FROM THE NYS CO-OP HANDBOOK

ROLE OF THE COORDINATOR

COORDINATOR


The coordinator has a variety of responsibilities …being a competent teacher, a public relations person in the school and community, a counselor dealing with educational, social, occupational, and personal problems, an administrator who keeps records and arranges schedules, and an evaluator of student progress in the classroom and on the job. See Role of the Teacher‑Coordinator on page 17.

Personal Qualities

The teacher‑coordinator provides important links for students, school, and community and, therefore, must possess a wide variety of personal qualities including:



o
A businesslike manner and dress to deal effectively with community and school personnel.



o
Tact and patience in dealing with problem or unique situations, and difficult student or placement situations.



o
Administrative ability to schedule a student's time and activities in relation to employment.



o
Enthusiasm to inspire the unmotivated student or potential employer.



o
Resourcefulness to locate useful student materials.



Most of all, a coordinator must be a self‑starter whose schedule is open and flexible. he or she must be able to plan each day for the most effective use of time and then be able to achieve planned objectives.

Professional Preparation


Professional preparation should include both appropriate occupational courses and actual work experience as a basis for effective classroom instruction and program operation.  Details on professional preparation for certification of the coordinator of cooperative occupation programs may be obtained from the New York State Education Department, Division of Teacher Education and Certification.



The diversified teacher‑coordinator must have either a provisional, permanent, initial, or professional certificate for teaching a career and technical education subject, plus six semester hours of collegiate‑level study in the planning, development, organization, implementation, and operation of cooperative career and technical education programs.  The collegiate program must be registered with and/or approved by the State Education Department. 

Occupational Experience


Varied occupational experiences will enable the coordinator to think in terms of the employee and to speak the language of the employer, an ability usually gained from close association with those in the field. Work experience background also helps to develop an understanding of desirable employer‑employee‑school relationships. The equivalent of at least 600 clock hours of work experience outside of classroom teaching must be part of the total credentials.



Qualities of a successful teacher‑coordinator include motivation, a pleasing personality, emotional stability, physical stamina, administrative ability, depth in subject matter, ability to teach, flexibility to meet constantly changing situations, and the ability to work harmoniously with varied groups.

Workload


The number of teacher‑coordinators needed to supervise a particular cooperative program will be influenced by:



.
Number of trainees participating.



. 
Number and diversity of occupations involved.



. 
Number of cooperating training establishments.



. 
Geographic size and environment of the community.



. 
Number of students receiving similar related instruction.



. 
Types of cooperative programs to be conducted.



. 
Records required.



. 
Availability of secretarial assistance.



It is important that a teacher‑coordinator of a new program be hired at least two months before students are placed in employment. It is advisable to employ a teacher‑coordinator  on an 11‑month working schedule. The continuity of the program, as well as the quality of the training sites, will be seriously affected if the program must end each year with the end of the school term.



The responsibilities of a cooperative career and technical education teacher‑coordinator cannot be equated with those of regular classroom teachers. The coordination of on‑the‑job training with classroom instruction requires a minimum of one-half hour per student per week. If a teacher‑coordinator has twenty‑five cooperative education students, an average size class, the weekly work load might resemble the following:

                Daily 
    Hours Per Week
3‑4
hours of related classes

15‑20

1
hour of preparation and individual


student contacts in school

5     

3 
hours of coordination (employer or training 


station contacts)

15




Total:
35‑40


Differences in student needs or community characteristics may require a coordinator to spend more time with individual students or the employing firms. One‑half hour per student for coordination is recommended with the assumption that each training station should be visited on the average of once every month, and the objective of the call can normally be achieved in one‑half hour; some coordination calls may take 15 minutes, others may take several hours. When the employment community is geographically large, widely dispersed, or far from the school, more travel time will be necessary.


The workload for the coordinator who does not teach the related class, but works with fifty students, might be as follows:


    Daily Work Load
   Hours Per Week
5 
hours of coordination per day


25

2‑3
hours of individual student and


related class teacher contact


10‑15




Total: 
35‑40

ROLE OF THE TEACHER-COORDINATOR

	Public Relations
	Guidance
	Teaching
	Coordination
	Program Operations



	Explains cooperative career and technical education program.
	Explains cooperative career and technical education program.
	Prepares and revised teaching materials.
	Identifies and places students in appropriate training stations.
	Reviews training for plans for implementation.


	Participates in community functions.
	Recruits and selects students
	Maintains and updates teaching resource materials.
	Prepares training agreements and plans.
	Plans a well-rounded program of work.


	Publicizes program.
	Works with students to select appropriate training stations.
	Plans and presents related classroom instruction.
	Coordinates classroom activities with on-the-job experiences.
	Arranges for adequate classroom facilities and equipment.


	Maintains good rapport with personnel of schools, business, industry, and community organizations.
	Follows-up on student progress.
	Provides for students' interaction.
	Evaluates with employers students' on-the-job progress.
	Conducts community surveys.


	Coordinates special events related to cooperative career and technical education.
	Works with school guidance counselors.
	Evaluates the results of instruction.
	Makes on-the-job visits.
	Prepares a budget for cooperative career and technical education.


	Takes part in extra-curricular and other school activities.
	Conducts individual conferences.
	Encourages students to participate in school activities.
	Provides needed information to supervisors.
	Organizes, encourages, and supervises student organization activities.


	
	Acts as a training consultant to business and industry.
	Promotes good citizenship in students.
	Participates in professional organizations.
	Works with advisory and consultant committees.

	
	
	
	Coordinates school business industry partnership program.
	Conducts follow-up studies.

Evaluates the program.

Maintains communications with SED.


PROGRAM BUDGETING



A program budget should cover provision for adequate staff, facilities, instructional materials, professional enrichment, and transportation.

1.
Office space ‑‑ The coordinator should have a private office in which to conduct counseling sessions, contact employers, and complete reports.

2. 
Office equipment ‑‑ A desk, file cabinet, and a telephone are required. A telephone answering recorder could provide coverage during the day, weekends, and over vacation periods. Access to word processing equipment is an advantage.

3.
Secretarial assistance ‑‑ The coordinator needs a full‑time secretary for typing numerous required documents (training plans, advisory board letters, public relations materials, tax credit forms, end‑of‑year reports). Student workers may perform routine office work so the coordinator can spend more time with individual students and employers.

4. 
Display/bulletin boards ‑‑ Pictures of students, news articles, and employment data exhibited for student information are desirable.

5. 
Classroom ‑‑ Space is needed for the teacher to conduct the related instruct ion.

6. 
Transportation ‑‑ A travel allowance is needed for coordination activities. School districts may choose to assign a school‑owned vehicle to the coordinator rather than provide a mileage allowance.

7. 
Salary ‑‑ Coordinators should be employed on an 11‑month basis, thus providing for summer coordination.


The following sample budget for fifty students, in 1991-92 dollar amounts, represents items needed to conduct a quality program:

Classroom Instructional Materials

Textbooks and workbooks

                         $1500.00 


Student magazine subscriptions, e.g., "Career World"

235.00


Related occupational textbooks for


  individual instruction

500.00


Testing materials
  170.00


Filmstrips, Tapes, Video Tapes
  675.00


Film, flash cubes, and film developing (10 rolls)
  150.00

Program operation materials

Brochures (1000) 
  275.00


Business cards (500)
   75.00


Job introduction cards (500)
   75.00


Employer/employee banquet printing
  270.00


Student and employer certificates
  200.00


Coordinator's subscriptions, i.e., "Personnel Journal"
  185.00


Dues for school district memberships, i.e., business &


 industry associations, personnel society
  525.00


Postage
  250.00

                                  
     $    5330.00   

