Guidelines For All Cooperative Education Students
1. Student will obtain all necessary signatures before reporting to work.  
2. Student must have and maintain at least a passing grade in all subjects and if the student is failing any subject, he/she will have two weeks to bring the grade up to passing.  After two weeks, the student will be required to stay in school in the afternoon until all grades are passing.
3. The student must attend all Coop meetings on the scheduled dates.  Any student who misses a meeting will be required to stay at the high school next day instead of going out to a work site.

4. The student must maintain good attendance and punctuality both on the job and at school.  Excessive tardiness and absenteeism are subject to disciplinary action and possible removal from the Cooperative Education Program.

5. Students who accumulate more than 3 unexcused absences will be removed from the Cooperative Education Program.

6. If the student is absent from school, he/she may not report to school that day,  Certain expectations will be made in the event of Dr. appointments, school events, etc.

7. The student must call both the employer and Cooperative Education Coordinator if they do not report to work.  A reason for not reporting to work must also be stated.

8. Capstone and Diversified Occupations students must complete a work schedule at the beginning of each work week listing the date and hours that they will be working.  The students must present pay stubs for each pay period which are worth 5 points a week for a total of 45 points for each marking period. Employer evaluations for each student are completed and signed by the employer at the end of each marking period and are worth 100 points.
9. All co-op students will complete a Weekly Report listing their daily duties, get it signed by their supervisor, and turn it in by the Tuesday of the following week.  Each report is worth 5 points for a total of 45 points for each marking period.  Employer evaluations for each student are completed and signed by the employer at the end of each marking period and are worth 100 points.

10. If a student is injured at work or becomes ill, the student will notify the coordinator immediately.

11. If the job is terminated due to a layoff, firing, or for any other reason, the student will notify the coordinator immediately.  If you are fired from your job for reasons that are your fault (constantly being late, insubordination, theft, etc.) you will be removed from the program.

12. If the student wants to change jobs, the coordinator must be notified before any action is taken.  You may not quit your current job until you have another job and have the coordinator’s permission. Quitting a job without permission will result in you being dropped from the course with a failing grade. 
13. If school is delayed or canceled for any reason, the student will report to work as usual, unless other arrangements have been made with employer.
14. Occasionally the school schedule is changed because of activity periods, snow delays, and assessment testing.  This will affect the time you have to be in school.  It is your responsibility to be aware of the time changes for these days, inform your employer and make necessary adjustments.  You DO NOT get to leave your regular dismissal time, unless you have permission from your teacher, when the schedule is different.

I have read and thoroughly understand the statements of this paper.
Student Signature      ______________________________________    Date __________________________
Parent/Guardian Signature __________________________________   Date  __________________________
