
 
CCooooppeerraattiivvee  EEdduuccaattiioonn  

GGuuiiddeelliinneess  aanndd  PPrroocceedduurreess  MMaannuuaall  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Office of Career and Technical Education 
Center for School Improvement and Performance 

Indiana Department of Education 
June 2007 



 

Table of Contents 
 

Page 
Acknowledgments.......................................................................................................................... i 
Preface.......................................................................................................................................... 1 
Introduction ................................................................................................................................... 2 
Indiana Administrative Code—Title 511 Article 8.  Vocational Education..................................... 3 
Related Class Credit ..................................................................................................................... 7 
Cooperative Education Courses  
 Business Cooperative Experiences ........................................................................................ 9 
 COFACS Occupational Family and Consumer Sciences ..................................................... 10 
 Interdisciplinary Cooperative Education................................................................................ 11 
 Trade and Industrial Cooperative Training............................................................................ 12 
 Marketing Field Experience................................................................................................... 13 
Section I:  Cooperative Education Programs 
 Description of Cooperative Education................................................................................... 15 
 Starting A Cooperative Education Program .......................................................................... 17 
 State Program Standards for Cooperative Education ........................................................... 18 
 Benefits of Cooperative Education........................................................................................ 19 
Section II:  Responsibilities 
 Responsibilities of Administrators for Cooperative Education Programs .............................. 22 
  Facilitation of Cooperative Education Programs ............................................................. 22 
  Selection of Teacher-Coordinators ................................................................................. 23 
  Assignment Code for High School Career and Technical Education Courses................ 24 
  Coordination/Accountability/Release Time ..................................................................... 25 
 Responsibilities of Parents/Guardians for Cooperative Education Programs ....................... 26 
 Responsibilities of Students for Cooperative Education Programs....................................... 27 
 Responsibilities of Teacher-Coordinators for Cooperative Education Programs .................. 28 
  Related Classroom Instruction ........................................................................................ 28 
  Coordination.................................................................................................................... 28 
  Administration ................................................................................................................. 29 
  Public Relations .............................................................................................................. 29 
  Professional Development .............................................................................................. 30 
  Program Promotion ......................................................................................................... 30 
  Document Management.................................................................................................. 32 
  Employer Appreciation and Recognition ......................................................................... 33 
 Responsibilities of Work Site Supervisors for Cooperative Education Programs ................. 35 
Section III:  Advisory Committees 
 Overview ...............................................................................................................................37 
 Benefits ................................................................................................................................. 37 
 Advisory Committee Membership ......................................................................................... 37 
 Roles of Advisory Committee Members and Officers ........................................................... 38 



 Meetings................................................................................................................................ 40 
 Minutes.................................................................................................................................. 40 
 Advisory Committee Activity Suggestions............................................................................. 40 
 General Guidelines for Functioning ...................................................................................... 41 
 Advisory Committee Sample Forms...................................................................................... 43 
  Sample of a Committee’s Program of Work.................................................................... 43 
  Sample Agenda............................................................................................................... 44 
  Sample Format—Minutes ............................................................................................... 45 
  Sample Letters ................................................................................................................ 46 
  Sample Advisory Committee Bylaws............................................................................... 49 
Section IV:  Related Class Instruction 
 Related Class Component .................................................................................................... 53 
 Recommended Outline of General Related Instruction......................................................... 54 
 Cooperative Education Related Class Standards ................................................................. 55 
 Indiana’s Academic Standards Integrated into Cooperative Education Programs................ 58 
 SCANS Skill Competencies .................................................................................................. 65 
 SCANS Foundation Skills ..................................................................................................... 66 
 Instructional Grids for Related Class Standards ................................................................... 68 
Section V:  On-the-Job Training 
 On-the-Job Standards for Cooperative Education Programs................................................ 87 
 Teacher Coordination Time................................................................................................... 88 
 Developing & Maintaining Work Sites ................................................................................... 89 
 Establishing Work Sites ........................................................................................................ 91 
  Placing Students at Work Sites....................................................................................... 91 
  Site Visits ........................................................................................................................ 92 
  Potential Problems to Anticipate at Work Sites............................................................... 92 
  Student Conferences ...................................................................................................... 93 
  Job Changes and/or Termination.................................................................................... 93 
 Documents/Forms for On-the-Job Training........................................................................... 94 
  Training Agreements....................................................................................................... 94 
  Training Plans ................................................................................................................. 94 
  Evaluations...................................................................................................................... 94 
  Weekly Work Reports ..................................................................................................... 95 
  Cumulative Hour Summaries .......................................................................................... 95 
  Site Visit Records............................................................................................................ 95 
 Legal Issues.......................................................................................................................... 96 
  State vs. Federal Law ..................................................................................................... 96 
  Minimum Age for Employment ........................................................................................ 96 
  Employment Certificates (or Work Permits) .................................................................... 96 
  Minimum Wage and Overtime Pay ................................................................................. 97 
  Breaks ............................................................................................................................. 97 



  Workers’ Compensation Law .......................................................................................... 97 
  Sexual Harassment......................................................................................................... 98 
  Health Issues .................................................................................................................. 98 
  Unemployment Benefits .................................................................................................. 98 
  Affirmative Action ............................................................................................................ 98 
  Equal Employment Opportunities.................................................................................... 98 
  Family Leave and Medical Act ........................................................................................ 99 
  Prohibited Occupations ................................................................................................... 99 
  Restrictions on Hours and Days of Employment............................................................. 99 
Appendix A: Program Samples 
  Sample Course Outlines………..……………………………………………………………101 
  PowerPoint Presentation Guidelines and Rubric .......................................................... 105 
  Problem Solving Model ................................................................................................. 108 
  New Co-Op Program Suggested Calendar…………………………………………………109 
  Existing Co-Op Program Suggested Calendar…..…………………………………………111 
Appendix B:  Frequently Asked Questions 
  Frequently Asked Questions ......................................................................................... 113 
  Answers to Frequently Asked Questions ...................................................................... 115 
Appendix C:  Glossary ........................................................................................................... 122 
Appendix D:  Professional Organizations and Career and Technical Student Organizations 
  Professional Organizations ........................................................................................... 132 
  Career and Technical Student Organizations ............................................................... 133 
Appendix E:  Sample Forms 
  Program Applications .................................................................................................... 135 
  Training Agreements..................................................................................................... 142 
  Training Plans ............................................................................................................... 145 
  Evaluations.................................................................................................................... 153 
  Weekly Work Reports ................................................................................................... 157 
  Cumulative Hour Summaries ........................................................................................ 160 
  Site Visit Records.......................................................................................................... 161 

Work Site Termination Notice ....................................................................................... 162 
Request for Job Change ............................................................................................... 163 
Sample Follow-Up Survey for Employers ..................................................................... 164 
Banquet Planning Checklist .......................................................................................... 165 
COFACS Improvement Plan ......................................................................................... 166 

Appendix F:  Internet Resources ..............................................................................................167 
 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page i 

 
 

Acknowledgments 
 
A special thank you goes to those who gave of their time, talents, and expertise to revise and/or 
review this Cooperative Education Guidelines and Procedures document.  We appreciate the 
excellent response given to this revision project and thank all who were involved. 
 

2007 Revision Team 
 
Laura Marzotto      Margaret A. Smith     
CTE Support Specialist    ICE Coordinator 
South Bend Community School Corporation  New Haven High School 
South Bend, Indiana     New Haven, Indiana 
      
Project Team Leader/Facilitator:        
Barbara K. Beadle, State Specialist 
Career & Technical Education 
Indiana Department of Education 
317-232-9179 
317-232-9121 Fax 
bbeadle@doe.state.in.us 
 

2005 Revision Team 
  

Project Leader:     Bonnie Edgell 
Margaret A. Smith     ICE/ICT Coordinator 
ICE Coordinator     West Noble High School 
New Haven High School    Ligonier, Indiana 
New Haven, Indiana      
       Facilitator: 
Kerry Murphy      Barbara K. Beadle, Specialist 
ICE Coordinator     Career & Technical Education 
Wawasee High School    Indiana Department of Education 
Syracuse, Indiana     317-232-9179 
       317-232-9121 Fax 
       bbeadle@doe.state.in.us 
 

 
2005 Revision Review Team 

 
Allen Truell, Ph.D., Assistant Professor  Wanda Kline, Co-Op Coordinator 
Ball State University     Hamilton Heights High School 
Muncie, Indiana     Arcadia, Indiana 
 
Barry Norman, Vocational Director   Joe Bryan, ICT Coordinator 
McKenzie Career Center    Warsaw Community High School 
Indianapolis, Indiana     Warsaw, Indiana 
 
Cheryl Blank, Co-Op Coordinator   Greg Valentine 
Covington High School    University of Southern Indiana 
Covington, Indiana     Evansville, Indiana 
 
Joyce Memering     John Zack 
Twin Rivers Vocational Center   Portage High School 
Vincennes, Indiana     Portage, Indiana 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page ii 

 
Dr. James P. Greenan    Ralph Burchett 
Purdue University     Whitewater Technical Career Center 
West Lafayette, Indiana    Connersville, Indiana 
 
David Pfettscher     Dan Grayson, Vocational Director 
Central High School     Indian Trails Career Coop 
Evansville, Indiana     Monticello, Indiana 
 
Joe Adams      Pat Greenan 
North Knox School Corporation   Harrison High School 
Bicknell, Indiana      West Lafayette, Indiana   
 
 

 
 

2002 Manual Development 
 
Representatives for the following school systems are gratefully acknowledged for sharing their 
documents to aid in the development of this recommended policies and procedures manual. 
 

East Allen County Schools Evansville-Vanderburgh School Corporation 
Lakeland School Corporation Southwestern Jefferson County Consolidated School Corp. 
Warsaw Community Schools Wawasee Community Schools 
 

The gathering of ideas and formats from the following state policy manuals is also 
acknowledged:  Alabama, Arizona, Iowa, Kentucky, Missouri, North Carolina, Ohio, 
Pennsylvania, Tennessee, Virginia, Wisconsin, and B. Jeanette Miller, Ed.D., Professor at Ball 
State University . 
 

2002 Development Team 
 
Joe Bryan, ICT Coordinator 
Warsaw Community High School 
Warsaw, Indiana 
 
Mechelle Gilles, Marketing Coordinator 
Evansville North High School 
Evansville, Indiana 
 
Kerry Murphy, ICE Coordinator 
Wawasee High School 
Syracuse, Indiana 
 
Art Oswald, ICE Coordinator 
Lakeland High School 
LaGrange, Indiana 
 

David Wm. Pfettscher, ICE Coordinator 
Evansville Central High School 
Evansville, Indiana 
 
Karen Sinders, ICE Coordinator 
Southwestern High School  
Hanover, Indiana 
 
Margaret A. Smith, ICE Coordinator 
New Haven High School 
New Haven, Indiana 
 
Allen Truell, Ph.D., Assistant Professor 
Ball State University 
Muncie, Indiana

 
Facilitator: 
Barbara K. Beadle, Specialist 
Business & Marketing Education 
Indiana Department of Education 
317-232-9179 
317-232-9121 Fax 
bbeadle@doe.state.in.us 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page iii 

 
 

2002 Review Team 
 

 
Steve Barkdull, Vocational Director 
Elkhart Area Career Center 
Elkhart, Indiana 
 
Janet Britton, Co-Op Coordinator 
Hoosier Hills Career Center 
Bloomington, Indiana 
 
Mary Sue Burkhardt, Co-Op Coordinator 
Twin Lakes High School 
Monticello, Indiana 
 
Judy Commers, Co-Op Coordinator 
Porter County Career Center 
Valparaiso, Indiana 
 
Carol Ann Crews, Co-Op Coordinator 
Frankfort High School 
Frankfort, Indiana 
 
Sherry Dockery, Co-Op Coordinator 
Evansville Central High School 
Evansville, Indiana 
 
Bonnie Edgell, Co-Op Coordinator  
West Noble High School 
Ligonier, Indiana 
 
Judy Egolf, Co-Op Coordinator 
Warsaw Community High School 
Warsaw, Indiana 
 
Dan Grayson, Vocational Director 
Indian Trails Career Center 
Monticello, Indiana 
 
Tim Holcomb, Vocational Director 
Four-County Vocational Cooperative 
Garrett, Indiana 
 
Charlotte Irish, Co-Op Coordinator 
Hamilton Southeastern High School 
Fishers, Indiana 
 

Wanda Kline, Co-Op Coordinator 
Hamilton Heights High School 
Arcadia, Indiana 
 
Dan Martin, Vocational Director 
West Central Indiana Vocational Cooperative 
Crawfordsville, Indiana 
 
JoAnn McCowan, Vocational Director 
Muncie Area Career Center 
Muncie, Indiana 
 
Clark Miller, Assistant Vocational Director 
Century Career Center 
Logansport, Indiana  
 
Barry Norman, Vocational Director 
McKenzie Career Center 
Indianapolis, Indiana 
 
Yvonne Perry, Co-Op Coordinator 
Arsenal Technical High School 
Indianapolis, Indiana 
 
Dawn Small, Co-Op Coordinator 
Tucker Area Vocational Technical Center 
Marion, Indiana 
 
Brad Street, Vocational Director 
Southeastern Career Center 
Versailles, Indiana 
 
Ken Surber, Vocational Director  
Warsaw Area Career Center 
Warsaw, Indiana 
 
Jennifer White, Co-Op Coordinator 
McKenzie Career Center 
Indianapolis, Indiana 
 
William J. Willhelm, Ed. D. 
Assistant Professor 
Indiana State University 
Terre Haute, Indiana 
 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page iv 

 
 
A special thank you is also extended to the following individuals who provided additional input: 
 
Lee Ann Andrews 
Dana Corporation 
Syracuse, Indiana 
 
Barbara Bennett 
Evansville-Vanderburgh School Corporation 
Evansville, Indiana 
 
Pamela Blessing 
Central High School 
Evansville, Indiana 
 
Jennifer Brumfield 
Warsaw Community High School 
Warsaw, Indiana 
 
Roger Bruce 
Roger Bruce Construction 
Warsaw, Indiana 
 
Dennis Cash 
Reitz High School 
Evansville, Indiana 
 
Randy Chagle 
Auto Zone 
Evansville, Indiana 
 
Marsha Chambers 
Ragtime 
Topeka, Indiana 
 
Tim Collins 
Patona Bay Boat Service 
Warsaw, Indiana 
 
Tonya Fetters 
Lasting Impressions 
Shipshewana, Indiana 
 
Alan Frank 
Wawasee High School 
Syracuse, Indiana 
 
Mary Gerard 
DEKKO Heating 
North Webster, Indiana 
 
Bruce Green 
Medtronics Sofamor Danek 
Warsaw, Indiana 
 

James P. Greenan 
Professor of Vocational Education 
Purdue University 
West Lafayette, Indiana 
 
Brent Hawkins 
North High School 
Evansville, Indiana 
 
Mike Helmkamp 
LaGrange County Dodge 
LaGrange, Indiana 
 
Darrell Hicks 
Monteith Tire Co. 
Warsaw, Indiana 
 
Bret Hite 
Ace Hardware 
Syracuse, Indiana 
 
Jeff Hodgson 
Custom Services 
Cromwell, Indiana 
 
Karl Keiper 
Wawasee High School 
Syracuse, Indiana  
 
Mary Marty 
Ivy Tech State College 
Warsaw, Indiana 
 
Phil Metcalf 
Wawasee High School 
Syracuse, Indiana  
 
Alvin Miller 
Tri-County Reporter 
Shipshewana, Indiana 
 
Gary Miller 
Wana Engine Center 
Shipshewana, Indiana 
 
Judy Prehiem 
Wawasee High School 
Syracuse, Indiana  
 
John Russell 
Central High School 
Evansville, Indiana 
 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page v 

 
 
Susan Ritter 
Central High School 
Evansville, Indiana 
 
Robert C. Romain 
Bosse High School 
Evansville, Indiana 
 
Troy Sams 
Trophies West Outfitters 
LaGrange, Indiana 
 
Linda Scalet 
Othy, Inc. 
Warsaw, Indiana 
 
Loretta Scelchert 
Oakwood Inn 
Syracuse, Indiana 
 

 
 
Claudia Schultheis 
Harrison High School 
Evansville, Indiana 
 
Colleen Spalding 
Central High School 
Evansville, Indiana 
 
Kenneth Taylor 
Harrison High School 
Evansville, Indiana 
 
Robert Yeager 
Evansville-Vanderburgh School Corporation 
Evansville, Indiana 

 



IDOE—Cooperative Education  Cooperative Education Policies and Procedures Manual 
June, 2007  Acknowledgements and Introduction, Page 1 

 
Preface 

 
 

Cooperative education has been a widely utilized work-based method of instruction in Indiana 
for many years.  This instructional strategy is invaluable in allowing students to gain the skills 
necessary in their selected career area.  Further, students have the opportunity to apply the 
knowledge and skills learned in both academic and elective classes when participating in 
cooperative education.  Cooperative education programs empower students to be responsible, 
ethical, and productive employees—characteristics essential for life in the 21st century.  
Establishing and maintaining quality cooperative education programs is imperative in fostering 
the development of these vital characteristics. 
 
Assisting students in making the transition from school to the workplace and understanding the 
correlation between school and the workplace has become vital to every student’s future 
success.  Students must be adequately prepared for this transition.  Whether a student leaves 
high school and goes directly into the workplace, attends a two-year or a four-year university, 
enrolls in an apprenticeship program, or enlists in the military, a cooperative education 
experience will benefit all students as they continue to pursue their career interests.   
 
To ensure that a cooperative education experience is beneficial for students, those involved in 
education must work directly with business, industry, and labor to ensure that the necessary 
skills and competencies are taught so that students will be equipped to meet the needs and 
demands of business, industry, and labor in the future.  The partnership between the school and 
community is vital to the success of a quality cooperative education program.   
 
This manual has been developed to improve the quality of cooperative education in Indiana 
public schools and to ensure compliance with federal and state legislation pertaining to 
cooperative education as a method of instruction.  The Indiana Department of Education has 
adopted the guidelines and procedures in this manual to ensure the quality of all cooperative 
education programs in the state. This manual serves as a tool to assist administrators and 
teacher-coordinators in establishing productive and effective cooperative education programs.  
The guidelines and policies found in this manual address operational issues, federal standards, 
and state administrative codes to be followed to ensure consistency in the operation of all 
cooperative education programs and to maximize the effectiveness of the learning experience 
for students in these programs. 
 
This manual can assist administrators and teacher-coordinators to meet the challenges of 
implementing cooperative education programs.  This manual serves as a: 
 
• detailed guide for individuals who are developing new cooperative education programs. 

• comprehensive reference for individuals who already have cooperative education programs 
in place. 

• resource document with materials such as:  responsibilities, sample forms, committee 
organization.  

• reference guide to assist schools in implementation of Public Law 221 with regard to 
cooperative education programs. 
 

For further information or questions on cooperative education programs, contact the facilitator of 
this project, Barbara K. Beadle, Program Specialist for Business, Marketing, Information 
Technology, and Cooperative Education, at 317-232-9179 or bbeadle@doe.state.in.us. 
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Introduction 
 

 
Mission Statement 
 
The mission of cooperative education is to provide relevant learning opportunities for students 
by connecting classroom instruction and on-the-job training in their tentative career objectives. 
 
Purpose of the Manual 
 
This guidelines and procedures manual has been developed to ensure consistency in the 
implementation and operation of cooperative education programs throughout the state of 
Indiana. 
 
What is Cooperative Education? 
 
Cooperative education is defined as a method of instruction that enables students to integrate 
academic and technical classroom instruction with on-the-job training in a selected career area.   
Emphasis is placed on the students’ education and employability skills.  
 
 

 
 
 
 
Indiana Administrative Code-Title 511, Article 8.  Vocational Education outlines 
cooperative education program requirements.  Italicized notations in this manual refer to 
the Indiana Administrative Code. 
 
 
The Indiana Administrative Code is Indiana law established by the Indiana General Assembly.  
Title 511 deals with the State Board of Education.  Article 8 is one of 12 articles dealing with 
education—specifically vocational education and includes rules that shall be followed in Indiana 
schools.  Cooperative Education programs are designed around the administrative code and 
should adhere to the parameters as they are defined in the code.  
 

“Many students just drift through school.  Suddenly, when they graduate, they realize 
they have no idea in the world of how to get a job. . . .  We never make the basic 
connection between learning, a paycheck and some basic career goals.  We need to 
reinvent the American high school to find a way to catch the attention of these young 
people and help them get a focus in their lives a little easier.” 

 
Richard Riley, former U.S. Secretary of Education 
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Indiana Administrative Code—Title 511 

 
Article 8.  Vocational Education 

  
Rule 1. Requirements for Vocational Program Approval 
 
511 IAC 8-1-1 Approval of vocational programs 
 Authority: IC 20-1-1-6  
 Affected: IC 20-1-18 
  
Sec. 1.  All vocational programs, as required by IC 20-1-18.4-3, shall be approved by the 
Indiana state board of education in accordance with the workforce partnership plans submitted 
to the commission on vocational and technical education.  Further, the local educational 
agencies shall comply with the policies and procedures as set forth in the “State Plan” for 
vocational education.  (Indiana State Board of Education; Rule V-1, Sec. 1; filed Sep 29, 1978, 
2:39 pm:  1 IR 863; filed May 28, 1998, 4:57 p.m.: 21 IR 3831; readopted filed Sep 7, 2004, 5:10 
p.m.: 28 IR 323)  NOTE:  Transferred from the commission on general education (510 IAC 8-1-
1) to the Indiana state board of education (511 IAC 8-1-1) by P.L.20-1984, SECTION 206, 
effective July 1, 1984. 
 
511 IAC 8-1-2 Planning approval of vocational programs (Repealed) 
  
Sec. 2.  (Repealed by Indiana State Board of Education; filed May 28, 1998, 4:57 p.m.: 21 IR 
3833) 
 
Rule 2.   General Criteria 
 
 
511 IAC 8-2-1 Program criteria 
 Authority:   IC 20-1-1-6 
 Affected:   IC 20-1-1-6; IC 20-1-18.1 
 
Sec. 1.  Each school corporation seeking program approval for secondary level courses in 
vocational education must meet the criteria in this rule. (Indiana State Board of Education; Rule 
V-2; filed Sep 29, 1978, 2:39 pm: 1 IR 863; files May 28, 1998, 4:47 p.m.:  21 IR 3831; 
readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE: Transferred from the commission on 
general education (510 IAC 8-2-1) to the Indiana state board of education (511 IAC 8-2-1) by 
P.L. 20-1984, SECTION 206, effective July 1, 1984. 
 
511 IAC 8-2-2  Credit 
 Authority: IC 20-1-1-6 
 Affected:  IC 20-1-1-6; IC 20-1-18.1 
 
Sec. 2.  The school corporation shall ensure that students shall receive one (1) credit per 
semester toward graduation for each nominal hour of classroom or laboratory instruction. At 
least two (2) credits per semester shall be earned through on-the-job training in a cooperative 
education program. (Indiana State Board of Education; Rule V-2, Sec 1; filed Sep 29, 1978, 
2:39 pm:  1 IR 863; filed May 28, 1998, 4:57 p.m.: 21 IR 3832; readopted filed Sep 7, 2004, 5:10 
p.m.: 28 IR 323) NOTE:  Transferred from the commission on general education (510 IAC 8-2-2) 
to the Indiana state board of education (511 IAC 8-2-2) by P.L. 20-1984, SECTION 206, 
effective July 1, 1984. 
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511 IAC 8-2-3 Students; follow-up; nondiscrimination 
 Authority:  IC 20-1-1-6 
 Affected:    IC 20-1-18.1 
 
Sec. 3.  The school corporation shall ensure that: 
 
(1) An organized follow-up of vocational graduates is accomplished on a one (1) year and five 

(5) year basis with results reported to the commission on vocational and technical education 
in accordance with the appropriate federal Classification of Instructional Programs (CIP) 
codes.  

(2) All classes are open to both sexes with the same effort to recruit males and females.  All 
classes shall be in compliance with Title IX of the Education Amendments of 1972. 

 
(3) Disadvantaged and handicapped students shall be mainstreamed in regular vocational 

education programs whenever possible. Modification of programs and additional services 
are recommended to facilitate this inclusion where practicable. (Indiana State Board of 
Education; Rule V-2, Sec 2; filed Sep 29, 1978, 2:39 pm:1 IR 863; filed May 28, 1998, 4:57 
p.m.: 21 IR 3832; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  Transferred 
from the commission on general education (510 IAC 8-2-3) to the Indiana state board of 
education (511 IAC 8-2-3) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 

 
511 IAC 8-2-4 Program requirements 
 Authority:   IC 20-1-1-6 
 Affected:   IC 20-1-18.1 
 
Sec. 4.  The school corporation shall ensure that: 
 
(1) The student-to-teacher ratio for the program is commensurate with the particular program 

area. 
 
(2) Safety is taught as an integral part of the instructional program, both in the classroom and 

the training station. 
 
(3) The program is directly related to employment opportunities as classified in the most recent 

edition of the U.S. Department of Labor’s Dictionary of Occupation Titles and Occupational 
Outlook Handbook.  Individual student career objectives are on file within the school 
corporation. 

 
(4) Written program goals, objectives, or curriculum are available for each program area. 
 
(Indiana State Board of Education; Rule V-2, Sec 3; filed Sep 29, 1978, 2:39 pm:  1 IR 863; filed 
May 28, 1998, 4:57 p.m.: 21 IR 3832; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  
Transferred from the commission on general education (510 IAC 8-2-4) to the Indiana state 
board of education (511 IAC 8-2-4) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 
 
511 IAC 8-2-5 Cooperative education; on-the-job training 
 Authority:  IC 20-1-1-6 
 Affected:   IC 20-1-18.1 
 
Sec. 5.  The school corporation shall ensure that the following additional criteria are met: 
 
(1) A training agreement explaining the essential features of the program and outlining the 

responsibilities of each party concerned is on file for each student in the teacher-
coordinator’s office.  The training agreement shall be signed by the student, employer, 
parent, and teacher-coordinator. 
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(2) A schedule of on-the-job training experiences (training plan) for each student is drawn up 

cooperatively with each employer and is on file in the teacher-coordinator’s office.  All 
hazardous equipment to be operated by the student shall be identified in the training plan.  
The training plan shall be signed by the student, employer, parent, and teacher-coordinator. 

 
(3) Employment of students in the program complies with all state and federal laws pertaining 

to the employment of youth including minimum wage regulations. 
 
(4) Related classroom instruction is provided for all students.  Credit given for the related 

classroom instruction is in addition to the credit given for on-the-job training. 
 
(5) Students shall be allowed time from their daily school schedule to participate in cooperative 

education. 
 
(6) Students shall be employed an average of not less than fifteen (15) hours per week during 

the school year.  Modifications will be considered for disadvantaged and handicapped 
students. 

 
(7) The teacher-coordinator shall have time scheduled for coordination activities during the 

same time students are released for on-the-job training. (Indiana State Board of Education; 
Rule V-2, Sec 4; filed Sep 29, 1978, 2:39 pm:  1 IR 863; filed May 28, 1998, 4:57 p.m.: 21 
IR 3832; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  Transferred from the 
commission on general education (510 IAC 8-2-5) to the Indiana state board of education 
(511 IAC 8-2-5) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 

 
511 IAC 8-2-6 Teachers 
 Authority:   IC 20-1-1-6 
 Affected:   IC 20-1-18.1 
 
Sec. 6.  The school corporation shall ensure that all teachers in each vocational program are 
appropriately licensed.  All teachers of secondary vocational education in the public schools 
shall meet the certification standards as established by the professional standards board.  
(Indiana State Board of Education; Rule V-2, Sec 5; filed Sep 29, 1978, 2:39 pm:  1 IR 864; filed 
May 28, 1998, 4:57 p.m.: 21 IR 3833; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  
Transferred from the commission on general education (510 IAC 8-2-6) to the Indiana state 
board of education (511 IAC 8-2-6) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 
 
511 IAC 8-2-7 Advisory committees 
 Authority:  IC 20-1-1-6 
 Affected:   IC 20-1-18.1 
 
Sec. 7.  The school corporation shall ensure that an advisory committee is organized and 
functioning with meetings conducted each school year: 
 

1) for the total vocational program in the school corporation; and 
 
2) for each program area and/or, where appropriate, for each vocational program within the 
school corporation.  

(Indiana State Board of Education; Rule V-2, Sec 6; filed Sep 29, 1978, 2:39 pm:  1 IR 864; filed 
May 28, 1998, 4:57 p.m.: 21 IR 3833; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  
Transferred from the commission on general education (510 IAC 8-2-7) to the Indiana state 
board of education (511 IAC 8-2-7) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 
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511 IAC 8-2-8 Facility and equipment requirements 
 Authority:   IC 20-1-1-6 
 Affected:   IC 20-1-18.1 
 
Sec. 8.  The school corporation shall ensure that minimum space, facility, and equipment 
requirements for a vocational program are commensurate with the particular program area. 
(Indiana State Board of Education; Rule V-2, Sec 7; filed Sep 29, 1978, 2:39 pm:  1 IR 864; filed 
May 28, 1998, 4:57 p.m.: 21 IR 3833; readopted filed Sep 7, 2004, 5:10 p.m.: 28 IR 323) NOTE:  
Transferred from the commission on general education (510 IAC 8-2-8) to the Indiana state 
board of education (511 IAC 8-2-8) by P.L. 20-1984, SECTION 206, effective July 1, 1984. 
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Vocational-Technical and Cooperative Education 
(511 IAC 6.1-5.1-10.1 and 511 IAC 8-2-5) 

 
 

Introduction 
 

Cooperative Education is a unique educational strategy that combines on-the-job working and 
learning experiences with related classroom instruction in a career field directly related to a 
student's academic preparation and career objectives.  Pursuant to changes adopted in 2005, 
the on-the-job experiences and related instruction are no longer separate courses, but 
combined into a single course. 
 
The philosophy of cooperative education recognizes that classroom learning provides only part 
of the skills and knowledge students will need to succeed in their professions or careers. By 
creating opportunities to learn in the workplace, schools can help students develop and refine 
occupational competencies (attitudes, skills, and knowledge) needed to enter and succeed in a 
profession or career, adjust to the employment environment, and advance in occupations of 
their choices. 
 
The fundamental purpose of cooperative education is to provide students with opportunities to 
learn under real-work conditions. While participating in cooperative work experiences, students 
are actual employees of the hiring organization.  These experiences must be related to student 
academic and career goals.  Ideally, students’ work assignments and areas of responsibility 
should broaden as they gain experience on the job and increased responsibilities should occur 
as further education and training are attained.  
 
A student training plan and a training agreement are required.  The formal training plan for the 
cooperative education experience must be jointly developed by the student, parent, teacher, 
and employer and must set standards for the specific career pathway the student pursues.  The 
plan must specify attitudes, skills, and knowledge that will be achieved and specifics of how they 
will be developed and reinforced through the on-the-job experience.  Once the plan has been 
created, a training agreement is written specifying the responsibilities of all parties involved.  At 
the work site, students are placed under the direct supervision of experienced employees, 
called “training supervisors” who serve as the on-the-job trainers in accordance with the training 
plans and assist in evaluating the students’ job performance.   
 
A required component of the cooperative education program is classroom-based instruction that 
complements the work site experience.  Related instruction incorporating activities connected to 
a student’s career objectives and workplace experiences must be provided concurrently with the 
workplace learning experience.  The content for classroom instruction is derived from an 
analysis of standards to be achieved and competencies needed by individuals engaged in the 
specific and immediate requirements of the jobs in which students are receiving training.  
Content selected for classroom activities should help students meet the requirements of their 
career pathway goals. 
 
The cooperative education program is a joint effort between the school and community.  
Program success depends upon mutual support.  Advisory committees composed of business 
and industry partners assist in determining general program operating policies and procedures, 
participate in curriculum review and revision, and assist in promoting the program in the 
community. Cooperative education programs must meet the following requirements: 
 

• Students shall be employed an average of not less than fifteen (15) hours per week 
during the school year or a total of 540 hours over two semesters. 
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• Students shall receive 250 minutes of related instruction per week for the school year.  
Any deviation from the Indiana Administrative Code requires a waiver from the Indiana 
Department of Education.   

• Student employment shall comply with all state and federal laws pertaining to 
employment of youth, including minimum wage regulations.   

• Safety is taught as an integral part of the instructional program, as a part of the related 
instruction and at the training site. 

• Students shall be allowed time from the daily school schedule to work at the participating 
employers’ places of business.  

• Grades and credits for related instruction and on-the-job training experiences are 
reflected under one course title for a total of six credits for the year. 

• The teacher-coordinator shall have time assigned to supervise students and coordinate 
with work site personnel during the same time students are released for on-the-job 
training. 

• Properly planned and organized student activities, coordinated with work-based learning 
experiences, supplement and enhance the cooperative education program.  Therefore, 
participation in career and technical student organizations is an integral part of these 
programs.  Leadership and career oriented activities of student organizations enhance 
students’ occupational information and technical knowledge, build self-esteem, and 
provide students with solid job-seeking strategies and job success skills.   

 
More specific details about Cooperative Education Programs may be found in the Cooperative 
Education Guidelines and Procedures Manual 2007 at 
http://www.doe.state.in.us/octe/bme/curriculum/CooperativeEducation.htm. 
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Business Cooperative Experiences 

(Related Instruction/On-the-Job Training) 
 
CIP Code: (Based on student’s career objective) 
 
5260 
 
Business Cooperative Experiences is a career and technical education (vocational) business 
course that provides opportunities for students to gain skills and knowledge through on-the-job 
training and related classroom instruction.  The classroom instruction may be a blend of both 
group and individual instruction planned and organized with activities focused on career 
objectives and on-the-job training.  Instructional strategies should include in-baskets, 
minibaskets, LAPS, and workflow simulations.  Students participating in these structured 
experiences will follow class, school, State, and Federal guidelines.  Students will be paid in 
accordance with all State and Federal laws pertaining to employment.  Credit will be granted for 
both the related instruction and on-the-job training.  Business Professionals of America (BPA) is 
the co-curricular organization associated with this course, which provides students with the 
opportunity to participate/compete in business-related activities. 
 

• Suggested Grade Level:  12 
• Prerequisite:  Computer Applications and/or Business Technology I or II OR 4 credits in 

a logical sequence of courses in the student’s business career pathway. 
• Grades and credits for related instruction and on-the-job training experiences are 

reflected under one course title for a total of six credits for the year. 
• A Core 40, Core 40 with Academic Honors, and Core 40 with Technical Honors diploma 

elective and directed elective course.   
• A Career Academic Sequence, Career-Technical program, or Flex Credit course 
• Content standards and performance expectations defined and identified in each 

student’s training plan. 
• Indiana’s Academic Standards for English/Language Arts and Mathematics have been 

integrated into this course. 
• A recommended component of the Business, Management, and Finance career cluster 
• A recommended component of all Indiana career clusters 
• A vocationally licensed (CTE) business teacher must teach this course  
• Additional Pupil Count (APC) State vocational funding available 
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COFACS—Cooperative Occupational 

Family and Consumer Sciences 
 
CIP Code: (Based on student’s career objective) 
 
5480 
 
In COFACS - Cooperative Occupational Family and Consumer Sciences students prepare for a 
variety of Family and Consumer Sciences occupations and careers through 
teacher-coordinated, mentor-supervised work-based learning and school-based instruction 
(group and/or individual teaching/learning activities) related to the career area being studied.  
Preferred time allocations are a minimum of fifteen hours per week of work-based learning and 
approximately five hours per week of school-based instruction.  Detailed 
standards/competency-based training plans related to the specific FACS career or career 
cluster of the student's choice are developed jointly by the teacher, the job-site mentor, and the 
student, and related instruction is developed to facilitate achievement of the standards and 
competencies in the training plan.  A student portfolio to document achievement is required.  
Family, Career and Community Leaders of America (FCCLA) is the co-curricular organization 
for this course. 
 
This course is a core component of four-year career plans for the career clusters of Personal & 
Commercial Services; Manufacturing & Processing; Health Services; Education & Training; and 
Art, A/V Technology & Communications.  It is recommended for students with interests in any of 
the family and consumer sciences career pathways and provides the foundation for study in 
higher education that leads to related careers. 
 

• Suggested Grade Level:  12 
• Prerequisite:  At least 4 credits in a logical sequence of courses in the student's family 

and consumer sciences career pathway 
• Grades and credits for related instruction and on-the-job training experiences are 

reflected under one course title for a total of six credits for the year. 
• A Core 40, Core 40 with Academic Honors, and Core 40 with Technical Honors diploma 

elective and directed elective course 
• A Career Academic Sequence, Career-Technical program, or Flex Credit course 
• While each of the topics listed in the course description should be addressed, emphasis 

placed on each topic may vary according to local needs and resources, with 
opportunities for authentic applications of content standards and competencies provided 
in all programs. 

• If an articulation or dual-credit agreement is in effect, the student may receive credit from 
a post-secondary institution. 

• Content standards and performance expectations defined and identified in each 
student’s training plan. 

• Indiana’s Academic Standards for English/Language Arts and Mathematics have been 
integrated into this course. 

• A recommended component of the Personal & Commercial Services; Manufacturing & 
Processing; Health Services; Education & Training; and Art, A/V Technology & 
Communications career cluster 

• A recommended component of all Indiana career clusters 
• A vocationally licensed (CTE) family and consumer sciences teacher must teach this 

course  
• Additional Pupil Count (APC) State vocational funding available 
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Interdisciplinary Cooperative Education 

Related Instruction/On-The-Job Training 
 

CIP Code: (Based on student’s career objective) 
 
5902 
 
Interdisciplinary Cooperative Education (ICE) spans all career and technical education program 
areas through an interdisciplinary approach to training for employment.  This approach is 
especially valuable in enriching the small school’s career and technical education program 
where a traditional cooperative program of clustered occupations cannot be identified because 
of varied student interest and diverse training stations.  The following two components must be 
included as part of the Interdisciplinary Cooperative Education course.   
  
Related Instruction, that is classroom based, shall be organized and planned around the 
activities associated with the student’s individual job and career objectives in a career cluster 
area; and shall be taught during the same semesters as the student is receiving on-the-job 
training.  The concepts, skills, and attitudes basic to occupational competence are to be taught 
in school and are to be applied and tested on the job.  The sequence of related instructional 
topics in school shall be continuously correlated with the student’s job activities.  Because each 
student’s on-the-job activities will vary according to the types of occupations in which they have 
been placed, part of the related instructional time needs to be individualized in such ways as: (a) 
using group instruction, but individualizing the assignment so that the learning is applied to each 
student’s own work experience, and (b) using individual study assignments such as projects, job 
study guides, and individual reading assignments. 
 
For a student to become occupationally competent and therefore employable, the related 
instruction should cover in varying proportions: (a) general occupational competencies,  
(b) specific occupational competencies, and (c) specific job competencies.   
 
On-the-Job Training is the actual work experience in an occupation in any one of the Indiana 
career clusters that relates directly to the student’s career objectives.  On-the-job, the student 
shall have the opportunity to apply the concepts, skills, and attitudes learned during Related 
Instruction, as well as the skills and knowledge that have been learned in other courses.  The 
student shall be placed on-the-job under the direct supervision of experienced employees who 
serve as on-the-job trainers/supervisors in accordance with pre-determined training plans and 
agreements and who assist in evaluating the student’s job performance.   
 

• Suggested grade level: 12 
• Prerequisite: a minimum of 4 credits in a logical sequence of courses from program 

areas related to the student’s career pathway 
• Grades and credits for related instruction and on-the-job training experiences are 

reflected under one course title for a total of six credits for the year. 
• A Core 40, Core 40 with Academic Honors, and Core 40 with Technical Honors diploma 

elective and directed elective course   
• A Career Academic Sequence, Career-Technical program, or Flex Credit course.  
• Content standards defined for the related instruction.  Content standards and 

competencies should be identified in each student’s training plan for on-the-job training 
and related instruction. 

• This course may be included as a component of all career clusters. 
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Trade and Industrial Cooperative Training  
Related Instruction/On-The-Job Training 

 
CIP Code: (Based on student’s career objective) 
 
5892 
 
Trade and Industrial Cooperative Training (formerly ICT) is defined as instruction planned to 
develop occupational skills, safety practices, technical knowledge, and related occupational 
information for the purpose of preparing persons for initial employment in industrial occupations. 
The following two components must be included as part of the Trade and Industrial Cooperative 
Training method of instruction. 
 
Related Instruction that is classroom-based instruction, should be organized and planned 
around the activities associated with both the students’ individual jobs and the students’ career 
objectives in industrial occupations. It is to be taught during the same semesters as the students 
are receiving on-the-job training. The concepts, skills, and attitudes basic to occupational 
competence are to be taught as principles in school and are to be applied and tested on the job. 
The sequence of related instructional topics in school should be continuously correlated with the 
sequence of the students’ job activities. Because the students’ on-the-job activities will vary 
according to the types of industrial occupations in which they have been placed, part of the 
related instructional time needs to be individualized, in such ways as: (a) using group 
instruction, but individualizing the assignment so that the learning is applied to the students’ own 
jobs, and (b) using individual study assignments such as projects, job study guides, and 
individual reading assignments.  
 
For the students to become occupationally competent and therefore employable, the related 
instruction should cover, in varying proportions: (a) general occupational content standards, (b) 
specific occupational content standards, and (c) specific job content standards.   
 
On-the-Job Training is actual work experience in industrial occupations that is related to the 
students’ career objectives. During this training, the students should have the opportunity to 
apply the concepts, skills, and attitudes taught as principles in the Related Instruction class, as 
well as the skills and knowledge that have been learned in other courses. The students are to 
be placed on-the-job under the direct supervision of experienced employees who serve as the 
on-the-job trainers in accordance with pre-determined training plans and agreements and assist 
in evaluating the students’ job performance. 
          

• Suggested Grade Levels:  12 
• Prerequisites: A minimum of 4 credits in a logical sequence of courses from program 

areas related to the student’s trade and industrial career pathway 
• Grades and credits for related instruction and on-the-job training experiences are 

reflected under one course title for a total of six credits for the year. 
• A Core 40, Core 40 with Academic Honors, and Core 40 with Technical Honors diploma 

elective and directed elective course 
• A Career Academic Sequence, Career-Technical program, or Flex Credit course 
• Academic and technical content standards will be identified in each student’s training 

plan.   
• This course can be included as a component of all trade and industrial career clusters. 
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Marketing Field Experience  
(Related Instruction/On-The-Job Training) 

 
CIP Code:  52.0207 Customer Service Management, 52.0803 Banking and Financial Support 
Services, 52.0904 Hotel/Motel Administration/Management, 52.0905 Restaurant/Food Services 
Management, 52.1499 Marketing, Other, 52.1801 Sales, Distribution, and Marketing 
Operations, General,  52.1803 Retailing and Retail Operations, 52.1804 Selling Skills and Sales 
Operations, 52.1899 General Merchandising, Sales and Related Marketing Operations, Other, 
52.1904 Apparel & Accessories Marketing Operations, 52.1905 Tourism and Travel Services 
Marketing Operations (May use any marketing or business CIP code based upon Student’s 
Career Objective) 
 
5990 
 
Marketing Field Experience is a marketing course that requires two components:  related 
classroom instruction and cooperative work experience with school release time available. 
Students participating in this course will follow class, school, State, and Federal guidelines.  
Students will be paid in accordance with all State and Federal laws pertaining to employment.  
The instruction should be planned and organized around the activities associated with specific 
objectives and career clusters.  The classroom instruction for the related instruction component 
may be a blend of both group and individual instruction.  Instructional strategies may include a 
school-based enterprise, computer-technology applications, real and/or simulated occupational 
experiences, and projects in the marketing functions such as those available through the DECA 
program of co-curricular activities.   
 

• Suggested Grade Level:  12 
• Prerequisite:  Marketing Foundations or a specialized marketing course (two credit 

minimum) 
• Grades and credits for related instruction and on-the-job training experiences are 

reflected under one course title for a total of six credits for the year. 
• A Core 40, Core 40 with Academic Honors, and Core 40 with Technical Honors diploma 

elective and directed elective course 
• A Career Academic Sequence, Career-Technical program, or Flex Credit course 
• Content standards and performance expectations defined 
• Indiana’s Academic Standards in English/Language Arts, Mathematic, and Economics; 

and National Marketing Education Framework standards have been integrated into this 
course. 

• A component of the Marketing, Sales and Promotion career cluster 
• A recommended component of the following career clusters: 

 Agriculture, Food and Natural Resources 
 Business, Management and Finance 
 Personal and Commercial Services 
 Social and Recreational Services  

• A vocationally licensed (CTE) marketing teacher must teach this course. 
• Additional Pupil Count (APC) State vocational funding available 

 


