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INTRODUCTION TO CO-OPERATIVE EDUCATION 
What is Co-operative Education ? 

Co-operative Education is an educational program for students operated jointly by the school and the community. Participating students receive out-of-school experiential training designed to compliment the in-school portion of the course.  This experience helps students make informed decisions about career destinations.  Students also develop work habits, knowledge and job skills necessary for successful transition from secondary school to the workplace or post-secondary education.  Co-operative Education Programs are approved by the Ontario Ministry of Education. Following their work experience, students may receive credits towards their Ontario Secondary School Diploma. 

How does Co-operative Education work?

A company agrees to provide a placement for a suitable student (typically in a senior grade) and designates an employee to supervise the student.  Contact is made throughout the term to assess the students learning, progress and safety at the placement. 
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GOALS OF CO-OPERATIVE EDUCATION  

· Take advantage of resources in the business world to offer

Students real-life training and experiences.

· Enable students to assess their future employment skills.

· Offer an experienced-based program to help students make

The transition to full-time employment after graduation.

· Expose students to a wide range of attitudes and interpersonal relations in the workplace.

· Offer students personal guidance and evaluation which will further their development as workers.

· Enable students to be informed about career prospects.
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CO-OPERATIVE EDUCATION PROGRAM  

                                        FEATURES 

Some of the features of the Co-operative Education Program are: 

· Program duration is one semester;

· Students receive job training for the portion of the day they are attending. Some students may attend half day co-op, while others may be attending full day co-op; 

· Students on the job training is related to a course of study;

· Students are assigned to a Supervisor who is in charge of the training in the workplace;

· The teacher regularly visits the student at his/her training location;

· Co-op students are not paid for their work;

· Students receive credits towards his/her Ontario Secondary School Diploma upon successful completion of their period of workplace experiential training;

· These specifications may vary according to the needs of the student, the school, and the employer;

· The program has a certain amount of flexibility, however, details are to be worked out jointly by the teacher, and the employer.
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EMPLOYER/SUPERVISOR RESPONSIBILITIES
· Provide orientation and workplace health and safety training

· Provide a safe working and learning environment

· Designate one employee to be responsible for supervising and 

        evaluation each student.

· Assist in the development of the Personalized Placement 

       Learning Plan (PPLP).

· Provide challenging learning experiences that will encourage personal growth and develop career goals. 

· Help students function as an integral part of a team.

· Sign the Work Education Agreement.

· Be familiar with and follow accident reporting procedures.

· Provide placement specific safety training.

· Assist the co-operative education teacher in the ongoing development of the (PPLP).

· Report student absences to the cooperative education teacher immediately.

· Contact the cooperative education teacher when concerns arise. 

· Review and sign the daily logs at the end of the week.

· Jointly assess student progress with the teachers, and provide written performance appraisals
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STUDENT RESPONSIBILITIES 

[image: image8.wmf]
· Comply with all company rules as to dress, safety codes, work schedules, and policies.

· Work in a courteous, responsible, respectful, and business-like manner and show appropriate initiative. 

· Observe and comply with the rules and regulations of the placement and the school, including confidentiality requirements discussed during the pre-placement component of your co-op program. 

· Comply with the school attendance policies in both the placement and classroom components.  

· Submit all assignments as required. 

· Inform both the work placement supervisor and the cooperative education teacher in advance, if they are unable to report to their placement.

· Participate in the development and implementation of their Personalized Placement Learning Plan (PPLP).

· Participate with their supervisors and teachers in the assessment of their own performance. 

· Complete their course requirements to obtain credits towards the Ontario Secondary School Diploma.

· Work with teachers and supervisors to ensure that problems are dealt with immediately.  
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TEACHER RESPONSIBILITIES [image: image10.emf]


· Interview and select students for community based learning program.

· Organize and conduct pre-placement orientation sessions to prepare students.

· Provide health and safety instruction and information on insurance coverage.

· Identify and secure placements in which students will be able to achieve the course expectations, experience growth, and develop career goals. 

· Assess placement for suitability.

· Develop a personalized placement learning plan (PPLP) for each student with the assistance of the student, supervisor, and teacher of the related course.

· Make regular on site learning assessments of students at their placements.

· Assess and evaluate student performance.

· Update and adjust students’ PPLP as required.

· Organize and conduct regular integration activities. 

· Manage day-to-day administrative tasks associated with co-operative education and work experience programs.

· Keep dated, anecdotal records on student placement learning assessment.

· Help students arrange appropriate transportation to their placements. 

· Follow WSIB and school board procedures for accident reports. 

· Liaise with guidance councilors, school administrators, teacher advisers, special education staff, and parents. 

· Work with students and supervisors to ensure that any problems are dealt with immediately. 

· Promote the cooperative education, work experience, and school to work transition programs to students, staff, parents, school councils, and potential employers. 
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BENEFITS TO THE EMPLOYER/SUPERVISOR 

Co-operative Education has the following benefits to employers/supervisors: 
· It gives the employee an opportunity to assess potential employees.

· It helps give the business a favorable profile;

· It gives the business the opportunity to contribute to the education of students;

· It helps the school offer a relevant teaching program.

· Training, evaluating and prescreening motivated entry-level workers

· Economical recruiting method for potential future employees

· Developing supervisory skills in employees

· Involvement in youth employment education

· Promoting positive attitudes towards the organization

· Increase student awareness of community values and interests

· Promote awareness of job opportunities

· Help reduce youth unemployment in the community
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BENEFITS TO THE STUDENTS 

Co-operative education has the following benefits for students: 

· It allows the student to experience a real-life working situation;

· It promotes positive attitudes towards work;

· It promotes self-confidence and independence;

· It helps clarify career objectives;

· It develops personal skills and employability skills;

· It facilitates the transition from school to employment.  
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CRITERIA FOR ADMISSION TO THE PROGRAM

In order to be admitted to the program, students should generally meet the following criteria:

· Be recommended by a teacher of the in-school subject or by a guidance teacher;

· Have accumulated sixteen credits;

· To be able to contribute to the program and to benefit from it;

· Demonstrate a mature sense of responsibility

· Be at the senior division level. 
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ACTIVITY LOG

· Students are to maintain a daily record of the training activities that he/she has performed and the number of hours for each. 

· He/she must submit this log to the teacher once a week.

· The log must have the student’s signature and that of the training station supervisor. 

· The activity log forms an integral part of the program’s procedure. The teacher studies the log each week to determine if the student is receiving worthwhile training. 

· Note: Logs and Reflection sheets are due every Monday at 9:00 a.m. 
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SCHOOL YEAR CALENDAR

Students are not required to go their workplace during school board holidays and exam days. Each student and each employer receives a school year calendar showing which days students are not required to go to their training station. 

Each student is given a school year calendar indicating school board holidays and exam days, as well as their work placement days, integration days, and total placement hours required in order for them to obtain their co-op credit. 
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ATTENDANCE POLICY 

The student-trainee shall be on time at his/her station according to his/her pre-established schedule.

· Trainees are not required to go to their workplace during school board holidays, exam days, and professional development days, unless otherwise instructed. The business place or the supervisor, or both, will be notified in advance of the days when the student is not required to go to work.
·  The student may,  however, go to work by agreement with the supervisor. The student must notify his/her supervisor in advance of any anticipated absence. St. Thomas Aquinas Catholic School: (613) 445-0810

              Co-op Office Extension is: #411    

· Trainees are required to follow as closely as possible regular practices at their workplace for checking in and out (e.g. attendance sheets or record book, time clock, etc.). 

· If a trainee is absent without notice, has a poor attendance record, his/her teacher must be immediately notified. 
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EVALUATION OF STUDENT 
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· The supervisor shall cooperate with the school by regularly completing written evaluation report.

· One of the objectives of this evaluation is to help the student improve his/her behavior as an employee. Therefore, it is recommended that the supervisor discuss with the student, ways for personal improvement and development. 

· The supervisor may, with the teacher’s consent, use forms or evaluation systems in use at the workplace, to compliment the Personalized Placement Learning Plan (PPLP). 
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PERSONALIZED PLACEMENT LEARNING PLAN 

(PPLP) [image: image20.wmf]
· PPLP = Personalized Placement Learning Plan

· Identify overall and specific Ministry of Education curriculum expectations of the related course that describe the knowledge and skills the student will apply and further develop at the placement;

· PPLP developed with direct reference to IEP for “identified students”;

· PPLP developed in consultation with related course teacher, co-op teacher, employer, and student;

· PPLP must be completed within the first three weeks of placement. 

[image: image21.emf]

INSURANCE

· Students registered in the Cooperative Education Program are covered by:

· OHIP, through their family’s plan, or its equivalent; 

· The Board’s general liability insurance (OSBIE). Additional information can be provided on request;

· Workplace Safety and Insurance Board (Work Education Agreement)

· Students are urged to obtain school accident insurance available through the school. 

COOPERATIVE EDUCATION WORK EXPERIENCE PROGRAMS

The following is an overview of the insurance coverages that are applicable in a Cooperative Education Program for the student, the employer, the board and board employees.

1.   LIABILITY INSURANCE WHO IS INSURED?
The board’s liability insurance protects students, employers, and board employees while students are engaged in a specified cooperative education, work experience, job shadowing , or “Take Our Kids to Work” program. If they are sued for alleged negligence arising out of the student’s involvement in the work experience program, they are protected. 

If an employer involves a student in work or activities outside of the program, coverage is not extended. For example, an employer may hire a co-op student to work after hours. As this activity is not part of the Cooperative Education Program, there is no coverage through the school board’s liability insurance. The liability rests with the employer if the student works outside the specifications of the workplace agreement. 

            2.  WORKPLACE SAFETY AND INSURANCE ACT 

Coverage is provided under the Workplace Safety and Insurance Act to cooperative education students through the Ministry of Education and Training. Students are not covered while in a classroom or shop when acting as a teacher’s aide, or when traveling to or from the training station. Workplace Safety and Insurance is not provided to students involved in other work experience programs like the “Take Your Kids to Work and job shadowing. 

In accordance with the rules of the Workplace Safety and Insurance Act, workplace accidents must be reported immediately to the WSI Board. The cooperative education teacher must be notified immediately if a workplace accident occurs. 

            3.   STUDENT ACCIDENT INSURANCE 

Students who are injured accidentally while on the job may be able to claim under Student Accident Insurance, which protects students against accidental injury while at school or on a work experience project. Student Accident Insurance is valuable coverage, and should be actively promoted by school boards. Student Accident insurers usually extend coverage to students who are on work experience projects, even if the student has not voluntarily purchased the insurance. 

4. NON-OWNED AUTOMOBILE COVERAGE FOR COOPERATIVE EDUCATION 

A) Working on a Non-Owned Automobile

Students will be protected for accidental and negligent damage they cause to a non-owned vehicle (e.g. not owned by the school board, the employer, the student or a member of the student’s household). Students are not permitted to operate a non-owned automobile while at the workplace.

B) Driving a Non-Owned Automobile 

School boards do not encourage students to use either their own or their parents’ vehicle to get to their work placement. If the student obtains written permission to drive their own vehicle, or their parents’ vehicle, the owner of the vehicle assumes all liabilities. A student will not be permitted to use his/her vehicle , of that of his/her parents to complete tasks related to his/her work. In addition, a student who chooses to take their own vehicle to work, or that of his parents, cannot transport other students to their workplace. 

5. DAMAGE TO PROPERTY OF EMPLOYERS

The board’s liability policy extends coverage to students who damage property in their care, custody and control while involved in a work experience project subject to a $100 deductible. It should be noted that there is no coverage for intentional damage, dishonesty of students, or errors and omission. 
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IN CASE OF AN ACCIDENT CHECKLIST
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Accidents Requiring Medical Attention 

STUDENT: 

· Inform Workplace Supervisor immediately

· Inform co-op teacher as soon as possible that day

· Inform main office if teacher is unavailable

· Inform parent of the incident

· Document the incident 

TEACHER:

· Complete “Employer’s Accident Report”

· Retain one copy

· Forward the original to the “Workplace Safety and Insurance Board (WSIB)

· Copy to the School Board

· Process must be complete within 3 days

· Document the incident  

Accidents Requiring First Aid Only
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EMPLOYER:

· Administer first aid treatment

· Accompany student to the hospital when necessary

· Inform co-op teacher of the incident

· Document the incident 

STUDENT:

· Inform supervisor

· Receive first aid

· Inform co-op teacher

· Document the incident

TEACHER:

· Complete “Employer Accident Report”

· Retain a copy on file

· Notify the School Board 
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SUGGESTIONS FOR THE TRAINING SUPERVISOR
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1. Take the time to get to know the student 

2. Plan additional work or activities, or relevant reading matter to be given to the student if he or she has finished the work earlier than expected. 

3. Give the student objectives that are challenging, but realistic.

4. Remember that our role is partly that of a teacher and guide.

5. Teach students the values of the working world, human relations, ethics and professional commitment, and discuss them with the students. 

6. Give examples of leadership, quality work, good judgment, and organization. 

7. Try to treat the student as an adult.

8. Remember how you felt on your first job.

9. Feel free to contact the coop teacher at any time.

10. Do not forget that the student’s personal development is a long term process. You will be surprised by how much you can influence this development. 

SUGGESTION FOR THE TRAINING SUPERVISOR CONT…

[image: image27.wmf]
Try and help the students meet their needs as teenagers, and in particular: 

· Develop self-confidence, a sense of identity and maturity, without having to depend on family and friends;

· Understand their need for emotional, intellectual and material support;

· Develop the skills to overcome social and emotional situations’ which could affect their self-esteem;

· Develop a scale of personal values;

· Substitute an orientation toward the future for their pre-occupation with the present;

· Use the employers as a guide in career planning.
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