
 Internship and Cooperative Education Policies and Recommendations 

Cooperative and internship education are methods of teaching technical workplace competencies to students while the students are in the workplace.  Cooperative education requires all students in a course to be employed in a paid position for the length of the course.  Internship education allows students to work in paid or unpaid positions while training.

Occupational competencies, as identified in state technical career field content standards, are developed and/or expanded through cooperative and internship experiences in the workplace. During the training experience, the student is under the supervision of the training sponsor/employer and teacher-coordinator. 

Cooperative programs must be in compliance with federal, state, and local laws, rules, and regulations. Chapter 4109 of the Ohio Revised Code discusses Employment of Minors and identifies exceptions related to Vocational Education (4109.06). The Ohio Revised Code can be accessed through the state website, http://codes.ohio.gov/orc/ .

All cooperative and internship programs should maintain (and must maintain for any occupation that is considered hazardous but has an exemption for students in a vocational training program, per Federal Minor Labor Laws)

1. Educational training agreements.
a. The training agreement must be developed and kept on file locally for each student entering a cooperative training relationship. 
b. Minimally, the training agreement identifies the conditions of employment and the responsibilities of the teacher-coordinator, training sponsor/employer, and student. 
c. The training agreement must be signed by the student, the training sponsor/employer, the teacher-coordinator, and the student's parent or guardian. 
d. The training agreement form should be approved by administration before use with all related parties. 
e. A sample training agreement is available at the work-based learning site 
of the ODE website (education.ohio.gov). 

2. Educational training plans.
a. The training plan must be developed and kept on file locally for each student entering a cooperative training relationship. 
b. An effective training plan identifies the competencies that will be developed and expanded at the work site as well as general employment skills. The training plan provides the criteria for a sound educational experience and gives direction for providing appropriate and beneficial training experiences. The training plan correlates classroom experience with work site training and serves as an evaluation component for the cooperative experience. The training plan must include competencies identified in the marketing career field content standards. 
c. Minimally, the training plan includes the following: 
*names and locations of the school and the training site 
*names and signatures of the student, the training sponsor/employer, and the teacher-coordinator 
*competencies to be learned at the training site 
*correlation of classroom instruction and cooperative/internship experiences 
*policy statements as suggested by the school (non-discrimination clause, etc.), and 
*evaluation component 
d. A sample training plan is available at the work-based learning site of the Ohio Department of Education website (education.ohio.gov, then search work-based learning). 

Additionally, quality programs should address the following:

1. Student records concerning employment should be kept current and on file. Minimally, these files should contain 
a. evaluation sheets 
b. training plans 
c. training agreements 
d. student observation forms 
2. Documentation of systematic work site supervision of students, by the program teacher, should be on file. 
3. Cooperative/Internship Education students may meet their cooperative training requirements before, during, and after the school day provided: 
a. there is an approved training plan 
b. the cooperative experience meets the course time requirements c. the teacher-coordinator is accessible at all times when the student is at work, and 
d. the time frame of the training experience does not violate any federal or state labor laws. 
4. Teacher coordination time for cooperative/internship programs must be an uninterrupted block of at least the same amount of time as the course hours, exclusive of lunch and planning periods. Districts are encouraged to ensure adequate coordination time is provided for the teacher prior to considering adding classes. When determining coordination time needed, the district should consider the number of students, the distance from the school to training stations, the distance between training stations, and the nature and difficulty of work site requirements. 
6. Please review the Checklist for a Quality Internship or Cooperative Program on the website for additional recommendations for creating a quality program.
