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1. ABOUT BLACKSTONE VALLEY TECH

Blackstone Valley Regional Vocational Technical High School (BVT) is a public high school that
offers academic and vocational training to approximately 1200 students from our 13 district
towns and communities. The school is situated on 22 acres on Pleasant Street in Upton,
Massachusetts and offers specialty training to students who are interested in pursuing careers
in one of the following programs; Advanced Manufacturing, Auto Collision, Automotive
Technology, Biotechnology, Construction Technology, Cosmetology, Culinary Arts, Dental
Assisting, Drafting and Design, Electrical, Electronics and Engineering Technology, Engineering
and Robotics, Multimedia Communications, Health Services, Heating Ventilation Air
Conditioning and Refrigeration, Information Technology, Plumbing, and Painting and Design

Technologies.

2. SCHOOL PHILOSPHY

MISSION
The Mission of Blackstone Valley Regional Vocational Technical High School is:

At Valley Tech we create a positive learning community that prepares students for personal
and professional success in an internationally competitive society through a fusion of

rigorous vocational, technical, and academic skills.

Page 3



3. THE COOPERATIVE EDUCATION PROGRAM

PURPOSE

The purpose of Cooperative Education is to provide real-life work experiences that connect
academic and vocational studies to a student’s career plans while reinforcing positive work

habits, team work, and problem-solving skills.

The Cooperative Education Program at Blackstone Valley Tech is a continuation of the school
program that provides qualified senior students with a vocational occupational employment
opportunity in an industrial setting. The work engaged in must be directly related to the
vocation in which the student has been trained and cooperating employers agree to provide
additional training as specified by the school. Students participating in this program work
rotating weeks according to the school calendar. The employer reports student performance
to the school on a regular basis and students are paid for their work. In grade 12, students
are eligible to participate in a cooperative education work experience which is designed to
supplement and enrich the vocational program by providing a unique opportunity for students
to participate in a “course of study that provides academic, technical and employability skills
not acquirable in a school-based setting, but acquirable in a work-based setting” (Chapter 74
Manual for Vocational Technical Cooperative Education).

Working with the school’s Cooperative Education Office, qualified students can participate in
this vocational learning experience, which allows them to work in a sector of the industry for

which they are being trained.
OBJECTIVES
The objectives of Cooperative Education are to meet the guidelines of Chapter 74 and are:

1. Health and Safety:
Student understands health and safety issues related to this industry.

2. Vocational Technical Skills:
Student is strengthening and developing the vocational technical skills identified in

the cooperative education agreement.

3. Acting Professionally:
Student accepts direction /criticism and meets workplace standards on attendance,
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10.

punctuality and dress code.

Problem Solving:
Student identifies problems, understands their context, and develops solutions using
critical thinking skills and teamwork.

Interacting with Others:
Student works professionally and respectfully with a diversity of co-workers,

supervisors, and customers/clients.

Completing Tasks:
Student participates fully in a task or project from initiation to completion, using time

management skills.

Demonstrating Character:
Student displays loyalty, honesty and dependability.

Workplace Technology and Tools:
Student selects and uses relevant workplace technology, equipment, and tools in a

safe and appropriate manner.

Applied Mathematics:

Student applies relevant mathematical calculations and concepts.

Communication and Literacy:
Student demonstrates the ability to speak, listen, and write to function successfully at

the work site.

4. THE STRUCTURE OF COOPERATIVE EDUCATION

COOPERATIVE EDUCATION PROGRAM REQUIREMENTS

Students are responsible for the following:

1.

Students must be in school if they are not participating in the Cooperative Education
Program. Students must report their absences to their employer.

If the job assignment is terminated for any reason, the student must immediately
return to school and report directly to the BRC Office.

Weekly time cards and weekly reflections must be submitted in person or
electronically to validate hours worked at the Cooperative Education job. These
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should be submitted the following Monday of which the Vocational cycle ends. The

time cards must be approved by the employer.

COOPERATIVE EDUCATION EVALUATIONS, ASSESSMENTS AND GRADING

Cooperative Education is considered part of the student's educational program. Students

will be evaluated and graded based on the following criteria:

1.

Submission of weekly time cards (approved by employer)

2. Submission of weekly reflections (reviewed and graded by vocational teacher)
3.
4

. Student Evaluation Forms (completed during site visits by Blackstone Valley Tech

Evaluation Report (based off the Co-op Rubric to completed by the employer)

staff)

Competency skills evaluations based on the Massachusetts Career Vocational
Technical Education (CVTE) Frameworks (developed by vocational teacher-completed
by student-evaluated by employer).

51

ELIGIBILITY FOR THE CO-OP PROGRAM

TO BE ELIGIBLE FOR CO-OP ALL OF THE FOLLOWING CONDITIONS MUST BE

SATISFIED:

1.

To qualify for the FIRST TRIMESTER SENIOR Cooperative Educational

program, students must meet the following requirements based on their

grade 11 performance:
a. Completion of at least two years in the vocational technical program of study.
b. Maximum of nine unexcused absences during the junior year.

¢. Junior year final grade point average of 70% or higher in all courses.

d. No individual course grade lower than 60% during the third trimester of junior

year.

®

No suspensions in the current or previous trimester

—h

No more than two (2) after sessions in the current or previous trimester.

Employability portfolio is completed and must be reviewed by co-op coordinator.

J ©

All effort and conduct grades must be 1 (excellent) or 2 (good).

A student must meet advanced shop competency requirements and receive the
recommendation of the Vocational Team Leader.

j.  Completion of OSHA 10 General Industry or Construction certificate.

Senior Co-op may start during summer months based on the above criteria.
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To qualify for the SECOND TRIMESTER SENIOR Cooperative Educational
program, students must meet the following requirements based on first

trimester performance as a Senior:

a.

b
C.
d.
e

Completion of at least two years in the vocational technical program of study.
Maximum of three unexcused absences during the first trimester.

A minimum grade point average of 70% during the 1%t trimester in all courses.
No more than two (2) after sessions in the current or previous trimester.
Student suspensions- Students must wait 1 trimester or 12 school weeks (from
the date of the reported incident) to become eligible for Senior Co-op)

At the time of the application if midterm grades have been posted, midterm
grades must meet grade requirements for Co-op outlined previously.
Employability portfolio is completed and must be reviewed by co-op coordinator.
All effort and conduct grades must be 1 (excellent) or 2 (good).

A student must meet advanced shop competency requirements and receive the
recommendation of the Vocational Team Leader.

Completion of OSHA 10 General Industry or Construction certificate.

3. JUNIOR CO-OP

To qualify for the JUNIOR Cooperative Educational program, students must

meet the following requirements based on first two trimester performance as

a Junior:

a.

b
o
d.
e
f

Completion of at least two years in the vocational technical program of study.
Maximum of six unexcused absences during the first two trimesters.

Minimum grade point average of 85% in shop and related

Minimum grade point average of 75% for all other subjects

Maximum of two after sessions.

Student suspensions- Students must wait 1 trimester or 12 school weeks (from
the date of the reported incident) to become eligible for Junior Co-op)
Employability portfolio is completed and must be reviewed by co-op coordinator.
All effort and conduct grades must be 1 (excellent) or 2 (good).

Junior year curriculum completed

A student must meet advanced shop competency requirements and receive the
recommendation of the Vocational Team Leader.
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k. Completion of OSHA 10 General Industry or Construction certificate.

Please Note: If a student is denied eligibility, the student has the right to submit an appeal to
the Cooperative Education Review Team. In the situation where a student is denied eligibility by
the Review Team, an individualized contract may be developed whereby the student may
become eligible for co-op after the first trimester of the senior year is completed.

6. REMOVAL FROM THE CO-OP PROGRAM

Students participating in the Cooperative Education Program are expected to be at
their Co-op assignment. These students are not permitted on school grounds while
classes are in session unless they have an appointment with a staff member and/or
have the expressed permission of the Co-op Office.

1. A student may be removed from the Cooperative Education Program if one or more
of the following conditions exist:
i.  The student receives a failing or incomplete grade in any subject.

ii. A student receives a conduct grade average of 3 or 4.

iii.  The student is absent more than five (5) days in a trimester without an
acceptable excuse validated by written documentation from the
appropriate authority.

iv. A student exhibits behaviors unbecoming of a professional within the
workplace or school environment (this includes all school sponsored
events).

v. A student fails to submit weekly time cards, weekly reflections, weekly
work reports and/or evaluations to school.

vi.  Employer dissatisfaction with student performance.

7. GRADING AND DOCUMENTATION
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1. GRADING
All students will be evaluated/assessed by their employer based on an employability
scoring rubric. Employers must evaluate student weekly, and teachers in the

respective Vocational-Technical areas will enter grades each term for students on Co-
op.

2. TIME CARDS

Employers will be responsible to approve the time the student worked as well as
provide grading input on skills progress and employability skills.

Time cards document the following:

i.  Hours Worked
1. Must work a minimum of 30 hours per week
2. Added to shop hour total for year
ii. Grading Input
1. Frameworks covered and skill progress
2. Employability skills
iii. Work Performed/Comments
1. Provides opportunity to obtain employer feedback
2. Provides documentation that placement is related to program of
study
3. STUDENT RETURNING TO CAMPUS
If a student returns to school while he or she is on co-op they must do the following:
e Students must park in the designated visitor spots.
¢ Notifying the Co-op Facilitator or Vocational Coordinator(s) that they are at
school.
e Sign in at the BRC office.

8. THE ROLES AND RESPONSIBILITIES OF ALL PARTIES

In any agreement, each participant agrees to fulfill a pre-determined set of responsibilities
and duties. The roles and responsibilities of the stakeholders in a Cooperative Work Placement
for a vocational student are no different. Listed below are the expectations for students,
employers, parents, teachers, administration and the Director of Cooperative Education.
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STUDENT EXPECTATIONS

o Develop and maintain a career plan

o Submit a completed Cover Letter and Resume to the Cooperative Education Office

o Meet and maintain eligibility requirements

o Abide by school and employer policies

o Report all absences to employer and school at the start of the school day

o Understand and be aware of labor laws, health and safety regulations, and workplace
harassment policies and abide by them

o Report to employer, teacher and the Cooperative Education Office any violation of the
Cooperative Education agreement

o Provide his/her own transportation

o Submit weekly Time Cards approved by the employer on the first day of the
academic cycle following cooperative employment. Teacher will review and forward any
concerns to the Cooperative Education Office.

o Submit Weekly Reflections to your vocational teacher on the first day of the
academic cycle following cooperative employment.

o Submit homework to Vocational teacher

* Failure to submit Time Cards or Weekly Reflections will affect the student’s
eligibility to remain on Cooperative Employment and will prevent the student from

working during the next cooperative employment cycle.

EXPECTATIONS FOR PARENTS/GUARDIANS

Parents/guardians should be a part of the student’s cooperative education. To ensure

success it is necessary that parents/guardians approve and support the student’s placement.

In addition, parents/guardians should:

o Be aware of the student’s career plan

o Sign all documents for the student

o Ensure student follows all school rules regarding cooperative education

o Check on the student’s progress including the progress in developing their career
portfolio

o Review the student’s weekly Time Cards and Weekly Reflections with their student.
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THE ROLE OF VOCATIONAL TEACHERS

Participate in the development of a career plan for each student

Identify specific skills (tasks and competencies) that the students will be expected to
acquire while on cooperative employment each week

Ascertain that the student is ready for cooperative education

Ensure that each student develops and maintains a career portfolio

Review the student’s weekly Time Cards-forward concerns to the Co-op office
Review and grade the student’s Weekly Reflections , forward concerns to the Co-op
office

Assign, correct & grade homework for student while they are on Co-op

EMPLOYER RESPONSIBILITIES

The role of the employer is key to a successful program for both the student and the

company. The fact that employers step up to provide cooperative education opportunities

already speaks to their commitment. The employers must:

Sign and complete the Co-op Agreement

Be familiar with each student’s career plan

Provide experienced supervision, follow worksite safety per OSHA regulations and
provide safety and emergency practice orientations.

Evaluate student performance by completing a student evaluation form during the work
experience

Pay wages according to state laws

Ensure worker’s compensation coverage. The employer must provide a Certificate of
Worker's Compensation Insurance as noted in the Hold Harmless Agreement attached

hereto.

The Certificate is obtained by a telephone contact from the employer to his/her insurance
agent. Please ask the agent to fax it to the BVT Cooperative Education Office at (508) 529-
3586 to Kimberly Elder.

O

O

O

Meet day and hour requirements

Comply with labor laws and time constraints

Notify student, teacher and Cooperative Education Office of any problems
Notify Cooperative Education Office when the student is absent from work
by calling (508) 529-7758 extension 3137.
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Notify Cooperative Education Office at (508) 529-7758 Extension 3137 if student is
injured or if police are called in relation to student’s employment.

Sign time card on Friday (or last work day) and give to student. Student must have
completed Time Card to submit on 1%t day of academic cycle.

Review student Cooperative Employment Weekly Reflections for preceding week.
Student must submit Weekly Reflections each week to remain eligible for Cooperative
Employment.

Complete the Employer Feedback form

Abide by Equal Employment Opportunity laws/regulations/guidelines

Agree that the Blackstone Valley Vocational Regional School District, employees or
parents of students are not responsible for any damage or monetary loss of any type
incurred by the employer because of action and/or negligence of the student hired
under this agreement.

TEACHERS AND GUIDANCE COUNSELORS

Academic and technical teachers are responsible for helping students develop the skills they

need to be successful in the workplace. Teachers and counselors should assist with the

development of a career plan and career portfolio for each student.

While students are at the cooperative education site, they are expected to:

O

O

O

Read, write, listen, speak, and use mathematics and computational skills

Be able to problem-solve, reason, and act professionally on the job

Function as a member of a team

Meet the standards and the expectations set for a successful cooperative education
experience

Provide ongoing impartial assessment to let them know where they are in the continuum
of learning as well as what they need to improve.

Finally, employers expect workers to be reliable, honest and able to work on their own.
Teachers provide invaluable instruction by modeling proper workplace behavior and by

providing a classroom setting that mirrors the expectations of the workplace.

THE ROLE OF THE SCHOOL ADMINSTRATION

O

O

O

Ensure equal education opportunity in cooperative education for all students
Ensure that each student has a career plan
Ensure that related instruction is scheduled for the student and that it is related to the
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Cooperative Education program
o Provide for shop and/or related teachers to visit the student onsite
o Evaluate the Cooperative Education program

Minors who are sixteen and seventeen years’ old who are to be employed in cooperative
education must obtain a COOPERATIVE EMPLOYMENT PERMIT. The superintendent of the
school district where the student is enrolled in a Chapter 74-approved program that includes
cooperative education issues this permit to students. The minor signs the permit and it is valid
only while the minor is enrolled in cooperative education for a particular employer and attends
school as assigned. The permit is retained by the employer, but is returned to the minor when
the employment ends. If the student works for two or more employers, the permit may be
transferred from one employer to another, if so approved by the superintendent. When the
permit expires, the student returns it to the superintendent from whom it was issued, or if
the superintendent so directs, to the school official authorized by the superintendent to
supervise the student’s cooperative education course of study. (Reference M.G.L. c.149,
Section 1)
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