LOWER DAUPHIN HIGH SCHOOL

COOPERATIVE EDUCATION

POLICY AND PROCEDURES
The cooperative education program provides an opportunity for students to gain work experience or internship experience in a field related to their career goals.  Students are released from school to continue their learning at a cooperating training station.  Students must obtain training station placements that will enable them to acquire meaningful career-related experiences in an atmosphere conducive to learning.  All training station placements must be pre-approved by the cooperative education coordinator.  A maximum of two (2) elective credits can be earned through this program.

ATTENDANCE:

Any student sent home ill by the school nurse will not be allowed to participate in co-op for that day.

Students who are absent from school in the morning may NOT report to co-op that afternoon.  Co-op is an extension of the school day.  Any student reporting to co-op on a day that he/she has missed school will be subject to disciplinary action and may be removed from the program.

Any student who is absent from school due to illness and/or emergency will contact his/her supervisor and co-op coordinator by 8:30 a.m. to report off for the day.  The student is not permitted to report to co-op on the day(s) he/she has not reported to school.  On rare occasions, exceptions may be granted if prior permission is given by the co-op coordinator.
In order for the student to be able to go to work, he/she must arrive to school prior to 10:15 a.m.  If arrival is after this time (without an excused absence such as a doctor’s excuse), the student will not be permitted to go to his/her job site.  After 10:15 a.m., the student did not spend a half day in school; consequently, the employer will be notified that the student will not be permitted to work.
The co-op student has greater responsibilities in regard to his/her attendance at the job site.  If LDSD has an in-service day or a vacation day, the paid co-op student is expected to go to his/her place of employment.  This is not an automatic “free” day or afternoon for co-op students.
Students must maintain good attendance and punctuality at both the training station and at school.  If student absence and/or tardiness become a problem, the student may be removed from the program.

Students are strongly encouraged to report to the training station during school vacations unless there is a prior agreement between the supervisor and the student.

TRANSPORTATION:
Transportation to the training station and to his/her home is the responsibility of the student and the parent.  Students must be insured by their parents for travel to and from co-op.

POSITION:

Students are required to obtain a position prior to returning to school in the fall.  NO student will be reporting to his/her training station on the first day of school; he/she will start on the second day of school.  All co-op/intern students will be gathering in the library for a meeting on the first day.  Employers should be notified of this.


HOURS:

Paid co-op students must work a minimum of 15 hours per week (Monday through Friday) and a total of 150 school days (Monday through Friday).  However, students may work more hours each week and/or on weekends.  The exact number of hours may vary from one employer to another.  With students under 18 years of age, the employer must abide by state and federal child labor laws.  Non-paid co-op internship students’ hours will vary depending on the number of hours released from school.  A minimum of 10 hours per week is required for the internship program.
For students ages 16 and 17, a maximum of 28 hours per school week (Monday through Friday) is permitted, plus 8 additional hours on Saturday and 8 additional hours on Sunday.  These additional hours are not used toward the mandatory 15 hours per week; however, maximum daily hours cannot exceed 8 hours per day.

For 1-hour delays, students are required to stay in school for each regularly scheduled academic period and follow the adjusted time schedule.  (Students may NOT leave a regularly scheduled class early.)  Students should notify employers if they will be late to work due to the adjusted time schedule.  Mrs. McMinn can also notify the employers of this, but Mrs. McMinn must be informed by the start of the school day.  Please plan ahead--you may need to bring your work clothes to school on delays.

For 2-hour delays, students are required to stay in school for each regularly scheduled academic period. If this conflicts with that day’s work schedule, early dismissals will be issued.
If school is canceled due to inclement weather, the student is not obligated to report to his/her training station.  Students must notify employers if they will not be attending work due to the school cancellation.
For early dismissals from school due to inclement weather, the student is not obligated to report to his/her training station.  Students must notify employers if they will not be attending work due to the early dismissal.  If the student decides to go to work, parental permission must be received prior to leaving school.
WORK PERMITS:
State and Federal laws require persons under eighteen (18) years of age to secure work permits.  Employers are required to have the permit on file at all times while the student is working for them.  Failure to do this could result in heavy fines.  It is the student’s responsibility to obtain the work permit.  All work permit numbers must be given to the co-op coordinator to be recorded on the training agreement.  (Non-paid co-op internship students are NOT required to obtain a work permit.)  Work permits must be submitted by the first day of school or students will not be going to work.  A copy of the student’s work permit will be placed into his/her file.  
REPORT-IN/REPORT-OUT:

Students must sign out at the high school attendance window every day without fail.  Students should sign out IMMEDIATELY before leaving the building.

WEEKLY TRAINING STATION REPORT:

Each student is responsible for submitting a completed Weekly Training Station Report (Time Card), with supervisor verification by Monday morning to Canvas.  For paid co-op students, a work schedule will be uploaded to Canvas; this verifies the employment for site visits and putting in the required 15 hours.  Failure to do this will result in a reduction of the marking period grade.

TRAINING STATION/INDIVIDUAL PROBLEMS:

The following should be brought to the attention of the co-op coordinator immediately:  changes concerning wages, hours, or training station tasks; lay off or being terminated; difficulties and/or incidents with the training station or school.

ACADEMIC ELIGIBILITY:

A student who receives a failing or incomplete grade for a marking period will be placed on co-op probation for one marking period.  A failing grade during the probationary period may result in termination from the co-op program.

GRADING:

Training plans, which outline performance and expectations, are designed by the training station supervisor in agreement with the student worker and the co-op coordinator.  The training station supervisor submits a quarterly evaluation to the co-op coordinator, who combines it with an in-school evaluation and then records a grade on the student’s report card.
REQUIRED PROJECTS:

ALL co-op students are required to complete twelve (12) journal entries per year.  Internship experience students are required to complete an additional twelve (12) journal entries.  Assignments are designed to enhance career exploration and to provide the student with a comprehensive cooperative education program.

DISCIPLINE:
All school district policies remain in effect for all co-op students.  If the student should violate school policy, he/she will be treated in the same manner as any other student.

Detentions will be served at the regular time as everyone else.  Therefore, the student is responsible to leave his/her training station and return to school by the stated detention time for afternoon detentions.  Morning detentions are another option for the student.
In-school suspensions will be served at the regular time as everyone else.  Therefore, the student is responsible to stay in school until 2:30 p.m.  Students may attend co-op after 2:30 p.m.

Out-of-school suspensions will suspend the student from co-op the entire day of the suspension.  Students will NOT be allowed to attend co-op until reinstated to school.

A student with a chronic discipline problem may be removed from the co-op program.

It is the student’s responsibility to notify the supervisor and co-op coordinator of any disciplinary action.

TERMINATION/FIRED FROM A TRAINING STATION:
Students in the cooperative education program make a commitment to the supervisor and to themselves.  It is expected that this commitment is fulfilled.  

No student will walk off or quit a training station without consent of the co-op coordinator, and then only after the co-op coordinator has made the proper and necessary arrangements with the supervisor.  The student must give a written two-week notice before terminating the training station.  If a student quits or leaves a training station without prior permission, in effect he/she has quit the co-op program.  
The student is to remain at the same work site for the entire school year unless something unforeseen occurs at the site.  If a student becomes dissatisfied with his/her position or if a student is requested to leave his/her position, the “two-week notice” period will be used to locate another position.  If a position is not located, full-time placement into the school setting will be made.
If a student is fired from a training station for just cause, they will also be terminated from the co-op program.  The co-op coordinator, after consulting with both student and supervisor, will determine just cause.  The student will then be returned to placement in the school setting for the full day. 

Failure to complete the term may result in a failing grade and decreased credit for Cooperative Education.  Depending on the time in the school year, failing co-op could result in a student’s failure to graduate.
ON-THE-JOB:

Students will do their best to display a good attitude and good work habits at all times.

Students will show consideration for co-workers and take care of the training station’s tools and equipment.

Students will keep themselves clean, well groomed, and dressed appropriately.

Students will obey all safety procedures.

Students will take full responsibility for their own actions and not place blame for mistakes, accidents, or problems on others.  Students will be honest with themselves and others.

Students will perform assigned duties to the best of their ability and follow rules and regulations.  Students will purchase all necessary clothes and essential tools and will maintain them properly.

Students will respect confidentiality.  If the student learns something that should not be shared, he/she will keep it to him/herself.  Breach of confidentiality is often grounds for dismissal.

The Cooperative Education program is a privilege.  Please follow the above policy and procedures.  This experience will be very rewarding to you, both now and in the future!
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