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OVERVIEW


The purpose of this manual is to familiarize the students and parents to the many areas of the Career and Cooperative Education Program at CASHS.  It provides guidelines, requirements, and resource materials for students to follow in preparing themselves for the program.


Cooperative Education is one segment of the school-to-work system that enables students to combine academic instruction with occupational instruction through learning on the job in a career area of choice.


The many types of Career and Cooperative Learning opportunities available to our students are:

· Capstone Cooperative Education Work Experience

· Diversified Occupations Cooperative Education Work Experience

· School-Based Enterprises (Student Credit Union)

· Elementary Education--Internship

· Child Development--Internship

· Healthcare Career Institute

· Chambersburg Hospital Volunteer Program

COOPERATIVE EDUCATION PROGRAMS

Capstone Cooperative Education Work Experience
[image: image6.wmf]All students earn school credit and are paid for work related to their studies.
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Business
· Agriculture
· Construction Tech
· Art 
· Music
To qualify for the Capstone Cooperative Education Work Experience paid work experience program, students must have a recommendation from their guidance counselor, the Co-Op Coordinators and their Assistant Principal.  They must carry two full-year courses (two credits) in their chosen major in both their junior and senior year.  Employment must be directly related to their major; i.e., Business Major—job as an office assistant, in marketing, sales, banking, general office work, etc.
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The Co-Op Coordinators will complete scheduled and unannounced supervisory on-site visits regularly.   Employer Evaluations are to be completed each marking period by the student’s employer.

Diversified Occupations Cooperative Education Work Experience
Students earn school credit for participating in paid and unpaid learning experiences that relate to the field of study or their career objective they plan to pursue after graduation.

To qualify for the Diversified Occupations Cooperative Education Work Experience paid and unpaid work experience program, students must have a recommendation from their guidance counselor, the Co-Op Coordinators and their Assistant Principal.  Students are highly encouraged to take additional coursework related to their chosen career objective.   Student Work Experience must be related to the career that the student wishes to pursue after graduation; i.e., speech therapy, Christian ministry, drafting/engineering, etc.

The Co-Op Coordinators will complete scheduled and unannounced supervisory on-site visits regularly.   Employer Evaluations are to be completed each marking period by the student’s employer.
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School-Based Enterprises (Student Credit Union) 

Students earn school credit for participating in a paid learning experience that relates to the field of financial services.  

To qualify for the School-Based Enterprises (Student Credit Union), a paid position with Patriot Federal Credit Union, student must be enrolled in Accounting I, II, or III to be considered.  Students must have a recommendation from their guidance counselor, Accounting Instructor, the Co-Op Coordinators and their Assistant Principal.  Students must also be selected for employment with the Patriot Federal Credit Union.  Students are highly encouraged to take additional coursework related to the Financial Services Industry.  Experience must be related to the career of Business Finance, Management, Marketing and Business Administration.

The Co-Op Coordinators will complete scheduled and unannounced supervisory on-site visits regularly.   Employer Evaluations are to be completed each marking period by the student’s employer.
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Elementary Education—Internship

This is an unpaid work experience for students wishing to enter the field of elementary or secondary education after graduation.   Students will be placed in classroom assignments.  Students earn school credits for this assignment.
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To qualify for the Elementary Education – Internship an unpaid work experience program, students must have a recommendation from their guidance counselor, the Co-Op Coordinators and their Assistant Principal.  

The Co-Op Coordinators will complete scheduled and unannounced supervisory on-site visits regularly.   Employer Evaluations are to be completed each marking period by the cooperating teacher.  The cooperating teacher will also complete attendance records once a week.
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Child Development--Internship

This is an unpaid work experience for students in the Child Development - 

Internship at CASHS.  All assignments are in a nursery school environment.   

School credit is also earned.

Qualifications and supervision for this program is under the direction of the 

CASHS Child Development Coordinator.
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HEALTHCARE CAREERS INSTITUTE

Site:  Chambersburg Hospital

This high school course, entitled Healthcare Careers Institute, is designed to direct juniors and seniors in exploration of various healthcare careers.  It will require selected students to engage in critical thinking, observation, inquiry, assessment and reflection on possible career choices through educational presentations, mentor relationships with multiple healthcare professionals, and volunteer service experiences in a variety of healthcare settings.

Chambersburg Hospital Volunteer Program

Site:  Chambersburg Hospital

Students have the opportunity to gain experience working in a hospital setting through volunteering at Chambersburg Hospital.  Students volunteer to:  man information desks, perform messenger services, deliver patient mail and flowers, staff the hospital auxiliary shop, help transport patients in wheelchairs, help in various departments, visiting patients, and help people who need prescription assistance.

 Child Labor Laws


The state and federal child labor laws were designed to protect young people working in and around hazardous areas, and to ensure adequate wages.   They are intended to provide for the health and welfare of minors by prescribing the terms and conditions under which these minors may be employed.  It is crucial for the participating employer, parent, and student participating in the Cooperative Education Program to understand and follow the Abstract of the Child Labor Law developed by the PA Bureau of Labor Standards.  It lists prohibited occupations for minors under the ages of 16 and 18 and other information pertinent to minors who work, including maximum number of hours per school day and week and minimum wage.  Information of the utmost importance is provided on the following pages.
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MUST BE POSTED IN A CONSPICUOUS PLACE WHERE ANY PERSON UNDER AGE 18 IS EMPLOYED

ABSTRACT OF THE CHILD LABOR LA W

This summary is for general information and is not to be considered in the same light as official statements contained in the Law or its

regulations.

--~~ ~-~-~~ ~-~--

MINIMUM AGE: Minors under 14 years of age may not be employed or permitted to work in any occupation. except children employed on farms or in domestic service in private homes. No minor under 14 years of age may be employed on a farm by a person other than the farmer. Under certain restrictions. caddies may be employed at the age of 12. news carriers at 11 years of age. and juvenile performers in the entertainment field at the age of 7. Minors and infants may be in the cast of a motion picture if special permit is obtained.

EMPLOYMENT CERTIFICATES: No person under the age of 18* shall be employed without a general or vacation employment certificate. The employment certificates are issued by school authorities and. except for the transferable work permit. must be kept on file.

Special performance permits are required for minors in theatrical and other performances at ages and hours permitted by Law. Applications may be obtained from the offices listed on the reverse side of this abstract.

A transferable work permit may be issued to 16 and 17 year olds. Obtain these through your local school district. A minor issued a transferable work permit is not required to obtain a new permit or certificate each time he/she changes employers; however. the employer is required to notify the issuing school district in writing within five days when a minor begins or terminates employment. Additionally. the employer must keep detailed records of the minors at the work site. A photocopy of the transferable work permit may be used as a record. provided that the employer records the occupation in which the minor is engaged on such photocopy.

RECORD KEEPING: Employers are required to maintain true and accurate schedules for each minor employed.

HOURS OF EMPLOYMENT -AGES 14 &15

HOURS OF EMPLOYMENT NIGHT WORK

During school Term: Maximum 4 hours on school days, 8 Employment prohibited after 7 p.m. and before 7 a.m. (Exception: hours on any other day, and 18 hours per school week Summer Vacation employment until 10 p.m.) (Exception: Minors (Monday thru Friday), and only at a time that does not from age 11 may be employed at distributing or selling newspa- interfere with school attendance. plus 8 additional hours pers, magazines or other publications between 6 a.m. and 8 p.m.) on Saturday and/or Sunday. (Exception: Minors employed on a farm by a person other than the

rarmer in the hatching, raising, or harvesting of poultry may be employed or permitted to work untill O p.m. as long as the minors are not working in an agricultural occupation declared hazardous by the U .S. Secretary of Labor .)

HOURS OF EMPLOYMENT -AGES 16 & 17*

During Summer Vacations: Maximum 8 hours per day, 44 hours per week.

HOURS OF EMPLOYMENT

During School Term: Maximum 28 hours per school week (Monday thru Friday) if enrolled in regular day school. plus 8 additional hours on Saturday and 8 additional hours on Sunday. However. maximum daily hours cannot exceed 8 hours per day.

During Summer Vacations: Maximum 8 hours per day, 44 hours per week.

NIGHT WORK

During school TerD1: Students may not work after midnight (Sun- day thru Thursday) or before 6 a.m. during the entire week. (Exception: Students may work the night preceding a school holiday occurring during the school year untill a.m. the next morning.) Students may work Friday night untill a.m. Saturday morning. and on Saturday night untill a.m. Sunday morning.

During Summer Vacations: No night work limit for students. No night work limit at any time for minors legally excused from school attendance.

*EXCEPTION:

AT ANYTIME:

A) 17 year olds. who have graduated from high school or who have attained their academic potential as determined by the chief school administrator. may be treated for purposes of the Child Labor Law as 18 years of age.

B) Special rules apply to 16 and 17 year olds employed during the summer by a summer resident camp or a conference or a retreat operated by a religious or scout organization.

MAXIMUM EMPLOYMENT 6 DAYS PER WEEK. 30 MINUTE MEAL PERIOD REQUIRED ON OR BEFORE 5 CONSECUTIVE HOURS OF WORK.
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COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF LABOR & INDUSTRY

BUREAU OF LABOR LAW COMPLIANCE

BOATS: Working on any boat engaged in transportation of passengers or merchandise.

BOWLING CENTERS: In any capacity except snack bar attendants. control desk clerks. and scorer attendants.

BUILDING TRADES: Heavy work.

COAL DREDGES: Any work on coal dredges.

HEATING AND PASSING RIVETS: In any capacity .

HIGHWAYS: Sections of the highways that are open to the public for vehicular travel.

INDUSTRIAL HOMEWORK: May not manufacture at home any materials or articles under a contract from a manufacturer or contractor. MANUFACTURING: Any manufacturing or mechanical process.

MINES: In any capacity.

POOL AND BILLIARD ROOMS: In any capacity .

RAILROADS: In any capacity .

SCAFFOLDING: On scaffolding and ladders.

STRIKES OR LOCKOUTS: Unless legally certified to work before strike or lockout.

TUNNELS: In any capacity .

WINDOW CLEANERS: Above ground level.
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PENALTY:

Any person. agent or manager for any person violating or permitting any violation of the Child Labor Law shall. upon conviction. be subject to a fine of not less than $200 nor more than $400 for the first offense and not less than $750 nor more than $1500 for any subsequent offense or imprisonment for 10 days. or both.

under the PA Workers' Compensation Law, fifty percent additional compensation shall be paid to any minor injured while illegally employed. all of which shall be paid by the employer.

OCCUPATIONS PROHIBITED

NOTE THE FOLLOWING:

Motor Vehicle code:

Sec.493(13) Liquor Code:

Minors 16 and over after July 1. 1977 are permitted to operate a single vehicle not in excess of 30.000 pounds registered gross weight or any such vehicle towing a trailer not in excess of 10.000 pounds gross weight.

Minors under }6 may not be employed by, or in connection with, any establishment where alcoholic liquors are distilled, rectified, compounded, brewed, manufactured, bottled, sold or dispensed, provided that minors from age }6 may be employed on licensed premises as food waitresses or waiters and busboys/girls.

At age 18. such persons may serve and handle alcoholic liquors where sold or dispensed.

PROHIBITED OCCUPATIONS FOR MINORS

UNDER 18

BOATS: Pilot, fireman or engineer on any boat or vessel.

BRICKS: Working on horizontal or vertical pug mills.

CRANE OPERATORS: Cranes and hoists.

ELECTRICAL WORK: All electrical wiring*. Installing. removing and testing electric meters*.

ELEVATORS: Operators or managers of passenger or freight elevators. Hoisting or lifting machinery.

EXCAVATING: Within tunnels or shafts and trenches more than four feet in depth*.

EXPLOSIVES: Where explosives are manufactured. handled or stored.

MACHINERY: Cleaning or oiling machinery in motion. Operating or assisting in the operation of the following; Emery wheels**, metal plate bending machine*. mixing machine in bakeries*, punch press**, wire-stitching machines*. woodworking machinery (power driven)*.

MEAT GRINDERS: Operation of power driven food chopping, meat grinding, slicing or processing machines*.

METAL INDUSTRIES: Work in rolling mills*, handling bull ladles and around furnaces.

MINES: Dangerous occupations in or around any mine.

MOTION PICTURES: Projectionist.

PAINT. ACIDS. AND POISONS: In any capacity in the manufacture of paint, color or white-lead, poisonous dyes, or compositions using dangerous lead or acids.

PITS AND QUARRIES: Most occupations.

POOL AND BILLIARD ROOMS: Any occupation.

PRINTING INDUSTRY: Operate power driven paper cutters or circular saws*.

RADIOACTIVE SUBSTANCES: In all occupations involving exposure to radioactive substances***. or ionizing radiation***. RAILROADS AND RAILWAYS: Section hand. track repairing. gate-tending. switch-tending. brakeman, fireman. engineer, motor-

man, or conductor.

LLC-5 REV 9-08 (Page 2)

ROOFING: All occupations*.

RIVETS: Heating and passing rivets. except under special conditions.

SPRAY COATING: Spray coating with substances containing lead, benzol or ground siliceous material*. SLAUGHTERING AND MEAT PACKING: Most occupations.

TANNERIES: Tanning process.

WELDING: Acetylene or electric welding*.

WRECKING AND DEMOLITION: All occupations.

UNDER 16

Address inquiries. complaints or requests for additional copies of this poster to one of the offices of the Pennsylvania Bureau of Labor Law Compliance:

ALTOONA 16601-3486 HARRISBURG 17121-0750 PHILADELPHIA 19130-4064

113012THAVENUE 651 BOAS STREET 1103 STATE OFFICE BUILDING SUITE 200, 2ND FLOOR ROOM 1301 1400 SPRING GARDEN STREET TELEPHONE: 814-940-6224 or TELEPHONE: 717-787-4671 or TELEPHONE: 215-560-1858 or

1-877-792-8198 1-800-932-0665 1-877-817-9497

PITTSBURGH 15222-1210

1201 STATE OFFICE BUILDING 300 LIBERTY AVENUE TELEPHONE: 412-565-5300 or

1.g77-504-8354

SCRANTON 18503-1923

201B STATE OFFICE BUILDING 100 LACKAWANNAAVENUE TELEPHONE; 570-963-4577 or

1-877-214-3962

Auxiliary aids and services available upon request to individuals with disabilities.

Equal Opportunity Employer/Program

LLC-5 REV 9-08 (Page 3)

* EXCEPT APPRENTICES. STUDENT LEARNERS. AND GRADUATES OF AN APPROVED VOCATIONAL. TECHNICAL OR INDUSTRIAL EDUCATION CURRICULUM WHICH PREPARED THEM FOR EMPLOYMENT IN THE SPECIFIC OCCUPATION .

** EXCEPT APPRENTICES. STUDENT LEARNERS. LABORATORY STUDENT AIDES AND GRADUATES OF AN APPROVED VOCA- TIONAL. TECHNICAL OR INDUSTRIAL EDUCATION CURRICULUM WHICH PREPARED THEM FOR EMPLOYMENT IN THE SPECIFIC OCCUPATION.

*** EXCEPT LABORATORY STUDENT AIDES AND GRADUATES OF AN APPROVED VOCATIONAL. TECHNICAL OR INDUSTRIAL

EDUCATION CURRICULUM WHICH pREPARED THEM FOR EMPLOYMENT IN THE SPECIFIC OCCUPATION .

Work Permits


The Child Labor Law requires a work permit for all students under the age of 18 engaged in employment.  Work permits are obtained at the high school office.


The following is the procedure for obtaining a work permit:

· The parent or legal guardian must apply in person for their child, bringing with them a copy of the child’s birth certificate.

· The child must obtain a physical and a physician must then sign the permit.

· The child must present the work permit to the employer who will sign the permit.

· The student returns the white copy to the school and keeps the blue copy for him/herself. 
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Training Agreement

Training Plan


The success of a Cooperative Education experience is the result of planned, relevant experiences for students.  It is important to document the agreed upon learning experience and activities to provide a bridge between parent, student, school, and the employer.  There are two documents required for ALL Cooperative Education students that fulfill this requirement:  the Training Agreement and the Training Plan.

Training Agreement 


The Training Agreement lists the fundamental responsibility and commitment of all the participants, including the parent, student, school, and the employer.  It states the conditions and understandings that all of the participants agree to when participating in the Co-Op program.  


The Training Agreement serves as a planning document, a management tool, a permanent record of a student’s Co-Op assignment, and a career decision-making document.  It is a compilation of important information and data relative to the employment of the student.  A sample Training Agreement is shown on the next page.

Training Plan


The Training Plan outlines the training activities that the student will learn to perform while on the job.  It details the competencies or tasks, in detail, that the student will perform/learn while on-the-job.  

The Training Plan is individualized with the student’s career objective or career interest as its basis.  A sample Training Plan follows the sample Training Agreement.

CHAMBERSBURG AREA SENIOR HIGH SCHOOL 

Cooperative Education Training Agreement

Student’s Name ___________________________________D.O.B____________ Date __________________

Age _____   Social Security No. _______________________ 
Job Title ______________________________

Co. Name ______________________________________
Co. Phone No. _________________________

Co. Address _____________________________________________________________________________

Student’s Supervisor ________________________ 

Beginning Rate of Pay___________________

Work permit No. ___________________________

Employment Began On __________________

Employment Terminated On __________________

Ending Rate of Pay _____________________

PARENT/GUARDIAN AGREES TO:

1. Be aware of the guidelines and regulations of the program.

2. Support the school district with the program objectives and follow the Guidelines set forth in the program.

3. Provide transportation for the student to and from the job site.

4. Contact the school program coordinator before calling the employer and/or Principal about a job-related problem.

STUDENT-WORKER AGREES TO:

1. Seek and obtain employment (approved by Co-op Coordinator) that is related to their career goals before the start of the fall term of their senior year. 

2. Keep regular attendance (no more than 10 absences without a doctor’s excuse; no more than 10 tardies without a doctor’s excuse) in school and on the job and not work on any school day that he/she fails to go to school. 

3. Notify the employer and Co-op Coordinator if they are unable to report to work.

4. Show honesty, punctuality, courtesy, cooperativeness, proper health and grooming habits, appropriate dress, and a willingness to learn.

5. Consult the teacher-coordinator about any difficulties arising on the job. 

6. Follow the rules and regulations of the program and the work site.

7. Furnish the teacher-coordinator with all necessary forms and information pertinent to the program.

8. Decide, along with the employer, on working hours over weekends, school vacations, and holidays.

9. Acknowledge that participation in the Co-op program is a privilege and will be terminated if behavior, grades, and attendance policies are not followed as outlined in the “Guidelines” and/or this “Training Agreement”.
TEACHER/COORDINATOR AGREES TO: 

1. See that necessary related classroom instruction is provided which will improve job performance and prepare the student for his/her occupational career objective.

2. Will make periodic visits as necessary to the job site to observe the student and/or consult with the employer.

3. Assist in the evaluation of the student on the job.

EMPLOYER AGREES TO:

1. Employ the student a minimum of 15 hours per week; not exceeding 40 hours per week.

2. **Adhere to all Federal and State regulations regarding employment, child labor laws, minimum wages, and other applicable regulations. 

3. Consult with the teacher-coordinator about any difficulties arising on the job.

4. Provide time for consultation with the teacher-coordinator concerning the student.

5. Provide a quarterly evaluation of the student.  The co-op coordinator will send the evaluation form two weeks prior to scheduling a visit.

6. Avoid subjecting the student to unnecessary hazards.

7. Provide necessary safety instruction throughout the student’s training period.

8. Provide coverage through Workman’s Compensation for the student while he/she is on the job.

9. Not be responsible for unemployment compensation for students. (Section 4L4 10C in PA Unemployment Compensation Law)

**(Note:  No. 2) Not all of these apply when a student is placed in an unpaid Internship

This agreement may be terminated by mutual consent of the employer and the teacher-coordinator.  It is understood the parties participating will not discriminate in employment opportunities on the basis of race, religion, color, sex, or national origin.

___________________________________________
            _________________________________________

Student                                                                 Date              Employer                                                          Date

__________________________________________                _________________________________________

Parent                                                                  Date                Teacher/Coordinator                                         Date     
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TRAINING PLAN FOR 

COOPERATIVE EDUCATION

CHAMBERSBURG AREA SENIOR HIGH SCHOOL
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STUDENT’S NAME:____________________________________________________

TRAINING STATION:______________________________________

CAREER OBJECTIVE:__________________________________________________

JOB TITLE:_________________________________________________________















     __________________________

______________________


 Signature Training Supervisor

         Date

      __________________________


________________________

      Signature Coordinator/Instructor


Date

TRAINING ACTIVITIES:  (These are the technical and behavioral competencies or tasks the student will learn and must be able to perform for this position.  Please include safety/health training).  

Example:  Technical Skill:  Operate POS equipment to record sales, refunds, and process orders

Example:  Soft Skill:  Meet and greet customers upon entering the store and assist the customer with his/her purchasing needs by directing them to the correct aisle

1.________________________________________________________________________

2.________________________________________________________________________

3.________________________________________________________________________

4.________________________________________________________________________

5.________________________________________________________________________

6.________________________________________________________________________

7.________________________________________________________________________

8.________________________________________________________________________

**Please attach any additional sheets if applicable

General Comments From Training Supervisor:______________________________

__________________________________________________________________

GRADE GIVEN FOR:

First Marking Period_________ 

Third Marking Period________

Second Marking Period_______ 

Fourth Marking Period________
Worker’s Compensation


Pennsylvania’s Workers’ Compensation Act of 1915 (amended November 2004) requires employers to provide workers’ compensation coverage for all of their employees, including part-time workers.  Workers’ compensation takes care of medical expenses and pays wage-loss compensation benefits for eligible employees until the injured employee is able to go back to work.


Students should immediately report any injury or work-related illness to their work site supervisor to ensure they will receive any eligible benefits under the Workers’ Compensation Law.
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                Chambersburg Area Senior High School

Workers’ Com[image: image24.wmf]pensation Verification Form
Student/Employee      ________________________________

Employer/Company    _______________________________

Dear Employer:

A requirement for the placement of one of our students with an employer is that the student is covered under your Pennsylvania Workers’ Compensation Insurance.  Please complete the following information verifying your company coverage by supplying the name of the Broker or Agent along with the contact information.

Name of Broker and/or Agent________________________________________________________

Policy Number_________________________________________________

Address ______________________________________________________

City/State/Zip__________________________________________________

Phone Number_________________________________________________

Thank you for your cooperation.

Mrs. Kathy Jo Reinsmith




Mrs. Stephanie Barnhart

Mr. Michael Snedden

Cooperative Education Coordinators



_______________________________
         ___________________

Signature of Employer




Date

Field Trips


Occasionally, a student learner has an opportunity to attend a full-day activity at his/her training station; i.e., elementary field day, extra vocational training, meetings, a day-trip, or other special activities.  In this case, the student learner should complete a Field Trip form and/or an Educational Field Trip form (copies on following page), with all the required teacher signatures, and return it to the Co-Op Coordinator.


After attending the activity, the student learner will complete a one-page write-up describing his/her day’s activities and the educational value.


Only two field trip days per student will be approved during a school year.
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Driving Permission Form


The school is not responsible for transporting Co-Op students to their assignment.  All Co-Op students must submit a driving permission form, signed by a parent or guardian, so that parents/guardians are aware of the transportation responsibility for students to arrive at their Co-Op assignment on time.  Students are not to be driving other students to their worksites. Following is a copy of the Driving Permission Form.
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               CHAMBERSBURG

               COOPERATIVE EDUCATION PROGRAM

            DRIVING PERMISSION FORM

In cooperation with program guidelines, ____________________ (student name) will be using his/her own transportation to and from the training station and is adequately covered by insurance during this travel time.

Make of vehicle _______________________________________________

Model_______________________________________________________

Color________________________________________________________   

License Plate__________________________________________________

School Parking Permit #__________________________________________

Insurance Company_____________________________________________

Insurance Company Phone #______________________________________

______________________


______________________

Parent/Guardian




Date
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CHAMBERSBURG AREA SENIOR HIGH SCHOOL

          CAREER & COOPERATIVE EDUCATION

         STUDENT GUIDELINES 
1. Since you are receiving school credit for working, your work schedule should reflect the following:

A.M.
Periods 1-4 denotes am schedule.  Students must check in with Coordinator on a daily basis.  Exception:  HCI Students only report to Mrs. Reinsmith.  School-Based Enterprises Students report to Mr. Snedden.

P.M.
Periods 5-7 denotes pm schedule.  Students must check out with each Coordinator on a daily basis.

2. All Co-Op students will be assigned to a Coordinator.

3. Cooperative Education Hours DO NOT count for Community Volunteering Hours (NHS, etc.) since student is receiving Academic Credit and release time.

4. Any Co-Op student involved in drugs or alcohol related infractions WILL BE dropped immediately from the Cooperative Education Program thus receiving an incomplete grade on their transcript.  

5. In order to receive 2 credits for Co-Op, the student must complete the entire program for the full year.  Students entering in January or the Spring Semester will receive 1 credit.  All curriculum and portfolio requirements must be completed; otherwise an “I” grade will be received for starting program and non-completion of program recorded on transcript.

6. Students under 18 years old must have a work permit for a work-related Co-Op experience.  This must be presented to the Co-op Coordinator(s)—a copy will be placed in the student’s file.

7. If a student is absent from school, he/she is NOT permitted to go to his/her training station.  Student must notify the employer of their absence.  Failure to comply will result in disciplinary action.  Schedule doctor, dentist, college visits, etc. appointments after school or during non-school days.
8. School absenteeism and tardiness will not be tolerated.  Students must not be late for homeroom each day.  If the student is tardy for school, he/she may not go to work that day.

After 5 absences (excused or unexcused) Co-op students will be put on a doctor’s note.  This may also result in the student being removed from the program if additional absences occur.  Approved educational field trips relating to Co-Op experiences are excluded.

9. It is the Students responsibility to notify their employer and/or Supervisor if they will not be reporting to their worksite when absent from school.   ALL A.M. students are responsible for reporting their absence via phone or Blackboard including those with the Summit Health Healthcare Career Institute are to contact Mrs. Debbie Brookens at 709-4033.  If Mrs. Brookens is unavailable, the student is to leave a voice mail message for her.

10. To stay in the Co-Op Program, students must have all time cards, journals, blogs, etc. submitted on time each week or student will not be permitted to report to his/her worksite.  Also, students must have all their other coursework done on a timely basis.  Students must maintain a “C” grade in all subjects (core or elective).  If any of the Students’ grade/s drop below a “C”, student will have one opportunity to bring their grade up.  Should any of the Students grade/s fall below a “C” a second time, student will be removed from the Cooperative Education Program with “I” grade appearing on transcript.  

11. The Cooperating Coordinator(s) reserve the right to have classroom instruction during a To Be Determined Time to include before or after school and/or during the day prior to the student leaving for his/her worksite for the purpose of working on portfolios, etc.  In addition, the students will be required to attend mandatory training/meetings throughout the school year at the High School.  This may mean that the student is unable to report to work during their normal workday.  Advance notice of these required dates will be passed on to the Student who is responsible to notify their Employer as soon as the Co-Op Coordinator(s) receive them.  

12. Students will receive a letter grade for their Co-Op experience.  This grade will be based upon the performance ratings completed by the employer, completion of Co-Op assignments & projects, and other criteria throughout the marking period.  Late items will drop students grade one letter grade per day not received.  All curriculum and portfolio requirements must be completed; otherwise an “I” grade will be received for starting program and non-completion of program and recorded on transcript.

13. REPORTING TO YOUR TRAINING STATION IS NOT AN OPTION.
14. Students are to report to their training station as soon as possible after eating their lunch at CASHS.  All students will be placed in a period 4 lunch period.  If a student is not scheduled to work then he/she is to remain in the building to work on other coursework.  Students must receive special permission from Mrs. Reinsmith if they wish to leave for a bonafide reason with parent permission.

15. Elementary Co-Op Students are required to be working on various projects such as grading papers, preparing worksheets, working with another teacher, etc. if their supervising teacher is scheduled for lunch when student is at worksite.  Student is to be working during this time to receive hours and credit.

16. All Co-Op students must leave the building using doors designated as the official building entrance ONLY.  Students must also wear the Co-Op I.D. badge/card as a building exit pass. Elementary Career Exploration students must wear his or her Co-Op Badge at their elementary assignment.

17. A copy of your work schedule and time card for the week must be signed by your employer/supervisor, and submitted on time each week.  No time card should be signed in advance.  The day will be determined during the first week of school.  Failure to turn in your time card can result in suspension from work assignment until time card has been turned in.  All time cards are to be completed accurately, neatly, and in full.
18. If for some reason, the student should lose his or her job (training assignment), the student will have to return to regular classes until another position is secured.  If a student is fired or quits a job without having another, he or she will receive a grade no higher than a “D” for that marking period.
19. Co-Op (work-experience) students are required to work at least a minimum of 15 hours during the week.  This will insure that students meet the 540 hours (full year) or 270 hours (Semester 2 students) requirement of the Program to receive academic credit.

20. If invited to participate in a field trip or other programs, which will require a full day, you will have to submit a field trip form in advance.  

21. TWO-HOUR EARLY DISMISSAL – Whenever there is a two-hour early dismissal the class period’s change.  Students will be required to report to Room B101 on these days for periods normally at Co-Op.  During this time students will meet with the Co-Op Coordinator(s) and/or use as a study hall.  Students who do not report to the Co-Op Coordinator(s) will face disciplinary action.

22. TWO-HOUR DELAY – Whenever there is a two-hour delay for inclement weather, the class periods change and are not in order.  If your last class ends at the end of the day, you are required to stay for that class.  You are NOT to ask any teacher to be excused from class that day.  You may not leave the building for lunch and return for class.  You are to report to B101, the Co-Op Coordinator(’s) classroom for any class period that you are scheduled to work, but due to schedule change must remain at school.

23. Each Co-Op Student is required to maintain appropriate attire at school and at work.  At least once a week, the Co-Op Student will be required to “Dress Professionally” in business attire. 

24. Being in the Cooperative Education Program is a PRIVILEGE and NOT a right.  Be sure to follow ALL rules, directives, policies, etc. if you wish to receive credit and remain in this Program. All curriculum and portfolio requirements must be completed; otherwise an “I” grade will be received for starting program and non-completion of program will be recorded on transcript.

Quick Reference of Telephone Numbers 

If absent or late, contact:
· Mrs. Debbie Brookens:
709-4033

· Your Employer/Supervisor_____________________________ 

· E-mail Cooperative Education Coordinators 

· Cooperative Education Coordinators at:
261.3322 or 261.3352
CHAMBERSBURG AREA SENIOR HIGH SCHOOL
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          CAREER & COOPERATIVE EDUCATION

           EMPLOYER GUIDELINES
1. Since student learners are receiving Academic Credit for working, student should be working the entire time he/she is scheduled to work.  Students will be eating lunch at school and reporting to his/her worksite.  

2. Student learners must work at least four school days per week.

3. Employers are to sign student learners’ time cards on a weekly basis.  Please do not sign in advance.   Student learners are required to turn in their time cards each Monday to the Cooperative Education Coordinator.

4. If a student learner is absent from school, you will be notified.  The student is NOT permitted to work that day.  If he/she reports to work, you are asked to please notify us (261.3331 or 261.3352).

5. The student learner must maintain a “C” average in all subjects (core and elective).  Once grades fall below passing, he/she will be temporally removed from the worksite, placed in classes, in order to bring grades up to passing of a “C” or higher.  If student grade drops again, student will be removed from the Program and worksite.

6. The Coordinator reserves the right to have classroom instruction once a month.  Dates will be announced well in advance for employee scheduling.

7. The Coordinator will visit the Student Learner one or two times per marking period for approximately 10 to 15 minutes for the purpose of evaluation.  Supervisors will be asked to complete a Cooperative Education Employer’s Evaluation once per marking period for the Student Learner.  The Co-Op Coordinator will schedule an appointment with the Supervisor once per marking period to discuss the progress of the Student.  A conference should be arranged when a training problem arises.  Unannounced visits will be made to observe student learners at the assigned duty station.

8. Employers must comply with all State and Federal regulations regarding employment, child labor laws, minimum wages, and worker’s compensation.

9. Employers will not employ a student learner to displace a regular worker.

Thank you for your cooperation with all of the above.

CASHS Cooperative Education Coordinators:


Mrs. Kathy Jo Reinsmith




reinskat@chambersburg.k12.pa.us


Mrs. Stephanie Barnhart


Mr. Michael Snedden

barnhste@chambersburg.k12.pa.us
sneddmic@chambersburg.k12.pa.us
Cooperative Education Work Experience 

Grading Criteria

The following criteria are used to determine your grade for your Cooperative Education experience:

Weekly work schedules submitted on time

Absenteeism and tardiness to school

Monthly assignments

Employer ratings, including but not limited to:

	Attitude toward work
	Dress appropriately

	Quality of work
	Cooperation

	Shows initiative
	Follows directions

	Dependability
	Verbal expression

	Punctuality
	Works well with others


Attending Mandatory Call Back Meetings during Activity Period, Before/after school, or any other time scheduled.

Portfolio – Each marking period a check will be done to see what has been accomplished.  Completed portfolio is worth 220 points due during final marking period.

Dressing in Business Attire at least once a week.  

Participation in fundraising event(s).

Participation and Mandatory Attendance at End-of-Year Banquet.

NOCTI Testing – approximately $20.00 per student per test. Students

will be required to take this test for certification (pending funding). 

Note:

All curriculum and portfolio requirements must be completed; otherwise an “I” grade will be received for starting program and non-completion of program will be recorded on transcript.
[image: image33.wmf] 


CHAMBERSBURG AREA SENIOR HIGH SCHOOL

Student Contract for Cooperative Education


The Program Coordinators have discussed Cooperative Education with me.  My parents/guardian and I have read and understood all the rules, guidelines, and regulations as set forth by the Chambersburg Area School District and Chambersburg Area Senior High School.  I, therefore, agree to accept responsibility by abiding by all the rules, guidelines, and regulations and agree that failure to comply could lead to my dismissal from Cooperative Education.  

I also understand that all curriculum and portfolio requirements must be completed; otherwise an “I” grade will be recorded on transcript for starting the Cooperative Education Program and non-completion of program whether being dismissed or student dropping the Program.

Recommendation for removal will be at the discretion of the Cooperative Education Coordinator after consultation with the School Principal.  The School Principal will make the final decision concerning removal from Cooperative Education, according to the Chambersburg Area Senior High School course withdrawal guidelines.

_________________________



Date



___________________________

____________________________


Student Signature


   
Parent or Guardian Signature


___________________________ 

____________________________

Co-op Coordinator Signature


Co-op Coordinator Signature
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The student must initiate the process of entering the Cooperative Education Program by completing a Resume, the Co-Op Program Student Recommendation, and the Application for Cooperative Education.  Both forms are included in this Scheduling Packet.  All deadlines must be followed.








The student must initiate the process of entering the Cooperative Education Program by completing a Resume, the Co-Op Program Student Recommendation, and the Application for Cooperative Education.  Both forms are included in this Scheduling Packet.  All deadlines must be followed.








The student must initiate the process of entering the Cooperative Education Program by completing a Resume, the Co-Op Program Student Recommendation, and the Application for Cooperative Education.  Student must also have Accounting I, II, or III coursework.  Both forms are included in this Scheduling Packet.  Additional forms may be required.  All deadlines must be followed.
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If your Career Objective is Elementary Co-Op, the Elementary Co-Op Choices or Preferences form must also be completed along with a Resume, the Co-Op Program Student Recommendation, and the Application for Cooperative Education.
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[image: image35.png]PDE-4566 (12/89) TRANSFERABLE WORK PERMIT

Class of certificate (mark one only) Number
General Employment Date Issued
Vacation Employment

Issued to a minor between 16 and 18 years of age under the provision of the
Child Labor Laws, as amended.

Name of Minor

Signature of Minor
73
Place of Residence NI

Issnin? l'?elilc(a!

7
Transferable Work Permit have been fulfilied, and that the above-named
‘minor has signed this permit in my presence.

¥ that all the requirements of law for issuing a

Signature of Issuing Officer

Official Title

School District Name and Address iles
MBERSBURG SENIOR;%G&&CBO(}L

THESTREST
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[image: image36.png]APPLICATION FOR EMPLOYMENT CERTIFICATE Date of Application

Certificate/Permit Number
OR TRANSFERABLE WORK PERMIT
PDE—4565 (10/91) Date Issued
A. To be completed by issuing officer
Name of Minor Sex Signature of Issuing Officer
Color of Hair
Color of Eyes
Any Distinguishing Characteristics: School District — Name and Address
Place of Residence
Date of Birth Evidence of age accepted and filed. Evidence shall be required in the order designated. Cross out all but one
accepted.
Month | Day | Year | a. Transcript of birth certificate b. Baptismal certificate or transcript c. Passport
d. Other documentary evidence e. Affidavit of parent or guardian accompanied by physician's
statement of opinion as to the age of the minor.

B. To be completed by parent guardian or legal custodian in presence of issuing officer

1, the parent, guardian or legal custodian of the above-named minor, request the issuance of an employment certificate as indicated below:
Mark only one

General Employment Certificate Transferable Work Permit (in lieu of General Employment Certificate
Vacation Employment Certificate Transferable Work Permit (in lieu of Vacation Employment Certificate
Signature of Parent, Guardian or Legal Custodian Name and Address of Parent, Guardian or Legal Custodian

C. To be completed by prospective employer

The undersigned expects to employ the minor as in the industry of

(type of work) (type of industry)
The minor will work during such times and in accordance with the maximum hours permissible by law as established by Section
4 and 12 of the Child Labor Law, Act of May 13, 1915, P.L. 286; No. 177, as amended.

* Hours of employment — Ages Hours of employment — Ages 16 & 17 Employer: Within the limitations as identified in “Hours of

14&15 Maximum 8 hours on any given day Employment,” please fill out the following:
Maximum 3 hours on school Maximum 28 hours (Mon.-Fri.). Plus an
days additional 8 hours on Saturday and
Maximum 18 hours per week an additional 8 hours on Sunday. Sun Mon Tue Wed Thur Bri Sat
Maximum 8 heurs per nonschool | Maximum 44 hours per week.
week __hrs __hrs __hrs __hrs __hrs __hrs __hrs
Summer Vacation
Summer Vacation Maximum 8 hours per day, 44 hours per
Maximum 8 hours per day week Maximum hours: perday ___ perweek ____
Maximum 40 hours per week
Night Work Name, address and telephone number of employer:
Night Work School term — May not work after
School term —may not work midnight Sunday through Thursday
after 7 p.m. or before 7 a.m. or before 6 a.m. any day.
Exception — Summer Vacation Exception — Preceding nonschool day 1 Zip
until 9 p.m. but not before 7 a.m. No limits during summer.

am.

* Federal Law Signature of Owner or Manager:

D. To be completed by examining physician, certified nurse practitioner or certified registered nurse practitioner employer by the
board of school directors, by the minor’s family physician designated by the prospective employer.

| hereby certify that the minor named on this form has been thoroughly examined and:

: is physically qualified for the employment specified in the statement of the prospective employer.
is physically qualified for the period of , after which time a new examination is required.
s physically qualified with the following limitations:

Signature of Examiner: Address of Examiner:

Commonwealth of Pennsylvania — Department of Education
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