
COOPERATIVE EDUCATION - CTE STUDENTS: WAY OF WORK 

I. Steps to Applying to Co-OperaƟve EducaƟon

How to apply:  Students applying to Co-OperaƟve EducaƟon must submit the following documents in a Ɵmely 
manner to Co-Op Coordinators upon request.  AŌer all required documents are collected, students will receive 
noƟficaƟon as to when the job will begin and receive onboarding orientaƟon. 

DocumentaƟon: 

1. Student IdenƟficaƟon and or State IdenƟficaƟon
2. Social Security Card (Official)
3. Birth CerƟficate (Official)
4. Copy of PPS Work Permit
5. Signed Parent LeƩer
6. Completed Co-Op ApplicaƟon
7. VaccinaƟon DocumentaƟon, if Applicable

EssenƟal FuncƟons/PosiƟon Summary 

Job Goals: CooperaƟve educaƟon opportuniƟes are essenƟal to each student’s total school experience through 
assessing individual needs and advocaƟng for necessary supports that enhance student development, 
learning, and success that guides them along their own personal pathway. Co-Op Coordinators will support 
student success by assisƟng and empowering all students to master academic content, develop behaviors and 
habits consistent with college and career, and explore ambiƟons and dreams regarding life aŌer high school. 
Specific professional responsibiliƟes outlined in the student’s job descripƟons are directed toward the 
accomplishment of the program goals as defined below. These goals are not listed in any priority order. 
PrioriƟes vary from grade to grade and from student to student. The goals provide a measure of accountability 
and effecƟveness intended to benefit students first and foremost.  

• Foster relaƟonships between the student, employer, assigned CTE program school, home school (if
applicable), and community which create a safe learning environment offering diverse educaƟonal
opportuniƟes.

• Develop work ethic: students will commit to regular aƩendance and have a willingness to learn new skills.
• Develop a posiƟve self-concept and the moƟvaƟon necessary to prepare for learning and transiƟoning

those skills into the workforce.
• Take full advantage of the educaƟonal opportuniƟes available in their school and community in

preparaƟon for further educaƟon and successful employment.
• Work with employers and community resources to develop a comprehensive student/employer training

agreement and career plan which targets high school compleƟon and post-secondary opportuniƟes.
• Develop and/or enhance knowledge and competencies in current technology.



 

II. Vision 

Our goal is to empower all CTE students to transi on into post-secondary confidently and successfully and 
career opportuni es and become posi ve, contribu ng members of society.  

III. Mission 

CTE prepares students for career pathways in the global marketplace by offering experienƟal learning, post-
secondary credits, and industry cerƟficaƟons.  Students will gain technical and high-level academic skills, 
equipping them to be lifelong learners. 

 
IV. PosiƟon Summary: ________________________________________________________________________ 
 
Co-Op Student responsibiliƟes: The student is responsible for providing all required documentaƟon to Co-Op 
Coordinators as deemed necessary and appropriate.  This posiƟon also assumes responsibility to assess and 
provide updates to career goals and plans as deemed necessary.  
 
QualificaƟons of Students applying for Co-Op posiƟons:  
 

1) Any student 16 years or older who has completed a year and a half in a CTE program of study 
2) CompleƟon of program specific safety cerƟficaƟon 
3) CompleƟon of at least one Industry CerƟficaƟon 
4) ParƟcipaƟon in at least one Job ExploraƟon Field Trip 
5) CTE Teacher input 
6) CTE ExecuƟve Director Approval 
7) Home school Principal acknowledgement 
8) Home School Counselor acknowledgement 
9) Career School Counselor acknowledgement 
10) Review of aƩendance from previous semester and ongoing 
11) Be on track to graduate 

 
 
EssenƟal Job FuncƟons:  

• Discovers and develops skills in the workplace. 
• Confers with employers whenever necessary. 
• Confers with CTE Coordinators weekly.  
• Turns in paystubs biweekly. 
• AƩend applicable trainings and employee meeƟngs as deemed by employer. 
• AƩends all necessary and required field trips that opƟmize work experiences. 
• Meets with counselors, coordinators, both individually or in-groups to develop educaƟon and occupaƟon 

plans to idenƟfy career objecƟves.  
• Searches and disseminates informaƟon regarding post-secondary insƟtuƟons and career opportuniƟes. 

 
 

  



V. Standard OperaƟng Procedures (Student Employees)

• Inform Coordinators weekly about day-to-day task that were performed at the worksite via
employee journal.

• Provide and upload paystubs bi-weekly to Coordinators and Eduready 360
• Meet with Co-Op CTE Coordinator monthly “Check-In”
• Exit interview with CTE Coordinator
• Turn in all required medical documentation to the CTE Coordinator as deemed necessary upon hire

and during the duration of the assigned workplace.
• At the end of the Co-Op experience, complete an end of the work experience survey which serves as

a tool for CTE Co-Op work experience to assess their effectiveness, strategies for improving their
practice, and needs for upcoming Co-Op experiences.

VI. Other Staffing InformaƟon

EvaluaƟon: 
Co-Op students are graded on the following criteria: CTE program teacher’s grade and in tandem with your grade 
earned from the Co-Op experience.  These two percentages will be combined to give you an overall grade per 
semester.  All students that parƟcipate in the Co-Op experience must complete at least (15 hrs.) per week. 

For more detailed informaƟon regarding the hours required, see your CTE Program Coordinator. 

Call Off Procedures:  
Co-Op students parƟcipaƟng in CooperaƟve educaƟon must follow the procedures if a call off is necessary. 

You are not enƟtled to vacaƟon and sick Ɵme because you will be considered a part Ɵme employee.  Therefore, 
you should email and/or text the CTE Coordinators via MicrosoŌ Teams (See Coordinators email below) in 
their specific buildings according to pre-arranged and mutually agreed upon ways of communicaƟon.  Please 
note that should you not report to school, you will not be able to report to work.  In addiƟon, should your 
aƩendance become an issue and you fall below the required aƩendance of 90%; you will be placed on a 
aƩendance contract and be given three opportuniƟes to increase your aƩendance.  Should you conƟnue to have 
chronic absenteeism issues that are not medically excused, you will be removed from the Co-Op experience at 
the end of the quarter. 

Monique Brown – mbrown1@pghschools.org 412-200-8031
Kristen Johnson  – kjohnson1@pghschools.org    412-757-2184




