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Standard 1D - Syllabus

COURSE SYLLABUS

	School Year:
	2007-08
	H.S. Credits:
	1-2

	School Name:

	
	Program:
	Office Technology

	KY Tech Course Name:
	Cooperative Education
COE199/COE299
	Teacher:
	


KCTCS

Course Number(s)

KCTCS Course Name(s)


College Credits

COE199 


Cooperative Education



1-3

Prerequisite(s):  Permission of Teacher  (Position must be work related to your program)
Course Description

Provides supervised on-the-job work experience related to the student’s educational objectives.  Students participating in the Cooperative Education program receive compensation for their work.  
Materials Used
None
Objectives

See Task List at http://www.kytechcurriculum.org/functions.asp 

Grading 

Grading Scale


Grading Criteria

A 100-92


50%  Employer Evaluation


B   92-83


50%  Attendance

C   82-74




D   73-65

F    64-0


I  Incomplete

*Courses with grades of less than a “C” will not count toward a certificate or be eligible for dual credit.

Procedures for Makeup Work/Tests

A student will be permitted to make up for Tests and Work not completed provided the student has an excused absence for missing the assignments.  Excused absences must be approved by the high school.  Bring me a note from your School if you are absent.  No note means you are unexcused.

Attendance Policy/Withdrawal Policy
Students are expected to attend and be punctual.  See Rules for Coop above.  Withdrawals from class will be handled by the High School. Unless I am notified by the High School, you are still enrolled, and expected to be at work.
Supplies – as required for the coop position
Class Expectations/Rules

1. A student must abide by all the guidelines on the coop agreement.

2. A student must wear proper clothing and safety equipment.

3. A student must watch his/her language!  You cannot use foul and offensive language in the workplace.
4. A student must be courteous to supervisors, fellow workers and customers.
5. A student must be passing all classes at the high school and technical center to be eligible.

6. A student may not attend coop if he/she does not attend school that same day.

7. If the student is fired, the student does not have the right to another coop job; however, the teacher MAY grant permission for another job.

8. The student must consult with the teacher before quitting a coop job.

9. When two or more students are driving/riding to coop together, each student must have permission in writing from his/her parent to ride together.

10. The student must abide by all school rules while at coop.

11. The coop agreement must be signed by the student, parent/guardian, employer, teacher, and school official.

12. The coop site will be visited by a teacher and/or a school official.

13. The student will receive an evaluation by the employer and a grade from the teacher for the class.

Course Outline
· Gain career awareness and the opportunity to test career choice(s)

· Receive work experience related to career interests prior to graduation

· Integrate classroom studies with work experience

· Receive exposure to facilities and equipment unavailable in a classroom setting

· Increase employability potential after graduation

Accommodations for Individuals with Disabilities and Equal Employment Opportunities (EEO)

The Education Cabinet, the Department for Workforce Investment and the Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in educational services and/or employment.  The Education Cabinet provides, upon request, reasonable accommodations including auxiliary aids and services necessary to afford an individual with a disability an equal opportunity to participate in all services, programs and activities.  To request materials in an alternative format, contact the Civil Rights Compliance Coordinator in OCTE or Norb Ryan at NorbJ.Ryan@ky.gov.  Persons with hearing-and speech- impairments can contact the agency by sing the Kentucky Relay Service, a toll-free telecommunication device for the deaf (TDD).  For voice to TDD, call 1-800—648-6057.  For TDD to voice, call 1-800-648-6056.

The Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, disability, age, marital status, or religion in admission to education programs, activities, and employment practices in accordance with Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 (revised 1992), and the Americans with Disabilities Act of 1990 and shall provide, upon request by a qualified disabled individual, reasonable accommodations including auxiliary aids and services necessary to afford individuals with a disability an equal opportunity to participate.

For more information, contact Mr. William Denton, Office of Career and Technical Education, 20th Floor CPT, Frankfort, Kentucky 40601, (502) 564-4286.  Mr. Denton can also be reached through his e-mail address:  WilliamJ.Denton@ky.gov.
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