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The photographs used in the cover design of this
" publication are being used in a nonadvertising,
- editorial manner to depict cooperative education

in schools and business and industry. -

The scenes, starting clockwise from the top left,

are: - B :
. The exterior of Accompsett Junior High .

. School, Smithtown, N.Y., James D. Lathrop, -

Architect.

The Trinity Corporation, Cortland, N.Y.

A business educatidn classroém in Nott
- Terrace High School, Schenectady, N.Y.

A welding class in Center West BOCES,
Erie #2, Angora, N.Y. )
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FOREWORD

Schools must search continually for better ways of preparing youth .
and adults to live and work effectively in an—increasiggly urbanized
industrial society. Work provides man with identity, stimulation, and

security. He shoﬁld, therefore, have a variety of options from which to

| r—

There is an advarcage in getting a head start in preparation for
employment through simulated or supérviéed actual work experience prior
to engaging in full-time employment. One method of getting thisvhead
start, or for bridging thé gap successfully between school and work, is
through cooperative work experience. These school programs are spdﬁsored
jointly b? the sch061 and public or private concerns that are willing to

:pfovidé on-the-job supervised, paid work experience.

1

|

select the preparation most advantageous for earning a livelihood.
) |

Several types of cooperative work experience programs are suitable |
for implementation in a modern school system. Each has certain objectives ‘

that should be carefully considered in making a selection for implementation.

Perhaps the best known of the cooperative work experience programs are

those in agriculfuré; office, distributive, and trade or technical education.
.

These offerings and other programs in a variety of occupational areas are
- designed for.occupational edqcation students who have made a choice of an
occupational career. Their work experience is blanned carefully to provide

compatibility with the occhpational instruction given prior to or offered

concurrently in the school.

The General Work Expefience and the STEP Progfam aré similar work . o

experience programs designed primarily for youth who have not yet selected

@ : 1ii




a career goal or the goal requires four year college preparation. The

\

term "Work-Study" is reserved for the federally aided program designed
to provide an occupational education student with an income while he
completes his inschool occupational education. In this program, the

student works for a public agency at public expense. .

This Administrative Manual describes the occupational cooperative
and work-study programs. A careful review of this manual should be

heipful to persons interested in developing or improving occupational

P work experience programs.

Robert H. Bielefeld
Director -
Division of Occupational

Education Instruction

Robert S, S.:ckendorf
" _Assistant Commissioner for
Occupational Education
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ADVANTAGES OF COOPERATIVE EDUCATION

|

For the student, a cooperative work experience plan of education

,® provides a realistic learning setting in which he may discover
his true interests and abilities;

L
»

® develops an understanding of employment oppdrtunities and
responsibilities through direct on-the-job experiences;

[ provides exposure to basic information regarding agriculture,
business, ipdustry, and service occupations needed for
intz1ligent life choices;

) develops work habits and attitudes necessary for individual
maturity and job competence;

o provides a “laboratory for developing marketable skills;

° gives meaning and purpose to the theoretical and practice
assignments presented in the school situation;

° provides firsthand experience with other employees which leads
to a better understanding of the human factors incgﬁployment;

. provides financial rewards while learning employment skills
and understanding; .

-

® provides an opportunity to participate in and profit from two
types of learning environment--school 1life and emp loyment: ;

° provides an effective test of aptitude for'a chosea field of
work. .

For the school, a cooperative work experience program

] enlarges the learning facilities available for students without
a major expenditure for laboratory equipment;

] brings employers and the s¢hool together in a training effort
to develop a strong occupational program;

] brings to the school a wealth of social and technical information
which may be used as the basis for effective instruction for the
varied needs of students;

] provides the school an effective means of evaluating its overall
instructional program; i

] increases the holding power of the school by helping students
clarify career goals and by providing a practical means of
reaching them.




an

For the employer, a cooperative work experience program provicas

the opportunity to become a partner in selecting, imstructing,
and educating young workers in the skills and understandings
needed; o

assistance of the school in instructing and counseling the
cooperative student during the transition und ad justment
period from the school to the job; -

access to job applicants who are likely to remain in the
positions upon graduation; ——

a source of new workers who are receptive to instruction;

an opportunity. to render an important public service.

For the community, a cooperative work experience program

provides ‘an effective means of developing young people for
productiv; citizenship in the community;

increases the economic health as companies are able to meet
their needs for skilled workers;

provides a method of introducing high school students to
local employment opportunities;

provides an opportunity to develop a unified training program;

promotes closer cooperation and understanding between the
community and its schools; )

encourages students to remain in the home community after
graduation and promotes a more stable work force.
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WORK EXPERIENCE PROGRAMS IN NEW YORK STATE \

New York State has been one of the pioneers and nationwide leaders
in the development of experimental work-study prograhs and cooperative
occupationai education programs. jyoiother gstate, to our knowledge, pro-
vides the b;eadth ané>f1exibility in work-study programs that New York
State makes available to yduth interested in working and earning while

attending school,

It is possible for local schools to organize cooperative work
experience programs for groups of stuéents enrolled in a special subject
matter area such as agriculture, home economics, distributive, office,
health occupatigns,rahd trade or technical educstion. The students in
these programs are usually supervised by a teacher-coordinator who is
licensed in the special field. Or, where the number of students in any
one special field is too small to justify economically, it is possible to
organize a diversified program with students from several major areas of
occupational education. In this type of program, there should be a
certified diversified‘cooberative co;rdinator who»canvobserve and super-
vise the students on the job, teach certain related information common to
all workers, and feed back to the occupational teachers in the specialk
fields recommendations of employers as to what needs to be done in school
to assist students to function more satisfactorily on the jok. Each
student should have a ;ailor-made program of related vocational instruction
to assist him to functioﬁxeffectively on the job in the shortest possible

time. This related vocational instruction should be planned by the employer,

coordinator, teacher, and student working as a team.
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WORK EXPERIENCE PRO:

CHARACTERISTICS OF
PARTICIPATING: STUDENTS

DESCRIPTION OF PROGRAM

TYPE OF |q § S — ,
RELATED ICLAS
PROGRAM MINIMUM
Eg?& TYPE AGE INSTRUCgON TYPES OF WORK EXPERIENCES - *’gg'
_ EARNBDCRED‘}’ER AVAILABLE TO STUDENTS NUt
Occupational Agricultural business, mechani-
exploratory zatien, farm production,
Agriculture | 1910|special 1 02 ornamental horticulturc,
needs conservatiocr, animal science
Distribu- Distributive occupations, retail,
Distribu~- tion wholesale, and service
1938 }education 14 -2 ’ 1.
tion
3 majors
Z
E Health Service, pretechnical, and
alHealth Occupatic-s | selected licensed occupations in
jOccupations | 1930|educatic. 14 0-2 medical, nursing, dental, gnd ]§7
5 majors other allied health occupations b
g Home Service type and semigkilled
&iHome Economics Jjobs in child care, clothing,
HEconomics 1964 jeducation 14 0=-2 food, home furnishings, house- 1
é majors —_— keeping services
) ]
3 Secretarial, general clerical,
O Office buokkeeping/accounting, automatic
g £fice 1938 leducation 14 0-2 data processing, and computer 1
g ma jors sciences
-t
&" .
g ade Occupati.onul
’ Trade and Trades. industrial, technical
8%::;::::;1’ 1915 Technical 16 0-2 -jand related gervice occupatio;ls 1
Any occus ~ - Work exreriences in jobs related
Piversified 1'935 pational 14/16 - 0-2 to each individual's career 1
: ma jor goal
neral . s
R Private and public employment
ork 1945 All 14 0-1 in miscellaneous occupations - 1
xperience
o3
2 chool ~to=- Potential Private and public employment
g mployment 1961 luigh School 15 1 such as cafeteria, library, 5
ogram Drg outs custodial, service stations, and
(STEP) P supermarkets -
;‘gt'ocationalz Vocational . Public agency ONLY
ZWork~Study | 1965 |only 15 _None Goal is to match job with
E students' area of study




- AMS IN NEW YORK STATE***

| . )
- }
L PERIODS* PER -
| OF ORIENTATION [ d0%C OBJECTIVES OF N o LN
RELATED STUDY Y PROGRAM : ‘ -
“BER TYPE CREDIT** OFFICE OR BUREAU
. 1 unit 300 hrs.|EPable students to make smooth transition from )
| ‘ Related 9 units 600 schoel to gainful employment. To provide Bureau of
, - 10 { study hrs training for leadership, personal development, Agricultural
- ° and citizenship through activities related to Education
| . - occupational experience.’
\ ‘ 1 unit 300 hrs. To offer instruction in distribution, marketing,
Related 5 units 600 and management for 1) distributive employment, |Bureau of
- 10 study trs \ 2) improvement of distributive techniques, Distributive
. ° 3) better understanding of role of distribution Education
- - in economy.
v i To promote student development of occupational -
, Related ; ﬁ:its3ggohrs. knowledges, skills, attitudes, and job compre- E::;:; of
. -10 study.. Thrs hension necessary for competent performance as Occupations
g ) health or allied health employees.
. Education
1 unit 300 hrs. To help individuals develop attitudes, ‘under-
Related b units 600 standing, and marketable skills for competent Bureau of Home
- 10 study hrs work performance in service type and semi- Economics
* skilled jobs which draw upon the knowledge and |Educaztion
skill from the field of home economics.
- 1) To bridge the gap between student‘'s formal
Related ; :::§s3ggohrs. schooling and employment, 2) to -provide a job Bureau of
- 10 study s atmosvhere setting for added realism to study Business
- b . in office education, 3) to provide students Education
: with an oppsrtunity to develop attitudes similar -
to those expected by employers.
1 woit 300 hrs.]T¢ develop marketable skills on jobs under ) .
Related > vnits 600 actual working conditions in industrial jobs. Bureau of Trade
- 10 | study n ¥ Students earn learner's rates of Kay. Schools |and Technical
- rS. provide related instruction coordinated with
occupational - preparation. Education
0::§7§:t1x“i unit 300 hrs.|To provide work experiences when there are Division of
- 10 related 2 units 600 insufficient numbers to justify separate Occupational
study hrs. - programs. ) . .{Education
S Instruction
™ - [Prientationfl unit 300 hrs.|To provide opportunity for general work Bureau of.
i_ s and units 600 experience as part of the edwcation program. Secondary -
ST related rs. ; - Curriculum
; study . * |Development
. 5 periods of ocal option To provide potential dropouts with successful |[Project Unit
: work-orienta- unit for 3 school experiences and develop attitudes toward |Division of Pupil
ition required rs, per day worlk and school to insu:i. more ‘successful Personnel
f - ull-school yr.|employment in the future. Services
i Individually To provide part-time employment for students
; related to job N, credit who need earnings from such employment to Division of :
| held by student recommended commence, continue,or return to an approved Occupational
: ' vocational education program on a full-time Education
- ; - . basis. Supervision
H * 40~-minute periods .
‘ *% Maximum of 2 units of Regents credit for work experience may be earned over the totai program-
f *%% See-page 3. 5




In order that school adminfbtrators may be informed about the variety
of work experience programs approvable by the Department, this manual
includes brief descriptions of each of the programs sponsored by the
Division of Occupationai Education-Instruction as well as the General Woik
Experience Program, STEP, and Vocational Work-Study Program sponsored by
bureaus outside that Division. For more specific information on a particular
program, writerr telephone the bureau primarilf responsible as shown in the
last column of the accompanying chart. It éhould bé'noted that a school
adminisirator and his board of education may be jointly and severally liable

.in thé_case of injury to a student improperly excused from school to be -

empioyed in an unsupervised and/or hazardous occupation.

-~

School districts granting credit toward the high school diploma to

" students working for a local business or industry under a cooperati&e
~ education ofvwork-gtudy program shoﬁld, therefore, make certain that the
f&llowing requirements are met:
° Students are enrolled in a program which has been approved and
filed with thé State Eduéation Department .
Each ;tudent worker i; in a progtessiye_learning situation which
has been déscribed in ériting.r

Student workers are properly supervised by a qualified coordinator.

All labor laws are being observed.




SOME ADMINISTRATIVE .uw>LiDERATIONS )




SCHEDULING CONSIDERATIONS

Schools planning to initiate or'qontinue cooperative work experience
orograms should become familiar with the following pohéiderations designed
t¢ assure quality programs. In addition to these suggestions and recom-
mendations, school administrators should read the sections pertaining to
occupational education in the latest reQisionsrof the Education Law and
the Regulations of the Commissioner of Education, as well as An Abstract
of Laws Governing the Eﬁployment of Minors iﬂrNew York State. This latter
quiication is.availab}e upon request from the Office of Public Information,

New York State Department ofiiabor, State Campus, Albany, New York 12226.

Scheduling Cooperative Programs

There are a variety of schedhling possibilities oben,to a school
desifihg to initiate a successfpl cooperative-oc&upational education
program. The schedﬁling plén adopted should take int; consideration the
following‘factors thgt will determine the ultimate success of the program:

® The hours when local employers can utilize the services of
cooperative work-study employees

‘The built-in flexibility of the school's master schedule

The availability of qualified staff with adequate time for
related instruction, coordination, and/or supervision

The availability of transportation facilities to assist
students to gét from school to their training stations

The school's willingness to adjust or readjust student
schedules, if necessary, to accommodate individual student
interests and occupational educational needs

The cooperative program will have little or no effect on the school's

schedule when the work experience is programed on weekends, during the

summer months, or late afternoons follo.ting school dismissal. Students are




o

able to participate in a standard classroom schedule of four or five
subjects under these circumstances ggg still maintain reasonable part-

time work schedules. . ‘ 7 o

The following variations in scheduling practices have been used
‘successfully by schools for different kinds of cooperative work-study

programs:

) Released Time Schedule

Student schedules are arranged to. pexrmit early leaving
for afternoon work or for late arrival for morning work.
. Required academic and occupational subjects are scheduled
. so that they can be taken during the time when students are
b . at school prior to leaving for work, or after arriving at
school following work.

) Alternate Days, Weeks, or ﬁonths

This type of scheduling provides for two students being
scheduled for the same job. While one student is working, his
counterpart is in school usually scheduled for two or more
periods of required academic and related -occupational sub jects.
The cooperative work experience group should be large to
effectively take advantage of this type of scheduling arrange-
ment. The advantage of having two students work on a continuing,
nearly full-time.basis on the same job provides for continuity of
learning and a feeling of responsibility to the employer.

e Summer Scheduiing

’ Because of the nature of certain kinds of employment., such
as agriculture, conservation, food services, resort and hotel
housekeeping services, waiter-waitress training, health occupa-
“ tions, building trades, and others, it is sometimes desirable
to schedule the work experience phase of these cooperative work
experience programs during the summer months. This may be part
of a continuing school year program, properly coordinated and
supervised, ‘an extended school year program, Or a registered
summer -school program. Academic and related occupational- subjects
may be taken prior to the work exparience phase, or concurrently
with the work experience phase of the program.

Other Scheduling vVariations-

Innovative scheduling arrangements are limited only by the williagness

of the school and employers to develop cooperative work experience programs

to serve the interests and oEcdbational education needs of the students. {

Q ' 9
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For e;ample, an innovative>mode1 has recently been tested based upon the
typical adult experience in learning to adapt to a new job. It has been
called a micro caree: .odel Becapse the student is first given opportunity
to learn the elementary skills and knowledges for a particular job; he

then leaves school for full- time employment, and subsequently returns to

school to improve, refine, and develop additional skills and knowledges.

This type of inpovative program has particular appeal and advantages
for the potential school dropout since the educational program is open
ended. The teacher-coordinator etays in contact with each student during
the time of full-time employment. The school and educational program
available is not turned off with the fateful decision to quit bchOOl. No
particular change in the school's schedule is necessary if the program ie

designed on a one or two semester basis late in the high school program,

It is important that consideration be given to the scheduling'of
cooperative work-ztudy programs in the early Planning stages of developing
the school's ﬁester schedule. 1In this:way, it is possible to schedule the
academic and related occupationai subjects at a time that will avoid
conflicts for those students who desire to participate in the cooperative‘

-

programs.

Schools interested)in developing innovative or experimental cooperative
work experience programs ﬁay secure helpful assistance by working directly

with the respective bureaus responsible for occupational instruction in the

State Education Department,




’T“?*‘ STAFFING CONSIDERATIONS

Ty
The number of teacher-coordinators needed to supervise a particular

cooperative program will be influenced by the:

(] ﬁumber of trainees participating

® .number and diversitf of occupations involégéNh"

e ‘number of cooperating fraining,establishments

] geographic size and environment of the community

) number of students receiving similar related instruction

° availability of established or regular classes offering
related instruction

° scheduling difficulties for coordinator-conducted related
classes

] amount of group and individual guidance planned

. the fecords'required

° the amount and quality of supervision available from cooperating
employers

° amount of time the coordinator is required to spend outside

of school hours and on weekends

® secretarial assistance provided

It is very important that a teacher-coordinator for a new program be
hired at least 2 months before students are placed in employment. It is

advisable to employ 2 teacher-coordinator on an 11 month working schedule.

Adequate office assistance should be provided to economicallyrconseyve
the coordinator's time. It may be advisable and justifiable to use a
student or students to assist with many of the recordkeeping details, Refer

to the section on essential records and reports for duties of an office

- assistant,

11
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TEACHER-COORDINATOR‘QUALIFICATIONS

The teacher-coordinator has a wide range of responsibilities. He ¢

, ¥

-must be a competent teacher; a public relations man in the school and

community; a counselor dealing with educational, social, occupational, and

personal problems; an administrator who keeps records and arranges

schedules; an evaluator of student progress in the classroom and on the

job.

Personal Qualities

The teacher-coordinator provides an important link between the student,

school, and community. He should, therefore, possess a widéﬂwapiety»oﬁ

personal qualities including:

L

® resourcefulness to locate materials useful to students

® businesslike manner to deal effectively with community and

school personnel

e tact and patience in dealing with problem or unique situations
and with the difficult student or placement situation

and activities

o administrative ability to organize personal and student time

‘e enthusiasm to inspire the unmotivated student or potential

employer

As a classroom teacher, the successful teacher-coordinator must-

demonstrate ability to command the respectrof the age groups with which he

will work, be adept at project~type teaching and able to plan assignments

for individual students.

-~

Flexibility is a key word in being willing to

teach what is needed when it is needed, both in and out of the classroom.

In addition, the teacher-coordinator should be able to project himself into

the situations confronting his students, understand ‘and empathize with his

students, know well what he is tedching and how to but it across in order

12




to capitalize on the students' desire to learn in the classroom as well

as on the job.

Good physical health, mental alertness, and emotional stability are
musts. Personal contact between the coordinator and his various publics,
including job supervisors, parents, school authorities, feliow facuity
qembers, students, prgfessional assoéiation members, calls for footwork

and travel.

Professional Preparation

Professional preparation should include appropriat; technical courses
and practical experience with meaniﬁg}ul content which can become the
basis'for effective classroom instruction. Details on professional
preparation for certification of the teacher-coordinator of occhpational
work experience programs may be obtained from the Division of Teacher
Education and Certificgtion, State Education ﬁepsrtment, Albany, New York
12224.' They include provisional or permanent certificate for teaching
industrial arfs or an occupational subject plus six semester hours of
collegiate~-level study in the organization and development of cooperative
programs in'a program registered and/or approved by the Department and
including the equivalent of 1 year of experience in an appropriate occupation

subsequent to high school graduation. Additional sﬁecific qualifications

can be found under each field description of the program in this publication.

Occupational Experience

Varied occupational experiences will help the coordinator to think in
_terms of the employee and to talk in the language of the employer. This

ability usually comes only from close association with those in the field.

i




Work experience background also nelps to develop an understanding of

desirable employer, employee, and school relationships.

In summary, qualities that make a successful teacher-coordinator

—

include ability to work harmoniously with many groups, drive and
personality, emotional stability, physical stamina, administrative
ability, depth in subject matter, abiiity to teach youth and adults,

and flexibility to meet constantly changing situations.




PLANNING COOPERATIVE EDUCATION PROGRAMS

Planning Within The Community

It is desirable in initiating a cooperati;e education program to
investigate and plan in advance with members of the community, school
officials, students, and parents. A steering committee, composed of
influential persons in the business, industrial, and labor community,
can meet for an orientation or briefing session, When members of such
a group share in determining féasibility and pianning, there ig likely
to be agreement on policy and procedures once the program is under way.
Favorable decisions from this meeting result in:'

e uction by the community groups and organizations expressing
their desire to participate in this educational program

o formal action by the board of education authorizing a
cooperative occupational education program in the school

e appointment of an advisory committee of local employers
and business leaders

® employment of a teacher-coordinator, if one has not already
been engaged, and formulation of an official statement of
his duties and their time allotment

e development of related curriculum and identification of
experience opportunities for each area of instruction

Planning Within The School

School personnel are an integral part of a successfui cooperative
work experience program. Proéram activities that will involve students,
personnel, and school procedures are planned prior to program implemen-
tation, An.administrator or coordinator should develop & plan for:

e outlining the program with guidance counselors

¢ determining procedures for selection, placement, and counseling
‘of students

-




developing standards for enrollment and performance realistic
in relation to community occupation demands

carrying out special student program planning policies
transporting students to and from their work experience locations
providing adequate and flexible instructionalrfacilities

orienting the ictal faculty to the values inherent in the program
o informing students of the work expéfience plan

° determining the degree of student interest

The coordinator will need an opﬁortunity to discuss the program with
paronts of students who wish to participate. In some cases, the coordinator

may be available to assume responsibility for many of the activities mentioned.




PROVISION FOR RELATED INSTRUCTION

Cocperative programs should be organized to provide related
instruction. Related instruction may be arranged to p;ecedo a~ploy-
meht, to opefate concurrently, or as a combination of both. The

coqrdinator plans for articulation between the work experience and
related instruction so that:occupational theory, employability, and

guidance are relevant to the student. No single arrangement of

related instruction will suit all types of programs.

In cooperative programs irvolving office occupations, the related
instruction includes such regular subjects as bookkeeping and accounting,
shoxehand, machine transcription:':nd office practice. These subjects
are usually given prévious to the per::d of employment and by other
bueiness education teachers. Distributiv: occupations related studies
emphasize skills, habite, attitudes, and technical knowledge that will
help the student deal with people. Related instruction, in this

instance, is taught previous to and/or concurrently with work experience

by .the cooperative coordinator.

Whaere students are eh:olled in a full~time occupational training

program that also includes appropriate work experience on the job, the

related instruction may be conducted in the regular occupational class~
room by the full~time instructor. Thesa programs may be closely super-
vised by the regular occupational instruétor outside of school hours or

by a cooperative coordinator during school hours.




Interdisciplinary cooperative programs, which involve a variety
of occupagions, generally include from one to teﬁ periods of related
instruction per week, This may deal with employability, general
informltion, occupational theory, guidance, and other job-related
instruction., The coordinator may arrange for individual study and
group -instruction when the need arises, Study guides and other
curriculum materials are available for use in many types of coopersative

programs,

18
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GRADE PLACEMENT AND CREDIT ALLOCATION

E

Placement of a strientvinra cooperative work experience program is
depehdent upon h;s leéal agerand readiness. A student should, obviously,
want to participate in part-time work experience and fully understand the
restrictions it may plaée on his other school activities. Student readiness
can also be judged by his attitudes toward a jud and willingness to meet

the demands of an actual employer.

The minimum legai age of the various occupational work experien:e
programs is specified on pages 4-5 of this manual. Additional legal
considerations are also presentéd in the section entitled "Legal Consider-

ations."

ijically, cooperative work expeiience is scheduled during the 11lth
and/or 12th grades as the student acquires job skills essential to entry-

level employment. A student, however, may be placég in a cooperative

e

program below these grades when he meets. the minimum age for part-time job
placement and such work experience represents a means of motivating him to

further learning.

PR

Credit Allocation

The table below summarizes the credit a student may earn for related
instruction. This is the instruction provided through formal classroom
sessions devoted to the development of occupational skills and/or general

information pertaining to empioyability. (See section entitled "Related

Instruction.)
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Related Imstruction
Credit
(Per Year)
No. of 40-minute
Class Sessions Weeks T Units
Per Week -

1 36 : 0
2-3 * 36 £

4-5 * 36 - 1

8-19 * - 36 2

*With equal out-of-class preparation

In most of the work-experience programs, students may also earn
PR o
one unit of Regents credit for each 300 hours of on-the-job supervised

wock experience. (See pages.4=5.) Two units of Regents credit, however,

are the maximum allowable graduation credits that may be earned for the

work experience phase regardless of the hours 'accumulated or years spent

in the program.
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FACILITIES FOR DIVERSIFIED PROGRAMS

Where students from several major areas of occupational_educétion
X

are grouped together in a work experience progfam under a work

expeéience coordinator, the program is considered to be diversified

for purposes of related instrucpion andtéupervision on the job. With
this fype of cooperative program, students with similar career goals
should be able to study togethef during thé related classroom activities
and study periods. .This calls for classroom facilities designed for

- individual study as well as small group learning activities.

The fécilities shown on pages 22, 23, 24, and 25 are suggestive
only. Each school will have specific ideas as to the most desirable
classroom design and laynut. There is no one best classroom design
for diversified work experience programs. Each school is unique in its

approach to the design of an ideal classroom for this type of program.

Adequate facilities, however, should be available for reference
books, magazines, pamphlets, and the use of audiovisual equipment.
It is also desirable to have a small conference room and independent
study carrels where students can work without interfering with others
in the class. A cosrdinator's office and workroom is an extremely

desirable feature.
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LEGAL - CONSIDERATIONS
. ' \

' .
Students in cooperative work experience programs come under a variety
of laws, rules, and regulations from Federal, State, and local governments.
Wage and hour laws are subject to change, and the most current information

is available from: .

New York State Department of Labor

Albany Rochester .
Binghamton Syracuse
Buffalo Utica®e——
Hempstead White- Plains

New York City

U.S. Department of Labor

Bronx Hempstead
Brooklyn New York City
Buffalo Syzacuse

Information on wages and hours is available without charge in two
booklets entitled "How the New York State Labor Law Protects You" and "An
Abstract of Laws Govgrning the Employment of Minors in New York State.”
For copies, write to the Office of Public Information, New York State
Department of Lat;or, State Campus, Albany, N.Y. 12226. While New York
State labor law standards are generally higher or more restrictive than
Federal laws, information on the United States Fair Labor Standards kct is

available in Bulletin No. 101, A Guide to Child-Labor Provisions; Walsh-

" Healey Public Contracts Publication 1007, Employment of Student~Learners;

Walsh-Healey Public Contracts Publication 1257, Occupations Particularly

Hazardous for the Employment of Minors.

The following general information is presented as a guide and subject

to interpretation for specific occupations and circumstances:



Age Type of Occupation

School Days Days

Nonschool

Boys 12 and Newspapers
over Harvesting.berries,
fruits, & vegetables

Boys & Girls
14, 15

Stores, officesy etc.

No factory production

No constant standing
for girls

Boys & Girls | Factory work -(no

16 hazardous except
for apprentice and
cooperative program)

Boys & Girls | Factory work
17 (same as above)

3 hrs. before

8 hrs.

23 hours after
school (18 hrs.
in interstate),
40 urs. vaca-

tions
18 hrs. after
school® 48 hrs.
vacations

8 hours
6 p.m.

8 ﬁours *

8 hours 48 hours

* Girls 16-21 may not work after 10 p.m. and before 7 a.m. without special permit,
Boys 16-17 may not work after midnight and before 6 a.m......
Longer hours per day are possible under special conditions.

Legal Forms and Records

Social Security

Application for Employment Certificate
(Working Papers)

Parental Consent

Record of Attendance

Account Number needed when applying
for working papers - student should
apply through local Social Security
office.

Needed by nearly all persons under 18
years of age for employment. Student,
employer, doctor doing physical exam-

- ination (if proof of examination within

6 months is lacking), and the school
complete form. Contact guidance or
attendance person in local school.

Needed to cover student's travel to
and from educational program during
the work experience. Contact local
guidance or attendance person.

Absences in supervised cooperative
program reflect same application of
educational attendance regulations
as regular school program.




Legal Requirements for Trainees *

-

All legal requirements f;r employment and. t;ai'ning which apply to
students enrolled in cooperative occupational education programs must
be known to the program coordinator. He nmét familiarize himself with
employment certification, wages and hours, social insurances, responsi-
bilities of the local school as well as prohibited and hazardous occu-

pationsf

A student general employment certificate is requir;d fo;:' students
between 16 and 18 years of age. It is valid for work in a factory or
any other trade, business, or service. Student nonfactory permits may
be issued to those 14 or 15 and may be renewed at age 16. Purther
information and procedures should be available at the school which the -

student is attending.

Certain workers are excluded from unemployment insurance protection

and may not be covered under any circumstances. These include students

in regular attendance at a daytime school and working under a cooperative

occupational education pregram.

Workmen's compensation is payable for injuries on-the-job which
result in loss of more than a week's work, work at lower wages, or permanent’
disability. Medical benefits are payable regardless of loss of time,
Double indemnity is mandafory if a\minor (less than 18 years of age) is
injured wt;ile working in violation of the Labor Law, an Industrial! Code

Rule, or the Education Law.

* Laws Governing Employment of Minors in New York State (January 1970)
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The New York State Minimum Wage‘iéw provides that all employees in
‘the State, with certain specified exceptions, must be éaid the current
minimum wage. To prevent curtailment of employment opportunties, the
;ége orders also contain provisions concerning lower rates for learners.
Frequently, revised minimum pay regulations permit an employar to apply in
writing to an appropriate supervisory industrial investigator in a Labor
bepartment division office for a ceftificate aﬁthorizing employment of a

" limited number of youth under 18 years of age at a wage less than the

current minimum rate.

All places governed by the Labor Law must be operated and conducted
S0 as to provide adequate protection to the lives, health, and safety of
all employees. Regulations implementing provisions in the labor Law are

to be found in the New York State Industrial Code Rules.

Young people may not be employed at certain occupations and in
specified industries involving use of dangerous machines and procedures.
Thg occupations prohibited depend on the age and sex of the minor involved.
Certain Pederal hazardous-occupations orders prohibit the employment of
minors under 18 engaged in interstate commerce.** However, it should be
determined which State and Pederal restrictions are waived for student-

learners enrolled in recognized occupational cooperative training programs.

Hours of employment for students in cooperative occupational education
programs should be agreed upon with the employer. Determining factors are
available time for high school students, legal limitations within the 24

hours of the day, and total hours per week.

**J.S. Dept. of Labor (Bulletin), Acts, etc.

29




ESSENTIAL RECORDS AND REPORTS

Records and reports play a vital role inhplannlng, establishing,
and maintaining a well-structured program designed to develop the full

; potential of each student involved.

The following forms are categorized according to function. The
list is not meant to be all-inclusive. Selection and utilization of
reports should be determined by the local school. Individual educatlénal

agencies may wish to select just a few of the reporés and design additional

records to fit their individual needs.

RECORDS AND REYORTS

Function Record or Report Use
M
Student Application Form To be filled out by the
student wishing to partici-
pate in the cooperative work
experience program. Pro-
vision should be made for

parents' and the guidance
counselor's approval.

Planning Release Time Application Prepared by the student
desiring dismissal from
classes to report for work
at an upproved training

station.

Operation Job Opportunity Card Used by the coordinator to
maintain a file of job
opportunities.

Rules for Employees Guideposts for the student

to help him avoid the pit-
falls sometimes encountered
on a first job.

On-the-Job'Training Plans Contains detailed work exper~
ience; to be used by both
employer and student.




Records and Reports Continued

Function Racord or Report

Use

Weekly Time and Salary
Record

Combined Time and Salary
Sheet

Employer Job Rating Sheet

Coordinator Visitation
Report
Public Annual Summary
Relations
Evaluation Evaluation Form

Followup Questionnaire

Prepared by student worker,
signed by the employer, and
returned to the teacher=-
coordinator.

Monthly report of all studenés
involved in the cooperative
program.

.To be used by the employer

in.evaluating student worker
on-the~job performance.

May be prepared on a monthly,
quarterly, or semester basis
to provide a visual summary -
of the extent of supervision
provided to student workers
by the teacher-coordinator.

Provides information and
publicity; used to strengthen
school-community relations.

Checklist to measure effec~
tiveness of program and to
help insure constant revision
of program where needed.

Used to obtain valuable infor-
mation about graduates of the
program.
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FINANCIAL POSSIBILI'TIES

Cooperative occupational programs which provide a planned rogressive
on-the-job work experience consisting of 300 or more hours of meaningful
learning that will contribute materially to occupationaiqggmggggpce com~-
bined with formal academic and rei;ted occupational instruction may, under

approved conditions, be eligible for some financial assistance.

Programs shouid be part of a long-range regional and area plan; should
be developed with the assistance of an advisory c0mmi£tee; should be
developed in cooperation with employment agencies, labor groups, employers
7and others who can contribute to identifying needs and suitable jobs for
trainiﬁg; should be supervised by a qualified teacher-coordinator or
coordinator; and shou{d insure that quality instruction is considered a
joint responsibility of both the school and the employer by providing that
written training agreement; be developed which a}e signed by the employer
and the educational agency or agencies providing the acadeqic, occupational,

and related instruction.

Educational agencies interested in offering cooperative occupationsl
programs which may be eligible for financial assists.ace should write or
telephone the Division of,Occupational Education Supervision for the latest
information on policies and procedures for submitting program proposals for

cooperative occupational education programs.

Information perfaining to occupational programs which may be eligible
for financial assistance is contained in a publication entitled "Gaidelines
for Developing Program Proposals in Occupational Education," available from

the Division of Occupational Education Supervision, State Education Depart-

ment, Albany, New York 12224,




The follow.ng financial forms are
for financial assistance:

Program Description

Federal Program Budget

Monthly/Quarterly Request

Budget Amendment

Final Claim

used in submitting an application

Form VEA 100
Form FA-10
Form FA-25-AP

Form FA-10-A

Form FA-10-F
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PAFulToxt Provided by ERIC




COOPERATIVE AGRICULTURAL EDUCATION

Description

Agricultural education in the secondary schools is a systematic

educational program designed to provide students with skills and
competencies needed to succeed in both on-farm and off-farm agricultural‘
occupations. fhe most successful preparation for employment in agri-
culture involves a supervised occupational work expefience program. Some
students preparing for careers in production agriculture will £ind it
necéssary to obtain occupational experiénce on farms cther than their own.
' Those preparing for employment in off-farmlagriculture occupations will
.find it desirable to participate in agricultural businesses in the
community. Teacher~coordinators and administrators are challenged to
work with agriculture businesses to develop occupational experience programé_
that are of maximum benefit in terms of learning. To meet this challenge

they should be aware of several unique characteristics of work experience

in agricultural occupations.

Program Planning

Agriculture 1onlves the biological factor of plant and animal
growth. Many jobs and skills cannot be performed on a pre~set schedule
due to this factor. The situation of working with living organisms may
require special scheduling and planning. A student may have to work beyond

the normal workday to gain necessary supervised experiences.

Many jobs and skills may be learned only during certain seasons or
time periods during the year. Growth patterns of crops and livestock

create exposure to and practices in certain skills during given times of




the year. This seasonal nature affects both those jobs which are directly

connected with ﬁroddction and management and many jobs of a supportive

nature. Market and consumer demands create seasonal opportunities for

experience as exemplified by the retail horticultural occupations.

The businesses serving

as training situations are Basipally small,

single proprietor or family-owned businesses. Thus, there usually will

be only one trainee per business. This would create a geographical

spread of work stations which might affect supervisory plans and schedules.

Physical handicaps of the student may cause problems of successful

performance in some agricultural jobs. Also, there are several agricul=~

tural occupations which are

Students, 14 years and
occupations after receiving
® Operating, driving,
including attaching

engine is running

Operating or riding

Operating or riding

denoted as hazardous jobs,

A

older, may work in the following hazardous
prescribed training:

or riding on a tractor of over 20 hp.

or detaching a PTO unit while the

on a self-unloading wagon or tractor

on a dump wagon,.hoist wagon, fork lift,

rotary tiller, (except walking type), or power earth-

moving or trenching

equipment

Operating or unclogging a power driven stationary baler, hay
" conditioner, corn picker, forage harvester, or vegetable

harvester

Operating, feeding,

or unclogging a power driven stationary

baler, thresher, huller, feed grinder, chopper, silo filler,

or crop driegﬂ

Feeding or unclogging a roughage blower or auger conveyor

A student may obtain an exemption certificate for these jobs by

completing préscribed training either in the related inschool instruction

or in a special training class. A training outline defining the minimum

hours of instruction is aesignated for either teaching situation. There
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are certain agricultural jobs which students under 16 are not allowed to
work at even with prior training. The "Guide for Implementing the Amend-
ments to the Federal Hazardous Occupations Order - 29CFR, Part 1500 E-1,

Section 1500.71" should be reviewed prior to placement.

A problem may arise when a student desires to fulfill the work
experience requirements in a business owned by his parents or guardian.
Every effort should be made in planning, implementation, and supervision
to assure that diversified experience is involved. This program is not
designed to allocate credit for work experience that is composed of daily

routine chores.’ - N

-

In many areas of the State, there will be a need for cooperatién
between a local agriculture program and an area center occupational pro-

gram to prevent'competition for placement in the same jobs.

Activities .
Work involving hazardous agricultural occupations or special learner
wage rates usually requires written agreements and keeping of specific
records. The need for épecial records should be invéstigated prior to
placing a student on the job. There are additional records that a student
would need to keep if he plans to be involved in the award activities of a

youth ieadership development program.

Many jobs in agriculture are performed outdoors. Both the student
and the coordinator should consider the characteristics of outdoor

occupations. Seasons and weather have a great influence on the type of

work that is done. Also, clothing requirements will vary considerably




according to season and weagher. People allergic to dust, pollen, Or
animals should consider seeking areas of agricultural emplc&ment favorable
to their health. Locating workers in remote areas of farm or forests may

take additional time.

The size of business may provide a job which requires performance of

a sequence of diversified skills,'rather than one or two which are repeated

daily. COnaersely, there are jobs which involve repetition of specific

skills. The diversity of required skills may have an impact on the related

instruction.

Supervision and Evaluation

The occupational work experience program may be supervised by a part-

time teag@er-coordiﬁator or a full-time coordinator. The coordinator

e -

should v151$ 3he'tra*n1ng station at regular intervals and other times as

DN e v‘

needed. Dugi;g these.visits,the student is observed on the job, and con-
ferences are held wf%ﬁ the employer and student. It is important for the
coordinator to relate té the class or teacher new experiences and problems
he has encountered at student job stations. The coordinator and employer
are responsible for providing the student with reinfo;cement and feedback
for his actions. The success of a program will hinge on the activities

of the coordinator and periodic evaluation in terms of:heeting program

objectives. . L \

\,

i

\
The Bureau of Agricultural Education has ‘information and consylting

i
services available to a school planning to begin cooperative agricultural

education.




COOPERATIVE BUSINESS Aﬂ!‘hﬁEiEE EDUCATION

Description

Cooperative programs in business and office education provide
a combination of cléssroom instruction and on-the-job training to
develop vocational knowledges and understandings and competence in
office skills. These programs are intended to prepare the student
for initial employment and  for advancement on the job. Given prior
to the time of employment at a training station, thg preemployment
instruction includes courses such as typewriting, shorthand and
transcription, bookkeeping and accounting, office machines operation,
and automatic business data processing. During the time of training-
station employment, the student's classroom work usually includes
directly related instruction such as clerical-office procedures;

calculating, duplicating, cory reproduction,and transcribing machines;

filing; recordkeeping or bookkeeping; and business.correspondence and

other forms of oral and written communication.

Typically, students are placed in trainiqg stations during their
senior year or during the summer period directly preceding the senior
year. For some students, however, cooperative work experience may be
scheduled early in their secondary school program. This may be especially
true of students who are dropout prone and who could benefit from early
exposure to an actual job. The work station should provide a variety of
activities which integrate and externd the learning experiences achlieved
through previous classroom instruction or from concurrently scheduled

classes.
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Typical Related Instruction

JOB OBJECTIVE INSCHOOL INSTRUCTION

Automatic Data Processing| Automatic Data Processing

Occupations 1 or 2
Bookkeeping/Accounting Recordkeeping
Occupations or i
Bookkeeping and Accounting
1 or 2

-Office-Clerical Occupa-
tions :

Office Practice 1 or 2
or

Recordkeeping
or

Machine Transcription

Stenography Occupations Secretarial Practice
’ or
Shorthand II and Trans-

cription

The related subject, scheduled on a single or double=-period basis,
will provide the ;pyortunity for the office experience teacher-coordinator
to assist the student with new experiences .or difficulties encountered on
the job. In an interdisciplinary work experience program, related instruction
may consist of oniy one formal class session per week where the work

experience coordinator deals with general problems, job attitudes, and

ﬁreparation for school-job transition.

Cooperative work experience in office education should be directed by
a éualified business teacher-coordinator. Carefully selected training'
stations in business of{ices expose students to optimum working conditions
in s posigive learning climate. The cooperating business employers agree

to provide a variety of job experiences that will develop flexibility and

prepare the student for mobility once he enters the world of work.

Students



apply and extend their knowledges and skills in a setting that requires
interrelationships among various office functions and the social inter-
action of a "live" job. The student experiences exposure to new
machines, supervision by an actual employer, and the dynamics of a

functioning office.

Many boys and girls do-not learn easily on the abstract level. They
do, however, learn more readily and with enthusiasm when they see theory
A\ !
in operation and have the opportunity to practice what they are learning.

A cooperative part-time job thus becomes a laboratory where the student

applies many of his school subjects and sees their meaning and importance.

Program Planning

Cooperative office education should embody the following factors:

® Business officés providing varied experiences relating
to the student's job cluster

® Employer-school planning that will assure each student a
varied on-the-job learning experience related to his job
objective

e Coordination between job and related classroom learning

e Periodic evaluation of job performance by the employer
that provides feedback for inschool program improvement

e Maintenance of records and reports relating to hours of
employment, appraisal of job performance, earnings,and
other pertinent matters relating to the operation of the
program
Activities
Students who have had initial preparation for office employment and

who seek to integrate and extend the classroom experience are eligible

for admission into the program. Students are paid the minimum wage for
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comparable office employees, are entitled to benefits under the Social
Security Act, and are protected by workmen's comp.nsation. Students are

not eligible for disability benefits or unemployment insurance.

The Administrative Handbook for Business and Office Education
suggests a number of curriculums and sequences involving office work

experience.

Supervisicn and Evaluation

The coordinator of a part-time'work experience program plays a major
role in the sucﬁess of the program. If he is both a classroom teacher and
coordinator, he has the advantage of bringing pack to the classroom problems
and new experiences students encounter on the job. Thus,he has the important
missioﬁ of filling in gaps in students' occupational preparation that are

nbserved as the student encounters his first real job.

If the work experience coordinator is supervising a varied group of
students with respect to job objectives, it is his responsibility to relay
to the classroom teachers the insights gained by talking with students on

the job and conferring with their employers relative to their job performance.

Cooperative work experience thus provides the opportunity for remedial
action by the related classroom teacher that will make students function
more effectively on the job. The student has the advantage of a supervisor
deeply interested in his job success and in remédying shortcomings in his
job performance, attitudes, and skills. The success of a program, therefore,

is directly related to the effectivencss of the coordinator as a liaison
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person between the student and his temporary employer, -

The Bureau of Business Education will be able to supply a variety of
helpful hints to school administrators or coordinators who are about to

embark upon a program of this kind

5
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COOPERATIVE DISTRIBUTIVE EDUCATION

Description

The cooperative work experience iq Distributive fducation covers -
both sales and sales-supporting occupations in retail and wholesale ‘
businesses, Tgis type of learning experience is valid and appropriate
for students in local sch&ols and area occupational centers under any

of the following circumstances:

e Students enrolled in a subject matter course, such as
Distribution 1 or 2, participate in a cooperative work
experience to reinforce, refine, and expand the subject
matter studiéd in the classroom.

e Students have an interest and aptitude for distributive
occupations and learn entry-level and exploratory skills
and knowledge during the cooperative work experience with
classroom activities primarily concerned with work and
job attitudes. ° ’

e Students obtain product or service knowledge from another
occupational subject area (Office, Agriculture, Home
Economics, Trade and Industrial) and enroll in a Distrib-
utive Education program with work experience wien their
career objective is marketing oriented.

Most siudents in Cooperative Distributive Education are enrolled,

or have already taken, regular vocational courses where they have

learned about such topics as salesmanship, merchand{sing, retailing,

advertising, display, buying, cfedit, channels of distributioﬁ, and
managementwé;océéures.‘.Since Distributive Education encompasses a
diverse cluster of occupations, there is a range of skills, knowledges,
and understandings required for entry-level positions. The service

occupations for Cooperative Distributive Educatfon include a variety of

"sales, sales-supporting, and management occupations in retail and whole-

sale businesses in the following clusters, or categories, as identified

by the United States Office of Education:
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Advertising Services Hardware, Building Materials,
Apparel and Accessories Farm and Garden Supplies,
Automotive and Petroleum and Equipment
Finance and Credit Hotel and Lodging
Food Distribution Home Purnishings
Food Services Insurance
Poreign Trade Real Estate
General Merchandise Retailing (General/Misc.)
Transportation
Wholesaling (GeneralMisc.)

Program Planning

One of the first determinations to be made involves the question
of employment needs and trends, both locally and regionally, and infor-
mation about the type of Distributive Education preparation that is
currently available within a region. Employment projections through
the 1970's indicate an 18 percent statewide increase for employment in
distributive occupations. This increase can be correlated regionally
within the State'where there are reasonably large urban and suburban

population centers.

An advisory group of businessmen and educators should be identified
to develop guidelines and general program objectives that are mutually
agreeable to the school and the businesses. The classroom experiences
and business experiences need to he summarized and understood py this
group so that all participating persons with advisory or program planning -
responsibilities understand the advantages as well as the limitations of
a cooperative endeavor. Guidance personnel should be involved in planning,
either as observers or participating members, as well as parents and

students. 1In addition, small and medium-sized retail and wholesale

businesses should be consulted, since over 50 percent of student work

experiences are in these types of businesses.




Administrative policy determination and support in the planning
process is important in the esrly development of program degign if
the educationel objectives are to receive full emphasis and priority.
Progrem review,; evaluation, and supervision are items that will need

careful consideration at both the planning and implementation stages.

The student's cooperative work experience is planned and supervised
by the school's coordinator and the student's employer. Since the edu-
qational objectives of the student are primary and the financial return'
of secondary importance, the work experience must contribute concurrently
to beth the educational and occupational plans of the student. A student
must not be limited by the coordinator or his employer to a gingle,
repetitive experience for loné periods of employment, Rotation of
students is encouraged either within the same business or at different

retail and wholessle locations.

Each student should be involved in planning an educational and
cooperative work experience that is meaningful and beneficial to himself.
Counseling by the coordinator, who has knowledge about the student's
preparation, interests, and capabilities, is important. ‘A training
agreement that involves the student, the teacher-coordinator, and the
empioyer contributes to the occupational preparation process, and one

should be developed and used for each participant,

Classroom activities should include specified times to discuss

problems and difficulties that work experience students are encountering
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on the job and these situations should be structured as a group learning
activity whenever possible. The student's work experience can be used as
a basis for exchanging information and knowledge with other students who

may be employed in different types of distributive occupations. -~

The teacher-coordinator has the opportunity of knowing a student
under completely different circumstan:es than the pupil-teacher relation-
ship that exists in a classroom. Individual occupational counseling is
possible through more valid assessments of a student's capabilities and
potential during the classroom, counseling, and cooperative work experi-

ences.

Supervision and Evaluation -

Since Cooperative Distributive Education is an educational program,
responsibility for supervising the program is with the educational agency.
Supervision involves cocrdination of both the program and the students,
often outside of regular school hours. Some of the major responsibilities
of the coordinator are:

Locating desirable work stations

Explaining the program to prospective employers

Attending business association meetings

Periodically visiting employers where students have
been placed for conferences about student progress

Maintairing records 'and observing legal requirements

Providing information and identifying concerns and
problems to the school administration

Counseling of students in the program

The students working in the éodberative program should be considered
as another class assignment for scheduling purposes, and under normal

conditions the coordinator will be able to see each student's employer

every second or third week. When the coordinator is not the student's
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classroom teacher, provision for an interchange of cooperative and class-

room information is necessary.

The teacher-coordinator needs to plan his work and schedule appoint-
ments to use his time efficiently. As part of the coordination and super-
visory activities, a dinner or evening program should be arranged that
will provide recognition to students and employers who participate in the

cooperative program.

Consultative services are available from the Bureau of Distributive

Education to assist in planning, implementing, and improving Cooperative

Distributive Education programs.
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COOPERATIVE HEALTH OCCUPATIONS EDUCATION

Description

Cooperative programs in health occupations educatioﬁ couple classroom
instruction with on-the-job training to promote student development éf
occupational knowledges, skills, attitudes,and job comprehension necessary
for competent performance as health or allied health employees. If the

ultimate job goal is in a licensed occupational field, a minimum number of

hours of on-the-job training and specifications of the employment situation

may be mandated under conditions of licensure. However, if in a noﬁliéensed
occupational cluster, suggested time and conditions of employment may vary
widely in relation to the training objective expected outcoﬁe. In either
case, programs in cooperative health occupations education are intended to

prepare the individual for initial employment,for advancement on the job,

and for further specialized study.

Spmaer

Employment opportunities are available at all levels of the rapidly
expanding health and allied health career ladder, with potential for both
horizontal and vertical mobility. Boys as well as girls are encouraged to
pursue occupational training in this field, as the demand is great for both

male and female health and allied health workers.

Among the health occupations fields in which youth may receive training
at the aide, assistant,and professional support levels, are-medical and
dental laboratory assisting, medical supply'assisting, mental health

assisting, environmental health assisting, nurse assisting, home health

assisting, medical therapy assisting.




Program Planning

The many suggestions included in‘preceding sections of”EﬁEﬁbublication

will guide local planners in developing an effective, cooperative health

occupations education program or incorporating health occupations training
in a diversified cooperative occupational education program. Cooperation

is an essential element in planning, scheduling, supervising, and evaluating
the program. The employer, coordinator, members of the teacﬁing team, and
the student all share-in the development of a unique training plan for each
student. As the occupational goals of each student are determined, his
performance potential should be carefully examined in relation tc the degree
of complexity of function and responsibility of the particular health
occupation or health occupations cluster in view. This practice will
encourage success and tend to increase student and employer sgtisfaction.
Hggh achlevement may warrant transfer to a more complex situation with
expanded occupational goals. Depending upon the nature and operation of

the cooperating institution, business, or agency, on-the~job placement may

occur during the day, late afternoon and evening, or on weekends.

Student employment locations thould be carefully selected to provide
exposure tc positive learning experiences in a real work setting. Among the
wide variety of potential health and allied heslth empl oyment situations in
communities are clinics, doctors' offices, medical centers, health labora-
tories, Red Cross units, social and family service agencies, public and
private nursery schools, day care centers, sanitariume, nursing and rest
homes for the aged, centers for the elderly and handicapped, rehabilitation
centers, summer day camps, boarding camps, centers for handicapped children,

resort centers, hospitals, children's homes, retirement communities.




Cooperating health industry employers assist in.developing the training
plan and.agree to provide a variety of experiences to contribute to the
student's breadth of training and potential mobility Ln.future employment.
The student should have opportunity to become iqyolved in all possible
regular and incidental »esponsibilities associated with the performance of
a partic;la; job. This experience provides opportunity for student appli-
cation, evaluation, and the extension of the concepts, understanding, and
skills gained through previous class instruction and laboratory practice,
and for development of positive habits, relationships, and attitudes toward
work. While prime attention is focused on trainee acquisition of minimum

skills necessary to successful job performance, all possible avenues to

excellence and advancement should be encouraged‘during this cooperative

venture.

Some concerns which pértain particularly to the development of programs
in the health occupations field include (1) conditions of licensure for
selected occupations, which may govern standards of facilities and super=-
visory and teaching staff, (2) regulations governing the registration of
certain items of equipment such as X-ray machines, (3) specialized contracts
with certain types of employing agencies, (4) special protective arrange=~
ments such as malpractice insurance, (5) physical examination as a pre-
requisite to enrollment, and (6) chgice of student uniforms in relation to

those of potential employment situations.

Activities
Prior to placemer: in an employment situation, instruction may focus on
such concepts as the wc.ope of employment opportunities in health and allied

health; organization of health and medical care units; the health care team;
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relationships involved in health occupations, asepsis, and prevention of
infection; safety and acident’ prevention; body structure and systeins;
nature of clients; psychology of patient care; selected emergency, regular,

and specialized patient care procedures.

) \
During the period of employment, the work situation should provide a

variety of activities which integrate and extend the learnings acquired
through previous class instruction and laboratory practice, and promote

the development of new and related skills. Cooperating health industry
employers agree to assign gradually increasing responsibility to the student
employee which will effect full exposure tp’the range of task assignments
expected of a regular employee. The student experienéés interaction &EEP
regular supervisors and employees in the normal performance of job assign-
ments, the regularity of reporting and leaving at specified times, the

social relationships of relief periods an& related activities. He has
opportunity to function as a part'of a team effort where appropriate to

the job. This combination of experiences provides meaningful realism to

his training objective. Classwork during this time may focus on directly
related instruction such as appropriate use of specialized equipment}
performance of procedures unique to the situation; central supply and dis-
tribution technique; laboratory anq clerical procedure; worker attitude,
adjustment, and advancement; management of personal and employment resources.
If a part of a diversified program, related instruction may include as few

as one or two class sessions per week when the coordinator deals with general
problems, attitude development, and preparation for the transition from school

to work.




|

Supervision and Evaluation

The training plan should include specific provision for supervision
and evaluation of student performance. Supervision is a shared respon=~
sibility of the coordinator, the employer, and the health occupations
teacher if available to the program. When licensed occupations are
involved, unique rggulations governing the qualifications of supervisory

staff and the nature of the supervision may prevail.

Evaluation of student performance and progress toward occupational

objectives is of utmost importance. Such appraisal will indicate the

degree to which the student can be expected to function independently

on the job, and pinpoint tbose concepts, skills, and attitudes which

need further development through study, practice, or discussion.
Opportunity for periodic conferences between the student, agency personnel,
and the coordinator to assess and discuss progress is important to this
phase of the program. Various devices for self, employer, coordimator,

and teacher evaluation of student progress may be utilized effectively,
such as rating scales, checklists, task and performance charts, time and

wage forms, others.

The Bureau of Health Occupations Education will provide assistance
to school administrators or coordinators who are considering the
development of a program in cooperative health occupations education or
a diversified cooperative occupational education program involving health

b
occupations training. !
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COOPERATIVE !'™E ECONOMICS EDUCATION

Description

The cooperative phase of tréining provides opportunity for the
stud:;t to become involved for a continuous period of time in the full
spectrum of responsibilities, regular and occasional, attendant upon a
particular job. Each assiénment is cooperatively planned and supervised
by the teacher and the supervisor or director of the employing establish-
ment. A student is placed in a work situation where he applies, tests,
and extends skills and knowledge learned in class <instruction and labora-
tory practice and has opportunity to develop favorable work attitudes,
habits, and relationships. Various stations or tasks are rotated at
apprOpriage times for maximum student benefit in order to increase student
awareness of the total job picture and the place of each employee in the
operation. The student becomes a part-time worker, performing job
ééSponsibilities for which he receives compensation. The cooperative
program motivates and provides opportunity for student involvement in the

working world. -

Program Planning

Trainees should be persons who will profit from training in the
particular field. Selection should be based on personal qualifications,
interest, and general educational background. Desirable qualities to
look for in potential trainees for each of the HEOE curriculums are:

) Child Care Servicés: genuine interest in children, understanding

of children's behavior, sensitivity to cleanliness and sanitation,
ability to read and interpret written direétions and books for

children, ability to use acceptable English, dependability, soft-
spoken, sense of humor, resourcefulness, patience, cheerfulness
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Clothing Services: aptitude in use and care of tools, ability
to follow directions, muscular coordination, metics:'ous work-
manship, sensitivity to color and line, suitable grooming,
acceptable social behavior

Food Services: cleanliness and neatness, honesty and conscien-
tiousness, awareness of details, sensitivity to preferences of
others, pleasing manners, agility

Home Furnishings Services: adeptness in math calculation,
dexterity, neatness, resourcefulness, sensitivity to color
and design, ability to read and interpret directions

Housekeeping Services: honesty, courtesy, good physical health,
cleanliness and neatness, interest in people, diligence, efficiency

Management Services: experience :n home management, active
interest in people, tolerance, orderliness, dependability,
resourcefulness, ability to give direction without irritation,
sense of humor

A training outline should be developed in cooperation with the employer
and an advisory committee to insure realistic experiences. In developing
this outline, the following curriculum guides, available from the Bureau of
Home Economics Educétion, State Education Department, Albany, New York 12224,

should be utilized: Child Care Services, Clothing Services, Food Services,

Home Furnishings Services, Housekeeping Services, and Management Services.

Many alternate plans are possible in scheduling student work experience.
The particular plan or plans chosen depend upon many factors, such as the
length and nature of the training program, the availability of work experience

situations, the time available to the student, the degree of skill considered

desirable before student placement in a job situation. Among the plans which

may be devised are:
° regular time each day during the school hours
. - regular employment. each week during out-of-school hours
a block of weeks on the job
regular part-or full-time employment during the summer
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The point at which work experience is introduced in the training
program also .y vary. The length and scope of the program influence

this decision.

@ Por short term training programs where training is directed
toward only one or two occupations, cooperative experience
may begin' after the first few weeks, with supplementary
information being given while on the job.

L 4

® In a 1 year program where the scope of jobs is limited,
it may be desirable to begin cooperative experience as soon
as basic competencies are achieved.

® For a 2 year sequential program where training focuses on
the full range of identified jobs, cooperative experience
usually begins the second term of the first year. The greatest
concentration of time used for this purpose may be during the

second year. - &
Activities -

The trainee should be given opportunity to perform all tasks related
to a specific job.- A wide variety of employment situations are available
for trainee cooperative experience. Assistance in locating and arranging
cooperative experiences is af;ilable from many sources, such as a survey
of the community or area, advisory committee members, employment serviceé,
employee and management organizations, and guidance and other school
persoﬁnel. Some suggested community facilities which may be used to pro-
vide trainee cooperative experience opportunities for each occupational

program are shown in the following chart.
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Individual Family Home _ xIxixi{x{x
Hospitals, Children's Homes, Retirement Communities xjx x
Department Stores, Furniture and Equipment Stores, xlxlxlsx
Specialty Shops, Equipment and Furniture Suppliers
Hotels, Motels, Resort Centers . xIxix|xix|x

Rehabilitation Centers, Summer Day Camps, Boarding

Camps, Centers for Handicapped Children, Private Clubs

Sanitariums, Nursing and Rest Homes for the Aged,

Centers for Elderly and Handicapped **l X1
) | Public _and Private Nursery Schools, Day Care Centers X! 1x] Ix

Multiunit Housing Centers X{x X |x

Restaurants, Cafeterias, Fast Food Service Establishments,

Vending Concerns, Food Packaging and Processing Plants, 9 I .

| School Lunch Kitchens and Dining Rooms _
Supermarkets, Bowling Alleys, Schools x| 1x| |x

Launderettes, Dry Cleaning Establishments, Tailoring

Shops, Clothing Manufacturing Establishments

, -Clinics, Doctors' Offices, Medical Centers, Health 1x x
! Laboratories

: Interior Decorating Establishments, Art Galleries,
! Furniture Refinishing Establishments, Museums, Home x
’ Furnishings Manufacturing Establishments, Florist
Shops

Red Cross Units, Social and Family Service Agencies x| Ix X
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Supervision and Evaluation

The employer and trainee teacher or coordinator collaborate in
supervising working experiences. The amount of supervision needed for
a student is dependent upon his mental and physical abilities, degree
of competence which he has in_carrying out his job responsibilities,

and the type and amount of contact 'with people and hazardous equipment.

Members of the teaching team, the trainee, and the employer share.
‘ !
in evaluating job performance. Various devices for self; employer, and
teacher appraisal can be utilized to focus attention on needs for additional

related instruction or supervised laboratory practice.

Personnel from the Bureau of Home-Economics Education are available
to help school administrators or coordinators in developing cooperative

programs .
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COOPERATIVE TRADE AND TECHNICAL EDUCATION

Description

Cooperative programs in this instructional area may be s;méwhat unique -
because they involve placement in industrial plants and other work environ-
ments which often involve hazardous surroundings. Working in such situations,
students should become cognizant of actual industrial and trade working ,

conditions as well as opportunities available to them in industry,

Pretrade, preapprenticeship, and apprenticeship programs where a
cooperative student may be offered advance credit by an industry, a trade
union, or jbint apprenticeshii committee should pecome knowﬁ to the student.
These opportunities may motivate the cooperative student to further education

or help him to understand the purposes of his entire educational piogram.

In many school systems, the trade and industrial cooperative program
1s the only means by which students have any access to trade training at
the secondary level. Permitting participants to work with or near adults
performing the same important task often helps young people to gain a self=-
respect that will improve their whole attitude toward school and work. ThisA
avenue of approach may help to reéuce the dropout rate and bring industry

and education closer together for mutual understanding and respect.

Program Planning

Advance planning for a cooperative program of this type should include

the determination of needs, both student and industrial. To help do this,

and to assist in setting up a complete program, an advisory committee should

“be appointed. This committee should consist of education, business, industry,

and organized labor representatives,
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Arrangements for a classroom, or rooms, will need to be made to teach
the related instruction that should accompany a cooperative ﬁrogrmn.
Careful consideration should be given to the appropriateness of the related
instruction and to fitting it in with the outline of training content. It
is advisable to see that each éooperative student receives at least 1 year
of appropriate inschool skill and related training before he is placed in

cooperative work experience employment.

Activities
Careful consideration should be given to the appropriateness of the
activity as ; learning device. A training plan, jointly drawn up by the
coopérative coordinator and cooperating industrial or trade supervisor,
should be used as a basis for all work experiences. Haphazard experiences

or exploitation of the student should be discouraged at all times.

Students in this type of program may be employed in a long list of
trade or industrial employment situations. They should be placed in

sitcvations where they come in daily contact with journeymen in the trade

‘to which they aspire. It is important that the student be given an

opportunity to perform all tasks that the job requires,

Supervision and Evaluation

Supervision and evaluation of trade or indusFrial cooperative partic-
ipants should be encouraged and agreed upon by the c00per§tive coordinator
and the in-plant or on-the~job supervisor. These procedures will be based
on the training outline previously deveioped. Provisions should be made
for the coordi;ator to discuss privately fnd periodically the rating sheets

with the in-plant supervisor and collect the materials for the student's

confidential file.




The cooperative work experience coordinator will use the student's
file to compliment him-on his performance, assist him in understanding
his problems, and help him improve on the job. Where a separate
related classroom teacher islemployed, the coordinaﬁ%r should also
carry on dialog with the teacﬁ;¥ to enl;st his assistance and help him
correlate related instruction to activities on the job. The success of

a program, therefore, is directly related to the effectiveness of the

coordinator as a liaison person.

The Bureau of Trade and Tbchﬁical Education will be able to supply

a variety of helpful assistance to school administrators or coordinators

who are about to initiate a program of this type.
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IVERSIFIED COOPERATIVE PROGRAMS

Descrigtion

The term "Diversified Cooperative Program" is being used in a
specialized way tc'idgﬁtify those cooperative work-study programs which
-enroll students frem several different majér occupational education
areas unéer the supervision of a coordinator who provides the on-the-job
supervision and relays information to the respective related occupational
teachers regarding needed remedial, reinforcement, specialized skill,
occupational understandings, work habit§; desi;able attitudes, and other
essential supplemental instruction which each student requires to function
satisfactorily on the job. In other words, ?he term "Diversified Cooperative
Program” is being ﬁse@ to identify those };ther unique programs where
students from two or more specialized occupational fields are grouped
together under the supervision of a d}versified cooperative work experience
coordinator. The coordinator, because of his lack oé specialized knowledge
in all the occupational fields, must work closely with the occupational !
teachers in the various subject matter disciplines to insure that each
student ébtains the related knowlehges and skills needed to function

effectively on the job.

Program Pianning

The need for a Diversified Cooperative Program will depend upon local
conditions~~the size and breadth of the occupational p;ogram, the number
of students desiring on-the-job wqu experience, the avﬁilability of a
variety of work staticns within a reasonable distance of the sch&ol, the
availability of a qualified coordinator, and a suitable school laboratory

facility to provide individualized instruction.
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A suggested facility for a Diversified Work Experience Program is
shown in the section entitled "Some Administrative .Considerations." This
is suggestive only, and localleducational agencies‘planning to offer this
type of cooperative work~study program should make a cﬁreful study of the
needed space and arrangement in designing the interdisciplinary or divér-

sified learniné center and its technical teaching aids and devices.

Activities

The learning activities are likely to be much more individualized in -

a8 Diversified Coopefatiye Program. A written planned program should be
developed for each individual student that will insure a-progression of
meaningful learning experiences leading to occupational competen;e. It
would be desirablé to work with a small advisory group of people employed
in the occupation in developing the scope and sequence of the learning
experiences to be drawn up in the written training agreement. It would
also be desirable to get student and parentragreement on the proposed

~ plan before submitting it to the employer and school for signature as a
written agreement. The teachers of related academic and occupational
instruction should be provided with copies of the formal written aéreement
in c¢-der that they may provide meaningful supplemehtary educational

knowledges and experiencés to further the development of each individual's

career goals.

Supervision and Education

The coordinator is primarily responsible for the supervision and
evaluation of the work-study phase of the progréﬁ? He should visit each

training station on a regular planned schedule. He should be concerned




with determining how well each student is functioning on the job and

‘relaying this information to the student's guidance counselor, his

aca&emic and 6ccupationa1 education instructors, and the student's

parents,

Periodically, the employers should be requested to evaluate each
student's progress towards occupational competency by means of formal

written evaluation forms. Samples of these forms may be found in the

.professional literature, or the coordinator can develop special forms

for this purpose with the assistance of local advisory committees in

each of the occupational areas.




GENERAL WORK EXPERIENCE PROGRAM

Description
Since 1945, under the auspices of the Assistant Commissioner for
Instructional Services (General Education),- the General Work Experience

Program has provided an opportunity for students to earn income and

" school credit.

Students, at the minimum age of 14 and eligible for employment
certificates, may enter General Work Experience Programs, (See pages 26-29,

Legal Considerations.) The General Work Experience Program has been most

useful :

° in smaller school districts where there is a heterogeneous
group of students, no one segment of whi~ch is large enough
to sustain one of the covperative work experience programs

] in larger school districts where there are Cooperative
Occupational Education Programs; but there is a group of
general education students not served

) In school districts able to release a certificated teacher .

or counselor for a period of time adequate to coordinate
the program

. for younger students not yet 11th and 12th grade occupational
education majors

Credits

Credits granted for an approved basic program and a course of related
instruction may be certified by the principal in Group III toward the
electives for a State or local high school program as follows:

1, Credit for Work Experience

One unit of credit may be earned by the student completing the
following two minimum requirements:




300 hours over a school year for work experience

One 40~minute period per week of related classroom
instruction. This may be group or individual
counseling, remedial instruction, or in acquisition
of new skills ‘”"”

Credit for Related Instruction

An additional unit of credit may be granted for a 40-45 minute,
45 day week, 36-40 week course of related instruction, similar
to that outlined below, which has been approved by the Bureau
of Secondary Curriculum Development. Half credit may be given
for half the time.

The following are suggested topiés for Related Classroom Instruction:

° Securing a job R
-~ Employment offices, want ads, etc.
The letter of application
Application forms and references
The interview
Employment certificates

Relationships with others

~ The world of work

- Ethics

- Employer-employee relations

- Relationship to other employees

Skill development

- Correct English usage
Manipulative skills
Job skill training
Remedial reading
Developmental arithmetic
Developing good work habits

Understanding the laws relating to employment
-~ Social Security ‘
- Minimum Wage

- Workmen's Compensation

- Withholding Tax .

- The Income Tax Return

Health and safety
- Grooming

- Character traits
- Proper clothing

Opportunities for advancement

= Continued growth in high schoel

- Higher education

- On-the~-job training in industry
Earning promotions




Program Planning

The Basic Program
To establish the basic General Work Experience Program, the local
school superintendent or principal should complete the Application for
7Approval of a Program in wdrk Experience Education, which may be obta?ned

from the Bureau of Secondary Curriculum Development.

Related Classroom Instruction
If there is interest in obtaining an additional unit of .redit per

year for inschool instruction, the Application for Approval of. Courses

for State Diploma Credit should be completed.

As provided in The Secondary School Curriculum of New York State -~
- A Handbook for Adminiseratora, page'6, schools seeking approval for
locally developed courses should secure applications from the Bureau of
-Secondary Curriculum Development, The State Education Department Algany,
New’ Ybrk 12224. 'Two copies of the detailed course of study (expanded

from the topics under Related Classroom Instruction, above) and a list of

textbooks and references to be used are to accompany the application.

Records and Forms
Simple records in placement, followup, reference, and research will

be needed by the local school district, and they should be de31gned by the

RO

coordinator to meet the qchool's objectives. The above Bureau may be

contacted for sample forms and for a331stance in developing local records.

¢ For placement :
Record of job opportunlties
Employers® requests
Pupil p'acement
Working papers
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" the normal daily period of inschool instruction. These alternatives

e

¢ Por evaluating or rating the student
- By the employer
- By the coordinator .
~ By the student worker

e Por future research and reference
= Record of time worked

Record of credit allowed

Student and employer suggestions

Other data

Evaluation forms and records sucessfully used in existing General
Work Experieince Programs are available from the Bureau of Secondary
Curriculum Development. Contact the Bureau for assistance through

telephone or field visits.

Activities

Prior to employment or while on the job, as circumstanceé dictat;,<
the student should receive instruction or céﬁnseling. Tbis may be
provided by a certiﬁicatﬁi_ffighgz_gfquidance counselor on a group or
individual basis. Under the basic General Work Experience Program, the
student worker should.have a minirum of one period a ﬁeek o§ such assis-

tance. An approved course of Related Classroom Instruction will provide

provide maximum flexibility in local planning and implementation of
individual student programs and activities. The student, the employer,

the teachers, the guidance counselor, and the program coordinator may work
within the scope of the above alternatives to adapt to most local curriculum
scheduling and employment possibilities.:

*
Supervision and Evaluation

The local school district, without additional funding, must be willing
to provide the coordination, counseling, and instruction. Depending upon

the number of students and employers involved, this may take a minimum of
- gt
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one part- or full-time person up to several professional and parapro-
fessional staff members. The amount of t:ue the coordinator will spend
in supervision at work locations will vary according to the needs and
requirements of the respective students and employers. It is essential
that the coordinalor have rapport with students and employers. ' He or

she should insure that the student-worker will be moved through a variety
of learning tasks for the 300 hours on the job.v The. coordinator should
work with the student-worker's teachers, parents, and employer to de§e10p

in that student an awareness of the world of work, an orientation to

himself, and an exploration or tryout experience. The student-worker

must realize that his work should become productive enough to justify

his wages.

Assistance in establishing a program of General Work Experience may

be obtained by contacting the Bureau of Secondary Curriculum Development.




SCHOOL-TO-EMPLOYMENT PROGRAM (STEP)

Description

In 1962, the Legislature passed a bill subsequently approved by the
Gouvernor, permitting school distxicts to establish School ~to~Employment

Programs,

STEP is a work experience program for potential school dropouts who
are 15 years of age or older. Its purpose is twofold:

- To assist pupils in improving their capacity to perform success-
fully as full-time employees if they leave school

- To assist pupils in improving attitudes and self-concepts which
will allow them to successfully complete their high school
education

The program combines work experiences and daily orientation sessions

“under the supervision of a teacher-coordinator. It is expected that the

opportunity to become familiar with the demands of the working world and
to explore the appropriate adjustments to these demands under the super-
vision of a truined teacher-coordinato? will develop in these students
those habits, attitudes,and skillé'necessary for success in school and on

the job .

L4
¥

STEP. students m -t often attend school in the morning and are employed
in the afternoon. Ir addition to the required daily orientation class,
pupils attend other classes appropriate to their ability, needs,and interests

in the regular school curriculum in the morning hours,

Because some potential dropouts are difficult to place in private
employment, a unique feature of STEP is the "stipend" arrangement, whereby
pupils may be reimbursed for employment in tax-supported agencies from the
funds of the school disérict. In other words, the public agency provides

the placement opportunity and receives the bepefit of the pupils' efforts,
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but is not required to reimburse the pupil for this work. This ex;ense
is absorbed by the school district. 1In private placements, the employer

. is responsible for the pupils' wageé. All placements must be in accordance
with the Education Law and Labor Law. Pupils must obtain employment
certificates. Also, they cannot be employed in situations where they are

not protected by Workmen's Compensation Insurance.

Program Planning

Candidates for STEP are pupils whom school officials have system=
atically identified as school dropouts. It is best to start the process
of selection well in advance of the term in which the program will be
started. Early selection provides the opportunity for parents ‘to be
contacted and their permission obtained for the pupils' participation.
Interviewing prospective candidates and their parents well in advance of
the actual program initiation provides the opportunity for all to under-
stand the goals of the program and the responsibilitieé each has to the

_ other in assuring the best outcomes possible.
’*‘/\ur’ . —ﬁ-‘-!’.élk

The teacher-coordinator is the key to success in the program. Each

STEP coordinator is selected on the basis of demonstrated success as a
teacher, sensitivity to the needs and interests of pupils, good working
élationships with teaching colleagues, administrators, and parénts;

possession of a guidance-oriented approach; and a knowledge of the world

of work and job placement.

In addition to making the findl selection of pupils after review of
records and interviews with teachers, pupils, and parents, his duties

include the following: teaching the daily STEP orientation class; visiting




pupils on the  job; visiting employers, parents, and school resource
personnel; counseling pupils; following up pupils® progress with
subject teachers; maintaining contact; with State BEmployment Service
and other resource agencies in the community; preparing special

teaching materials; and recordkeeping and related tasks.

The degree of change in the pupils' attitudes and achievements
will, to a large extent, depend-on the relationship the coordinator
develops with his pupils in individual interviews,’in and outside of

school, and in class discussions of pressing pfoblems.

Pupils in STEP usually have experienced frustration and failure
in the regular program of studies. Unless there is a break with the
traditional instructional approach and content, this pattern is likely

to continue. The teacher~coordinator is advised to concentrate on

" motivational opportunities and the functional aspects of subject matter,

especially as they relate to job preparation and present employment.

[

Although instruction may be highly individualized, there should be a

coherently arranged plan of subject matter to be pursued so that goals

; are established and standards of achievement are set. This necessarily

precludes a thorough understanding on the part of school faculty as to the
purpose and operation of the program and a willingness for continuous

cooperation.

The Work Experience

Unlike many other work experience programs, STEP geeks the more
general outcome of déveloping an effective 'and improved attitude toward
‘ =
school and work, rather than developing specific vocational skills. There

is abundant evidence that the opportunity to learn appropriate responses
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to the demands of the world of work in "real" employment situations
geﬁerally does result in attitudinal maturation which the program_is

designed to foster.

In STEP, pupils‘are placed with three types of employers; e.g.,
private employers, boards of education, other tax-supported agencies.
In the latteg two, pupils receive stipends for their work from distfict
or agency funds. In private employment, the employer is responsible for

providing at least the legal minimum wage.

Obviously, a key person in any successful placement is the supervisor
of the ;ork station. His attitude has a profound ekfect on the pupil's
reaction to his experience. Therefore, the coordinator must carefully
apprise the capacity of the supervisor to assist the pupil in a manner-

neither unduly stern nor dangerously permissive.

A strength in the program has been the genera%ly warm response of
employers and supervisors to‘both coordinators and pupils. They have
recognized that the frequent visits of the coordinator often improve the
performance of their employees. Fruitful topics for the consideration
of the group in the daily class session can be gleaned from observations
during these visits and comments of supervisors. Job vocabulary, spelling,
and arithmetic; interpretation of a manual .of instructions; procedures in
correcting a mistake are examples of such subjects. Such "feedback' helps
cut down on job mobility and to eliminate trial and érror behavior on the

job. This link between school and work adds vitality and meaning to the

daily STEP instruction.




Evaluation

The announced goals of STEP provide the standards against which
progress may be assessed. If pupils return from STEP to the normal
school program and succeed therein, our‘goal‘has been accémplished.
Again, 1if pupils leave school from STEP but with such orientation to
the world of work that they become employed, then, too, STEP has
achieved its purpose. The teacher-coordinator, therefore, must

regularly assess the status of his pupils after }eaving tha program.

L]

Summarily, coordinators should observe precisely those factors
upon which they relied in selectiné pupils originally. If potential
dropouts were nominated because of underachievement, poor attendance,
and a negative attitude toward school, then the coordinators should
plan to 'systematically collect information relating to these topics
while the pupil is participating in STEP. A pupil's performance at
his work station is equall, as important as-his academic efforts, and

-

should be incorporated into the overall evaluation.
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7;150 must remain in good standing in their vocationalreducotion program

- . !

- VOCATIONAL WORK-STUDY PROGRAMS
-1 .

Description . . )

Work-study programs are designed to provide part-tine employment for
youth who need the earnings to begin, continue, or return to vocational

training on a full-time basis. When youth are financially able to attend '

\,

school, equality of educational opportunity becomes more of a reality.

~

Perticipants, in the'opinion of appropriate school authorities, must

be in a position of financial or educational ne:d. . These ncedy students

in order to maintain eligibility for work-study empioyment., The age

limitations are at least 15 years and.lessogpan 21. . 7 , J
|

Program Planning - : - -

A local educational agency may make application to the New York State

Education Department, Division of Occupational Education Supervision, for

program approval. ApprOpriations, when available, are made fof work-study

programs from Federal allotments on a priority basis. Local educaticnai

agencies will be contacted when and if funds are made available. Priorities

are given to agencies with high concentracions of youth unemployment and

school dropouts. -

Students in work-study programs may be employed up to 15 hourSAper week

TN e L

when their occupational ‘classes are in session or at other hours. A student
may not earn more than $45 in any calendar month or more than $350 in _any
academic year except in the following situftion. If a student is attending

‘ o .
a school which is not within reasonable commuting distance from his home,

the liwits on earnings are raised to $60 per month and $500- per academic year.
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There are no limitations on earnings during the summer months except

‘those governed by labor laws or wages and hours.

-

A manual, "Youth Work-Study Program, Summary and Suggested Develop-
mént," is available from the State for more detailed expianation. The
booklet, "Laws Governing Employment of Minors in New"i{ork State," should

also be consulted.

"A written agreement should be drawn up aad signed by representatives

of the educational agency where the student attends school and the
cooperating agency representative who agrees to employ a work-study
student. 7 This agré;ament should i'eflect adequate supervisory provisions,
assurance that the student will not supplant present employees of such

agency or institution, and, if the agency -should be at the Federal level,

that students are not Federal employees for any purpose.

- Provision should be made to assist students in obteining a Social
-Sequrity card and worfcing permit where necessary. Wdrkmen's Compensation

In's{’nsg_nce of the sponsoring agency should cover the student while at work.
- - P —————

-~

Act .vities ,

The use of a local advisory. committee will be highly beneficial to
the Work-Study Program. Membership might include representatives from
‘education (sypervisof of work-study, guidance counselor, or principal),

bus:ness, community, social welfare, police, and special yi)uth committees.
f
Work=study students may wcrlf’ in public institutione such as courts, - =

housing authorities, libraries, mental institutions, schools, municipal

depertments, parks, and playgrounds. They may hold part-time jobs in




‘ -‘"‘

~
4
i

i

offices, cafeterias, audioviSual rooms, or as messengers, aides, orderlies,
mechanic helpers, drivers, clerks, tutors, or typists. Most participants

"are employed by the sponsoring ~ducational agency.

.- - Job placement should utilize the student's abilities and vocational
interests to the greatest extent possible. An acéeptable wage established
‘ by the sponsoring agency shzll be paid for the time the student is

required to be available or the time he puts in at work.

Supervision and Evaluation -

The local éducational agency is responsible for the supervision,
coordination, and counseling of work-study participants. A:major function

of the coordinator or supervisor is to counsel the students to develop and

maintain a responsible attitude toward his studies and his work situation.

An evaluation_pfbcedure and record form should be developed with
the cooperation of the advisor& committee, the employment supervisor, and
the coordinator. Applications and records should be kept on each student

- and held in strict confidence.

——




BIBLIOGRAPHY ON COOPERATIVE EDUCATION

The following bibliography was used as resource mate?ial in
compiling and producing the foregoing administrative procedures for
the operation of a cooperative occupational education proé;;; in'New
York State. It is not necessary to acquire or review each of tﬁese

publications; not all of these titles are ieadily available to persons

establishing a program: It is suggested that the p~ucedures contained

’

in this marual be followed rather than expending too much energy in

the review of the literature.

How;ver, for those ;ishigg‘furtheérreadiﬂg or backgroﬁnd concerning
the operation of programs in other states and durihg other times, the
following list is provided for-your convenience. It is possible- that
many of the titles are avszilable througﬁ the microfiche collection of

the ERIC irformation service nearest you. Such microfiche resources

are'tﬁé only places where some of the now out-of -print publications of

the New York State Education Department are available.
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GLOSSARY

ADVISORY COMMITTEE - A group of persone, usually outside the educational
profession; selected for the prpose cf offering advice and counsel
to the scheol regarding the occupational program.

AGRICULTURAL EDUCATION - A program of instruction for pe.sons who have
enterec or are preparing to enter occupations in farming and
relsted fields, including agricultural mechanization, agricultural
business, crnamental horticulture, conservation, and animal science.

BEHAVIORAL OUTCOMES - Expected changes in student behavior resulting from
— the learning process.

BUSINESS AND OFFICE EDUCATION - A program of instruction for persons who
Lave entered or are preparing for office employment involving
sterography, typewriting, filing and related work; bookkeeping,
computing and accounting; material and production recording; copy
reproduction; personnel and training administration; and automatic
data processing. ’

CAREER LADDER - A sequence—of increasingly .complex or more responsible
) iobs within a particular occupational specialization or profession.
- The job hierarchy resembles the rungs of a ladder with each rung a
job within the chosen occupational specialization. :

COMPETENCY - A specific knowledge or skill which is essential to
performance of s job responsibility. - Each job responsibility
involves several competencies which serve as specific aims for
training. S - !

COCPERATIVE OCCUPATIONAL EDUCATION - Preparation for employment based on
8 cooperative agreement between an employer and an educational
agency.

COORDINATING TEACHER - A member of the school staff who teaches the
releted and technical subject matter involved with on-the-job
training. . ) . .

COORDIYATOR OF COOPERATIVE\EDUCATION - A member of the school staff
responsible for administering the school program and resolving
problems that arise between the school regulations and the on-
the-job ‘activitieé of the employed student. The coordinator acts
as lisisorn between the school and employers in programs of
cooperative education or other part-time job training,




!

DISTRIBUTIVE EDUCATION - Distributive education includes various

DIVERSIFIFD WORK EXPERIENCE PROGRAM - A work experience progfam where
students from several disciplines are grouped together under a
work experience ccordirator who is responsible for the op-the-ﬁ%b

dAZARDOUS OCCUPATIONS - An occupation designated by state and/or Federal
law to be censidered dangerous and injurious to the health and
well-being of minors up_to 18 years of age.

HEALTH OCCUPATIONS EDUCATION - A field of occupational study which
comprises programs of instruction and experiences designed to
develop attitudes, understanding,-and salable job skills for
employment in.occupations in the medical, dental, nursing,
environmental health, and other allied health fields. These
programs prepare individuals for initial employment, for advance-
ment on the job, and for further study in a specialized field.

HOME

HOME

HOME

combinations of subject matter and learning experiences related
to the performance of activities that dirent the flow of goods
and services, including their appropriate utilization, Erom the
producer to the consumer or user.
selling, and such sales-supporting functions as buying, trans-
porting, storing, promoting, financing, marketing research, and
Distributive education is designed to prepare

panagement,

These activities include

individuals to enter, or progress or improve competencies in,

distributive occupations.

chandising,and management.

in sut

Emphasis is.on the development of
attitudes, skills,and understanding related to marketing, mer-
Distributive occupations are found
~reas of economic activity as retail and wholesale trade,

finance, irsurance, real estate, services and service trades,

manufacturing, -transportation, utilities, and communications.
L

supervision and related instruction..

ECONOMICS EDUCATION - A program désigned to develop those attitudes,
appreciations, understandings, abilities,and basic values which
enable individuals to become well-adjusted, contributing members

of the family, the community, and society. The two program aspects
are defined under Hcme Economics-Family Living Education and Home
Economics Occupational Education.

ECONOMICS HOMEMAKING-FAMILY LIVING EDUCATION - A general education
program of instruction and guided activity to promote the develop-
ment of understandings, appreciations, personal attitudes and
values, and basic skills, which contribute to the whole of living.
Content areas includé” food and nutrition; relationships of the
individual and family; child development; family and community
health; textiles and clothing; management of personal and family
resources; family economics, housing, equ ’

food and nutrition.

2 o

ECONOMICS OCCUPATIONAL EDUCATION - A specialized program of instruc-
. tion and training to develop attitudes and salable job competencies
leading to employment in entry-level occupations utilizing the
knowledge and skills of home economics.

cnild care, clothing

management,
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ipment, furnishings:

Program areas include
; foods, housekeeping, home furnishings and
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JOB ANALYSIS - A detailed listing of duties, operations, and skills
neces.ary to perform a clearly defined, specific job, organized
into a logical sequence and waich may be used for teaching,
emp’ dyment, or classification purposes.

OCCUPATIONAL CLUSTER - A group of jobs with different titles involving
a basic core of similar job skills and responsibilities,

CCCUPATIONAL SURVEY - An investigation and evaluation to gather pertinent
information about a single industry or the occupations of an area
R to determine the need for training, the prevalent-practices, the
labor supply and turnover, for the purpose of maintaining the
_vbcational program at a realistic level.

ON-THE-JOB TRAINING - Instruction in the performance of a job given to
a worker by an employer during the usual hours of the occupation.
Usually the minluum or beginning wage is paid.

PROGRAM EVALUATION - Planned steps taken by the coordinator of the
program to determine its effectiveness.

RELATED CLASSROOM INSTRUCTION - Classroom instruction designed to

) develop skills, to increase technical knowledge, and to provide
general information related to success on the job. This may be
conducted in the classroom laboratory or in a similar teaching
“environment. -

TEACHER-COORDINATOR A member of the school staff who teaches" the

s related and technical subject matter involved with the on~-the-job

training as well as serving as administrator and supervisor of
the on-the-job activities of the employed students. (See also _
Coordinating: Teacher and Coordinator of Cooperative Education.)

TECHNICAL EDUGATon - A program of instruction for persons who have
entered upon or are preparing to.enter technical (technician) or
professional employment in which success. {s largely dependent upon
knowledge and 'understanding of mathematics and science as it is

- used in design and production. Manipulative skills are also

developed, %o a lesser degree, in the use of instruments, hand
tools,” and machine equipment. Lo . )

TRADE EDUCATION - A program of instruction for pe :sons who have entered
upon or are preparing to enter recognized trade employment. The
instruction is’designed to develop manipulative skills and teach
related occupational information such as related theory, applied

_ mathematics, science, drawing, blueprint reading,and skotching.

TRAINING PLAN - A written Flan of experiences to be learned by a -
' specific student and which fndicates whether the experience will

be provided in the classroom and/or at a job station. The plan

is derived from a realistic analysis of the tasks, duties,

responsibilities, and occupational objectives of the student
learner. . '
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TRAINING SPONSOR (TRAINING TEACHER) - The individual directly respon-
sible for the student's learning-activities at the training
station. The trainirg sponsor may be the owner or manager of
the business, or an employee appointed by management.

TRAINING STATION (JOB STATION) ~ A job location in an approved
business or industry which provides part-time employment for
cooperative work experience students and which utilizes a
training ﬁlan recommended by the work experience coordinator.

WORK EXPERIENCE - Employment undertaken by a student while attending
school. The job may be designed to provide practical experience
of a general character .in the workaday world.

¥

WORK-STUDY PROGRAM - A special federally aided program designed to

provide an occupational education student with an income while
he completes his inschool occupational education.

— e
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