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COOPERATIVE EDUCATION

DEFINITION OF COOPERATIVE EDUCATION

The term Cooperative Education (CE) is used to describe specific career-related pro-
grams at the secondary and community college level. These programs encompass both
classroom instruction and assigned work experience to assure maximum career develop-
ment of the participating students.

CE combines the efforts and resources of the local educational agency (LEA) and the
employment community. By correlating related class instruction with on-the-job work expe-
rience, it enables the students to acquire entry- or intermediate-level employment skills
before graduation.

HISTORY OF COOPERATIVE EDUCATION

The first use of cooperative education occurred in 1906 by Dr. Herman Schneider who
was affiliated with the College of Engineering at the University of Cincinnati.

This method of instruction then spread to secondary schools and community colleges
throughout the United States, as well as to four-year institutions and graduate schools.
Students serving internships in diversified career programs ranging from medicine, on the
graduate level, to medical assistant programs, on the associate degree level, have partici-
pated in some form of cooperative education.

The alliance between the LEA and places of employment is the common denomina-
tor no matter which term is used—internship, practicum, or cooperative education.

OBJECTIVES OF COOPERATIVE EDUCATION

The five occupational areas that include agriculture; business marketing, manage-
ment, and office skills; health; home economics; and industrial careers are strong advocates
of CE. This advocacy arose because the primary thrust of CE at the secondary level relates
to the acquisition of desirable skills, attitudes, and habits for employment in these areas.
The merit of topics covered in the classroom, such as job acquisition skills, occupational
survival skills, basic work relations, personal development, and career exploration is obvi-
ous to employers who need good employees to fill their job openings.

CE is designed primarily for either eleventh or twelfth grade students who desire both
elements—work experience and applicable classroom instruction—to prepare for their cho-
sen careers. By building into CE opportunities for regular career-related part-time employ-
ment and concurrent related classroom instruction, the participants successfully develop
skills, attitudes, and habits that employers seek.
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A good example of CE is Cooperative Office Occupations. This capstone course is
designed to assist students in the development of effective business skills, attitudes, and
work habits. One of the more frequently used schedules enables the students to take class-
es at LEA one-half a school day and spend the other half in industry working at career-
related jobs. The teacher-coordinator and employee supervisor work hand-in-hand to
assure that (a) the students acquire the appropriate skills and attitudes and (b) the objec-
tives of CE are clearly met. Some of these objectives are to:

1. Develop the occupational skills, knowledge, and attitudes needed to enter
and succeed in the world-of-work.

2. Enable students to develop the interpersonal skills needed to succeed in
employment.

Develop an economic awareness and understanding.

4. Apply the skills, knowledge, and attitudes previously developed in voca-
tional education classes.

Upgrade skills previously developed in vocational education classes.

6. Provide career orientation experiences to those students who are unfa-
miliar with opportunities available in industry.

7. Provide career exploration experiences to those who have made tentative
career decisions.

8. Provide career maturing experiences whereby students can compare their
personal interests and capabilities to career opportunities in the world-of-
work.

9. Improve the job placement rate of program graduates.

CHARACTERISTICS OF QUALITY COOPERATIVE EDUCATION

In order for the CE method to be effective, it must include the following:

1. Well-defined policies that have been developed to guide the operation of
the program.

2. Adherence to all state and federal laws pertaining to employment prac-
tices.

Coordination by a qualified and dedicated teacher-coordinator.

4. Students that are selected based upon their aptitudes, needs and desires,
and career goals.

5. Employment that is selected by the teacher-coordinator to provide on-the-
job experiences that are directly related to the student’s career develop-
mental need or career goal.

6. Learning experiences at the job that are supervised by a training supervi-
sor who has been carefully prepared for this role by the teacher-
coordinator.

7. Related instruction that is planned and correlated directly with the stu-
dent’s on-the-job experiences and career development needs.
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8. Written training agreements and individual student training plans that are
carefully developed and agreed upon by the employer, training supervi-
sor, student, and teacher-coordinator.

9. Proper monitoring of CE through evaluation activities, accurate and time-
ly periodic activity reports, training agreements and plans, wage and hour
reports, and also proof-of-age certificates or work permits, if needed.

10. When applicable, student pay for on-the-job experience.

11. Credit that may apply toward graduation for successfully completing on-
the-job learning experiences.

ADVANTAGES OF COOPERATIVE EDUCATION

The LEA and the employment community that participate in cooperative education
recognize the significant advantages of this method of instruction. CE fulfills industry’s
employment needs in respect to quality, access, and efficiency.

® Quality is likely when properly prepared students enter the workplace.

e CE students have access to career-related part-time employment and
employers have a ready pool of applicants to fill openings.

e Efficiency is increased because of shared training costs between the
employers and the LEA.

ADVANTAGES TO STUDENTS

The CE method of instruction provides the following advantages to student partici-
pants:

1. Closer integration of theory and practice.

2. The opportunity to explore career choices prior to making long-term and
costly investments in further training.

3. The services of skilled professionals as the students gradually move from
a school environment to a work environment.

4. An organized plan of training on the job under actual business condi-
tions.

5. World-of-work skills that would be difficult to develop in regular LEA
instructional programs.

Job-entry improvement and advancement.
Motivation to learn and be all that they can be.

The opportunity to develop responsibility and mature thinking.

O 0 N &

Closer association with adult role models and an opportunity to acquire
a mentor.

10. A base of occupational experiences.

11. The ability to stay in school because of the wages earned.
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12. Work experience which may be required to fill full-time openings in the
future.

ADVANTAGES TO EMPLOYERS

The CE method of instruction provides the following advantages to the employers
who participate:

1. An opportunity for employers to discover potential full-time employees.

2. A better selection of employees through the cooperation of the LEA, thus
reducing personnel turnover.

A reduction in the cost of training employees.

4. The improvement of the image and prestige of the industry or business
among the student learners and with the community.

ADVANTAGES T0 THE LEA
The CE method of instruction provides the following advantages to the local educa-
tional agency:

1. An increase in the working relationships and linkages with the world of
work.

A relevance to the programs offered by the LEA.

Facilities and equipment that may not be available at the school.
Improved placement of program graduates.

CE program validity in regard to labor market demand.

The development of partnerships between the LEA and the community.

N o e wN

An opportunity for LEA’s to expand their curriculum.

QUALIFICATIONS OF THE TEACHER-COORDINATOR OF
COOPERATIVE EDUCATION

Teacher-coordinators are chosen to represent the following areas: agricultural, busi-
ness and office, marketing, health, home economics, and industrial related occupations.

In order for CE to be effective, selected teacher-coordinators must display a number
of laudatory personal characteristics in addition to their academic credentials. Some of the
special characteristics include:

¢ A wide range of communication skills—especially in assertiveness, con-
frontation, empathy, and ability to motivate.

e Special abilities to deal effectively with crisis situations in school, on the
job, and in other appropriate circumstances.
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* Being able to cooperate and make use of supportive personnel in the
school, such as school psychologists, social workers, and counselors.

In addition, teacher-coordinators should display the following leadership traits in
order to meet the overall objectives of CE:
Dependability and reliability.
Proficiency in establishing good human relations.
Advocacy of students.
Good organization of time.
Efficient management of resources.
Creativity.

Good judgment and decision making.

® N ook w =

Responsibility and self-discipline.
To respond to the question frequently posed, “What exactly are the state qualifica-
tions to be a CE teacher-coordinator?,” we offer the following information:

Requirements vary from state to state, but their similarities are quite surprising. Since
it is not feasible to present the qualifications from each of the 50 states, a look at one state’s
policy may be helpful. Here is a summary of Illinois’ policy covering the teacher-coordina-
tor of CE:

The qualifications breakdown is divided into general education requirements, occu-
pation experience, occupational study, courses pertaining to CE, and licensure compliance.

GENERAL EDUCATION REQUIREMENTS

A valid teaching certificate is required for all teachers below the community college level.

OCCUPATIONAL EXPERIENCE

A teacher-coordinator must have at least 2,000 hours of work experience in the occu-
pational specialty to be taught.

OCCUPATIONAL STuDY

Teacher-coordinators shall possess 24 semester hours in the specialty area; these
hours include a methods course.
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Courses RELATED T0 COOPERATIVE EDUCATION

The teacher-coordinator shall have earned 6 semester hours in the area of organiza-
tion and administration of CE. These CE courses are required of all teacher-coordinators
regardless of program type or educational level.

LICENSURE COMPLIANCE

For those occupations in which employment or preparation is regulated by law or
licensure, compliance with those laws is required.

THE ROLE AND FUNCTION OF THE TEACHER-COORDINATOR IN
COOPERATIVE EDUCATION

Teacher-coordinators work to combine and coordinate the efforts of many others to
assure that CE effectively develops within each student the knowledge, attitudes, skills, and
habits needed for employment

The teacher-coordinator’s responsibilities are many; therefore, only the most dedicat-
ed educator should pursue a role of this dimension. Some of the chores relegated to the
teacher-coordinator are listed here.

1. Planning, developing, implementing, operating, evaluating, and altering
CE plans.

2. Describing and interpreting CE to administrators, faculty, students, staff,
parents, and the community.

3. Managing a system of student admission.
4. Preparing, delivering, and evaluating related classroom instruction.

5. Locating, evaluating, establishing, and placing students at places of
employment.

6. Developing training plans and agreements to guide the training of each CE
student.

7. Assisting training supervisors with on-the-job instruction.

8. Working with advisory councils and vocational student organizations
when applicable.

9. Managing a system of public relations that creates and maintains a desir-
able public image of CE.

10. Using follow-up and other types of data to make operational adjustments
to the program.

11. Involving teachers, administrators and other personnel in the operation of
the program to assure continued support.

12. Maintaining a system for evaluating all aspects of the program.

13. Obtaining parental approval, when applicable.
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Specific teacher-coordinator tasks can be classified under seven cluster areas.
The areas include:

e Program planning, development, and evaluation.
e In-school instruction.

¢  On-the-job instruction and coordination.

* Guidance, counseling, and advising tasks.

® Program administration and management.

e Community and public relations.

e Professional role, activities, and development.

Examples of some of the tasks under each area that are assigned to CE teacher
coordinators include the following:

PROGRAM PLANNING, DEVELOPMENT, AND EVALUATION
1. Define facility needs.
2. Make maximum utilization of community resources.

3. Consider the special needs of handicapped, disadvantaged, or bilingual
students.

4. Establish specific criteria for student selection.

Determine a specific calendar of evaluation procedures and events for stu-
dent and employer follow-up surveys.

6. Design a plan to incorporate continual improvement and reevaluation of
CE.

IN-ScHooL INSTRUCTION

1. Review and evaluate curriculum materials.

2. Develop a curriculum for general related and specific related classroom
instruction.

3. Develop general CE objectives and use these to develop specific student
performance objectives.

Identify, evaluate, and obtain appropriate texts and workbooks.
Correlate classroom and on-the-job training.

Establish group as well as individual learning experiences.
Devise methods for students to evaluate their own progress.

Establish specific criteria and methods for evaluating student learning.

° P NN

Evaluate instruction and curriculum via input from students and work
supervisors. Revise instruction where appropriate.
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ON-THE-JoB INSTRUCTION AND COORDINATION
1. Evaluate and select employment facilities.

2. Choose applicable jobs to meet the unique needs of handicapped, disad-
vantaged, and bilingual students.

Inform employers of school policies governing CE.
Orient work supervisors to the specific objectives of CE.

Identify specific on-the-job training experiences with work supervisors.

o v W

Advise students of the specific skills to be learned in their assigned work
environment.

N

Schedule students for employment interviews.

8. Schedule students to begin work.

9. Foster positive attitudes toward on-the-job training.
10. Monitor student progress through on-site visitations.

11. Seek input regarding the student’s work qualities, attitudes, and habits
while on the job.

12. Develop criteria by which the work supervisor can evaluate student
progress.

13. Seek student evaluations of their employment.

GUIDANCE, COUNSELING, AND ADVISING TASKS

1. Provide advisement to potential program enrollees.

2. Counsel and advise students regarding their career goals and the educa-
tional requirements necessary to reach such goals.

3. Be aware of, and assist in providing, special needs of handicapped, dis-
advantaged, or bilingual students.

4. Help students to develop and assimilate a set of work values.
Assist students in developing good work habits.

6. Recognize and follow-up when a student needs counseling from another
faculty or staff member.

7. Write letters of recommendation for students.

8. Assist students in determining the best ways to describe their salable
skills.

PROGRAM ADMINISTRATION AND MANAGEMENT

1. Develop and file written training plans and agreements signed by stu-
dents, parents, and employers.
2. Become familiar with and comply with state and federal labor regulations.
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Insure the learner’s safety and protection.

»

Establish and publicize policies for discipline, absenteeism, work sched-
ules, wages, and job transfer.

Maintain records of student hours and wages.
Prepare an annual CE budget.

Order and account for teaching materials, supplies, texts, and equipment.

o N owm

Prepare, administer, and analyze annual student follow-up surveys.

CommuniTy AND PusLiC RELATIONS

1. Provide program brochures for dissemination to potential employers and
students.

2. Call on previous and potential employers to promote CE.

3. Develop and maintain a community personnel resource file of potential
employers.

4. Represent CE as a guest speaker at various meetings in school and in the
community.

S. Provide displays relating to CE in prominent areas.

PROFESSIONAL ROLE, ACTIVITIES, AND DEVELOPMENT

1. Explain and support CE philosophy, including the role of the teacher-
coordinator.

2. Foster a climate of cooperation with other disciplines in order to provide
broader student experiences.

3. Participate in in-service training by attending pertinent and relevant sem-
inars and workshops.

SELECTING CooPERATIVE EDUCATION CLASSROOM AND OFFICE

When the teacher-coordinator selects an appropriate classroom for the related
instruction, he or she should choose a facility where skills needed for the occupation can be
taught. Appropriate equipment and supplies should be available on a daily basis. In addi-
tion, a display case visible to a main LEA corridor should be placed outside the classroom.

A good example of an appropriate classroom facility would be an office practice lab-
oratory for cooperative office education students.

Another consideration in the choosing of a CE classroom is the proximity to a small-
er but adequate room that could serve as the teacher-coordinator’s office. Since the CE
teacher-coordinator has to fulfill numerous administrative and counseling responsibilities,
the office must be carefully selected to accommodate the following activities:
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. Executing reports.

. Maintaining records.

. Selecting students.

. Supervising work experience.

. Making periodic follow-up studies.

. Conferring with students, employees, and parents.

. Discussing confidential matters with students and staff.

. Speaking on the telephone.
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. Meeting with several people at one time.

BUDGETING

The CE teacher-coordinator is usually responsible for overseeing, if not developing,
the program’s budget. Some of the items included in a typical budget are a) instructional
materials, b) resource materials, c) equipment, d) telephone expense, €) teacher-coordina-
tor’s expense, f) supplies, and g) conference expenses.

The amount of money allocated to the CE program as a whole and to each category
individually will depend on the size and scope of this method of instruction in the LEA.

IMANAGING COOPERATIVE EDUCATION INFORMATION AND RECORDS

The teacher-coordinator no longer relies on index cards to record CE information.
The computer now makes the job of information gathering and storing much less onerous.
A computer is a lifesaver in the collection of data that answer the following types of ques-
tions:

Who is admitted to CE?

What type of employment is available for student placement?
What types of instructional materials are available in the LEA?
What is the placement and follow-up record of CE graduates?
What tasks have been completed by each CE student?

What is needed in the public relations plan?

What jobs are available for program graduates?

© N o n ok Wb

What is the progress of each student in the CE related class and on the
job?

9. What supplies and equipment will be needed to operate CE?

10. How do employers, teachers, students, administrators, counselors, and
parents rate CE?

In attempting to establish an effective management information system for CE, the
teacher-coordinator will want to:
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