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PURPOSE OF COURSE

The Cooperative Education program is an academic support program that combines practical work experience with academic study (e.g., a parallel part-time work experience with part-time school or alternating semesters of work-study). The primary goal of the program is to undergird and enhance the theoretical knowledge of secondary and postsecondary candidates with practical experience through employment in industry. 

CONCEPTUAL FRAMEWORK

This course is built upon a conceptual framework emphasizing reflection, inquiry, constructivism, problem solving, leadership, and the importance of social context in teaching and learning.  Coursework and experiences will result in the assessment of knowledges, dispositions, and competencies.

SPECIFIC OUTCOMES

I.    Upon completion of BUS 483, the candidate will be able to demonstrate and understanding

       of the following:
A. Summarize philosophical concepts regarding coordination and the role of cooperative education in the total school program. RP 1.1 

B. Identify the meaning of terms unique to the cooperative education program.

C. Summarize patterns for the administration of vocational education.

D. Explain immediate and long-term goals for the cooperative program.

E. Identity factors necessary to select and maintain training stations that provide the best possible training for individual candidates based on their needs, vocational goals, parents, counselors and other classes and activities within the schools. INTASC 10.32
F. Describe role of coordination in the education of vocational candidate as it relates to establishing respectful and productive relationships with parents and guardians from diverse home and community situations. INTASC 10.34
G. Relate classroom instruction to actual on-the job situations. The teacher talks with and listens to the student, is sensitive and responsive to clues of distress, investigates situations, and seeks outside help as needed and appropriate to remedy problems. Also, the teacher will be able to value the use of educational technology in the teaching and learning process. INTASC 10.35, 4.23
H. Combine policies and sound counseling principles to serve as flexible guidelines to assist in the guidance of candidates for the cooperative program (e.g. cooperative learning, direct instruction, discovery learning, whole group discussion, independent study, interdisciplinary instruction). INTASC 4.12
I. Describe state and federal regulations concerning wages, hours, and safety in the employment of minors. 

J. Summarize Federal Legislation affecting Vocational Education.

K. Identify areas of Vocational Education and list candidate organizations affiliated with each area; future more, the candidate acts as an advocate for students. INTASC 10.36
L. Describe a plan to evaluate the effectiveness of a vocational program.

M. Design a cooperative plan to evaluate the effectiveness of a vocational program.

N. Analyze the two- year Alabama State plan for one of the areas of Vocational Education and compare with another State’s Plan.

O. Design a complete plan for one of the areas of Vocational Education.

P. Conduct and interpret a community survey to include interviews, questionnaires, etc. to facilitate planning and curricular requirements.

      Q.  Describe a plan for recruiting students based upon assessment of needs and interests.  

             SDE 290-3-3.23(1) (b)(6)

      R.  Present documentation of joining a professional organization in his/her discipline.

            (LF.3.4)  

      S.   Incorporate and utilize mathematics, science, and communications concepts in the              

             workplace. SDE 290-3-3.24(b)(5)

      T.   Describe a plan for organizing, managing, and maintaining classroom and laboratory

             facilities using proper safety procedures. SDE 290-3-3.25(b)(6) 

      U.   Create a unit plan to assist students in acquiring work habits, values, and social

             skills necessary to obtain and retain employment. SDE 290-3-3.25(b)(10)

  V.   Describe data used to develop plans for a work force, wage scales, employee working hours, and goals. 

II.

PRE-ASSESSMENT (First Class Day)

A written assessment will be administered to determine candidates' knowledge of Vocational Education.  Results will be used to identify strengths and weaknesses of candidates.

    III.  




COURSE CONTENT

1. The strategy of Aims and Goals Inputs

The scope of Instructional Programs Using the Work 


Environment.

The Development of Human Resources 

Public Policy Goals and Instructional Roles

2. The Structure of Curriculum Patterns 

How the work Environment is used at Various Levels 

Cooperate Education Models 

Coordinators and their Roles 

Initiating the Plan

Coordinator Responsibilities at the Secondary Level 

Coordinator Responsibilities for Adult Training and Development 

Responsibilities at the Postsecondary and Collegiate Levels

3. The System of Instruction and Coordination 

Planning and Carrying out Effective In-School Instruction 

Developing Training Stations as Instructional

Laboratories.

Correlating Instruction Between School and job 

Laboratories 

The Maturing of the Cooperative Plan

Candidate Organization as an Integral Part of Instruction 

Accountability Through Evaluation 

Legal Aspects of Cooperative Education

4. Application of the Systems Approach

The Plan in Agricultural Occupations

The Plan in Business Occupations

The Plan in Health Occupations

The Plan in Home Economics Occupations

The Plan in Marketing Occupations

The Plan in Trade and Industrial Occupations

IV. INSTRUCTIONAL SEQUENCE CALENDAR

Topics










Dates

1. History of Vocational Education

2. Vocational Programs

3. Funding of Vocational Programs

4. Innovations in Vocational Education

5. Research in Vocational Education

6. Federal Regulations

7. Functions of Vocational Programs

8. State and Local Guidelines

9. Coordination of Vocational Programs

10. Vocational Rehabilitation Programs

METHODOLGY

V. Methodology used will be lecture/demonstration, discussion, question and answer, learning activity packages, and guest lecturers.

VI. Resources

A.  Methods

1. Class Discussion

2. Lectures

3. Oral Reports

4. Written Reports

5. Guest Speakers

6. Group Projects

7. Individual Projects

8. Case Studies and Problems

                        B.    Materials

1. Textbook

2. Reference Materials

3. Professional Journals

4. Slides

5. Filmstrips

6. Transparencies

                        C.    Media

                                      1.  Overhead Projector

2. PowerPoint

3. Internet 

4. Computer

                                      5.   VCR/Video Tapes
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COORDINATION OF VOCATIONAL PROGRAMS

Assignments

1.  Due Date:

   Design a Handbook for Coordinators -The handbook should 

   Include the following content:

  Title Page

Introduction

Initiating the Program

Recruitment of Candidates

Selection of Candidates

Selection of Training Stations

Management of Training Stations

Classroom Management

Classroom Facilities

Evaluation and Grading

Community and School Relations

Advisory Committees

Legal Responsibilities

Training Plans

Youth Group Activities

Employee-Employer Banquet

Extended Services

2.  Assignment 1

Due:   

a. Question 1, p. 34

b. Write a brief paper summarizing how students are recruited and selected for a cooperative education based upon needs and assessment. (SDE standard q) 

3.  Assignment 2

Due:  

Questions:  1, 6, 8, and 9 pp. 56-57


Question 8 addresses SDE standard (e) concerning preparing a booklet that would be

distributed to students about the importance of having a job, developing work habits,  acquiring social skills, and retaining a job.

Part B:  Teachers candidates will develop a  plan that will show how a  work force is organized,  how  wages are determined, how employees are employee working hours are determined and how productivity goals are set.

4.  Assignment 3

Due:  

Questions:  7 and l0, p. l05

Assignment 4

Due:   

    
Question: 1, p. 126

6.  Assignment 5

Due: 

Questions: 6, and 8, p. l53

 7.  Assignment 6

Due: 

Question: 2, p. l74

8.  Assignment 7

Due: 

Questions 3, 4, 5, and 6 pp. 197 and l98

Assignment 7 should include the following items:

1.  Prepare an agenda for an advisory committee

2.  Draft a letter of invitation to potential steering committee

3.  List ways teacher-coordinators may cooperate with school guidance personnel in

initiating a plan.

4.  Describe a cooperative plan of instruction in terms of its goals, its institutional setting

and the community it serves.  For this situation, write the criteria to be used

in assisting candidates in deciding to enroll in the plan.

9.  Assignment 8

Due: 

Questions: 1, 2, 5, and 6 p. 219

Assignment 8 should include the following items:

1.  The types of candidates enrolled in an adult class

     The desirable characteristics of a teacher of adults

     Suggestions for organizing an adult training and development course

     Suggestions for utilizing a variety of methods of teaching adults

2.  Prepare an adult education survey

3.  Find the latest figures available on adult class enrollments and determine what trends

     Are occurring in enrollments in your local community, your state, and the nation.

10. Assignment 9

Due: 

Question 5, p. 245

11.  Assignment l0

Due: 

Question 1, p. 284

12.  Assignment 11

Due: 

Questions 4, 5, and 9 pp. 323 and 324

Assignment 11should include the following items:

1. Learning outcomes

2. Training agreement

3. Copy of brochure/handout

4. Topical outline for an orientation workshop

5. An outline for a teaching unit for the related class

13.  Assignment 12, p. 352

Due: 

a. Questions 3, 5, and 9

b.  Develop a preventive maintenance schedule for organizing, managing, and 

     maintaining classroom and laboratory facilities.  Also, develop safety guidelines for 

     use in the classroom and laboratory. (SDE standard e)

· Identify how accidents on the job can be caused through human error.

c.  Develop an outline detailing how students apply mathematical, science, and 

     communications concepts in the workplace. (SDE standard s)

· Determine costs, time, or resources needed to complete a task within the

Workplace.

· Demonstrate proper businesslike methods of placing/receiving telephone

Calls and recording telephone messages.

· Identify potentially hazardous situations and apply appropriate solutions.

*The evaluation instruments for your assignments are located on the last pages of this document.

14.  Tests
True and False Tests will be administrated daily to cover Objectives A-P.
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15.  Public Speaking:  
Date__________________

Each member of the class will give a speech to the Montgomery Chamber of Commerce pertaining to your Cooperative Office Program at your school. Please prepare a resume for your introduction.

The length of the speech should be limited to five minutes.  

16.  FINAL EXAMINATION
Candidates must present a Simulated Employee-Employer Appreciation Program.  The candidates must perform the following activities:  select a chairman, establish and select committee chairmen, select a theme for the program, select a guest speaker, present awards to candidates and employers, send out invitations to the program and select program participants.

EVALUATION OF ASSIGNMENTS

Grading Scale (Assignment totaling l00 points)

100-90 =A

    89-80=B

   79-70=C

     69-60=D

                59 and below=F

1.  Evaluation of Coordinator's Handbook (Total Points l00)


Organization (33 1/3%)_______________



(Format and arrangement)


Content (33 1/3%)____________________



(Substance-The following areas must be included in the content)

Comprehension  (33 1/3 %)_______________


(Fully developed, added more materials and understandable)



Total Points for Assignment 100

Title Page

Table of Contents

Introduction 


Two articles must be included on the following topics:

Recruitment of Candidates 

Selection of Candidates

Selection of Training

 Stations

Management of Training Station

Classroom Management

Classroom Facilities

Evaluation and Grading

Community and School Relations

Advisory Committee

Legal Responsibilities

Training Plans and Agreements

Youth Group Activities

Employee-Employer Banquet

Extended Services

2.  Speech to the Montgomery Area Chamber of Commerce (Total Points l00) 

Directions:  Rate the individual on the following items below.  Five being the highest and the one being the lowest.

Content of Speech


1
2
3
4
5

Verbal Communication

1
2
3
4
5

Non-verbal Communication

1
2
3
4
5

Handout/media


1 
2
3
4
5

Overall Presentation


1
2
3
4
5

Scale for Speech to Chamber of Commerce

25-20 points
=A

19-14 points  
=B

13-8   points
=C

3. Total Points l00

	FINAL EXAMINATION

Evaluation

Employer-Employee Banquet

Business 483

Fall Semester

	GROUP EVALUATION
	Excellent (A)
	Good  (B)
	Average (C)
	Poor (D)

	Program Format
	
	
	
	

	Invitation Format
	
	
	
	

	Head Table Set-up
	
	
	
	

	Receiving Line
	
	
	
	

	Processional
	
	
	
	

	Entertainment
	
	
	
	

	INDIVIDUAL EVALUATIONS
	
	
	
	

	Presiding
	
	
	
	

	Invocation
	
	
	
	

	Occasion
	
	
	
	

	Introduction Dais
	
	
	
	

	Poem
	
	
	
	

	Introduction Speaker
	
	
	
	

	Special Presentations
	
	
	
	

	Overall Rating


	
	
	
	


4.  Daily Tests (Each test will be worth 100 points

Daily Tests (13 tests) will cover Objectives A-P.  Each candidate must pass each test with 70% accuracy in order to pass Business 483.

5.  Daily Assignments 2-12 (Each assignment will be worth l00 points)

     Evaluation of the work will be based upon criteria such as format, typographical accuracy, 

     completeness of the assignment, and adherence to the instructions.

COMPUTATION OF FINAL GRADE

To receive the grade of A, candidates must attain 90% on all objective tests as well as 90% accuracy on the following items:

· Daily Assignments

· Coordinator's Handbook

· Public Speaking Activity

· Final Examination

To receive the grade of B, candidates must attain 80% on all objective tests as well as 80%

accuracy on the following items:

· Daily Assignments

· Coordinator's Handbook

· Public Speaking Activity

· Final Examination

To receive the grade of C, candidates must attain 70% on all objective tests as well as 70%

accuracy on the following items:

· Daily Assignments

· Coordinator's Handbook

· Public Speaking Activity

· Final Examination

To receive the grade of D, candidates must attain 60% on all objective tests as well as 60%

accuracy on the following items:

· Daily Assignments

· Coordinator's Handbook

· Public Speaking Activity

· Final Examination

NOTES

Attendance Policy (University Policy)

You are expected to attend all lectures, seminars, laboratories, and fieldwork, for each registered class, including the first class session, in order to verify registration with instructors, and to complete all work assigned for the course.

If you do not attend class during the first week (first five instructional days) of the semester, and no not give prior notification to the instructor for reasons for absence and intent to attend the class, you will be dropped from the course.

You will be held responsible for adhering to the University Attendance Policy.  Instructors of courses are not obligated to provide make-up opportunities for you when you are absent, unless the absences have been officially approved.  Official excuses are granted by the Office of Candidate Affairs for authorized University activities, verified personal illnesses, or illnesses or deaths in the immediate family.

The maximum number of allowable absences during the term without a penalty is three.

More than three absences may result in a letter grade of "F".  Lateness and early departures will result in a decrease in your letter grade.

Alternative Instructions

Any candidates requiring alternative formats for testing and/or handouts for this course or other types of accommodations, due to disabling conditions, should advise the instructor within the first week of classes.

Late Assignments

Late assignments will not be accepted without a university excuse.
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Appendix

Homework Assessment Techniques

Written Report Rating Sheet

Oral Presentation Rating Sheet

