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Kimberly McKee

Northside High 

School 

Roanoke County

28 Years of Teaching
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Jordan Persinger
William Byrd High 

School
Roanoke County

6 Years of Teaching



CO-OP

Classroom

DECA
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He/she must have instructor 
approval and be willing to 
accept employment in the 

marketing industry. Student 
MUST be 16 by Nov. 1.

PREREQUISITE
Students combine classroom 

instruction with continuous, on-the-
job training during the year 

supervised by the marketing 
coordinator. On-the-job training 

during summer months also may be 
counted if supervised by the 

marketing coordinator with a training 
agreement and training plan. 

DEFINITION
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• Contact students by phone/email
• Assist unemployed students in obtaining 

a job
• Get training agreement signed
• Coordinate & observe students on-the-

job





Training Agreement
Click Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3A8fecbdac-a33d-380f-8ccb-d3116485075a


• Review rules & regulations
• Make sure ALL Co-Op students have 

an approved job
• Develop training plan with student
• Create spreadsheet of students and 

training stations
• Set up Co-Op folders



What to include in a Students Co-op 
Folder...

• Students Training Plan

• Students Training Agreement

• Marketing Coordination Notes

• Signed Hours and Wage Calendar

• Job Change Forms with Two-week 

notice



Student Policies
Click Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3Afd693c12-21b6-30d3-8c24-f709e545926c


Training Plan
Click Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3A1372f893-9a7c-3379-89b7-ce10f6c12929




Coordination 
Spreadsheet



• Begin 1st  
evaluation & 
observation

• Review and update 
training plan with 
manager

• Communicate with 
students about job 

• Work with managers 
to set up guest 
speakers/job 
material for 
classroom



Coordination Notes
Click Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3A1f416ec1-b647-3ca3-a3e7-098c20ce6911




• Begin 2nd evaluation 
& observation

• Start planning for 
registration –
RECRUIT with 
parents and 
students

• Complete 2nd 
evaluation & 
observation

• Registration for next 
year

• District DECA 
competition



• Complete 
registration

• Check number of 
hours – 1st 
semester (140 
hrs.)

• Begin 3rd 
evaluation & 
observation

• Communicate 
with student 
about job



Monthly Wage and Hour Report
Click Title to Download

https://virtualvirginia.instructure.com/courses/14050/pages/hqwbl-time-log-and-wage-calculator


• Begin 4th and FINAL 
evaluation & 
observation

• Discuss suggestions 
and improvements 
with managers for 
next year

• Complete evaluations.
• Check hours – 2nd 

semester (280 hrs.)
• Hold Co-Op Meeting
• Distribute Co-Op 

paperwork to NEW 
students



Click Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3Ac91e1ecf-b405-3241-ae01-efbe66091b6a
https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3Ac91e1ecf-b405-3241-ae01-efbe66091b6a


• Assist in obtaining an approved job
• Get returned paperwork/develop training plan 

with NEW students
• Download/collect current students June 

(previous year)- May (current year) hours 
calender

• Complete CTE Follow- Up Surveys



Additional 
Resources
• Job Change Form

• VDOE Work Based Learning Site
Click Each Title to Download

https://acrobat.adobe.com/link/review?uri=urn%3Aaaid%3Ascds%3AUS%3A306acb9b-b5b8-3216-b024-ea24ef4ab9c1
https://virtualvirginia.instructure.com/courses/14050
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