instructional cbjectives and course outlines,

8. Developmantal plans and long-range needs (prugram exp: ision,
facilities, equipment, materials, etc.).

9. Current enrollment information (including notations of special
populations for asch course).

10. Placement and follow-up data for occupational programs.

11. Employer follow-up forms {all occupational programs).

12. 1Inservice schedule with special populations topics
identified.

The items on the questionnaire for rating tha effectiveness of the program may
be answered by circling the appropriate number corresponding to the extent to
vhich the provisions, conditions, or characteristics being described are in
evidence.

1

Excellent
Above Average
- Average

Below Average
Missing

Not Applicable

gOWNw&'
t
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A. PHILOSQPHY AND OBJBCTIVES

1.

The philosophy was developed by the instructional staff
after consultation with administrators, students, and
other interested persons within the local district.

The philosophy and objectives are clearly defined and
are understood by the instructers and studants.

Objectives are stated in behavioral terms and are
measurable. '

B. ADMINISTRATION

1.

2.

3.

6.

Administration of the department or vocational program
is clearly defined.

The staff is involved with discussions related to
budget, curriculum, selzction of resources, purchasing,
and general operational procedures of the department
or vocational program.

Instructional programs are provided for:
{a) Secondary

{b) Postsecondary

(c) Adult

()

Class size is determined by:

{(a) Laboratory or classroom space provided

(b) Work stations including adequate equipment
(c) Methods of instruction

(a)

The staff utilizes an advisory committee that is
representative of the local community:

(a; School administrator
{(b) Industry being serveu
(c) Civic leader

Handicapped and dissdvantaged (including limited
English proficiency) »tuaents have been identified using
the defin’tions from the Carl D. Perkins Vocational
Education Act of 1984 (PL 98-524).

Tha instructor(s) is/are notified when a handicapped/
dizsdvantaged student is enrolled and advised as to the
specii‘c needs of the students.

Nontradi-<.nal female or male students are eprciled in vour
ciasres.

Support csrvices are provided for nontraditional female
or male students enrolled in veocational classes.

6o

‘\

[ A Y S
W W W
25 IS B X B S ]
I T i )

= > b

W W W W
oS B O]

[ %]

r3

1)

129 ]

r

[ g

[ $%)

[ 8]

[ 2% ]

Prd Bk et P

NA




RBach staff member is making an effort to maintain
the five-year renewable certificate or to eliminate
deficiencies in the two-year temporary certificate.

Each staff member participates in annual inservice
activities:

(a) SDE-MVA Summer Workshop
(b} Courses offered by colleges or universitics
{c)

Each staff member holds membership in professional
vocational organizations:

(a) American Vocational Association
{b) Missouri Vocational Ar ociation

(c) Marketing and Cooperative Education Association

(d)

Staff members participate in activities which promocte

good community and school relstions.

Each instructor has participated in inservice training
on the elimination of sex bias and sex role stereotyping.

Each instructor has participated in inservice training
sessions on methods, strategies, techniques, etc., to better

serve handicapped/disadvantaged students.

D. INSTRUCTIONAL METEODS AND RESOURCES

i.

2.

The curriculum is consistent with the district's
stated philosophy and objectives.

A course of study:

(a) Exists in written form

(b) Includes teaching/lesson plans

(c) Bas sequential order of units

(d) Is revisad regularly on the basis of need
(e) Includes recommended cora compatenciass

(f) Allows flexibility to serve targeted populations

(instructor(s) have developed or use modified

curriculum to better serve handicapped/disadvantaged

students),
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3.

10.

11.

12,

13.

The course of study has been developed on the basis
of information received from:

(a) Studant surveys which depict interest and

potential
(b) Labor market studies
(c) DESE

(d) Advisory committees
(e) Available community resources
(f)

Classroom/laboratory activities are determined by
course content, student needs, and interest, such as:
small group instruction, individualized instruction,
large group instruction, cooperative methodology,
and youth organization activities.

A vocational student organization is an integral part

of the instructional program and provides opportunities
for:

{(a) Student leadership and invclvement
(b) Teacher-advisor participation

{c) Participation in state and national level
activities

(d)

T~ {ividual accomplishment and progression are evaluated
attainment of behavioral and career objectives.

Students are informed in writing of the course objectives
and frequently are informed of their level of success.

Guidance information and resources (test information,
audiovisual materials, career information, etc.) available
through the guidance program area, are used by teachers.

Instructors are provided the opportunity to be involved
in the Individual Education Program process for
handicapped students.

Practical experiences are provided to explore careers and
engage in realistic work (including the new technologies,
nontraditional, and new and emerging occupations specific
to the program).

Teachers excuse students from class attendance to rerecive
individualized or small group guidance.

Class time is allocated for the guidance staff to work
cooperatively with the teacher, t. carryout guidance
related program activitivs such as decision-making,
dissemination of career aml occupat ional intormat ton, et

Safety practices are taught and enforced as an integral
part of the instructional program.
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14.

15.

16.

Sufficient and appropriate instructional materials,
teaching aids, and reference materials are available

and utilized by the students and staff in meeting the

course objectives.

Community resources, such as outside speakers, field
trips, atc., are utilized.

Adequate and appropriate instructional supplies are
available for use in teaching the course.

Staff and students are aware of and utilize guidance
and placement services.

The signed training agreement and training plan or
Instructional Management Plan with cooperating

employers provides learning experiences that complement
the classroom instruction of the occupational area being

studied.

E. PACILITIES AND EQUIPMENT

1.

2.

10.

Adequate storage space is provided for instructional
equipment and supplies.

Space provided the vocational class or laboratory
is large enough for a flexible arrangement of work
stations with sufficient space for traffic flow.

Environmental conditions (light, heat, ventilation,

acoustics, etc.) are adequate and properly regulated.

An up-to-date inventory of instructional equipment
and supplies i{s maintained.

Records show periodic checking and maintenance of
equipment.

Good housekeeping practices are observed by staff
and students.

A private area is provided for teacher-student
conferences.

Electrical outlets are sufficient in number and are
properly positioned.

The class/laboratory is equipped with appropriate,
up-to-date machines, and equipment.

The facility is accessible to handicapped students.

F. PLACEMENT, FOLLOW-UP, AND EVALUATION

1!

A systematic procedure exists for obtaining and
disseminating information about specific emplovment
opportunities.

The placement procedures provide for coordinalion and
team effort between the instructors and the guidance/

placement personnel in providing job development and
job placement for program graduates and laborers.
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3. There are procedures which provide for the student to
receive instruction in pre-amployment preparation to
include: _,ob applications, job interviews, resumes,

job survival skills, etc.

4. A plan exists and is utilized to follow up recent
program graduates and leavers.
: 5. Evidence exists that an evaluation plan is utilized
® which includes:
| (a} Mastery of course objectives
(1) Employer-employee satisfaction
: (c) The relationship of student placement rates to
- course objectives
(d) Employer-employee feedback for course revision
(e)
()
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ENPLOYER FOLLOW-UP FORM

INSTRUCTIONS: Employer follow-up information about completers and leavers of
vocational programs in ycur school must be provided to the Department. The
information supplied should be about completers/leavers from the previous school
year. Camplsts one Hsployer Follow-Up Form for ewery 25 studemts completing/
lezving each vocational program or fraction thereof reported on VEDS form.
If a program has at least 26 but less than 51 completers/leavers, fill out 2
forms. If a program has at least 51 but less than 76, fill out 3 forms.

SECTION I: Print school name, county/district code, program CIP code from
VEDS forms and 1list the title of the program. Check the appropriate box for
completer or leaver; secondary, postsecondary or adult; male, female; black,
white, other; disadvantaged, handicapped, or ueither.

SKCTION 1l: After ronsulting with appropriate empivover, : heck the appropriate
boxes on items 1, I, and 3 and enter the starting salary for the job/occupation
on item 4. INCLUDE THE EMPLOYER FOLLOW-UP FORMS IN THE ON-SITE EVALUATION
EVIDENCE FILE AND LABRL IT “ENPLOYER FOLLOW-tIP*,

SECTION I
School Name County/District Code -
Program CIP Code Program Title
Student is a:
D Secondary D Black D Handicapped

DCompleter Dﬁale D Postsecondary Dﬂhi te E:’Disadvantaged

Dl.-eaver Dlee DAdult DOther DNeither

SECTION 1I

1. VOCATIONAL TRAINING EVALUATION Rate the vocational training received by the
individual in the following areas. :

Technical Knowledge

D(5) Very Good D(A) Good D(B) Average D(2) Poor D(l) Very Poor
Weork Attitudes

E](.‘i) Very Good D{é) Good D(B) Average D(2) Poor D(l) Very Poor
Work Quality

D(S) Very Good D(Io) Good D(B) Average D(?_) Poor D(l) Very Poor

2. OVERALL BATING What is your overall rating of the vocational training
received by this individual as it relates to the resquirements of the job?

D(S) Very Good D(&) Good D(3) Average D(I) Poor D(l) Very Poor
3. RELATIVE PREPARATION As a result of this person's vocational training, how

would you rate his or her performance in relation to other employees in the
work group who did not receive the same training?

D‘r}} VP!"_‘-‘ G D! 2 Df P OAVe e D’. Vol [:){':) Tarrt, d At

4, SALARY:
$ ___ _  vper D Hour D Month D Year




Appendix K
Supplementary Questionnaire
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DEPARTMENT OF ELZMENTARY AND SECONDARY EDUCATION
DIVISION OF VOCATIONAL AND ADULT EDUCATION
P.0. Box 480, Jefferson City, Missouri €53102

SUFPLEMENTARY QUESTIONNAIRE
FOR
VOCATIONAL PROGRAMS OPERATING A COOPEZRATIVE EDUCATION COMPONENT

1. The teachez/coordinator provides both in-class

related instzuction and supervision of students’

on-the-job training. Yes __ No ___
2. Cooperative students are enrolled in both the

ciass and the supervised employment simultanecusly. Yes ___ Ne ___

3. The cooperative education students' training
stations are appropriate for the cccupational
cazegories for which the prograz is designed. Yes Ne

4. There is a wrirten Instructional Managesment Plan
- (IMP) batween the school and the training sponsor
i which identifies both in-class instruction and .
on-the-job training that the student will receive. Yes ___ No

5. A current IMP is on file for each student
receiving cooperative credit. Yes No

6. There is a written training sgreement beiween the
school and the training spomsor which - ~nres that

sudents are enployed and cozpensatec :onformit
with federai, state, and local lavs a =hout
cegard to race, coler, national origia -, OT
hancicap. Yes ___ No ___ oA

7. The credit awarded for on-the-job training is
1 unit for each 10 hours of employment per week.
No more than 2 units of credit are awarded fer
1 on~the-job training. Yes No

8. Adequate extended esploynent tize for the

teacher/coordinator is proviced. Yes ___ No ___
9. The teacher/coordinater's schedule includes 1 { f
period per day for each 12-15 cooperative students
for supervision of on-the-job training. Yes ___ Ne ___
T




