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Cooperative Work Experience (CWE) is an integral part of the
school curriculum for all Department of Defense Dependents
Schools students whether they are pursuing a college or
university degree, military service, technical training, or
immediate employment after completion of high school. A wellplanned and supervised work experience provides an effective
transition from the classroom to the world of work. The result
is that the base/post installation and the local community become
part of the student’s education.
The Department of Defense Dependents Schools deeply appreciates
the cooperation extended by the military community in making this
program so meaningful and vital to our youth. The Cooperative
Work Experience Program is another example of the productive
interrelationship that can exist between the school and the
community.
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INTRODUCTION
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The Department of Defense Dependents Schools (DoDDS) Cooperative
Work Experience Program (CWE) is concerned with several different
areas in the growth and development of students. Two of the
important aspects of cooperative work experience are to help
students between the ages of 14-20 better understand themselves
through the actual employment of their skills and aptitudes in
real-life settings and to offer the students opportunities to
build their confidence, esteem and reliability. The students are
expected to make decisions, accept responsibilities, show
initiative, and develop and practice interpersonal relationships
in the world of work. In addition, contact with different kinds
of work and occupations will aid the students in making important
career;=decisions.
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Cooperative work experience is a living demonstration of the
concept that education is a community-wide responsibility. This
program extends student educational opportunities beyond the
curricular, physical, and financial resources of the school.
Cooperative work experience offers the students opportunities to
explore their career goals through practical experiences.
Because educators recognize the wide differences in students in
a .n
. . .d
. . . . . . . . .i,. n t e r e s t < the DoDDS Cooperative Work
Experience Program is designed to offer a unique opportunity in
the development of individual career potential.

PHILOSOPHY
*In contemporary society occupational opportunities are in a

d

constant state of flux; consequently~ it is not possible within
the limits of the school plant to acquaint students with the
range of skills, knowledge and attitudes needed for their
respective careers. Students, parents, educators, and employers
increasingly recognize that education takes place not only in
school rooms but also in a work setting under the guidance of a
successfully employed adult. In the cooperative work experience
program, employers in the community become teachers who help the
schools provide career education for our youth.

Ca
nc

el
le

Cooperative work experience education is a form of practical and
applied vocational guidance. The basic skills for job entry and
a lifetime of learning are taught in the schools. However, the
attitudes involved in employer-employee human relationships and
those needed in working for and with other people can be better
learned in a job situation. This educational program illustrates
the cooperative endeavors of schools and community in preparing
high school students to become responsible, productive citizens.
Cooperative work experience can offer a head start to
occupational adjustment. There is no better reference on an
employment application than successful work experience.

I

*See Guidelines for Instructions by the Los Angeles Unified
School District, 1986.
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ORGANIZATION AND NUMBERING CODE

-The third digit refers to the instructional
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are only presented as examples.

The numbering code is used to facilitate:
-Identification of objectives.

-Correlation of objectives with textbook and instructional
materials.
-Matching of test items to objectives.

All program and instructional objectives should be read with the
understanding that they are preceded by the phrase, “The learner
should. . .“

GENERAL AND PROGRAM OBJECTIVES

1.0 KNOW THE BASIC CONCEPTS OF CAREER AWARENESS, EXPLORATION AND
PREPARATION .
1.1 Recognize the relationship between the school ‘
curriculum and career requirements.

d

1.2 Analyze employment opportunities.

1.3 Demonstrate positive attitudes towards work.
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2.0 VALUE THE UNDERSTANDING OF SELF IN RELATION TO CAREER
DECISION MAKING.

2.1 Know the importance of work in personal fulfillment.
2.2 Formulate a realistic career plan.

2.3 Value the need to forecast future jobs in an
occupational cluster.
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3.0 DEMONSTRATE EMPLOYMENT SKILLS THROUGH ON-THE-JOB ,
PARTICIPATION .
.
3.1

Demonstrate social competencies that contribute to
successful employment.

3.2

Demonstrate individual competencies that lead to
marketable skills.

3.3

Demonstrate responsibilities in the world of work.

4
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1.0 GENERAL OBJECTIVE. KNOW THE BASIC CONCEPTS OF CAREER
AWARENESS, EXPLORATION, AND PREPARATION.
PROGRAM OBJECTIVE: 1.1 Recognize the relationship between
curriculum and career requirements.
INSTRUCTION= 0BJECTIVES:
Define the academic skills required for selected
careers.

1.1.2

Identify course work applicable to chosen career
alternatives.

1.1.3

Describe the correlation between work competencies
and academic skills.
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1.1.1
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1.0 GENERAL OBJECTIVE: KNOW THE BASIC CONCEPTS OF CAREER
AWARENESS, EXPLORATION, AND PREPARATION.
PROGRAM OBJECTIVE:
toward work.

1.3 Demonstrate positive attitudes

INSTRUCTIONAL OBJECTIVES:
Develop accountable work performance standards for
selected career fields.

1.3.2

Analyze factors which effect job satisfaction.

1.3.3

Value the necessity of work.

1.3.4

Evaluate personality traits that enhance job
performance.

1.3.5

Recognize the dignity of work.
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1.3.1
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2.0 GENERAL OBJECTIVE: VALUE THE UNDERSTANDING OF SELF IN
RELATION TO CAREER DECISION MAKING.
PROGRAM OBJECTIVE: 2.1 Know the importance of work in
personal fulfillment.
INSTRUCTIONAL OBJECTIVES:

d

2.1.1 Develop a realistic self-concept as it pertains to
work.
2.1.2 Identify careers compatible with personal values.
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2.1.3 Identify realistic personal goals in relation to
one’s own physical, mental, and emotional traits.
2.1.4 Demonstrate pride in accomplishment.
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GENERAL OBJECTIVE: VALUE THE UNDERSTANDING OF SELF IN
RELATION TO CAREER DECISION MAKING.
PROGRAM OBJECTIVE:

2.2 Formulate a realistic career plan.

INSTRUCTIONAL OBJECTIVES:

.,

Identify personal potentials and limitations for
gainful employment.

2.2.2

Analyze interests, aptitides, values, and abilities
as they relate to work.

2.2.3

Formulate a tentative career plan.

2.2.4

Identify courses of study which support chosen career
plans.
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2.2.1
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2.0
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2.0 GENERAL OBJECTIVE: VALUE THE UNDERSTANDING OF SELF IN
RELATION TO CAREER DECISION MAKING.
PROGRAM OBJECTIVE: 2.3 Value the need to forecast future
jobs in an occupational cluster.
INSTRUCTION= OBJECTIVES:

d

2.3.1 Analyze the kinds of jobs available in a given
occupational cluster.
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2.3.2 Review and project potential effects of technical and
social changes on occupational clusters.
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2.3.3 Analyze from appropriate data the kinds of careers
that are likely to emerge or decline in the near
future.
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DEMONSTRATE EMPLOYMENT SKILLS THROUGH
ON-THE-JOB PARTICIPATION.

3.0 GENERAL OBJECTIVE:

PROGRAM OBJECTIVE: 3.1 Demonstrate social competencies that
contribute to successful employment.
INSTRUCTIONAL OBJECTIVES:

d

3.1.1 Demonstrate effective communication skills.
3.1.2 Practice good grooming and personal health habits.
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3.1.3 Practice positive training site behavior.
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3.1.4 Recognize the dignity and worth of each individual’s
contribution to society.
---
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3.0 GENERAL OBJECTIVE: DEMONSTRATE EMPLOYMENT SKILLS THROUGH
ON-THE-JOB PARTICIPATION.
OBJECTIVE 3.2 Demonstrate individual competencies
that lead to marketable skills.

PROGRAM

INSTRUCTIONAL OBJECTIVES:

d

3.2.1 Demonstrate job acquisition skills.
3.2.2 Demonstrate entry-level skills.
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3.2.3 Demonstrate initiative.

3.2.4 Demonstrate organizational skills.

Ca
nc

3.2.5 Demonstrate job retention skills.
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3.0 GENERAL OBJECTIVE: DEMONSTRATE EMPLOYMENT SKILLS THROUGH
ON-THE-JOB PARTICIPATION.
PROGRAM OBJECTIVE:
world of work.

3.3 Demonstrate responsibility in the

INSTRUCTIONAL OBJECTIVES:

d

3.3.1 Demonstrate positive worker traits such as
punctuality, reliability, and regular attendance.
3.3.2 Demonstrate employment skills.
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3.3.3 Demonstrate skill progression.
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PROGRAM FUNCTIONS
1.0 ESTABLISH A FULLY FUNCTIONING LOCAL COOPERATIVE WORK
EXPERIENCE (CWE) ADVISORY COMMITTEE.
1.1 Identify CWE committee membership.

d

1.2 Identify committee functions.

2.0 SECURE STATIONS AND PLACE STUDENTS APPROPRIATELY.
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2.1 Identify training sites.

2.2 Place students in appropriate training sites.
3.0 DEVELOP TRAINING PROGRAM FOR EACH STUDENT

3.1 Develop training plans with appropriate personnel.
3.2 Provide related individual instruction.
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4.0 DISSEMINATE PERTINENT INFORMATION WITHIN THE SCHOOL AND
COMMUNITY.
4.1 Coordinate program with the guidance and counseling
department.
4.2 Promote public relations.

1.0 GENERAL PROGRAM FUNCTION: ESTABLISH A FULLY FUNCTIONING
CWE ADVISORY COMMITTEE. (May Utilize Local School Advisory
Board)
PROGRAM FUNCTION:

1.1 Identify CWE Committee membership.

INSTRUCTIONAL PROGRAM FUNCTION:
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1.1.2 List potential members.

d

1.1.1 Identify selection criteria for CWE committee
membership.
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1.1.3 Select members according to membership criteria.
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1.0 GENERAL PROGRAM FUNCTION: ESTABLISH A FULLY FUNCTIONING
(May Utilize Local School
LOCAL CWE ADVISORY COMMITTEE.
Advisory Board)
PROGRAM FUNCTION:

1.2 Identify committee functions.

INSTRUCTIONAL PROGRAM FUNCTION:

d

1.2.1 Develop committee goals and plans.
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1.2.2 Identify appropriate community resources (to include
sites, supervisors~ and support activities) .
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1.2.3 Assign members tasks that assist with CWE
coordination.
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2.0 GENERAL PROGRAM FUNCTION:

SECURE STATIONS AND PLACE

STUDENTS APPROPRIATELY.
PROGRAM FUNCTION:

2.1 Identify training sites.

INSTRUCTIONAL PROGRAM FUNCTION:
2.1.1 Present CWE program to unit commanders and tenant

d

agencies (at command briefing if possible) .
2.1.2 Visit various facilities to examine potential

training sites.
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2.1.3 Explain the CWE program to potential training site
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supervisors.

2.0 GENERAL PROGRAM FUNCTION;
STUDENTS APPROPRIATELY.
PROGRAM FUNCTION:
training sites.

SECURE STATIONS AND PLACE

2.2 Place students in appropriate

INSTRUCTIONAL PROGRAM FUNCTION:
Review student application program and interview
student.

2.2.2

Match student interests, aptitudes, and abilities
with the potential training site.

2.2.3

Facilitate student interview with site supervisor.

2.2.4

Discuss outcome of interview with student.

2.2.5

Complete CWE Proqram Agreement after student and
employer concur on training site placement.
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2.2.1
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3.0 GENERAL PROGRAM FUNCTION:

DEVELOP TRAINING PROGRAM FOR EACH

STUDENT.
PROGRAM FUNCTION:

3.1 Develop training plans with
appropriate personnel.

INSTRUCTIONAL PROGRAM FUNCTION:

d

3.1.1 Establish specific training objectives for the

student with site supervisor.
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3.1.2 Identify training-site potentials and limitations
3.1.3 Participate in the development of goals and
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objectives in an Individualized Education Program
(IEP) for special need students (handicapped,
gifted and talented).
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3.0 GENERAL PROGRAM FUNCTION:
STUDENT.
PROGRAM FUNCTION:
instruction.

DEVELOP TRAINING PROGRAM FOR EACH

3.2 Provide related individual

INSTRUCTIONAL PROGRAM FUNCTION:

d

3.2.1 Provide instruction in career orientation.
3.2.2 Provide instruction in human relations,
communications, and personality traits.

a.
b.
c.
d.
e.
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3.2.3 Promote student information-gathering activities
including:

identification of career requirements
awareness of job conditions
awareness of career opportunities and
advancement
observations and interview of workers in various
occupations
information leading to job applications.
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3.2.4 Arrange classroom presentationsby community
personnel.
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1

3.0 GENERAL PROGRAM FUNCTION:

DEVELOP TRAINING PROGRAM FOR EACH

STUDENT.
PROGRAM FUNCTION:

3.3 Evaluate the training program.

INSTRUCTIONAL PROGRAM FUNCTION:
3.3.1 Compare student progress with prescribed training

d

plan and complete Training Site Visitation Report.
3.3.2 Schedule follow-up conferences with supervisor and
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student when necessary.
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3.3.3 Evaluate student's related instructional program.
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4.0 GENERAL PROGRAM FUNCTION: DISSEMINATE PERTINENT INFORMATION
WITHIN THE SCHOOL AND COMMUNITY.
PROGRAM FUNCTION: 4.1 Coordinate program with the guidance
and counseling department.
INSTRUCTIONAL PROGRAM FUNCTION:
Assist in developing individual class schedules.

4.1.2

Counsel the students regarding occupation or career
objectives.

4.1.3

Inform the guidance department of all essential
information that will aid in scheduling students.

4.1.4

Work with counselors to aid in the improvement of
the CWE Program.

4.1.5

Assist teachers in promoting career awareness related
to their individual subject.

4.1.6

Work with counselors to set up and carry out
satisfactory follow-up prece
to aid in the improvement of the cooperative work
experience program.
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4.1.1
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DISSEMINATE PERTINENT INFORMATION
WITHIN THE SCHOOL AND COMMUNITY.

4.0 GENERAL PROGRAM FUNCTION:

PROGRAM FUNCTION:

4.2 Promote public relations.

INSTRUCTIONAL PROGRAM FUNCTION:
4.2.1 Secure cooperation and involvement of the local,

d

civilian and military communities.
4.2.2 Keep interested parties informed of CWE Program

activities.
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4.2.3 Utilize local communication media.
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PROGRAM ACTIVITIES
TEACHER COORDINATOR RESPONSIBILITIES
TRAINING

SITE

SUPERVISOR

RESPONSIBILITIES

RELATED CLASSROOM INSTRUCTION

TRAINING PLANS

el
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INDIVIDUALIZED EDUCATION PROGRAMS

d

STUDENT RESPONSIBILITIES

EXAMPLES OF TRAINING SITES
ADVISORY COMMITTEES

SAFETY PRACTICE AND HAZARDOUS OCCUPATIONS
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BEGINNING AND END-OF-YEAR COORDINATOR CHECKLIST

23,

REPONSIBILITIES
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Since the teacher-coordinator is personally involved with many
agencies and institutions, the need for sound planning cannot be
overemphasized. Plans must be made to ensure that classroom
instruction is correlated with site training so that the unique
needs of students are met; the advisory committee is properly
selected and functioning; site trainers are kept abreast of
current activities and methods; and students are attaining their
occupational objectives. The total program should have a
favorable image in the community.
RESPONSIBILITIES

The teacher-coordinators
1.

will:

Select and guide students.

Describe the program to students.
Work with guidance personnel.
Provide occupational information.
Counsel students about entering the program.
Maintain records on students.
Assist students with career planning.
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a.
b.
e.
f.

2.

Place students at traininq sites.
a.

b.

c.

d.
e.

Enlist participation of cooperating site trainers/
community volunteers.
Select suitable and safe training sites for each
student.
Orient community employers, training supervisors and
co-workers.
Prepare students for job interviews.
Coordinate program agreement.

24

.

Assist students in adjustinq to their work environment.
a.
b.
c.

Improve training for the student.
a.
b.
c.
d.
e.

5.

Assist students in makinq Personal adjustments.
a.
b.
c.

Aid students in correcting poor personal habits.
Counsel students with personal concerns and training
site problems.
Assist student with educational problems.

Administer Program.

Implement program objectives.
Communicate school policy.
Prepare reports.
Participate in professional meetings.
Consult with military and civilian agencies.
Have on file and be thoroughly familiar with DS Manual
2880.1: Cooperative Work Experience Objectives.
Develop training plans within three weeks after
placement of the student at the training site.
Conduct site supervision orientation.
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6.

Help establish student responsibilities for the training
site.
Assist with training plan development.
Consult with and assist training site supervisors.
Maintain training emphasis.
Visit training site every two weeks.

d

4.

Solving training site problems.
-Plan personal development with training site supervisors
and students.
Evaluate student progress.

el
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3.

25

Integrate at least 8 hours of classroom instruction with
on-the-job training.

8.

Maintain qood public relations.

c.
d.
e.

9.

Administer interest and aptitude tests.
Assist students in obtaining current career information.
Assist students in obtaining job acquisition skills.
Research avenues of further education and training.

d

a.
b.
c.
d.

.

Plan the publicity program.
Contact school and community media.
Maintain communication with faculty, parents, community,
employers, school administrators, and the student body.
Secure cooperation and involvement of school, community,
and base associations. .
Serve as a resource person for career days, career
seminars, job fairs, and other career guidance
activities.

el
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7.

Use and maintain appropriate evaluation forms and records.
a.
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b.

Keep up-to-date files of student progress and
development.
Use both teacher-coordinator visitations and student
input to evaluate training site effectiveness for career
and occupational development.
Use faculty, student, training site supervisor? and
community input to assess and improve the school’s
CWE program.

c.

10.

Complete Program modifications for IEP students.
a.

b.

c.

d.

Attend Case Study Committees to determine if CWE
placement is appropriate.
Assist Case Study Committees in developing annual
goals and short term objectives for CWE placement.
Implement necessary modifications of the training
site to meet student needs.
Participate in the evaluation of training site
performance.

26

TRAINING SITE RESPONSIBILITIES
INTRODUCTION

RESPONSIBILITIES
The training site supervisor should:

d

Training site supervisors have an essential role in the
development of a successful CWE program. Since they direct the
instructional effort which impacts upon a student’s acquisition
of both job entry and occupational skills, it is important that
the CWE coordinator inform students of their responsibilities.

Develop training plans for student-learners with the
coordinators assistance.

2.

Discuss in detail the elements of the training, arrival
and leaving time, checking-in and checking-out
procedures, record keeping procedures and performance
with the student.

3.

Assign experienced trainers to direct supervision of
student-learners.

el
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1.
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Promote good sanitary and safety practices as well as
appropriate dress.
5.

Promote positive work habits.

6.

Provide training in accordance with the written training
plan.

7.

Make a written periodic evaluation “of the student’s
performance.

8.

Report any dissatisfaction to the teacher-coordinator
such as performance, attendance, attitude, and
punctuality.

9.

Allow the teacher-coordinator to observe the student
on the training site.
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STUDENT RESPONSIBILITIES INTRODUCTION
While the student is performing duties at the training site, he
or she is subject to the same rules and regulations as any fulltime or part-time employee. However, since the training site is
an extension of the classroom, any problem that arises should be
met by the combined efforts of the supervisor and the
coordinator.

d

RESPONSIBILITIES

Students should :

el
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In each CWE program, the responsibilities of the students vary,
but the following are believed to be at least basic requirements.

Interview for placement into the CWE program with the
teacher-coordinator (and later with the training site
supervisor) .

2.

Meet with the teacher-coordinator to discuss his/her
training plan.

3.

Discuss program with parents and complete the CWE ,
Program Agreement.
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1.

4.

Attend school on a regular basis. In case of absence,
the employer and the school should be notified in the
morning.

5.

Display good conduct at all times. Any misconduct may
result in removal from the program.

6.

Maintain an appearance which conforms to those standards
of dress and grooming required of the employees at the
training site.

7.

Abide by rules and requirements in the training
and training plan.

8.

Work with the teacher-coordinator and training site
supervisor to complete the training plan.

28

.

9*
10.

Consult with the coordinator regarding site changes.
.
Complete all necessary evaluation forms.
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IN NO CASE WILL A STUDENT BE ALLOWED TO TERMINATE HIS/HER
TRAINING WITHOUT THE APPROVAL OF THE COORDINATOR. Failure of the
student to carry out any of these responsibilities may result in
the removal, of the student from the program.
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RELATED CLASSROOM INSTRUCTION
INTRODUCTION
In referencing the topic of related classroom teaching Department
of Defense Introduction 1342.1 states:
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Schools adopting CWE programs shall include in the
curriculum (and reflect in the master schedule) CWE
related instruction, including basic orientation,
trainer-student relationship, analysis of the world
of work, and the changing aspects of the professional
and labor forces.

Such instruction shall be required of all CWE students
and shall be taught or directed by the CWE coordinator.
A minimum of 8 hours of instruction shall be provided
each semester and shall be supplemented, when needed,
by small group meetings devoted to vocational or
professional interest areas.
INSTRUCTIONAL TOPICS
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DoD Instruction 1342.1 specifies, therefore, that it is the
teacher-coordinators responsibility to provide relevant and
up-to-date classroom instruction to students enrolled in the
. school’s CWE program. One way of achieving this responsibility
is to relate classroom presentations and assignments to the
primary career education elements of Awareness, Decision-making,
and Job Preparation. These elements are pivotal points in the
DoDDS Career Education Program, and should serve as a way to
integrate the CWE classroom with student exposure to expected
performance requirements on the training site. The topics listed
below are related to. these elements, and are to be considered for
classroom presentation and use by the teacher-coordinator.
1.

Interest and Ability Tests

2.

Purposes and Procedures in Work Experience Education

3.

How and Where to Look for a Job

30

.

Applying for the Job (Resumes and Job Applications)

5.

The Job Interview

6.

Employee Attitudes on the Job

7.

Employee-Employer Relationships

8.

Changing or Terminating Jobs

9.

Interests (General and Occupational)

Personality (How You Appear to Others)
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10.

d

4.

11. Assessing Your Aptitudes and Abilities
12.

Leadership Skills---

13.

Career Planning

14.

Woman and the World of Work

15.

Further Training and Careers
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16. The Two Year College and Technical School Option

17.

Using the Occupational Outlook Handbook and other
resource career materials (eg., Encyclopedia of
Careers and C.B.I. Programs)

18.

Equal Opportunity and Affirmative Action Employment

19.

Social Security System

20.

Unemployment and Compensation Insurances

21.

Taxpayer’s Responsibilities

31
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INDIVIDUALIZED EDUCATIONAL PROGRAMS (IEP)*
INTRODUCTION

d

Included in both Public Law 94-142 and DoDDs Manual 2500.13 is
the concept of Individualized Educational Programs (IEP's). for
handicapped students. Each student is to have an individually
prescribed program of studies, containing short and long term
goals, which are based upon a diagnosis of the student's learning
abilities. The law states:
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A written statement for each handicapped child developed in
any meeting by a representative of the local educational
agency or an intermediate educational unit who shall be
qualified to provide, or supervise the provision of,
specially designed instruction, to meet the unique needs
of handicapped children, the teacher, the parents or
guardians of each child, and whenever appropriate, such
child, which statement shall include (a) a statement of
the present levels of educational performance of such child,
(b). a statement of annual goals, including short-term
instructional objectives, (c) a statement of the specific
educational services to be provided to such child and the
extent to which such child will be able to participate in
regular educational programs, (d) the projected date for
initiation and anticipated duration of such service and
appropriate objective criteria and evaluation procedures
and schedules for determining, on at least an annual basis,
whether instructional objectives are being achieved.

Since the teacher-coordinator will be involved in both the
planning and implementing of the instructional program for a
particular CWE program in which handicapped students are
enrolled, the coordinator should make every effort to actively
participate in the development of the IEP's.

*Courtesy of South Western publishing Company, Cincinnati, Ohio
Mainstreaming in Business Education, Monograph 135, March 1981
(Revised to reflect cooperative work experience);
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This active participation will help to insure that realistic and
reachable goals are established for those phases of the student’s
program which include the CWE coordinator's area of expertise.
Even though the IEP is not a legally binding contract, it does
serve as the specific guide for the student’s educational
program. Furthermore, the planning of appropriate instruction is
crucial if handicapped students are to achieve their highest
skill levels. Direct communication will help promote better
understanding on the part of all parties involved.
DIAGNOSIS

el
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Vital elements are essential to development of the IEP. These
elements are diagnosis, test interpretation, and program planning
and/or program modification, which are based upon the
interpretation of the diagnostic reports pertaining to the
handicapped student.
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The individual with special needs must first be identified, and
evaluated for possible learning problems according to the
eligibility criteria of DS Manual 2500.13. Once the diagnostic
reports are interpreted and eligibility is determined, the
development of an appropriate program begins. Acting
cooperatively, the CWE coordinator, special education resource
people, parents, and the student begin the process of planning as
appropriate the career program. This includes information about
the student’s learning strengths, weaknesses, occupational
interests, and projected career goals. This information
determines the modifications necessary to insure a successful
career program for the special needs student.
Finally, a study should be made of available resources and the
competencies required for work in today’s society. Each
individual program for a special needs learner is planned,
implemented and evaluated by the student’s Case Study Committee
composed of individuals as specified in DS 2500.13. At this time
the CWE coordinator and the special education personnel should
continue to work jointly to monitor the success of the placement.
* See also Competency Profile in Appendix D.
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TRAINING PLANS*
DEFINITION AND DEVELOPMENT
The training plan is an outline of progressive experiences and
learning activities based on the student’s career objective.

d

The teacher-coordinator uses the training plan to aid in the
correlation of classroom instruction with on site instruction.
The site supervisor uses the training plan as a guide to project
career objectives both in school and on the training site.

el
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PURPOSE
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The training plan should be prepared cooperatively by the
employer? the teacher-coordinator, and the student. It then
becomes part of the student's educational program and serves as a
guide for the training-site supervisor and the teachercoordinator. The training plan should identify specific
responsibilities and should be completed only after conferences
between the student, the teacher-coordinator, and the trainingsite supervisor. It provides a continuing record of student
occupational experience, and should become a permanent part of
the student’s occupational file and/or career folder. Both the
teacher-coordinator and the site-supervisor should have a
student’s training file plan on file for mutual reference.
IMPORTANCE

Training plans:
1.

Establish criteria for training station selection.

2*

Serve as a guide for the instruction of the student.

3.

Serve as a guide for student evaluation.

*See University of the State of New York Handbook, 1987
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5.

Assure the community that CWE is a planned training
program.

6.

Assure the employer that cooperative education is a
planned training program.

7.

Identify the goals of the student.

8.

Provide a tool for the student to evaluate his or her
own progress.

9.

Provide a true link between classroom instruction and
on site training.

10.

Provide a means to discuss safety factors within the
training site.

d

Provide a format for site supervisors in developing and
planning the training experience.

el
le

NOTE

4.
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It is recommended that the teacher-coordinator use the Work
Related Behaviors Form with a student’s training plan, in an
effort to obtain a more comprehensive view of student
performance.

EXAMPLES OF POSSIBLE TRAINING SITES

RELATED COMMUNITY CONTACT

Automotive Technology

Motor Pool, Service Stations,
Hobby Shops

Business Occupations

All Offices, Computer Center,
Banks, CPO, Accounting and
Finance

Health Occupations

Hospital, Veterinary Centers,
Infirmary, Clinics, Dental
Clinic, Optometry, Physical
Therapy, Red Cross

Electronics

Navigation Units, Power Plants
Audio Center, Instrumentation
Labs, Exchange Repair

el
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Data Processing, Banks,
Administration, Finance,
Accounting, Simulators
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Computers

d

CAREER FIELD CLUSTER

Food Services

Cafeterias, Mess Halls, Clubs,
Inflight Meal Service,
Veterinarian

Personal/Public Services

Legal, Special Services,
Office, Guidance Centers,
Education Center, Library,
Beauty Shop

Engineering

PWD,

Communications/Media

Base OPS, AFN, Base Newspaper,
Print Shop, Graphics Center,
Travel Agency, Public
Information Centers

36 .

Engineering

Post

PWD, Engineering, Sea-Bees,
Contracting Agencies

Mechanics

Flight Line, and all the
Maintenance Shops.

Retailing

Base Supply, Base and Post
Exchange, Book Store,
MWR Support Clubs
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el
le

d

Construction
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ADVISORY COMMITTEES
INTRODUCTION

d

Advisory Committees are an excellent way of building a positive
relationship between the school’s CWE program and the community.
The Advisory Committee can be of special help to the new
coordinator who is either beginning or entering a CWE program.
School Advisory Committees could be utilized for this purpose.

1.
2.
3.
4.
5.
6.
7.
8.

Make contact with potential employers.
Secure new training programs.
Evaluate programs as a whole.
Serve as a “sounding board" for curriculum.
Recommend resource personnel and guest speakers.
Support vocational and educational instruction.
Assist in surveys, certificates and awards.
Help provide continuity between the school and
community.
Provide public relations service.
Recommend policies for cooperative programs.
Assist in securing meeting places.
Help plan and assist with special events, banquets,
and career days.
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9.
10.
11.
12.

el
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The Advisory Committee may be used by the teacher coordinator to:
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SAFETY PRACTICE AND HAZARDOUS OCCUPATIONS

SAFETY

el
le
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The teacher-coordinator must make every effort to insure that the
CWE student is aware of the importance of safety. Safety
instruction is for all students assigned to training-sites, and
should be included in a student’s training plan after discussion
with the student, teacher-coordinator, and site-supervisor, Fire
prevention and extinction, bomb scares, handling of chemicals,
procedures for making electrical connections, and knowing how to
act in emergency situations are all important parts of expected
safety awareness and practice.
HAZARDOUS OCCUPATION RESTRICTIONS

The teacher-coordinator must be aware of the following warning in
the Federal Personnel Manual regarding the placement of students
in hazardous occupations.
B-1.

RESTRICTIONS AND INFORMATION
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Persons Under 18 MUST NOT BEEMPLOYED IN THE FOLLOWING TYPES OF
OCCUPATIONS WHICH THE SECRETARY OF LABOR HAS FOUND AND DECLARED
TO BE HAZARDOUS OR DETRIMENTAL TO THE HEALTH AND WELL-BEING OF
YOUNG PEOPLE UNDER 18.
(1)

Occupations in or about plants or establishments
manufacturing or storing explosives or articles
containing explosive components.

(2)

Occupations of motor-vehicle driver and outside
helper.

(3)

Coal-mine operations.

(4)

Logging occupations and occupations in the operation
of any sawmill, lathe mill, shingle mill, or cooperatestock mill.
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Occupations involved in the operation of power-driven
wood-working machines.

(6)

Occupations involving exposure to radioactive
substances, and to ionizing radiations.

(7)

Occupations involved in the operation of elevators and
other power-driven hoisting apparatus.

(8)

Occupations involved in the operation of power-driven
metal forming, punching, and shearing machines,

el
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(9)
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(5)

Occupations in connection with ‘mining, other than coal.
Occupations involving slaughtering, meat-packing, or
processing, or rendering.

(11)

Occupations involved in the operation of certain powerdriven bakery machines.

(12)

Occupations involved in the operation of certain powerdriven paper products machines.

(13)

Occupations involved in the manufacture of brick, tile,
and kindred products.

(14)

Occupations involved in the operation of circular saws,
band saws, and guillotine shears.

(15)

Occupations involved in wrecking, demolition, and shipbreaking occupations.

(16)

Operations involved in roofing operations.

(17)

Operations in excavation ‘operations.

Ca
nc

(lo)
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1

SUGGESTED BEGINNING AND END-OF-YEAR
COORDINATOR ACTIVITIES CHECKLIST
BEFORE THE OPENING OF SCHOOL
BUS TRANSPORTATION - Coordinate bus transportation with
Transportation Officer.

2.

ADVISORY COMMITTEE - Establish CWE Advisory Committee.

3.

TRAINING SITES - Visit all training sites hi-weekly and
fill out appropriate documentation.

4.

RED CROSS - Arrange dates for the Red Cross course for
students who will work in the hospital. The school
nurse or advisory board can help with these
arrangements.

5.

MASTER SCHEDULE - Check with the administrative and
counseling staff to coordinate the scheduling of
students on training sites.

6

. .—.. ”...-. . . .
individual student request. The counselor can help
with the assessment process.
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1.

7.

INFORMATION BROCHURE - Develop an appropriate
information brochure.

8.

FILING SYSTEM - Establish an appropriate filing
system, including a file plan.
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GETTING STARTED
FIRST WEEK. Meet with the students to complete and/
or discuss required forms for the permanent files and
to orient the students concerning their responsibilities
and obligations.
f. class activities
student application
interview form
g. training plan
c. training site visitations form h. statement of
understanding
d. supervisory coordination
i. training
assessment form

2.

HOSPITAL WORKERS - All students assigned to the hospital
should be scheduled to take the Red Cross course as soon
as possible.

3.

INITIAL INTERVIEW - Arrange the student’s interview with
the training site supervisor. The student” should be
provided with an interview form.

4.

TRAINING-PLAN - Assist training site supervisor and
student in developing a training plan.
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1.

5.

CPO PROCESSING - Process appropriate forms with local
CPO (as applicable).

6.

REPORTING TO WORK - The student should report to work
after the above procedures have been completed.

7.

LIST OF CWE STUDENTS - Provide the faculty with a list
of CWE students as soon as possible. This list should
include name, grade, job site, telephone number,
and CWE periods. It is recommended that this list also
be provided to installation commanders.
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END-OF -THE-SCHOOL-YEAR-REPORT

The following information must be kept in the CWE office, and one
copy given to the principal at the end of the year.
LIST OF TRAINING SITES - Keep a list of all job sites,
telephone numbers, locations, and names of supervisors
and commanders.

2.

LIST OF PRE-ENROLLED CWE STUDENTS - Keep a list of preenrolled CWE students, including grade and desired job
site.

3.

STUDENT TRANSPORTATION - Keep on file instructions
concerning student transportation~ including Motor
Pool Commander’s phone number.

4.

CWE INFORMATION - Keep a current copy of the school’s
CWE pamphlet and other appropriate materials on file.

5.

ACTIVITIES - Keep on file related instructional
activities used during the school year.

6.

ENROLLMENT - Keep on file the total number of students
....
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1.

7.

COMMUNITY LEADERS - Keep a list of the names and
telephone numbers of the members of the Advisory
Committee (if applicable) and other community
leaders.

8.

EVALUATION - Submit and end-of-the-year program
evaluation.

9.

SCHEDULE - Discuss master schedule with principal to
determine to determine impact on CWE.

*The activities must be approved by the loCal principal. See
also the recommended CWE Coordinator Calendar in Appendix C.
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COOPERATIVE WORK EXPERIENCE FORMS*
APPLICATION FOR COOPERATIVE WORK EXPERIENCE
INTERVIEW FORM
*DS FORM 2881: STATEMENT OF UNDERSTANDING AND AGREEMENT

d

CWE TRAINING PLAN
CWE WORK-RELATED BEHAVIORS FORM

el
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TRAINING SITE VISITATION REPORT
STUDENT ATTENDANCE RECORD

STUDENT EVALUATION OF CWE

CERTIFICATE OF ACHIEVEMENT

CWE STUDENT ASSESSMENT SURVEY

CWE SUPERVISOR ASSESSMENT SURVEY
CWE ADULT ASSESSMENT SURVEY

Ca
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*These sample forms may be altered to fill local procedures Or
requirements f but should be used in all CWE programs. Note,
however, that DS Form 2881 cannot be revised or altered. DS Form
2881 is an integral part of Department of Defense Instruction
(See Appendix A)
1342.1.
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APPLICATION FOR COOPERATIVE WORK EXPERIENCE
NAME
HOME ADDRESS
SPONSOR’S RANK/NAME
ADDRESS
STUDENT #
DRIVER'S LICENSE
HEALTH CONCERNS

DUTY PHONE
HOME PHONE
RELATIONSHIP
APO
SOCIAL SECURITY #
DATE OF BIRTH

.

el
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VOCATIONAL COURSES TAKEN (please check)
Electronics
Auto Tech.
Keyboarding
Cosmetology
____Industrial Tech.
____Business Lab.
Home Economics
_____Graphics
____Mech. Drawing/CAD
____Other (related to work interests) Please specify:
TRAINING SITE PREFERENCE:

LIST JOBS, INCLUDING PART TIME:
(List most recent employment first.)
HOURS/WK NUMBER OF
DATES
TYPE OF JOB
WEEKS

REASON FOR
LEAVING
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EXTRACURRICULAR ACTIVITIES (school activities and offices held) :
3.

4.

WHAT CAREER WOULD YOU LIKE TO PURSUE?

WHAT ARE YOUR POST-HIGH SCHOOL PLANS?
4-year college_ technical school
2-year college
m i l i t a r y work_
EXPLAIN WHY YOU WANT TO TAKE CWE

DATE

STUDENT SIGNATURE
45

-----------------

Do not write below this line ----------------CWE COORDINATOR
TRAINING SITE

PHONE

RATING:
RATING:
RATING :

el
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INTEREST INVENTORIES TAKEN:
NAME :
NAME :
NAME :

SUPERVISOR

d

INTERVIEW RECORD
DATE

COMMENTS/OBSERVATIONS

NOTE : THIS FORM IS NOT A CONTRACT. CWE COORDINATORS MUST USE DS
FORM 2881 (APPENDIX A) FOR OFFICIALLY PLACING STUDENTS ON .
.TRAINING SITES.

Ca
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INTERVIEW FORM
DATE AND TIME OF INTERVIEW
NAME
Position applying for:
Time available for work:
Telephone:
Person(s) to contact for interview:
Location:

A.
B.

Dress
2. Quite acceptable
1. Exceptionally neat.
4. Unacceptable for this work.
3. Somewhat careless.
Grooming
2.Quite acceptable
1. Exceptionally well groomed.
4. Unacceptable for this work.
3. Marginal
Posture
1. Walks, sits, and handles self exceptionally well.
3. Somewhat careless.
2. Quite acceptable
. . . Poor posture, detracts from overall appearance.
4.
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c.
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1.APPEARANCE
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For the person doing the interview, please check the word or
phrase that best describes the student. Ask the student for a
written job application (either your own or a written
application) . This could be used an kept by you to help you know
more about this applicant. This form is to be enclosed in the
envelope provided and returned via the student.

II. VERBAL EXPRESSION
A.

Conversational Manner
1. Speaks freely and distinctly.
2. Seems to carry on a conversation fairly well.
3. Somewhat hesitant and sometimes hard to understand.
4. Has difficulty carrying on conversation.
B. Questions
1. Asked some appropriate questions very clearly and
tactfully.
2. Asked some appropriate questions.
3. Asked some questions, but with some difficulty.
“4 . Asked no questions.

XII .
1. Appears relaxed, calm and confident.
2. Somewhat nervous, but sufficiently controlled and
confident.
3. Shy, timid, reserved.
4. Too nervous, too shy, or just not suited for the’ job.
ATTITUDE

d

Iv.

v.
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1. Seems to be very enthusiastic, open, tolerant,
optimistic.
2. Shows some enthusiasm, willingness to learn.
3. Hard to say, but appears to want to give it a try.
4. No evidence for success in this area.
KNOWLEDGE SKILLS

1. Seems to have a very clear understanding of this area
of work.
2. Has little knowledge, but seems willing to learn.
3. Hard to say, but appears to want to give it a try.
4. Has no knowledge and at a loss as far as discussing
this field or skills needed.
WRITTEN EXPRESSION (as indicated on application)
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VI.

1.
2.
3.
4.

Very neat, complete, grammatically correct.
Acceptable.
Somewhat incomplete, sloppy, carelessly worded.
Unacceptable; gives a very poor impression.

FOR INTERVIEWER:

Please check as appropriate, make any comments
on the reverse side of this form.

1. I would gladly accept this student.
2. I would accept this student with some reservations.
Please state conditions.
3. This student is unacceptable for this job.
Please comment.

Date

Signature
Telephone Number
48

COOPERATIVE WORK EXPERIENCE PROGRAM AGREEMENT
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I, the undersigned parent or sponsor, hereby acknowledge
that I fully understand that my legal dependent named below is
high school cooperative
participating in the
work experience program on a voluntary basis and for academic
credit in accordance with DoD instruction 1342.11, “Cooperative
Work Experience Guidelines for High Schools Operated by DoD
Dependents Schools.” As such, I am aware that my dependent will
receive no pay, unless specifically appointed to a
nonappropriated fund position that provides otherwise, nor will
my dependent receive other fees~ stipends, gratuities, or
privileges from participation in this program. Furthermore, I am
aware that my dependent is not an employee of the participating
agency, and will not be considered a federal employee for any
purpose other than for the purpose of entitlement to compensation
for work injuries under the provisions of Title S, United States
Code, Chapter 81. Even though my dependent will not be an
employee of the U.S. Government or host nation government, unless
specifically appointed otherwise, I realize that the training may
be under supervision on U.S. or host nation military posts and
facilities, commercial facilities, or DoDDS facilities, and when
so engaged, he or she is subject to, and required to obey, the
rules and regulations applicable to all other military civilian
commercial, and educational personnel, as the case may be. I am
aware that the nature of the cooperative work experience program
is such that educational demands may make alterations in my
dependent’s cooperative work experience program necessary, and
that my dependent’s participation may cease or be otherwise
stopped because of this or other violation of rules and
regulations? including safety directives, at the discretion of
the appropriate school official, or employer.
1.

2.
3 .
4.
5.
6.

Name (Last Name, First, Middle Initial)** of Dependent
Cooperative Work Experience Job Title
Hours or Time of Training*
Location of Training*
Wages (If any)
Name (Last name, First, Middle Initial)** of Trainer

7. Length of Cooperative Work Experience

49,

Therefore, I have executed this agreement as of the date written
below. I state that 1 sign this agreement willingly and without
coercion.
Signature of Parent or Sponsor

Date (YYMMDD)**

,

d

We concur and join in this agreement, as of the date written
above.

el
le

Signature of Student
Signature of Participating Agency Official
Signature of School Official

*shall be changed by the CWE coordinator or trainer with the
approval of the other.
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**General Note for personnel processing This Information
Requirement. These items have been registered in the DoD Data
Element Program. Additional information concerning standard data
elements is contained in DoD 5000.12-M (reference (d)).
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DS FORM 2881 MAY 1962

I

CWE TRAINING

Training Site
D a t e
Age
Grade
Female
Male
Modified Program
Can do simple parts of the task.
Needs to be told or shown how to do
most of the task.
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1. EXTREMELY LIMITED:

d

Occupational Title
Supervisor
Student
School
Regular Program

PLAN

2. PARTIALLY PROFICIENT: Can do most parts of the task.
Needs help only on hardest parts.
Can do all parts of the task.
Needs only a spot check of
completed work.

3. COMPETENT:

HIGHLY PROFICIENT:

Can do the complete task quickly
accurately.
Can show or tell others how to do
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4.

TRAINING TASKS
DATE
DATE
STARTED COMPLETED

SUPERVISOR’S
INITIALS

*To be used with

Behaviors Form.

work-Related

TRAINEE’S
INITIALS

SKILL
LEVEL

CWE WORK RELATED BEHAVIORS FORM
Training Site
Course Length

Student
Supervisor
Male
Female

P = Proficient
M = Proficient with Modification

d

Student Rating
1. Never demonstrates this behavior
2. Sometimes demonstrates this behavior.
3. Usually demonstrates this behavior.
4. Always demonstrates this behavior.
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Regular
Modified/IEP

WORK RELATED BEHAVIORS

P/PM

Initials
COMMENTS Sup. Stu.

---

1.
2.
3.
4.

Displays initiative
Exhibits a desire
to improve
Displays integrity
Exhibits self-confidence
Displays frustration
tolerance.
Exhibits flexibility
Makes judgments and
decisions
Relates with peers/
co-workers
positivley.
Relates with teacher
supervisors .
Accepts constructive
criticism
Completes tasks
timely
Completes tasks
accurately
Seeks assistance
appropriately
Displays appropriate
habits/manners
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5.

. 6.
7.

8.

9.

10.

11.

12.

13.

14.

9 weeks
18 weeks
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Date
Beg. Compl.

WORK RELATED BEHAVIORS

P/PM

COMMENTS
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15. Displays appropriate
appearance
16. Complies with
attendance
regulations
17. Cares for materials/
equipment
18. Understands oral
directions
19. Understands
written
instructions
Practices related
hygienic
requirements
Demonstrates
safety
precautions
Shows interest in
occupational area

Initials
Date
Sup. Stu. Beg. Compl.
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Student Aptitude

Low Med High
Low Med High

Teacher-Coordinator Signature

Date

Training-Site Supervisor’s Signature

Date

*To be used with Training Plan.
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TRAINING SITE VISITATION REPORT

I

Time of Visit

d

Student's Name
Supervisor’s Name
Job Site
Date of Visit

Description of student’s activities during visit:

2.

Supervisor’s comments:
a.
b.
c.
d.
e.
f.
g.
h.

el
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1.

Student’ s. progress on training plan.
Student’s attitude.
Student’s punctuality
Student’s initiative.
Student’s skills.
Student's personal relationships.
Quality of work.
Safety.
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3.

Student’s comments:

Please rate according to the following.
4 - The statement ALWAYS applies.
3 - The statement applies MOST OF THE TIME.
2 - The statement applies 50 PERCENT OF THE TIME.
1 - The statement NEVER applies.
1.

—5

2.
3.
4.
.
6.
7.

‘ 8 .

Showed real interest in my Progress.
Took active steps to ensure I learned new tasks.
Kept me challenged.
Kept me informed of what I needed to do.
Took steps to make sure I understood the task.
Gave constructive criticism.
Gave accurate, consistent instructions.
Supported me when I required and needed support.
Signature
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COOPERATIVE WORK EXPERIENCE
STUDENT ATTENDANCE RECORD
DIRECTIONS :
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TOTAL TIME

TIME OUT

TOTAL TIME

COMMENTS
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TIME IN

d

OCCUPATION
WEEK BEGINNING

NAME
WORK SITE
DATE

you work., At
supervisor
coordinator.

Complete this record for
the end of the week have
sign the form and return

(Signature of Job Supervisor)

RETURN THIS FORM TO THE CWE COORDINATOR AT THE END OF EACH WEEK.

STUDENT EVALUATION OF CWE
Number of months-enrolled in CWE at this high school
(include last year if unrolled)
Number of different CWE jobs
Present CWE job
When you started CWE, what career field did you plan
to go into?
What career field are you considering now?

1.
2.
3.
4.
5.

d

Answer the following list of statements as they relate to you and
your present CWE job site. Put the letter representing your
answer in the blank before each statement.
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VOCATIONAL GUIDANCE
My CWE placement is related to my career interests and
1..
plans.
(a) very close (b) close(c) some (d) a little
(e) not at all ‘--

The CWE program has increased my awareness of the levels
and variety of positions available in my career field.
(a) very much (b) much (c) some (d) a little
(e) no help

3.

The CWE program has allowed me to explore how my
abilities and interests relate to those required in my
career field.
(a) very much (b) much (c) some (d) a little
(e) no help
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2.

4.

My CWE experience will help me in the future to select a
particular job with working conditions I will like
(a) very much (b) much (c) some (d) a little
(e) not at all

6.

Taking CWE for a second year has been
(d) too much of
(a) very helpful (b) helpful (c) O.K.
the same thing (e) never should be done

7.

I have been meeting with the CWE coordinator in class
several times a month.
(a) yes (b) no
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WORK ENVIRONMENT
I have learned about the qualities expected of a good
8.
worker
(a) very much (b) much (c) some (d) a little
(e) no help
As a result of the CWE program, my work habits on a
future job are likely to be
(a) much improved (b) somewhat better (c) the same
(d) a little better (e) much worse

d

_ 9 .

As a result of the CWE experience, in the future I expect
I will be able to work under a supervisor
(a) much better (b) somewhat better (c) the same
(d) a little worse (e) much worse

11.

In learning skills and work, attitudes on my job, my
immediate supervisor has been
(a) very helpful (b) helpful (c) O.K.
(d) not very helpful (e) of no help at all

el
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10.

Ca
nc

WORK EXPERIENCE (Read all of these before answering any, they
are different.)
12. My CWE position has allowed me to have a wide variety
/
of experiences and opportunities.
(a) many (b) quite a few (c) some (d) a few-(e) none
13.

My CWE position has allowed me progressively more
difficult jobs as I was ready.
(a) very well (b) fairly well (c) some (d) a few
(e) none

14.

My CWE position has allowed me progressively more
independent responsibility as I have understood the work
(a) very well (b) fairly well (c) some (d) a few
(e) none

15.

I have learned or improved my skills related to the job
because of my CWE experience.
(a) greatly (b) quite a bit (c) some (d) a little
(e) not at all

16.

The skills I have acquired or improved in the CWE program
will help my future career
(a) greatly (b) quite a bit (c) some (d) a little
(e) not at all
..
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17.

My interest in CWE compared to other classes has been
(a) more (b) average (c) less

18.

I feel CWE compared to my other classes has
future value.
(a) more (b) average (c) less (d) least

el
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The thing I like most about CWE is:

d

COMMENTS :
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The thing I think might be improved about CWE is:
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Directions for CWE Student Survey
Please indicate your preference for each statement by circling
the letters next to the statement which best describes your
opinion of the school’s cooperative work experience Program.

2.

3.

A

u

D

SD

I have learned from the
experience that working is a
necessary part of life.

SA

A

u

D

SD

Cooperative Work Experience
training will help me to
make decisions about career
opportunities.

SA

A

u

D

SD

u

D

SD

The people I work with on the
training site trust and respect
me.
SA
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.4.

The school’s Cooperative Work
Experience Program is as
important as other school
SA
subjects.
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1.

d

SA - Strongly Agree
A - Agree
u - Undecided
D - Disagree
SD - Strongly Disagree

I feel that it is important for
me to get job experience for.
SA
future employment.

A

u

D

SD

6.

CWE provides an opportunity for
SA
me to develop my skills.

A

u

D

SD

7.

The job placement made by the
school’s CWE coordinator
SA
matches my abilities.

A

u

D

SD

CWE job experiences provide
an opportunity for me to
discover my interests.

A

u

D

SD

5.

8.
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SA

STUDENT SURVEY

(CONTINUED)

I respect the people with
whom I work.

SA

A

u

D

SD

10.

The work that I do on my job
is worthwhile.

SA

A

u

D

S D

11.

My CWE coordinator meets with me
frequently during the semester
to discuss topics which can
prepare me for the world of
SA
work.

13.

15.

16.

17.

18.

D

u

SD

A

u

D

SD

I am able to go to my training
supervisor and discuss
responsibilities and duties
SA
related to my work.

A“

u

D

SD

My CWE coordinator gives me a
training plan to use with my
SA
training site supervisor.

A

u

D

‘SD

SA

A

u

D

SD

I feel that I could do the
work that I am now performing
at my CWE training site full
SA
time with salary.

A

u

D

SD

I am excited and involved with
the work I do on the training
SA
site.

A

u

D

SD

As a result of the work that I
do at my training site, I think
much more about my own personal
SA
plans for the future.

A

u

D

SD
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14.

My school's CWE coordinator has
taught me how to write a resume
and how to apply for a job. SA

A

el
le

12.

d

9.

I make special efforts to
get along with people on
my job.
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STUDENT SURVEY (CONTINUED)

21.

22.

23.

u

D

SD

The school's CWE program helps
me to understand what will be
expected of me in future
SA
jobs.

A

u

D

SD

My training site supervisor
has been fair and honest in
evaluating my performance.

SA

The school CWE coordinator
supports me by visiting me at
SA
training site.

My training site supervisor and
the school’s CWE coordinator
regularly check my latenesses
and attendance on the training
SA
site.

A

u

D

SD

A

u

D

SD

A

u

D

SD

.

My school’s CWE coordinator has
have different educational
requirements.
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24.

A

d

20.

Success on my training site is
directly related to my
accepting responsibilities. SA

el
le

19.

SA
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A

u

D

SD

CWE ADULT SURVEY
Please indicate your preference for each statement by circling
the letter next to the statement which best describes your
(cm)
opinion of the school’s Cooperative Work Experience
Program.

Through the school’s Cooperative “
Work Experience (CWE) Program,
students can best identify with
and participate in adult
roles
-SA
and responsibilities.

A

u

D

SD

Training site supervisors
provide a series of progressive,
work-related tasks during a
student’s on-the-job
SA
training.

A

U

D
—

SD

The importance of work should be
emphasized in the school as
a vehicle towards personal
SA
fulfillment.

A

u

The school's CWE program
adequately provides students
with an opportunity to plan
career goals.

SA

A

u

D

SD

The school’s CWE coordinator
encourages a sense of personal
fulfillment and independence on
the part of the students by
visiting the training site. SA

A

u

D

SD
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2.

el
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1.

d

SA - Strongly Agree
A - Agree
U - Undecided
D - Disagree
SD - Strongly Disagree

3.

4.

5.
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SD

D

CWE ADULT SURVEY (CONTINUED)

8.

10.

11.

12.

u

D

SD

A

u

D

The CWE coordinator has made a
reasonable effort to inform
students, parents, teachers,
and members of the community
of the purpose and existence
SA
of its CWE program.

A

u

D

SD

The CWE coordinator should
analyze future employment
trends and inform students
as to how they apply to their
SA
career goals.

A

u

D

SD

Adequate guidance is provided
in career awareness and job
preparation by the classroom
instruction presented
by the CWE coordinator to the
SA
CWE students.

A

u

D

SD

The school’s CWE program is
administered in an efficient,
SA
consistent manner.

A

u

D

SD

The CWE program is strongly
supported by the local school
SA
administration.

A

u

D

SD

Ca
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9.

In order to understand and
appreciate their potential
for employment opportunities,
all students should be required
to participate in a school’s
CWE program before
SA
graduation.

A

d

7.

The school’s CWE Program
involves a cooperative’
effort by counselors, teachers,
parents, training site
coordinators and the CWE
SA
coordinator.

el
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6.
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SD

CWE ADULT SURVEY (CONTINUED)

15.

SA

CWE students are assigned to
training sites rather than
given the option to choose
training sites.

SA

In general, the school's CWE
program is effective in
preparing student's for the
SA
world of work.
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16.

The school’s CWE program
encourages the enrollment of
college-bound students as
well as non-college-bound
students.

A

u

D

64

SD

d

14.

The process of career education
is the responsibility of the
SA
schools.

A

u

D

el
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13.

SD

A

u

D

SD

A

u “

D

SD

CWE SITE SUPERVISOR SURVEY

2.

3.

The school’s Cooperative Work
Experience Program (CWE)
provides students with an
opportunity to develop skills .
for future successful
SA
employment.

A

u

D

SD

If there is a problem on the
training site, it can be openly
discussed with the student. SA

A

u

D

SD

A CWE program gives the community
an opportunity to develop a
positive attitude towards
SA
students.

A

u

CWE trainees are accepted by
other adults working
on the job.

SA

A

u

D

SD

Technical skills are developed
by the student as a result of
SA
the school’s CWE program.

A

u

D

SD

The training site supervisor
reviews career opportunities
with students.

SA

A

u

D

SD

CWE provides students with an
opportunity to match their
personal potential and
expectations with the career
field to which they are
SA
assigned.

A

u

D

SD
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4.

Strongly Agree
Agree
Undecided
Disagree
Strongly Disagree

d

1.

-

el
le

SA
A
U
D
SD

5.

6.

7.

D

SD

“

CWE SITE SUPERVISOR SURVEY

9.

CWE students have positive
attitudes toward their
supervisors and co-workers. SA

A

Students are enrolled in
courses at school that help
them plan for work on the
training site.

A

u

D ‘ SD

d

8.

(CONTINUED)

SA

u

D

SD

CWE students were interviewed
before being assigned to the
training site.

11.

Students enrolled in the CWE
program review job performance
standards with their training
site supervisors.
SA

A

u

D

SD

Accepting responsibility on the
job isn't a problem for CWE
students assigned to a training
site.
SA

A

u

D

SD

SA

A

u

D

SD

CWE training plans are welldefined and are more than
general job descriptions. They
indicate whether or not the
student is progressing through
the different stages of
training.
SA

A

u

D

SD

Ca
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12.

el
le

10.

13.

Students enrolled in the school's
CWE program have a very good
attitude toward work.

14.

The school's CWE coordinator
provides the training site
supervisor with a training
plan for the student.

15.

66

SA

Students assigned to a training
site present a completed job
application and submitted
attendance sheets and a contract
to their training site
SA
supervisor.

Ca
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18.

The school’s CWE coordinator
and training site supervisor
confer about a student’s
punctuality and absences
in a prompt and constructive
manner.

A

u

D

67

SD

d

17.

The school’s CWE coordinator
conducts regular training site
inspections to assess student
SA
progress.

A

u

D

el
le

16.

A

u

D

SD

SD
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May 19, 1982
NUMBER 1342.11
sD(w&L)
Department of
. Defense Instruction ‘

cooperative Work Experience Guidelines for High Schools Operated

Subject:

by DoD Dependents Schools

d

(a) DoD Instruction 1342.11, “Work-Study Program Guidelines
in Overseas Dependents High Schools,” March 23, 1970
(hereby canceled)
(b) DoD Directive 1342.6, “Department of Defense Dependents
Schools (DoDDS),” October 17, 1978
(c) Title 5, United States,Code, Section 3111 (Supp. III

el
le

References:

1979) and Chapter 81
(d; DoD 5000.12-?l, “DoD Manual for Standard Data Elements,”
December 1980, authorized by DoD Instruction 5000.12,
“Data Codes Standardization Procedures,” April 27, 1965
A.

REISSUANCE AND PURPOSE
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This Instruction reissues reference (a) to supplement reference (b) by
providing guidance concerning the establishment of cooperative work experience
(CWE) programs in high schools operated by DoD Dependents Schools (DoDDS)
B.

APPLICABILITY

This Instruction applies to the Office of the Secretary of Defense, the
Military Departments, the Organization of the Joint Chiefs of Staff, the
Unified and Specified Commands, and the Defense Agencies.

c.

DEFINITIONS

1. Cooperative Work Experience. Coordinated training in an occupation,
trade, business, or profession undertaken as part of the requirements of a
school course.
2.

Participating Agency.

The private organization, U.S. Government agency,

or other entity with which a trainer is affiliated.

3. Trainer. A person or organization that is approved by DoDDS and that
provides training to a student enrolled in a DoDDS CWE program.
D.

POLICY

It is the policy of the Department of Defense’ to establish CUE programs
that are consistent with the following goals:

2. Development of a cooperative school-community relationship.
3. Establishment of competent industrial and governmental agency supervision of CWE participants in coordination with the school.
4. Establishment of CWE opportunities for students at all levels of
ability and achievement.
PROCEDURES
1.

General

A CWE program may be of three types:

el
le

a.

d

E.

(1) An inschool program for students interested and able to participate in CWE training situations within the school;
(2) A program using post and base facilities for students interested and able to participate in the program in the local military community;
or
(3) A program for students interested and able to participate in
programs in she local community’s civilian industries.
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b. CWE programs shall contain the following basic elements: ‘
(1) The occupations in which students are trained shall be suited
to their abilities and interests and the time available for training.
(2) CWE programs shall be developmental in nature. Specific “
learning objectives shall be developed for each student.
(3) Each school conducting a CWE program shall have a CWE coordi-

nator.

c. A representative advisory committee shall be formed in each school
to provide guidance and to aid in the operation of CWE programs.

d. Each CWE student, trainer (appointed by the participating agency),
parent of a CWE student, and CWE coordinator shall receive a copy of the
agreement discussed in section G., below.
e.

The CWE coordinator shall meet DoDDS position qualification require-

ments.

f. The CWE coordinator in each school shall be authorized adequate
time to perform field supervision duties” (subsection F.4., below).
2. Training locations shall be socially desirable, adequately equipped,
and free of health hazards, and shall have a trainer.

May 19, 82
1342.11

3.

CWE Students

a. Students shall be selected on the basis of appropriate age, school
records, and interest. Handicapped students may participate in CWE programs
on a comparable basis as nonhandicapped students, provided that, if necessary,
a handicapped child shall be placed in a CWE situation adapted to his or her
special needs.

d

b. Students shall be prohibited from performing hazardous tasks as
part of their training.

el
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c. Credit may be granted at the race of one credit for a minimum of
200 minutes of satisfactory training per week pursued for a full school year.
(This credit includes classroom instruction provided by the school in conjunction with this work experience.)

d. Pursuant to 5 U.S.C. 3111 (reference (c)), a student who is net an
employee of the participating agency will not be considered a federal employee
for any purpose other than for entitlement to compensation for work injuries
under the provisions of 5 U.S.C. Chapter 81 (reference (c)).
4.

CWE-Related Instruction

Ca
nc

a. Schools adopting CWE programs shall include in the curriculum (and
reflect in the master schedule) CWE-related instruction, including basic orientation, trainer-student relationship, analysis of the world of work, and the
changing aspects of the professional and labor forces.
b. Such instruction shall be required of all CWE students and shall
be taught or directed by the CWE coordinator. A minimum of 8 hours of instruction shall be provided each semester and shall be supplemented : when needed,
by small group meetings devoted to vocational or professional interest areas.
5. Library of Materials. A supply of current instruc::onal materials
shall be maincained to meet the demands of the CWE program.
6. Evaluation. Occupational surveys and followup studies of former CWE
students and other DoDDS students shall be conducted at each school at regular
intervals to determine whether program changes are necessary.

F.

RESPONSIBILITIES

1.
Management), Office of the Assistant Secretary of Defense (Manpower, Reserve
Affairs, and Logistics) shall monitor compliance with this Instruction.
2. The Secretaries of the Military Departments shall cooperate in the
establishment and support of CWE programs.
3. The Director, DoD Dependents Schools, and his subordinate organizational structure (including the DoDDS regional directors), shall:

I

a. organize, administer, and supervise CWE programs, in accordance
with Military Department and individual base regulations, host-nation status
of forces agreements, other treaties or agreements between the host nation and
the United States, and laws of the host nation.
b.

Evaluate the CWE programs on a continuing basis.

a.

Evaluate individual CWE programs.

d

4. The CWE Coordinator shall provide field supervision of CWE programs.
In discharging this responsibility, the CWE coordinator shall:
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b. Ensure that the work product of the student does not become a
primary objective of the training assignment.

c. Ensure that the student is not placed in a position that requires
or permits supervision of a participating
agency's employees.
--d. Ensure that the student is not permitted to perform duties recognized
by third persons as those of, an agent of, or binding upon, the U.S. Government.
.J. INFORMATION REQUIREMENTS
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There shall be a written agreement (enclosure 1) among the student, trainer,
parent, and school concerning, among other matters, the hours of training,
hours in schools, wages, if any (which may not be paid from appropriated
funds), and the length of the training period. When it is not intended that
the student become an employee of a participating agency, this agreement shall
include a declaration that the student will not be considered, by reason of
such training, an employee of the U.S. Government-.
H.

EFFECTIVE DATE AND IMPLEMENTATION

This Instruction is effective immediately. Forward one copy of implementing
documents to the Assistant Secretary of Defense (Manpwer, Reserve Affairs,
and Logistics) within 120 days.

Enclosure - 1
Cooperative Work Experience Program Agreement

Lawrence J. Korti
Assistant Secretary of Defense
(Manpower, Reserve Affairs & Logistics)

May 19, 82
1342.11 (ENCL

1)

COOPERATIVE WORK EXPERIENCE PROGRAM AGREEMENT
I, the undersigned parent or sponsor, hereby acknowledge that I fully

aware that

❑y

d

understand that my legal dependent named below is participating in the
high school cooperative work experience program on
a voluntary basis and for academic credit in accordance with DoD Instruction
1342.11, “Cooperative Work Experience Guidelines for High Schools Operated by
DoD Dependents Schools.” As such, I am aware that my dependent will receive
no pay, unless specifically appointed to a nonappropriated fund position that
provides otherwise, nor will my dependent receive other fees, stipends, gratuities, or privileges from participation in this program. Furthermore, I am

dependent is not an employee of the participating agency and
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will not be considered a federal employee for any purpose other than for the
purpose of entitlement to compensation for work injuries under the provisions
of Title 5, United States Code, Chapter 81. Even though my dependent will not
be an employee of the U.S. Government or host nation government, unless specifically appointed otherwise, I realize that the training may he under supervision on U.S. or host nation military posts and facilities, commercial facilities,
or DODDS facilities, and when so engaged, he or she is subject to, and required
to obey, the rules and regulations applicable to all other military, civilian,
commercial, and educational personnel, as the case may be. I am aware that
the nature of the cooperative work experience program is such that educational
demands may make alterations in my dependent’s cooperative work experience
necessary and that my dependant's participation may cease or be other
.program
.
wise stopped because of this or other reasons, such as unsatisfactory training
or classroom performance , or violation of rules and regulations? including
safety directives, at the discretion of the appropriate school official or
employer.
1.

Name (Last Name, First, Middle Initial)** of Dependent

.2.

Cooperative Work Experience Job Title

3.

Hours or Time of Training*:

4.

Location of Training*

5.

Wages (If any)

6.

Name (Last Name, First, Middle Initial)** of Trainer

7.

Length of Cooperative Work Experience

.
Therefore, I have executed this agreement as of the date written
below. I state that I sign this agreement willingly and without coercion.

I

Date (YYMMDD)**

Signature of Parent or Sponsor

We concur and join in this agreement, as of the date written above.
Signature of Student
Signature of Participating Agency Official
Signature of School. Official
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*Shall be changed by the CWE coordinator or trainer with the approval of the
ether.
**General Note for Personnel “Processing This Information Requirement. These
items have been registered in the DoD Data Element Program. Additional
information concerning standard data elements is contained in DoD 5000.12-M
(reference (d)).

,

COMPETENCY PROFILE FOR VOCATIONAL TEACHERS
INSTRUCTING SENSORY AND PHYSICALLY IMPAIRED STUDENTS*
Develop a positive attitude toward working with sensory and
physically impaired students in the regular program.

2.
3.
4.
5.
6.
7.
8.
9.
10.
B.

Assess own attitude toward working with handicapped
students.
Participate in activities simulating handicapping
conditions.
Identify myths, misconceptions, and stereotypes.
Identify handicapping characteristics of students.
Identify economic indicators supporting hiring of
the handicapped.
Consult with persons working successfully with the
handicapped to determine why they are committed.
Observe the handicapped in successful roles
(e.g., on the job).
Interact with handicapped students.
Review legislation concerning the handicapped.
Persist in the fact of seeming failure. “

d

1.
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A.

Implement modifications in the physical setting.
1.
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2.
3.

Identify architectural barriers
Recommend needed changes in facility design.
Determine the special safety conditions that may be
required by the handicapped students.
Modify work stations as needed.
Secure/adapt appropriate equipment as needed by
students.

4.
5.

c.

Modify curriculum and instruction.
1.

2.
3.
4.

5.

6.
7.

Identify and verify vocational skills needed by each
student to meet career goals.
Identify and verify related skills.
Identify jobs on career hierarchy/ladder.
Match/modify jobs on career hierarchy/ladder to
student’s abilities.
Determine if texts/materials are appropriate to
student’s reading levels.
Adapt materials to individual learning styles.
Develop materials to meet individual learning styles.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Participate in ongoing evaluation concerning sensory and
physically impaired.
1.
2.
3.

Develop skills in recognizing students with handicaps.
Review any existing student records”.
Devise informal measures for assessing student’s
abilities.
Identify student learning styles.
Assess student’s motor skills in relation to
occupational skills required.
“Determine if the disability is, in fact, a vocational
handicap.
Participate in development on individualized student
plans (e.g., IEP’s).
Involve students/parents on an ongoing basis.
Monitor and update student goals based on student
progress.
Provide student with realistic picture of job skills
needed and time required to reach career goal.
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D.

d

11.
12.

Teach job-seeking skills.
Teach job-survival skills.
Modify length of training period to meet student's
needs.
Promote use of open-entry/open-exit programming.
Use a competency based grading system to supplement
“grade” with competency profile.
Employ alternative teaching practices (e.g., peer
tutoring, small-group discussions).
Individualize teaching practices.
Use specialized language instruction techniques
(e.g., to teach vocabulary).
Use a multisensory approach to instruction.
Adapt/use media for individual tasks.
Simplify instruction of essential tasks.
Identify instructional resources, materials, and
techniques available to the teacher.
Use supportive instructional services.
Provide frequent reinforcement and success experiences.
Review effectiveness of curriculum and instruction
regularly and update as required.
Modify instructional evaluation techniques as needed.
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8.
9.
10.

4.
5.

6.

7.

8.
9.

10.

B2

Develop effective communications.

4.
5.
6.
7.
8.
9.
10.
11.
12.

14.

d

3.

Establish rapport with students.
Facilitate the productive integration of the disabled
with their peers.
Assist students in developing realistic goal-setting
skills.
Involve students in developing their own individual
programs.
Provide assertiveness training for students.
Teach appropriate situational responses/discrimination
skills.
Secure feedback from individual students on how well
the program is meeting their needs.
Use student contracts (performance contracting,
behavior contracting).
Relate self-awareness to career goals.
Develop functional means (i.e., sign language) to
communicate with students having communication
deficits.
Observe non-verbal behaviors as indications of
feelings.
Ensure that your communication patterns (verbal,
non-verbal) do not single out handicapped students as
different.
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1.
2.

Work cooperatively with other support/resource persons
(e.g., interpreter, itinerant teachers) in the
classroom.
Maintain liaison with special education personnel as
needed or required.
Communicate with guardians, employers, agencies, and
all others affecting handicapped students.
Facilitate the placement of handicapped students by
working with employer.
Encourage administrators to support creative/
alternative instructional approaches.
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E.

15.

16.

17.

18.

Identify and utilize supportive services (on campus and in
the community)..

4.
5.
6.
7.
G.

Provide aid in emergencies.
1.
2.
3.
4.
5.

Be alert to the types of emergencies that might occur
for individual students.
Identify legal implications involved in giving aid.
Identify emergency procedures to be followed.
Obtain training in types of aid for individual
students.
Identify/contact emergency resources.

Continue professional growth.
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H.

Identify needs students have.
Obtain or develop a directory of support services.
Participate in activities designed to increase your
knowledge of what services do and how to use them.
Inform students of relevant services available to
them.
Match student’s needs with available services.
Identify appropriate contact persons for teachers.
Initiate referral process as appropriate (inform
service, refer student) .

d

1.
2.
3.
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F.

1.

2.
3.
4.
5.

6.

7.

.

Work toward improving the climate for acceptance in
yourself, in colleagues, and in employers.
,. Review related literature.
Participate in orientations and workshops.
Observe/interact with colleagues who ‘are doing a model
job in teaching handicapped students.
Participate in experiences that promote creative
development and exchange (e.g., problem sharing with
colleagues) .
Participate in support/professional groups dealing with
handicapped.
Include in your own professional development plans
steps to acquire additional skills for teaching the
handicapped.

B4

Appendix C
*CALENDAR FOR COOPERATIVE EDUCATION COORDINATORS

d

The following is a suggested calendar for all cooperative
education coordinators. Only an experienced coordinator would be
expected to implement this total program. New coordinators
should use this as a guide.

Coordinator/Student
AUGUST
Review program
objectives.

Employer

Activities

Instructional/
Classroom Activities

el
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Program Activities

Review classroom
instructional
materials.

Identify student’s
career goals for use
in job placement.

Set up folders for
students.
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Review or establish
membership (if
applicable) .

Identify and
interview students
enrolled in the
program.

Announce program’s
purpose and goals
in local media.

Start student
placement.

Update reference
books and materials.

Discuss year’s plans
with school

Select appropriate
training station.

Plan bulletin board
displays and have on
completed at start
of school term.

Set up filing
system.

Begin to prepare
training agreements
and plans.

Develop list of
speakers.

Prepare program
brochure.

Orient training
sponsors.

Check filmstrips.

principal.

cl

Program Activities

Coordinator/Student
Employer Activities

Instructional/
Classroom Activities

Continue to select
training stations,
place students,
prepare training
agreements and plans.

Correlate
instruction to onthe- job
responsibilities.

SEPTEMBER

d

Promote program to
faculty.

Set up grade book
and other school
records.
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Arrange and prepare
Make final
students for job
arrangements for
employer/employee
first advisory
interviews.
council meeting.
Promote program
in school publication.
Plan job-related
instruction.

Publish quarterly
student placement
roster.

Start student
evaluation sessions
with employers.
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Brief local,
military and
civilian agencies on
programs.

Conduct safety
instruction.

"Trouble-shoot” on
any initial student
placements.

OCTOBER

Conduct advisory
council meeting
(if applicable).

Continue student
placement and
evaluations.

Revise training
Contact Civilian
plans as needed.
Personnel about
Winter Hire Programs.

C2

Correlate
instruction to -job
responsibilities.
Bring in guest
speakers.

Program Activities

Check to see if safe
practices are being
followed.

Conduct safety
instruction.

(continued)

Report to faculty on
status of the
cooperative
education program.

Change bulletin
board.

NOVEMBER

el
le

Complete first ten
weeks report of
student placement.

Prepare new
promotional
program materials.

Continue student
evaluations.

Correlate
instruction to job
responsibilities.

Attend professional
meetings.

Select new training
sites, if needed.

Check students’
progress with
other subject
. teachers.
. . . . -. . . . . . . . . . . . . . . . . .

Ca
nc

..
.

Instructional/
Classroom Activities

d

OCTOBER

.

Coordinator/Student
Employer Activities

Photograph students
on job sites.

Contact new employers Arrange student/
employer interaction
to promote new
and evaluation.
training stations.

Publish student
placement roster.

DECEMBER

Promote program in
local media.

Make needed
employment changes.

Correlate
instruction to job
responsibilities.

Promote program in
school publication

Revise training
plans.

Bring in
guest speakers.

C 3

Program Activities

Coordinator/Student
Employer Activities

Instructional/
Classroom Activities

Continue contacting
new employers for
future participation.

Update related job
instruction.

Prepare and submit
next year’s budget.

d

DECEMBER (Continued)

Start working with
guidance counselors
for next semesters
program.

JANUARY

el
le

Prepare hallway
bulletin board
display.

Continue safety
instruction.

Change bulletin
board.

Correlate
/
instruction- to
job
responsibilities.

Plan for next
advisory council
meeting.

Prepare for final “
examinations.

Ca
nc

Start new recruiting Continue student
via assemblies and
evaluation.
brochures.
Review student

career objectives.

Attend professional
meetings.

Make regular visits
to training sites.

Adjust course of study
and continue classroom
instruction.

C4

..

Coordinator/Student
Employer Activities

Instructional/
Classroom Activities

Conduct group
sessions with
prospective
cooperative
education students.

Check to see if all
training agreements
and plans are up-to
date.

Correlate
instruction to job
responsibilities.

Check and update
training plans and
agreements.

Develop new employer
contacts.

Program Activities

d

FEBRUARY

el
le

Continue safety
training.

Check on labor l a w
Contact Civilian
developments.
Personnel about
Summer Hire Programs.
Publish student
placement roster.

Ca
nc

MARCH

Check supply
requisitions.

Have individual
conferences, review
first semester
grades and discuss
any student problems.

Correlate
instruction to job
responsibilities.

Bring faculty upto-date on program
activities.

Maintain employer
contacts.

Choose speakers.

Interview prospective
students for next
year’s program.

C5

Coordinator/Student
Employer Activities

Instructional/
Classroom Activities

Publicize student
accomplishments.

Select new training
sites.

Correlate
instruction to job
responsibilities.

Complete final”
screening of
students for next
year.

Review training
plans.

Publish student
placement roster.

FOllOW up on
student’s future
opportunities with
employers.

Program Activities
APRIL

d

el
le

MAY

Submit nine-week
evaluation forms to
training site
supervisor.

Complete final
student evaluations.

Correlate
instruction to job
responsibilities.

Meet with next
year’s tentative
cooperative
education students.

Make plans for each
student’s work site
after graduation.

Prepare for final
examinations.

Ca
nc

Hold year’s last
Advisory Council
meeting (if
applicable) .

Prepare and present
certificates for
outstanding training
sites.

C6

Write letters of
appreciation to
(Should
employers.
be done by
students.)

.

Classroom Activities

Make community
survey to develOP
new training
stations.

Contact new
employers.

Evaluate course
with students.

Make list Of
anticipated needs,
recommendations, and
problems.

Begin placement of
new students.

Complete grade and
credit reports.

Promote program via
media.

Develop

agreements and plans.

Inventory classroom
supplies.

Prepare and submit
student awards.

Complete final
evaluation.

Update curriculum
as needed.

training

Ca
nc

el
le

Proqram Activities

d

Coordinator/ student
EmPlover Activities

C7

d
lle

Ca
nc
e

This is to certify that

has completed ___ hours of training as a

The following skills have been acquired:

Ca
nc
e

lle

d

,

COOPERATIVE WORK EXPERIENCE CLASS & CAREER

