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WHAT IS MARKETING
COOPERATIVE EDUCATION?

MAA

PREREQUISITE DEFINITION

Students combine classroom
He/she must have instructor instruction with continuous, on-the< ¥V

approval and be willing to job training during the year

supervised by the marketing

OCCQPT empbymenT in the coordinator. On-the-job training

marketing industry. Student during summer months also may be

MUST be 16 by Nov. 1. counted if supervised by the
marketing coordinator with a training

agreement and training plan.




THE TIMELINE OF
COORDINATION
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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




Please use the following sheet provided to document your job search. The more information provided the better. Please follow up
with each company within 3-5 days of dropping your job application (by phone or in person). | will also follow up with each employer.

GOOD LUCK!

Student Name Week Ending

Date of Interview

Business- Name and | Business Phone Person Contacted- Comments, Results,
Location Name and Title and Planned Follow-

Up. Explain Clearly

| pledge that | have visited the above businesses in a sincere effort to obtain employment.

Student Signature
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COOPERATIVE EDUCATION TRAINING AGREEMENT
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* Review rules & regulations

e 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



» Students Training Plan

Students Training Agreement

Marketing Coordination Notes

 Sighed Hours and Wage Calendar

« Job Change Forms with Two-week
hotice




ROANOHKE COUNTY 3CHOOLE
COOPERATIVE EDUCATION
STUDENT POLICIES

The PARENT-STUDEMT-EMPLOYER TRAINING AGREEMENT serves as the basic podlcy for the cooperative
education classroom and on-ihe-job tralning. In addition, Me nees listed balow also apply i cooperative education
students In Roanoke County Schools. It s Imporant to undarstand Mat fallure to adhers to these nbes could result
In the loss of the priviliege of refeasa Sme from school and being dropped from the cooparative education program.

Emcmmmm

. Is expactad to exhilbit proper behavior on the job. A student guilty of thaft on the [obWILL ba
mmﬂan

2. MUSET both the classmom and fraini the In
e 1o TEGeivE 1 et WS Work & MINILy of 98 hoLrs and b2 GoNUIUGIEY Srmpiayed Maughot
the school year. Each nine-wesk grade will be welghted as follows:
50% of 9 weeks' grade: Grade eamed on the job; evalation completed by employer, requined
documents

50% of 9 weeks' grade: Grade eamead by siudent In the classroom

4 Wil b held responsible for keeping an accurate record of hours worked and wages eamed and
submifiting them when required by teachen'coorndinator.

5. A gtudent who Is aibsent from schood should not work that day unless the Coordinator ghees
permission. Penalties per nine wesks are as follows:

i® Instance;  Job grade lowered up bo 10%

2™|nstance:  Job grade lowered up to 20% and parent notifcation

3#Instance:  Job grade lowered up to 30% and conference with parent, student,

ieacher, and schood Fdministrator or repraseniaive

4= Instance:  Falling grade for 9 week marking period.  Possile removal from

program.

1.

&. RCS encourages student placements In e same training site for theschool year.  This provides
mnmmnmmmm Mo shedent Is to quit hishear jod or give 3 nofce
withow? permilssion from the Cooperatve Education Coordinator. If the job change |5 approved, the student
must suomit 3 separation natice to the employer and follow the procedurss for separating from the
Job. Grading penalies wil resut for

Falling to get pesmilssion fom Coominator fo guit or changs jobs.
Falling fo Gve o argepiabi rlten buo week nofice.

Falling b wo week 3

F:H:= o m an emplayers accaptanle notice.

Stugent's |ob grade wil b2 det2rmined as Tolows:
F=50  for wialation of one part of the pollcy

F-45  for violation of two pars of the pollcy
F=30 for violation of thres parts of the poilcy

F=0 for winlation of four parts of policy

7. It a student ks fired fom a job dws fo negligence on the part of the stwdent, then thestudent may
recelve a grade of F (59 or lower) during that grading period based on facis and circwmstances. Also, for a
second offense, the student Is subject to removal from the program.

g. Earty work rziease Is determined by the dally school schedule,  Students must adhers to dismissal
fimas that might be altered or changed by the schood district. Exampias Include: late opening due to
Inclement weather, testing scheduwes, etc. Students shoulkd notily employers If there s 3 change In the
school schadule that may affect thelr wosking howrs.

Wiz have read the Cooperative Education Suudent Pollcies with complete understanding and agreement, and will
abide by these rules.
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Training Pla

Click Title to Download

Ry

o,
3 Roanoke County Public Schools

E 5 ':.I Z
H‘r_ﬂ ii. Cooperative Education
Rl Student Training Plan

&

Student

Student Phone

463
Bf2013

Student Address Birth Date
Training Station & Supervisor

Address Phone
Coordinator/School Cccupational Objective

Evaluation Code:

3 = Excaptional — Performance is outstanding and recognized as superior. Contributions have a significantposiiive impact an organization
4 = Highly Effactive — Performance consisiently exhibits desired results effectively and independently while frequently exceeding expectations

3 = Effactive - Performance cleady demonsiraies a consistent, guality =ffor

2 = Nesda Improvemant — Peformance reguires monitoring to achieve consistent complefion of work and requires more consistent, close superision

1= Balow Standard — Performance does not meet established expectations
0= Deficiant — Pesformance pot attemphad

WORKPLACE READINESS SKILLS

EVALUATION

Date

Self-Representation — personal habits, dothing, grooming, manners, language

ProductivitylAccuracy — level of satisfactory oufput generated, absence of emors

Honesty — frustworthiness and personal integrity

Reliability — dependability and responsibity

Attendance — almost never late nor abzent

Afttitude - disposition, manner, and outlook

Initiative — self-mofvator; acting without having to be told

Enthusiasmidesire to learn — exhibits drive and deftermination

Job knowledge- bending of job related education, skills, and expenience

Communication skills — effecively communicates with others

FlexibilityfAdaptability- manage many tasks and adapt to changing work conditions

Reasoning/Problem Solving — ability to quickly underetand new information

Self-confidence — belef in one's abilifesfaszurance

Teamwork — cooperates with others fo achieve company goals

Diversity Awareness — works well with all customers and coworkers

Conflict Resolution-manages emotions, negotiate solufions to interpersonal conflicts

Follows company policy — adheres o the rules of the business



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

Evaluation Code:

5= Exceptional 4=Highly Effective 3=Effective 2=Meeds Improvement 1=Below Standard 0=Deficient

EVALUATION

JOB TASK and/er OCCUPATIONAL EXPERIENCES
127 DATE

3% DATE

JF0 DATE

&TH DATE

Typical Job Duties to Include in your TRAINING PLAN:

Cashier duties:

Accomplishments and/or Areas for Development

™ - -

e Evaluator's Signature:
Shudent's Sigraturs:

2 - -

e Evaluator's Signature:
Shudent's Sigraturs:

¥ - _—

e Evaluator's Signature:
Student's Sigratare

4= - _—

e Evaluator's Signature:

Shudent's Sigrature:

Safety Procedures

Handling Money

Handling Food Stamps
Handling Coupons

Handling Checks

Hand ling Credit

Handling Exchanges & Retums
Process Layaways

Handling Film Processing Orders
Customer Courtesy

Proper Bagging

Count Qut Change Fund

Take Register Readings

Close Out Register

Food Marketing Duties:

Proper Bagging
Locate Merchandise

Return Carts
Check Freezer Temps.
Make Price Checks

Stock-keeping Duties:

Locate Merchandise for Customers
Replenish Stock

Mark/Price Merchandise
Inventory Merchandise

Make Price Changes

Unload Trucks

Construct Displays

Replenish Store Supplies
Reorder Stock

Straighten Stock

Pull Stock

Check Incoming Merchandise

Sales Duties:

Greet Customers Promptly
Determine Customers Needs
Demeonstrate Merchandise
Knowledge of Merchandise
Overcome Objections

Close the Sale

Suggestive Selling

Cleaning/Maintenance Duties:

Sweep, Mop, Dust, Wax, & Clean
Bus Tables

Clean Dining Room

Clean Equipment

Empty Trash Cans

Take Trash to Dumpster

Break down boxes

Clean Windows

Vacuum

Clean Restrooms

Miscellaneous Duties:

Proper Telephone Procedure

Carry out security policies

Monitor fitting rooms

Proper Use of Company Vehicle
Proper Use of Company Equipment
Enter Data on Computer

Write orders

Qperate Computer Terminal



e S - O SH e v |
 StudentsName  JobSite  Supervisor  ContactNumber  Evaluation1  Evaluation 2 Evaluation 3 Evaluation 4
~ BlueHilsGolfCourse  John  20Sp  21-Nov  6Feb  12-Apr
~ BlueHilsGolfCourse  Jobn  20Sp  21-Nov  G6Feb  12-Apr
.~ BlueHilsGolfCourse  Jobn  20Sep  21-Nov  G6Feb  12-Apr
.~ BonsackBaptistDaycare  TanaAdams  28Sep  16Dec  17Feb  27-Apr
.~ BonsackKrogerStarbucks  Devin 21:Sep12-Nov___17-Feb __27-Feb
~ MisnBBQ  Wiliam  Morris 7-Sep |
.~ (ChidrensCastle  Jessica &S  7-Nov  23Jan  27-Apr
.~ (CrackerBarrel  PaulorThomas  _ 9/22/2022and10/7 __15Dec 6Feb 4-Apr
. DavesMoonwak  BryceMullen | |Morris | 9dan |

e
1
3
4
6
8
9




——— —0-
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.« Communicate with

students about job

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

* Begin st
evaluation &
observation .
+ Review and update |
training plan with '
manager



COORDINATION NOTES

Mame

Employer
Address

Cay,
Supenisor

Date |  Documentaon |
]
I
I
I
I
]
I
I
I I
I
]
I
I
I
]
I
I
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ooy 1483
( m& Roanoke County Public Schools o
Cooperative Education
N Student Training Plan
Stud” Student Phore
Student Addiess —— Birh Date S
Traiming Staton & Supervisor D0 It All Quality Siding and Windows
Asaess Chris Fitzgerald Prone 240-309-5948
CoadinatorSchoot P ersinger- WBHS Occupational Objective 1N S 1aRT N

E valuation Code:

§ = Exceptionsl - Peromance & cuisianding ad (emgnized a supenor. Conitutons have 3 sgndtaniposi ve impact on organzaton
4 =Highly Effective - Perirmance oirsstertly exhibels dusined resulls electivdy and ndependenty whie frequently ex ceeding xpedatons

;-s!:m-m:lmqudmmam,@mw
= Neads
1= Below Standard - P arirmence does 10t meet @i shed wypec s
0 = Deficient - Perdurmance not s empied

= Perormance requies mordonng 10 sChreve cors skt competion of work and BQue &3 more corsistent, CIose SupervEon

Evaluation Code: 5= Exceptional 4=Highly Effective 3=Effective 2=Needs Improvement 1=Below Standard 0=Deficient

JOB TASK and/or OCCUPATIONAL EXPERIENCES

EVALUATION

19T 0ATE

ZODATE

FUOATE

Install Windows
Install Doors
S)_t_g Clean-up

7

MBI

WORKPLACE READINESS SKILLS

EVALUATION

SeltRepresentation - pesonal haoits, dothing, graoming, mamers, language

ProguctwitylAccuracy ~kevel of saisiaciary oulou generaled, absence of enors

Honesty - trustwortwess and personal rtegrty

Reliability - depencadiy and responsinity

Altendance - amosd never ke nor adsent

4™ DATE

. —— e e

Aty de — dspoShon, mannai, and oullook

Inkiative - sel-mofvator; acling withod having 1o be ¥kl

-

Enthusi asm/desire to leam - exhidils diive and determnakon

Job knowledge- biending of job resabsC educaton, sclls. and experence

Commu nication skills - effectvely communicales wih Others

Flexibility (Adaptability- manage many las«s and adapl Yo cnangng work condilang

Reasoning/Problem Solving - 200y 10 quickly undersiand new informalbion

Selt-confidence - befed 1 one’s abvibesiassuancs

Teamwork — cooperaies wilh olhers 10 achieve company goals

Diversity Awareness - works well with &l cusion=s and Loworkess

Cunilict Resvlutionwmanages emolions, negoliate silutoss ko interpersonal conficts

Follows company policy —adheres 10 the ruies of Ine business

B e E S paranRn:

Accomplishments and'or Areas for Development
e s P
s e — [lih7
Student's Signature:

g:b Evaluulo(s Signstwe;

-

Student's Signature:
! g:. Evaluator's Signature:
Student’s Signature
& .
Dake Evaluator's Signature:
Sudant’s Signature:

MARKETING CO-0F GRADE
CONVERSION SCALE
5.0 100
4.9 99
4.8 98
4.7 97
4.6 96
4.5 a5
44 94
4.3 23
4.2 92
4.1 a1
4.0 a0
19 B9
38 B8
3.7 &7
3.6 B&
3.5 B85
14 B4
33 B3
3.2 B2
31 Bl
3.0 BO
29 79
2.8 78
2.7 7
2.6 76
25 75
2.4 74
2.3 73
2.2 72
2.1 71
2.0 70
1.9 69
1.8 BE
1.7 &7
1.6 b
1.3 65
1.4 b4
1.3 63
1.2 62
1.1 bl
1.0 80




Nov]=========7========FpeC

* Begin 2nd evaluation e Complete 2nd

& observation evaluation &

» Start planning for observation
registration - * Registration for next
RECRUIT with - year
parents and ~ * District DECA

students competition



""""" 1

« Complete
registration .

e Check number of
hours - 1st :
semester (140

hrs.)

* Begin 3rd
evaluation &
observation

 Communicate
with student
about job



MoNTHLY WAGE AND HOUR REPORT
YEAR-END HOUR & WAGE REPORT

AucusT 2022 2022-2023
Student Name -
Job Title - Student Hame -
Company - Job Title -
Supervisor Mame Company - ASE-Herman L. Homn
Supervisor Mame Tammy Clemmer
Total
WEEK | SUN | MON | TUES | WED |THUR| FRI | SAT | Hous
1 z 3 i 5 (i)
4 Month Total Hours Pay Rate Gross Income
0 0 0 0 0 0 Jun-22 64.75 $906.50
T & ) 10 1 12 15[ Jul-22 109 $1,526.00
2 0 0 0 0 0 0 0 Aug-22 68 $952.00
L Sep-22 89.75 $1,256.50
14 15 16 L) 18 13 20
3 Oct-22 85.5 1,197.00
0 0 0 0 0 0 0 Nov-22 88 $1,232.00
21 22 23 rat 25 26 27 Deac-22 28 $392.00
4 0 I I I I I I Jan-23 83.5 $1,165.00
=5 =3 =0 = Feb-23 68 $952.00
5 Mar-23 6J.5 >889.00
0 0 0 0 Apr-23 0 $0.00
Hours Worked Pay Hate™ Gross Income Tips™" May-23 0 $0.00
Week 1 0 $0.00 $0.00 insert tip amoust Jun-23 0 20.00
F Total 748 210.472.00
Week 2 0 $0.00 $0.00 inzerk btip amount
r Etudent's Fignature Datke
Week 3 0 L $0.00 $0.00 imsert tip amount
Heek 4 ﬂ I #l]_["] #ﬂ_ [“] g tip I HE'WEL CoardinatornTeacher!Paint-af-Cantack Diate
Week 5 0 $0.00 $0.00 inzerk btip amount
n we | wo | Monthly Wage and Hour Report
"Oinly enter 3 pay rate if applicable ta the HEYWEL expericnce Income

""Dnly cnter 3 kip amounk if reccived and not includsd in the pay rate. Total $0.00
YTear-To-Date 0 $0.00

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



Co-0Op
Orlentatlon
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» 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



» 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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