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, PRE-TEST: GOAL'1 - S /

B ) KNOW THE TEACHER COORDINATOR'S ROLE IN . -
' i . " . o COORBINATING ON-THE-JOB TRAINING - ot /

. ) ., o . K : R o o S 7"":7 / . .
‘./ T i;;' = , ﬁiR”ECT’l’O’N’S: If you wish to éiiekﬁbtihef//mbdgie 7

Yo, : . .
) R Y e L R assessment, complete the questions
’ Yos s L for the pre-test.. If you do not
Lo 0 A . ~  wish to take the pre-test; turn to
t’%ﬁ il SRR "E page i__to b;egln the learning
, 3 . : . S 't » “activities:: ) ,
’ ot < 4R e AN ' o b
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1. How does coordmatlon miprove the effeétnveness of a. student‘s on the jOb i
training experience?” ' . Lo T A
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* 2. For:each of the major categorles hsted, |dent|fy at- Ieast 3 coord natlon' . .' “ o

ééilvmes that need to.be completed - | | ‘
i . A. Plahhmg bn—thé;—jbb _trammg : S ;
R 3. IS O "y
B ifﬁﬁiéﬁéﬁ?iﬂg the tralnmig experlence ] |
o . 1;,_ . A N . . o L T %‘ {
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€. Evaluatind student progréss : _ ) : , S
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D. Contlnumg cooi' 7iriéi ion actlvmes '
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e » o
L3, Identlfy at lepst 5 problems that may occur on the ]Ob that will re’quﬁ'g

- a coordination visit: . “ '

1. ,
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5. ok :
! .
» . V4
>
N ’
< ' 3 L]

2,

y |
1 -

yi

. - ., DIRECTIONS: When finished with the pre-test,

your answers with. the pte-itestkey**ﬁf

If you missed any: questlons, read
- : the material on pageg " 4-7:
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. ‘personal tharacterlstlcs

;‘;capable;; of abstract: thmkmg, stable, calm,
“r@alstic, and enthusiasticy

" on-the job. {#) #reedom to use mdlwduai

‘

L 4

<. : a', ' B
B GOAL lml(fNQW, TﬁE,J'EACHjR COORDIFATOR’S ROLE IN .

COORDLNATING ON-THE- JoB- 'FRAINING = ,
. i‘; ' | - o : - )
. P BiREﬁILQNS Read pages n and then complete

- - _ to. the Self—Check ; ¥

fi o7 _ ’ . ) : } ' .)J;
INTRODUCTION: =~~~ e R

. < -

The key to an 6Utstéhdi’ri’cj; work: experience
program is the’teacher-coordinator. . This

person should have the. personal and pro-

fessional quahflcauons to organize,

administer, and operatg an effective pro=

gram. 1t ha% been found that most
successful coordlnators have many Strong
They include

"belri'g warm- hearted, -easy-going; mtelhgen{

€, and. Coordinators
-are most satisfied with (1) feelings of .

accomplishment (2) using available time
wisely {3) opportunities- to work alone

judgment (5) obportumty to help others, .
and‘ EG) wariety on . the jOb _ 7

Whlle personal quahtles are necessary,
the - procedures ‘used in managing the .
work experience program aré also .
important. In addition to the class- ,
room - respons;bll‘iles .the teacher- . | -

coordinator must insure that on- the- jOb

training programs operate) effectively. .

Procedures must be devel§ped that

. help_the student-benefit from all- o

parts of the work expe{'nence program

© -

COORDINATION B ‘ '

Coordmatlon descrlbes the act;wtles of
a work experience *teacher-coordinator
ipc éffectl\Lely _mhnaging the on-the-job tramlng component of the program.

it
includes locating training statiofs for students, placing the‘students on the job, o

working with the students and the training sponsgrs to ipsure that effegtive - - .
training is cccurring, evaluating student performance, and other related activities.

oy
.
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it order for-an employer to fully uhderstand.and participate in the cooperative

* program, several contacts will be necessary. Basically; the coordinatar's role -
is to make learning on the job more efficient than the usual hit or-miss accidental
learning that occurs through” work experience. Employers often don't provide

a great deal of training, "they just allow a new employee to begin to work: .New -

duties or greater responsibilities may. come only-after a long time or never at all:
* ‘Therefore, -the-coordinator must make Sute the job becomes a’ training program.

This can be accomplished through a training plan to which a commitment was made,

i’ in the beginning of the training period. Coordinationvisits will .usually ‘-rélétgl

to this plan and to general adjustments of the student to the jqb:

‘ Coordination Funictions , |
CooL L DD IZiTmIiTme Tl QZ;’,,,LLi;,,:,,, R “i',,, ,,,,,f,:E:‘ - . p . - S :. .
The vocational work experiehce teacher-coordinator performs many coordination - -
techniques during the year:. Careful thought, planning; and organization- should -

be used by_the teacher-coordinator .in managing the student's oni-the-job training
program. - The Yeacher>coordinator performs three majér functions: planning; - .
- implememting; and evaluating in effectively managing the student's training program.

v : - 1

K1

THE ON-THE-JOB
TRAINING

, THE Y%
ON-THE-JOB
TRAINING /.
\\PROGRAM/ 3
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) ' - L. COORDINATION ACTIVITIES
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. P'éﬁﬁiﬁé On-The-sbt ﬁéiﬁ'iﬁg -

o - 2.7 ldentlfy businesses that agree to mterwew ‘students.
. . 3. Prepare students and training sponsors for, the’ job mterv:ews.

o Implementlng the Trammg Experlence ' : o

4, Explam the trammg agreement and sechre the tralnlng sponsor s slgnature.
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: coordlnator s and- tralnmg sponsor s respons|b|I|tes. )
. . Develop -the training plan to guide student training. . T \
. Insure that student is oriented to the new job. e .
. Check on initial progress and student s adjustmemt to the jOb

v

A\

Q!

;7 T T T T T T T T T - ”’7"' - - T T -
Evaluatmg Student Progress
R < o . o B .
-9, Dehver evaluatnon forms and -explain-evaluation procedures.‘
10. . Schedule.evaluations and evaluation interviews.
“11.. Conduct. evaluation imterviews with training sponsors and students.

_ 12— Make regular observatlons of students. 7
PR ... & . »

Gontmumg Goordlnatlon Actlvmes

-

. 13. Inform tran;nnng;sponsors of classroom activities.
— 14, Collect instructional and resource materials. . ) Lo

‘ 15. Solve problems of stuidents and/or training sponsors. RS o
: 16. Update jnformation gbout occupations. :
17. Improve public_relations with- the tiu§”le§,s, commumfy,,,,,, L.

18. Find opportunities ‘for full-time emponment for graduatmg students.
* 19. Secure new training statlons., .

3

20. Review and update training plans. ' ‘ - . . .
\ 21. Help training - -sponsors to-improve training methods. t ' ‘
: 22. Keep informed of wages, hours and working cond|t|ons.-j
" 23. Relate job training to Elassroom activities. ’
24; Maintain employee s satisfaction with the cooperatlve program. o,
- = — . R S

Tth Ilst of coordmatton actwmes descrlbes the |mportant actlvmes to be completed

7to insure a successful training. egperlence. ~ Most are positive and enjoyable exper-

iences. - However there are other coordination activities that may. not be as

* " "enjoyable,. but are’ equally important. Those activities-ate designed to-solve

o problems that afe encountered during -the. training. - TRe teacher-coordinator - -

> should observe and be prepared to solve p}'oblems that may occur. Such problems
mclude ' . o Ny ¢ !

-~

r : ™
. o (A) A 'ser“lous weakness or dehc:enCy is (:ausmg ‘job fallure.

6 SoLIno
: (BJ An undeslrgable socml tra|t or work hab|t is creatmg personaI conflicts.
1 (C) Susp:c:on of theft has been IeveIed a; the tramee. - - A . |
B (D) A demand for excessive hours on the ij is mterfersmg mth other student 3
P . activities. ] -~ ) ¢
‘ (E)L :I'h:e:,student is Eelng superwsed by mére than one person which’ causes i
s conflicts. ! I . s

Al L

Q “ ' . j " ,.; , g | . S . " B . .
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(F) A layoff is bemg contemplated or a reductlon of hours fa|ls to meet

mlnlmum program reqmrements 7 . ; o . -

(G) A safety or health hazard is not m the best mterest of the tramee

(H) The duty assignments are limited to the routine; unlnterestlng ones with-
© ho real training being provnded '

(1) The manager or training sponsor is transferred or replacecl by an
unmform d New one.; - : : S

J) A superlor or fellow worker is causmg ,undesnrable socnal relatlons or

7 |ﬁterfé'rr|ng wnth satlsfactory 1ob performance ) N
A coordlnator can- use coordmatlon ti’riie to lmprove relatlonshlps w1th jrar@g&fﬁ ,;,

sponsors and. the _business community in _general:__lt. certainly would be . approprlate “

<10 vigit a training sponsor-from time to time to compliment effective training.:. Awards

or: certlflcates can _be presented ‘to those who have cgntributed to the success of the

program. If special: ‘events are being planned lan, open house, banquet,. etc,) .

personal invitations can-be extended during 'a visit. Finally, coordination, time can
be"used. to improve publnc relatlons Newsletters can be distributed, new busiresses
can_ be informed. of the- program and contacts can be mamtamed with key business

people to help insure their continued cooperation. -
\4\0

~_

Personal. contact should be made with students while they are on the job Some
coordination should. be spent simply obServmg the student. ~This time jwill help the
teacher- coorcinator determine if the student:is expenencmg any persoqal, secial,
or ;ob problems Students may need help w:th a’variety of ]ob problems mcludmg

A

Asststance in. reactmg to crltlmsm . el

;. Need to improve habitg such as loyalty, accuracy, promptness

' dependability, etc. = .. o
L lmprovement of personality tralts such as appearance, personal
= “hygiene, etc.. } .

N'ecessnty for change of attltude -
o Tralnlng to remove deﬁcnencnes in sRills, attltudes, or knowledge

Throdgh close observatlon the teacher .can: change mappmprlate behavmr before

" it causes a_ ‘problem. Also, praise and reinforcement can be provnded regularly

as the student lmproves o ( . ; - , . -
. . . ' : CL A e )
{ z
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- coordination acfwntles that should be completed.

P - - R L - . o
SELF—CHEER - S .o |
o oo 4y . )
Each_of the followmg 1tems brleﬂy describes aiss}uatloﬁ iﬁé;iggy occur in a

cooperative work experlence program. Read each item, and thenlist the

4
A . - )
Ctel L Ll v S — n

1. A new siuééﬁi has just entered the brogram and is not ye\f employed

-~

- . 3

2. You are not sure if the training plan is being used:

X

'
. s

- : ' o -7 o ‘-‘ :/;:-: o oo o
3. You want,to be.sure your instruction contains-up-to-date business information.

'

’

4. You need additional training ‘stations for next year.

.

5. The student is having problems adjusting to the new job. _
S ~

6. You want to encourage tramlng sponsors to contlnue th work W|th the program..

-

o ) . . F; . S~ 8
"
: - o
. .;, . . LS
‘ I ‘ ;\ﬁ .
" 7
- T ) DIRECTIONS When flnlshed compare your
v _ : o ’ answers with_the informatjon
« ) ’ - " given on 7p§g7eﬁs7uf7 If you
‘ . - o would like additional information, .
[3E A . i i please-turn to the Additional
7 ST .o o LResources listed on page}h
o S . : > y ’




- PRE-" TEST "GOAL 2

— 9§

_ - BE ABLE TO.IDENTIEY AND DESCRIBE EFFECTIVE
i L COORDINATION TECHN'IQUES

L d

',\ o . 2
a ’ . . R 1Y ,—,‘;.

DIRECTIONS 1f you wnsh to attempt tWe module

~ [N bbbl

assessment,  complete the guestions -

) 4 , , ) -;for the ‘pre-test. If not,. turn _to
. ' : : ' - -page.10 to begin the learﬁihg A
5 ' . » ~ - : actlvmes o . : f'-;

\

1. List ten coordination techmques which a work experlence teacher should ”rform < -
to echtlver coordlnate a work experlence program. -~ - : R

s -
LN

e

“", si

;fz. Llst at l-east four skills a work experlence teacher coordmator shduld help a

student develop to prepare for a job mtervf/ew : o
- 7 | A ‘ , -

-

«;/‘

oLl L Ll ... _ « .
3. What is the E”i'pose of a Trammg Agreement"
L ' - ,
- T = " 3 SR A . -
KR What is ahmng Juide and how may it be used’ '
) J s

3

coordmatnon technjques needed _to operate an effective work experlence program7
(List at Ieast six different ltems) >

™

5. What ands or forms should a work experlence teacher coordlnator usé in completmg

- DIRECTIONS:: ZWhen finighed wﬁ;w the, pre-test, turn

- o ) : Yz ., 'to_page 22.and compare your answers
‘ i ’ ' . . -witA the E:Fé—iéii key. If you missed™’
S : B R EEETT any of .the questions, complete the
e b I leé?ﬁlﬁg actlvmes. :
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. LEARNING. ACTIVITIES ¢
GOAL 2: BE ABLE TO IDENTIFY. AND.- DESCRIBE EFFECTIVE
. - COORDINATION TECHNIQUES '
T e ' . ; .?i‘ QlREGTIONS Bﬁga;q?tihietgrtfgr@gti@p”ori cnqrélbatmn
< o o e , - technjques’ on pagesil-i8and review -
SRR PO g o the forms provided .on Appendix - 1
' ' ; o ' . through Appendix-- 3. If you want
o . : 5 ‘additional information on sny specnf‘t}
L e s . S .coordination technique; refer to the
T ST S ‘ . . ..modules identified after’each coordl—
PR S )- e TS nation "iechmque o _
:'.INTRODUC‘TION " cote S ' .
A varlety of tasks must be campleted to S Z :
effectively coordinate a work experience . - e :
program.  Caordination activities begin S T S '

-for job placement Once the student-

: ~fotused on_signing _a training agree-. S

'-"needed mpfovkment. -

with the teacher-coordinator ldentlfymg
potential training Stations and preparing -
the student-trainees and the employers

inee. .is hired; _attention is then

ment. with. the employer and cooperatlvely.
developing a-training plan to insurg.
that the student receives effective §
training.- Student progress must be.
monitored and evaluated. thyoughout -
the schbo! year to identify areas of
student competence and areas of

the SPEleIC coordination procedures
which should be implemented and
provides.an overview of -the
techniques which should be
practiced to use each of these

ﬁréééa ures.

COORDINATION TECHNIQUES

Coordination consists. of téjngspécitic [ . —— s
- . /‘

techniques. The skills needed to - .- .

complete those tasks are. developed/ ‘ ‘ o S w oo
through, other modules %n_this. series. i _ o R s
Each of .the_tasks is reviewed ‘below * S ' VU AR I S E
and the. module number for each - T Al B T Nt PO A
task ls‘llsted. ) e O I

\ . ‘ N

Lol
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= clos y. supervise the student’s’

"fPREPAR*lNG J‘HE STUBENTS f-BR iﬁ& IEY

-t trammg statu:m far. each work

¥

¥
P
b

-

3

o
s
.
|
-l |
-l |

co'oRolNATloN TEGFINIQHES Ty Lo

ebtggnlng*a’ Tralnmg Statlon i e

.- Preparing a Student for Job Interview ,
Prej:éring the Tralnmg Sponsor for: lnterwewnng TR

: . and Hiring-a Student; - S

. 'Completing.'the Training Agreement -

Explaln'ng Student Respon5|b|l|t|es for On—The—Job .
Tratnmg, - e 7 ,

L s ——

| On—'[he—;lob Trammg, R

. ':Completing a Training. p|an T

. Evaluating the Student Tralnee s On—The Job B
- Training . . e a N

. Making regular eoordlnatlon vnsnts to ‘the Trammg

. Station .

. " Using an Advusory Gommlttee to Improve On The*Job
‘Trélnlné : ; .

Sl e
’OBTAINING A TRfﬂNlNG STATION (Module 3; (’

weruanc;e studenL Busmesses should be |dent|fted

that are- |nterested in, cooperat g with. the program, ‘that ‘Wil proyide safe and. .
;é?EEtWe“tramuig in-a gob relgkgd to the student's career interest, and wnll }
progress. The teacher- coordlnator ‘must: meet s
’quer to .explaln th 3. COoperatlve ﬁrogram “and- get a: commltment from -

’art time employment " S

' (Module u)

. ‘Most. s{udent wnllpe obtalmng ~the|r flrst real jOb through the preratlve P"°9"a'“-
' Many 'will have né had the' experience of applylng for.a job and completing a -~

','jobJunterwew. Thé teacner—coordmator ‘must_prepare students for .the new experlence

-;;_'-,;offer and any specr?ic program- pOIICIeS or.r
.procedure. R R :

Ingtruction ¢an .be given in developlng ‘a. resume; completing appllcahon forms+

telébhoning for an i’ritﬁrvnew appolg;ment and. effectiveJn;erylew techmques.

Students shouchbe informed_of appropriate ¥ys of accepting or.rejecting a jOb
u

irements regardlng the lnterVIeW

L

N Y o U i;.
Y P T e

N PREPARINC THE TRAININC SPONSOR FOR INTERVIEWING AND HIRINC STUDENTS

{Module lH

f'-those procedures with each prospective. employer. - Typical procedures provide
.+ for. .eadh employe; to, interview two or three: students. Each student contacts

il
.r' .

: 10- beirused 1;1, helpmg students obtam jObS - The teacher coordlnator must review -

- the: employer to* schedule a 1ob interview. After the interviews are ccompleted,;
- the employer éon'tacts the teacher-coofdinator to review the interviews and to

identify the student: selected - The teacher-coordinator will then notify each

- student_of thexdecision andgjve suggestions for |mprovrng mtervnew technlques

" “basedu en mformatlor:L provnded by the em,gjoyer. o

L o S e T ST -
3%;,-@ . EOU - i L 1
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COMPLETING A TRAINING AGREEMENT (Module 5)

trammg and._supervisien/for the student. . The teacher-coordinator then meets

\ Once an employer has hjred a siudent .a tralnmg sponsor is_identified to prowde '

{, with the training sponsor to review the Training Agreement. - The Training Agree-

A ‘ment outlines.-the responsibilities of the student, the training sponsor, -and-the _
teacher “COO] lnator for effectlve on- the-job trammg.; The purpose -of the Agreement

~a commitment from each person. The

trammg spo,sor demonstrates that commitamt by signing ‘the -Training Agreement; -

‘égThe Agreem nt shoqu also be explalngi to the student and his or her parents

FRam cal s

EXPLAIN STUDENT RESPONSIBILITIES FOR ON TFIE JOB TRAINING (Module 6]

- o e

Before beglnmng the_ program each_student shouIcLunderstand the, work experlence

progra;n _The program is' more than a part-time job.and a chance to earn money.. ..

o s anfppportumty to. develop job-skills that will lead to a.full-time career through
.~ classrogpm instruction and on-the-job training. A student handbook is a useful
_technique for the teacher-coordinator to use in explaining the program to- students.
‘- With the handbook, each: of- the-program components- can:.be. reviewed, activities in.
;f’_ whlch the, student will partlapate can be hlghllghted and student respon5|b|I|t|es
i, -can be descr|bed A , S

= (Module 7)

The trammg sponsor wull be servmg as a' "Iaboratory" tnstructor for the student -
durmg the school year. In ‘that-role, a variety of responsibilities must be accepted
in_order_for the. training ‘to be effective. _The: teacher: -coordinator _must 'prepare:_

the training sponsor for the new._ role by carefully.. rewewmg and_explaining those .

_ gesgonslpgltf@s.m Once again, ‘a.handbook or training guide is a useful, way .of _
" présentjng the information: A -detailed - explanation of the work experlence pragram
and how |t ‘operates can be- mcluded thh coples of admmrstratlve forms to. be. USed

P—

.controlled trammg is provnded for each student.. That trammg is coordmated

- with related instruction in the classroom.: To help insure that- approprlate
training is provided, a Training Plan is developed. The training plan is a list.
. of ‘the skills- and competencies which a student should develop through n-the-job.
' trammg part of work experience programs. The teacher—coordmator m§ets with
‘each traihing. sponsor soon after_ the stugent has been hired to’ coniplete the -
‘trammg plan The coprdinator. should pyovide a_model. training plan_for. the
occ::patlon for which tf L :
~_and. trammg sponsor review the training plan and make addltlons or modlflcatlons--b
'iIﬁSed on the unique needs of the student and the business in-which the student
is working. . Once- completed; -the training. pla%ls_ used to control and coordinate
.. the student's on-the-job training. -, ‘

e student will be receiving training.. The coordinator

Y8

Q
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EVkLUATlNG THE STUDENT'S ON THE JOB PERFORMANCE (Module 9)

In order to determlne the effectlyeness of tralnlngjnd how. well_ the student ls

performing; evaluation must be done on_a regular basis. _The student's.job

performance will actually: be rated by: the training sponsor, but the teacher-

coordinator _is. respon5|ble for the procedure. An evaluation form must be

' developed that is easy to use and accurately determines the student's strengths "_;.;' :

‘ and weaknesses. On a regular basis (once -every five to nine weeks), tha form
is taken to the ,tralmng, s,porlsor ‘who evaluates the student's current- performance.
Then an evaluation interview is scheduled to review the. evaluatlon with the

student. _ Evaluation must occur on a regular’ basis in order to correct ;observed '

'weaknesses and to relnforce those thlngs the student does well,

MAKE REGULAR COORDINATH)N VlSlTS (Module 12l

- — N

The. teacher should take an_ actlve role m the contmumg tramlng of the student

Regular visits. should be scheduled to each training station - to consult with the

“training sponsor and observe the student. In this way- the teacher will be able
to coordinate classroom mstructlon wuth each student 's - tralnlng, help the trammg ’

lack of attentlon to the -training statlon Attempts should be made to visit' each

' -busmess every 2-3 weeks

ARG AR rEE (Module 10) : l H

An adwsory commlttee is a. group of mterested busmésgr:persmwho work ona -
regular basis with the teacher-coordinator. - Their role is to ‘provide .information
and advice from a business: -perspective. to. |mprove the; operatlon of the work Co B
, experience program. Specifically, they can-aid the teacher-coordinator with. ' '

. coordination tasks by ‘providing public relations with_the business. commumty,

-'help’iﬁ’gjo develop training agiééﬁéﬁts aﬁd tFéiﬁiﬁ{; piaﬁs and many other L
activities. . , ) : ' )
L ’ ' . - ., .7 ,}; l' ~
PLANNING AND ORGANIZING COORDINATION ACTIVITIES: - - S
It is_obvious that effective coordination requires careful planning. The teacher- Z

coordinator who approaches_the activities.in a_haphazard. manner. will soon become

overwhelmed and will probably believe: there -is ‘not_enough time to complete ail -

of the tasks. --If well planned, coordination tasks can be managed and can.-
indeed- help -other parts of the work experlence program to operate more effectNely

,and efflclently : i ,

The teacher coordlnator should sequence l”i:oord'matlort actlwtles on a calendar baSJS.

- Certain tasks will occur’at. designated times. durmg the. schoql year;,, For. example,v :

are selected in. the spring.__ Therefore, students can mtervnew for prospectlve i

'_jobs in- May before' the school year has ended

-

.
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- Tralnmg Agreements can be 5|gned and trammg blans completed durmg the flrst -

—

‘ one or two weeks of ‘school: The evaluation process can be scheduled on a-

.

- Fegular: basis each 5-9 weelggi, With approp‘rlate planning, the major coordination - - -
tasks_can _be scheduled so_ample time is available to complete them. - Also- unscheduled

time can. be provided to allow -for the ongoing coordination tdsks and for those

actlvmes that cannot be antmpated or planned. A sampleacoordlnauon calendar

PLANNING AND GRGANIZING

ee&nmm?nen Aenvmss

USING THE AD?ISORY COMMITTEE )

ﬁixi&me REGULAR COORDINATION vxsx'rs

_ EVAI:UATING ON-THE-JOB TRAINING
COMPLETING TRAINING PLANS -

PREPARINF TRAINING SPeNseRs FOR STUDENT IN WERVIEWS

PREPARING STUDENTS FGR IGB INTERVIEWS L

'OBT}HNING TRAINING STATIGNS

) S o l‘ ;:" g ; 7\1:
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o Cbonommon CALENDAR “
'-,,,;,:__ 7 Time t& Perform Cuordlnatlon Procedure ) »
EBQRB'NKHGN }" ':_____ ---—J . - - | S ""?:‘_‘_:::‘::&: i
PROCEDURE - .| MAY | JUNE| AUG. . | SEPT. | GET: jﬁ% ‘ FE,B,_'»_'....MABQH.‘ APRIL
?E:iar:?rlrgg‘itatwns i (Shou‘d 8.3 contmumg actwlty throughout the year |
2 Prépiringitudeﬁt | Glass Indwidual lnstructlon \
- for Job Interview | Unjt | for e i | -
8 Preparing Traning | e
~* Sponsors for Student| - ‘ —— | o / R
| lhtéi‘VléWﬁ . ‘, 1 \ : e
[} Completinq Train- SRS R ﬁ . - H* :
Ing Agreements [ | | W f S D R
L LA 3 - S R B L k
5; Explainmg Student | | B R A
Responsibilities | | Class ] ) 3N T
for On-the-Job - | - [Unit = | | *
. Training *F. '- - \\ <
6 Explamlnq Trammq R P : \é . S | \ S R
Responsitiites |~ |~ | [ S B e |
~ for On-the-Job . | - | o . q | o]
T'rai'nih'g Sl R - B I
h -%ﬁléﬁﬁg | | — '
, Trainmg Plans o . S |
: g;*i*;iﬁj‘ng*"d;,';; : L (oary 59 wiks trigout the school yer,)
Commltt"",to improve| (ONE MEETING IN THE FALL) .' , (ONE MEETING IN TFIE SPRINGI
On-the-lob Training (- 1. || | L., | |
Eoordlnation calls and student ubsérvations L T
 should continue throiighout the schooi ’ ;g’ L
- year, : o ; |
' (. ' L, ‘ , "
; " . 7 |




" PREPARING COORDINATION\AIDS AND FORMS:
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- -A variety of printed materials can be used in coordinating the work experience

program. Some materials are used to provide information about the program,
ahd others are needed to manage the student's training.. Materials that can aid
in coordination are:listed and described below. The module number indicates

~where you can find-an example of each jtem.
BE, e iMLSéiJié li):

- Alprogram brochure provides a good introduction to the program for employers.

- L, —

and prospective students.- It summarizes important information about the program .-

and can serVe as an attractive reminder of the program after the tedcher-cobrdinator

has made the initial contact: '
Bgsjﬁ::: T ;:,:::Lié:(ﬁiééaié &j -
1 §

There are numerous times that the teacher-coordinator will use a business card.
Each time a new employer is contacted, the business card serves as_a_professional

) reminder of the coordinator's name and program. Since training sponsors are’
' encouraged to contact the teacher-coordinator while the students are employed,

the card provides easy access to the coordinator's phone number.
. EEiP,,:, oo~ ;,:::;;. (Maaule u) | o

As each student applies- for the work experience program, an application form -
should be completed.. It will be a new and useful experience for many students:

~In addition, the teacher-coordinator can collect the necessary informationto
. make a good job placement for each student. : i

:::;;::;::::', EliiéiE:EMf:E;N:'i' i(,Mjbauie 5)

The training agreement lists the responsibilities of each_participant in on-the-job

training. - While it is not a legal document, it provides evidence‘tHat each person
signing the agreement understands how the program will operate.
] o N .

. TRAINING GUIDE  (Module 7)

A training guide introduces the training sponsor 'to all aspects of the cooperative
work experience program and reviews the responsibilities of ‘each participant.

- It Is a useful aid for the teacher-coordinator when. working with new training -

sponsors,- and it provides a quick review for those businesspeople who have
worked with the program in’ the past years.

~




0K (Modile 6) |

Just as the training guide is.used to introduce_the training spﬁsofto the work’

;' experience’ program, a ‘student handbook provides similar informdtion to the -

student .- ‘Program policies as well as student actjvities and responsibilities can
be explained .in the handbéok. S T g
i::;,:::::,,, :,{;,,{%? (;Maidalte; Bj . &

P

i1

- . = L oD oD ot '::‘;:::::Z: z ‘:,:Z,,,: o ,:,; :j.ii':’ oo R s : . :
The training provided for each student is based on the training plan. The teacher-
coordinator should have sample training plans for the gccupational areas in which -
the majority: of the students will recelve training. Then when a student .is placed
on_a_job, the sample:form can be reviewed by the coordinator-and the.training
sponsor, and modificaitons can be made to fit the individual student and:the
specific job. ; A . : N B Loz )

: . i : - o
ST

EVALUATION FORM (Module 9

Each student will be evaluated -by his.or her - raining sponsor_several times through-

out the school year. Ample quantities of evaluation forms must be available. The.
, form should be developed to provide specific information on the strengths and

weaknesses of each studerit's job performance.

ADMINISTRATIVE FORMS

Teacher-coordinators have found thaf an effective set of ‘records is necessary T

’in order to keep up-to-dateon each student's development. A series of forms
: allows the teacher-coordinator to monitor the progress of each student, to-identify o

potential problems before they become serious, and to make the best usé of ;
available coordination time: Examples of each of the forms are shown in the
appendix on pages 1-3. ‘ < ' ' .
HELPFUL COORDINATION HINTS: | o

" Regardless of the purpose, each visit should be planned well in advance. .

Coordination activities can be planned generally for a period of months or _even . -
the whole year. Certain activities can be planned generally for a period of
" months -or even the whole year. Certain activities are logical in September . . ‘
and others are appropriate in May. At those times a- complete round of Visits
. to all training stations can be made for the same_purpose. - Certainly unique- .
—  ..needs may-arisg, but a preplanned and soon.practiced routine is._ established. -
s . This prevents that meaningless visit for no obvious reason except to pass the
: time of day or bum a cup of coffee, and the coordinator is making regular .

- visits to each training station.

. oo oIl Tl Do TS T ST ””’:’;:,:,, __ ::,7 ,:5 i i;:’ ; '-: :- S o
! The frequency of visits is as i nite as the diversity of situations. There are.

or_coordination calls. If an effective job
_to visit_each business about once every -

_help to determine frequency of visits include:

. a variety of reasons andpur
" - ijs being done, a coordinator

... two-three weeks. Some factors

”ém,; _ .. -, —-—oootoTmTmT T T -
ity of the tasks performed by the student.

Maturity of’
s 2. . Nature and diTHeL rforme .

R 3. Amount -and gquality of instruction and supervision provided G
oo T - by the Training Sponsor.- - - - - - .~ T | &
RN ‘4. Geographical location of the training station. -

.|
.

5. * Personality, maturity, and occupational competency of student. -

2
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Gbservation of the student on the\gob should be_ mconsplcuous and should result,
“« —— in more commendat;ons than corrections. - Correctlons. should never be aaaé
‘ whnle the student is performlng his/her jOb T, - 2
'Keep a‘ record of each superylsory §/15|t Memory is not as dependable as we would :
like_ it to be: A small notebook can be arranged .in alphab tical order for trainees.
Simple details like date, purpose, ‘commitments, opinion sor ‘butcomes can-be noted,
.. This information can later be transferred to appropriaté forms. It will‘be needed .
. during student conferences or When dlscusslng student per?ormancé with employers .
at a future time. . SR v
L I . R .
. The f'ollowmg are some br{ef addltlonal hlnts for successful VlSltathl'JS Ty
R P Make Vlets atj time convehlent ’r’or the emplmyer or.
T, : ""ti—a.ﬁ@gg@aagaf;,, o
o« 7 2. Group coordination <all by geographlc areas to save
- . travel time and expense. _
3.. Plan your call in advance. .. . .. . *; E 5
4. Make clear to the employer the purpose nf the7 call: g
: 5. Keep the call on a businesslike, pi'ofessmnal manner.
- ‘6. Awvoid. mtérferrmg with student's job performance, -
oy 7. 'Evaluate the buginess as well as the student learner
v .~ 'while observing.. ... _.7 . . :
o 8. Make a record of the. gaililj -
9. Use self—addressed, stamped envelopes in correspondence o
.. . . . if your budget permits. .- :
R . - 10. Do not overburden employers: Wlth student records
AS . but.keep them informed. :
11.~ Be alért’to _good. publlc reIatlons in the commumty

s 12. For promotional. pugposes; visit firms where students are
¢« not employed.. D _‘I

13. Remember that aII 1riformatnon you recelye |$ confldentna;

14, Invite .your prlnt:lpal or counselor to make wsnts w;th yo
v \J _ ‘(“2,',

Effectlve coordmatu:mkas you can_see;,. requlres a great deal of planmng and effort

However, it can also be the most. mterestlng and pleasurable part_of your job._

If coordination -is done -well, the results will_be obvious -- students’. will developQ

-employment- skills-that they would have a difficult. time at':hlevmg in-any . other way.

".However, if coordination: procedures are.not effective,. the;work experience will

be no-more. than-a part-time- job for the:student with no real educational value© 7.

,and no measurable contrjbutlon to the student 5 future success and there WI|| be :

oy
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1 Def'ne the term ‘%@r’dinatiqn"as it applies to cooperative work experience - . -
programs;: : : : B HN ‘ 4 , ‘

R ii}'

Cn I:Jst at Ieast three coordlnatlon actnvntles that should be completed tintaker each T
. ‘of the follom.gg categorles : S o R
A Planning on the jOb tr mng S Co
o 1. - / }\ S
3 | I \ ,
g, Implementing the training experience
g . e | r
o |
: ! .- § LN ~ — . -
C. Evaluating student progress - - .. = . g\ T
1. : oo
A d ?; o
‘ 3;'
4GOAL 2 __7' ST Ot : |
. Bnefly de§grfb£ hgyﬁihg}eﬁagbgg—gg;raln;tar would cbmplete the technlques 6r
‘ use tﬁé f6rms or materlals I|sted below . .
. AL Obtam a trammg statlon ) - : 7 R
S !
B Pféé;éa B;chure , o
. . ‘ f‘:n
3 ] . T '
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C.- Complete a Training Plan - o . ‘ ; :
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PRE-TEST KEVS 1

i GOAL 1 . DR : : ] o : S ‘ r’; i
o How does coordln;tlon |mprove the effectlveness of a student s on- tllie ]Ob
o traming exper:ence’

1t hers to tirn a ]Ob mto -a trammg program. Tramlng sponsors are
prepared for their role and trainirtg plans are developed to guide the

- students progress. _The teacher- coordinator is ava:lable to make sure - .
the training is efféctiVé s :
- - = ' 7 d\, < z o
2, For each of the maor catefgpr;ﬁesil)sted identify at least 3 coordination
s act:v:tles that” nee o be completed Lt | - .

Plannlng On The Job 7 raml_g

1. lnterv:ew busmess{persons tornnform them of the cooperatlve program
2.: ldentify businesses that.agree to interview students. ..
.3, Prepare students and trammg sponsors for the job mterv:ews

1 mplementmg the TMW

Explain the tramu:g agreement and secure trammg sponsor s+ s:gnature

1.
.2, - Develop. the training plan to. guide .student trammg
3.

lnsure that ‘student is orléntéd to the new ]ob

?6§ré’s’s; L B

Ev :
1. Schedule evalyations and evaluation interviews. -~ . . .
2; Make regulag observations of students. :

3

3. Deliver evaluation forms and explain evaluation procedures.

Contl%ng Coordmatlon Actw:tles D -

1. In¥orm training sponsors of classroom act:v:tles
‘Secure new training stations. :

2
36 Rev:ew .and update trammg plans 5

) ,coordmatlon VISIt’ _ i _
' A serlous weaRness or def:c:ency is- causmg ]ob fallure .

P
s L . »7'

"3 ldentlfly at. least 5. problems that_?ay occur on the ]ob that ey

SR H
2. An_undesirable social trait or work habit - is causing personal confllcts
3. 'Suspicion -of. thefthas been: leveled- at -the trainee:
4, A demand for -excessive hours on the ]oblls mterfrrmg w:th other ‘o
o student actuv:tlesf - e e . o
5. A layoff or reduction of hours is bemg contemplated
6. A safety or health hazard is discovered... |
7. Job duties are routine and unmterestlng s L
8;" The student is not: progressmg satlsfactorlly 1
T -
. J v i -
L » L .
; | . 7_; | 24 '

el me e

v

1
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GOAL 2 e T SR A

1: Elst 10 coordinatjon techmques wblc\t a teacher shouId perform to effectlvely

coordinate a work experlence program*

: Obtalmng a- Trannlng Statlon T Completmg a tralmng plan
& Preparing student for job interview - : - ' Evaluatmg student's on-the—job
Preparing training sponsor to h|re student : training ' :
Comgletetrajnjng agreement . - - - Makmg regular coordnnatlon
Explain tra|n|ng sponsor responsnbnlltlés _visitations. . .
; ' Using an advisory.committee to_
- : ' : |mprove on- the—job tra|n|ng
2. L|st at Ieast JJ skllls a work experlence teacher coordmator should help a
student develop to prepare for a job mtervnew — -
Beveloplng a. resgwnfte:;,,,, ' ! <
Completing Application Forms ' N
~ Telephoning for an ipterview b
Effecfive intervigw- techniques °*- o
. Approprlate way of acceptlng or rejectlng pb offer .
3. What is the purpose of a Tralnlng Agreement7 e ; : ;1‘?‘
‘ To insure e that all_ people parumpahng y} the: cooperatnve work experlence,. _'
-program- understand theur resﬁonsnbllltles and how the jOB tramlng wnll be. o
prOV|ded o , , . ; _ ' ;
4. What is a Trammg'Gutde and how is |t used’ —
: A tralnmgf gﬁundef mtroduces the tralnlng sponsor to aIl aspects of the o
» cooperative program : anll reviews the responsibilities of each participant. B 4
It is a useful aid for the teacher-cooxdinator wk en working with new .
training sponsors, and it provides a .quick review for those busmess, ' e
peopIe whojhave worked ‘with the program |n the past '
' 1 -
5. What aids or forms should a worR exper:ence teacher—coordlnator use in
completing.the coordination teanlques needed to operate an effective = . , ,
* work: experlence program’ - = ) . : : 1 .3 B
. -_,‘I DA : - . ! T ,,,r.,ﬂ, R T ;. E - 7 .
Y Br0chures Tl ?(Stgd;eqtiﬂaggpwk : ; Voo
v r Business- Card - Training Pl St T ,
' Application Form. . ~Evaluation - orm B
, Training Agreement ~ . Admm:strqt:ve Forms T
’ Training Guides< . I S : -
- 7.- R [N ) . . . o N l;': .. e ' [y
,(;E.A 4’ ' : ) el
A . v ’ . .
Ps $ 4 ; o
. . C. ‘l ; ) "(','
';(’l.'“ ' PR o ’ . ,O - ' v, ; -
' R ¢ I ERF
X - L ' ) ’ . 4 ,;
; . “_,.a;';. ) N . 3 -—
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includes Iocatmg trammg statlons placnng the students .on the job Worklng Wlth""‘- o
. the students ‘and_training. sponsors to insure that efFectnve tra|n|ng is occurlng,

Br

2. v'\:Ist at least three coordunatlon actuvntles that should be completed under each

: of the followmg categorues “ ,,:-." S o

Plannlng On The-Job TralnlrLg - R _
] i S .
1. lntervnew busmesspersons to mform them of tbe cooperatlve program. e

2i' Identify. bubinesses that agree to interview students. ' T Y
s \3 Prepare students and trammg sponsors for the job mtervnews. _ b ‘

lmplelnentlng the Tralnlng Expertence
1. Explain the training agreement ‘and secure trammg sponsor s s:gnature

2. Develop the training plan to guideg student training.
_ 3. Insure that. student _is oriented to “the new jOb

fi

: 1
- 2. Make regular observatlons of students.
‘ 3 Bellver evaluatlon forms and explaln evaluatlon procedures ' '
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- | ADDITIONAL RESOURCES

Meyer, _Warren G., ; 7€rawford,, l:ucy &fand Klaurens, Mary K. ; ‘
Gharles |

- Coordination in-
Merrull Pubhshlng Cbmpany, Cblumbus, Ghto, 1975

'

‘3; RI 5879 : , : >

Coordlnatlon of. Cooperatlve Educatuon (J T to J- 10
Amerlcan Association_ for Vocational Instructuonal

Materials. Athens Georgla, 1978.
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