 TC  "DIVERSIFIED COOPERATIVE TRAINING" \l 1 \n Diversified Cooperative Training I (DCT)
WVEIS Code 0511 XE "0511" 
This area of study is designed to provide students with a wide range of basic attitudes, knowledge, and skills essential for job success.

Standard 1:  Health and Safety Procedures (0511.S.1)

Demonstrate the correct procedures to promote health and safety, personally and professionally.

Health and Safety Procedures Objectives

Students will:

0511.1.1
List the most basic safety rules. 

0511.1.2
Identify the main causes of accidents and describe ways to reduce safety hazards. 

0511.1.3
List the agencies that work to prevent accidents and explain each agency’s purpose. 

0511.1.4
Propose and follow a plan for the proper procedure in handling accidents. 

0511.1.5
Develop a list of personal safety rules as they apply personally and professionally. 

0511.1.6
Read and interpret operating instructions before using any equipment. 

0511.1.7
Describe the procedures for safe evacuation of the work site in the event of an emergency. 

0511.1.8
Classify A, B, and C fires and describes methods of extinguishing. 

0511.1.9
Demonstrate procedures for proper lifting methods. 

Standard 2:  Communications, Critical Thinking, Computation and Computer Applications (0511.S.2)

Use basic skills as applied to communications, critical thinking, computation, and computer applications. 

Communications, Critical Thinking, Computation and Computer Applications Objectives

Students will:

0511.2.1
Identify ways of giving orders, directions, and instructions in non-stereotypical language. 

0511.2.2
Demonstrate the proper way to introduce yourself and others. 

0511.2.3
Use proper telephone protocol and correctly handle messages. 

0511.2.4
Develop and practice skills of organizing and delivering oral communications. 

0511.2.5
Identify barriers to listening and analyze methods for improving listening. 

0511.2.6
Take meaningful notes to recall and accurately report information from an oral presentation. 

0511.2.7
Solve problems involving addition, subtraction, multiplication, and division of whole numbers, decimals, and fractions. 

0511.2.8
Solve problems using different wage plans. 

0511.2.9
Compute trade or cash discounts to arrive at net price. 

Standard 3:  Professionalism (0511.S.3)

Exhibit responsibility, self-esteem, sociability, self-management, integrity and honesty. 

Professionalism Objectives

Students will:

0511.3.1
State the values of having self-respect and a good self-concept.

0511.3.2
Develop a plan for self-improvement through evaluation and constructive criticism by varied levels of authority.

0511.3.3
Identify the steps for creating and maintaining a positive attitude.

0511.3.4
Describe and demonstrate the characteristics of professional conduct.

0511.3.5
Explain ways to participate with others as part of a team. 

0511.3.6
List the steps to problem solving. 

0511.3.7
Expose students to the opportunities of participating and contributing to professional organizations.

Standard 4:  Personal and Financial Resources (0511.S.4)

Identify, organize, plan and allocate resources.

Resource Objectives

Students will:

0511.4.1
Prepare a list of short-term and long-term goals.  

0511.4.2
Utilize time management techniques. 

0511.4.3
Prepare a budget. 

0511.4.4
List and explain the range of services offered customers by banks and credit unions. 

0511.4.5
List the steps involved in opening and maintaining different financial accounts. 

0511.4.6
Identify the different types of credit and loans and the guidelines for obtaining each. 

0511.4.7
State the purpose of insurance. 

0511.4.8
Describe workers compensation and employment security programs. 

Standard 5:  Legal Rights and Obligations (0511.S.5)

Identify necessary legal rights and obligations as related to the workplace. 

Legal Rights and Obligations Objectives

Students will:

0511.5.1
List the components necessary in obtaining a legal contract. 

0511.5.2
Develop an awareness of one’s legal rights and obligations as a productive member of society. 

0511.5.3
Classify laws relating to working conditions, wages, hours, social security, and taxes. 

0511.5.4
Define sexual harassment and its consequences to all parties involved. 


0511.5.5
Choose ethical courses of action and exhibit honesty and reliability in words and actions.

Standard 6:  Inter-Relationships (0511.S.6)

Describe the inter-relationships of various social, organizational, and technological systems. 

Inter-Relationships Objectives

Students will:

0511.6.1
Identify the types of business ownership. 

0511.6.2
Identify the characteristics of global economic systems.

0511.6.3
List the role of government in the U.S. economy. 

0511.6.4
Discuss the functions of supply and demand and its influence on the economy. 

0511.6.5
Identify the benefits of competition and profit. 

0511.6.6
Discuss advantages and disadvantages of self-employment. 

0511.6.7
Identify common characteristics of labor unions. 

0511.6.8
List reasons labor unions began. 

0511.6.9
Explain and demonstrate the concept of collective bargaining. 

0511.6.10
Use parliamentary procedure to conduct a meeting.

0511.6.11
Define leadership and develop leadership skills.

0511.6.12
Compare the purposes of school and community organizations. 

0511.6.13
Develop socialization and team skills through group activities.

0511.6.14
Exhibit mastery of leadership and technical skills through competitive events.

Standard 7:  Job-Seeking, Job-Keeping, and Job-Leaving Skills (0511.S.7)

Develop job-seeking, job-keeping, and job-leaving skills. 

Job-Seeking, Job-Keeping, and Job-Leaving Skills Objectives

Students will:

0511.7.1
Compose an employment portfolio, in basic business format, including a resume, cover letter, follow-up letter, letters of acceptance/rejection, and letter of resignation. 

0511.7.2
Complete a job application.  

0511.7.3
Identify sources of employment opportunities and the steps to initiate a job search. 

0511.7.4
Respond positively in all aspects of an interview situation. 

0511.7.5
Identify, select, and use technological equipment relevant to the occupation. 

0511.7.6
Describe the importance of following a chain of command on the job. 

0511.7.7
Appraise the importance of punctuality and dependability on the job. 

0511.7.8
Analyze the necessity of mastering job skills. 

0511.7.9
Demonstrate how to ask for a raise. 

0511.7.10
Participate in an exit interview. 

0511.7.11
Identify ways to handle loss of employment. 

0511.7.12
Write a letter of reference which could be signed by an employer. 

0511.7.13
Discuss reasons people work. 

0511.7.14
Use the Occupational Outlook Handbook to prepare an occupational information search. 

0511.7.15
Explain how occupations and industries are grouped in career clusters.

DCT Work Experience I
WVEIS Code 0513

DCT Work Experience I is a method of instruction for students to receive on-the-job training that contributes to the over-all instructional program.  The instruction, through written agreement between school and employers, is a combination of study in school with employment in the appropriate field.  The related classroom instruction and on-the-job experiences are planned and supervised by employers and teacher coordinators to complete the student’s education as to his/her career objective.

Standard 1:
Human Relations Skills (0513.S.1)

Students will demonstrate human relation skills.

Human Relations Skills Objectives

Students will:

0513.1.1
Demonstrate honesty and integrity.

0513.1.2
Use proper business ethics in all business activities.

0513.1.3
Demonstrate respect for customers, co-workers and management.

0513.1.4
Demonstrate initiative in completing job duties.

0513.1.5
Maintain a positive attitude and positive relationship with customers, co-workers and management.

0513.1.6
Adapt to changes in job responsibilities.

0513.1.7
Appreciate diversity in the workplace.

0513.1.8
Exhibit self-control when working with customers, co-workers and management.

0513.1.9
Use appropriate assertiveness.

0513.1.10
Exhibit empathy for customers, co-workers and management.

0513.1.11
Use feedback from others for personal growth.

0513.1.12
Practice proper business etiquette.

0513.1.13
Identify procedures to respond to sexual harassment.

Standard 2:
Business Communications (0513.S.2)

Students will demonstrate appropriate business communication skills.

Business Communications Objectives

Students will:

0513.2.1
Use correct grammar and vocabulary in written and oral communications.

0513.2.2
Listen to and follow directions.

0513.2.3
Explain policies and procedures to customers and clients.

0513.2.4
Perform proper telephone techniques appropriately.

0513.2.5
Demonstrate the proper procedure for job termination.

Standard 3:
Basic Work Skills (0513.S.3)

Students will demonstrate mastery of basic work skills for a chosen occupation.

Basic Work Skills Objectives

Students will:

0513.3.1
Maintain punctuality, appropriate attendance and dependability.

0513.3.2
Work independently without direct supervision.

0513.3.3
Stay with an assigned task until successful completion.

0513.3.4
Utilize time management principles when completing assignments.

0513.3.5
Apply organizational skills in daily activities.

0513.3.6
Participate as a team member when completing a work project.

0513.3.7
Produce quality work.

0513.3.8
Accept accountability for one’s performance.

0513.3.9
Perform basic mathematical functions.

0513.3.10
Operate the most common electronic equipment with speed and accuracy.

0513.3.11
Maintain appropriate records for use on the job and in class.

0513.3.12
Demonstrate leadership skills when completing a project or task.

0513.3.13
Exhibit decision-making skills.

0513.3.14
Solve problems individually and as a team member.

0513.3.15
Participate in company meetings and activities.

Standard 4:
Basic Safety Techniques (0513.S.4)

Students will apply and demonstrate basic safety techniques.

Basic Safety Techniques Objectives

Students will:

0513.4.1
Practice basic safety rules.

0513.4.2
Handle company equipment properly and safely.

0513.4.3
Demonstrate safety procedures for handling and lifting heavy materials.

0513.4.4
Follow procedures in the case of an accident, including reporting procedures.

0513.4.5
Follow security procedures.

0513.4.6
Practice proper safety procedures for handling and storing hazardous materials.

0513.4.7
Recognize and report hazardous conditions.

0513.4.8
Read and interpret operating instructions before using equipment.

0513.4.9
Explain and practice procedures for safe evacuation.

0513.4.10
Classify type A, B and C fires and describe characteristics in order to extinguish properly.

0513.4.11
Identify proper agencies for safety procedures (fire department, police department, OSHA, hospital).

Diversified Cooperative Training II (DCT)
 WVEIS Code 0512 XE "0512" 
This area of study is designed to provide students with a wide range of basic attitudes, knowledge, and skills essential for job success.

Standard 1:  Health and Safety Procedures (0512.S.1)

Demonstrate the correct procedures to promote health and safety, personally and professionally.

Health and Safety Procedures Objectives

Students will:

0512.1.1
List the most basic safety rules. 

0512.1.2
Identify the main causes of accidents and describe ways to reduce safety hazards. 

0512.1.3
List the agencies that work to prevent accidents and explain each agency’s purpose. 

0512.1.4
Propose and follow a plan for the proper procedure in handling accidents. 

0512.1.5
Develop a list of personal safety rules as they apply personally and professionally. 

0512.1.6
Read and interpret operating instructions before using any equipment. 

0512.1.7
Describe the procedures for safe evacuation of the work site in the event of an emergency. 

0512.1.8
Classify A, B, and C fires and describes methods of extinguishing. 

0512.1.9
Demonstrate procedures for proper lifting methods. 

Standard 2:  Communications, Critical Thinking, Computation and Computer Applications (0512.S.2)

Use basic skills as applied to communications, critical thinking, computation, and computer applications. 

Communications, Critical Thinking, Computation and Computer Applications Objectives

Students will:

0512.2.1
Identify ways of giving orders, directions, and instructions in non-stereotypical language. 

0512.2.2
Demonstrate the proper way to introduce yourself and others. 

0512.2.3
Use proper telephone protocol and correctly handle messages. 

0512.2.4
Develop and practice skills of organizing and delivering oral communications. 

0512.2.5
Identify barriers to listening and analyze methods for improving listening. 

0512.2.6
Take meaningful notes to recall and accurately report information from an oral presentation. 

0512.2.7
Solve problems involving addition, subtraction, multiplication, and division of whole numbers, decimals, and fractions. 

0512.2.8
Solve problems using different wage plans. 

0512.2.9
Compute trade or cash discounts to arrive at net price. 

Standard 3:  Professionalism (0512.S.3)

Exhibit responsibility, self-esteem, sociability, self-management, integrity and honesty. 

Professionalism Objectives

Students will:

0512.3.1
State the values of having self-respect and a good self-concept.

0512.3.2
Develop a plan for self-improvement through evaluation and constructive criticism by varied levels of authority.

0512.3.3
Identify the steps for creating and maintaining a positive attitude.

0512.3.4
Describe and demonstrate the characteristics of professional conduct.

0512.3.5
Explain ways to participate with others as part of a team. 

0512.3.6
List the steps to problem solving. 

0512.3.7
Expose students to the opportunities of participating and contributing to professional organizations.

Standard 4:  Personal and Financial Resources (0512.S.4)

Identify, organize, plan and allocate resources.

Resource Objectives

Students will:

0512.4.1
Prepare a list of short-term and long-term goals.  

0512.4.2
Utilize time management techniques. 

0512.4.3
Prepare a budget. 

0512.4.4
List and explain the range of services offered customers by banks and credit unions. 

0512.4.5
List the steps involved in opening and maintaining different financial accounts. 

0512.4.6
Identify the different types of credit and loans and the guidelines for obtaining each. 

0512.4.7
State the purpose of insurance. 

0512.4.8
Describe workers compensation and employment security programs. 

Standard 5:  Legal Rights and Obligations (0512.S.5)

Identify necessary legal rights and obligations as related to the workplace. 

Legal Rights and Obligations Objectives

Students will:

0512.5.1
List the components necessary in obtaining a legal contract. 

0512.5.2
Develop an awareness of one’s legal rights and obligations as a productive member of society. 

0512.5.3
Classify laws relating to working conditions, wages, hours, social security, and taxes. 

0512.5.4
Define sexual harassment and its consequences to all parties involved. 


0512.5.5
Choose ethical courses of action and exhibit honesty and reliability in words and actions.

Standard 6:  Inter-Relationships (0512.S.6)

Describe the inter-relationships of various social, organizational, and technological systems. 

Inter-Relationships Objectives

Students will:

0512.6.1
Identify the types of business ownership. 

0512.6.2
Identify the characteristics of global economic systems.

0512.6.3
List the role of government in the U.S. economy. 

0512.6.4
Discuss the functions of supply and demand and its influence on the economy. 

0512.6.5
Identify the benefits of competition and profit. 

0512.6.6
Discuss advantages and disadvantages of self-employment. 

0512.6.7
Identify common characteristics of labor unions. 

0512.6.8
List reasons labor unions began. 

0512.6.9
Explain and demonstrate the concept of collective bargaining. 

0512.6.10
Use parliamentary procedure to conduct a meeting.

0512.6.11
Define leadership and develop leadership skills.

0512.6.12
Compare the purposes of school and community organizations. 

0512.6.13
Develop socialization and team skills through group activities.

0512.6.14
Exhibit mastery of leadership and technical skills through competitive events.

Standard 7:  Job-Seeking, Job-Keeping, and Job-Leaving Skills (0512.S.7)

Develop job-seeking, job-keeping, and job-leaving skills. 

Job-Seeking, Job-Keeping, and Job-Leaving Skills Objectives

Students will:

0512.7.1
Compose an employment portfolio, in basic business format, including a resume, cover letter, follow-up letter, letters of acceptance/rejection, and letter of resignation. 

0512.7.2
Complete a job application.  

0512.7.3
Identify sources of employment opportunities and the steps to initiate a job search. 

0512.7.4
Respond positively in all aspects of an interview situation. 

0512.7.5
Identify, select, and use technological equipment relevant to the occupation. 

0512.7.6
Describe the importance of following a chain of command on the job. 

0512.7.7
Appraise the importance of punctuality and dependability on the job. 

0512.7.8
Analyze the necessity of mastering job skills. 

0512.7.9
Demonstrate how to ask for a raise. 

0512.7.10
Participate in an exit interview. 

0512.7.11
Identify ways to handle loss of employment. 

0512.7.12
Write a letter of reference which could be signed by an employer. 

0512.7.13
Discuss reasons people work. 

0512.7.14
Use the Occupational Outlook Handbook to prepare an occupational information search.

0512.7.15
Explain how occupations and industries are grouped in career clusters.

DCT Work Experience II
WVEIS Code 0514

DCT Work Experience II is a method of instruction for students to receive on-the-job training that contributes to the over-all instructional program.  The instruction, through written agreement between school and employers, is a combination of study in school with employment in the appropriate field.  The related classroom instruction and on-the-job experiences are planned and supervised by employers and teacher coordinators to complete the student’s education as to his/her career objective.

Standard 1:
Human Relations Skills (0514.S.1)

Students will demonstrate human relation skills.

Human Relations Skills Objectives

Students will:

0514.1.1
Demonstrate honesty and integrity.

0514.1.2
Use proper business ethics in all business activities.

0514.1.3
Demonstrate respect for customers, co-workers and management.

0514.1.4
Demonstrate initiative in completing job duties.

0514.1.5
Maintain a positive attitude and positive relationship with customers, co-workers and management.

0514.1.6
Adapt to changes in job responsibilities.

0514.1.7
Appreciate diversity in the workplace.

0514.1.8
Exhibit self-control when working with customers, co-workers and management.

0514.1.9
Use appropriate assertiveness.

0514.1.10
Exhibit empathy for customers, co-workers and management.

0514.1.11
Use feedback from others for personal growth.

0514.1.12
Practice proper business etiquette.

0514.1.13
Identify procedures to respond to sexual harassment.

Standard 2:
Business Communications (0514.S.2)

Students will demonstrate appropriate business communication skills.

Business Communications Objectives

Students will:

0514.2.1
Use correct grammar and vocabulary in written and oral communications.

0514.2.2
Listen to and follow directions.

0514.2.3
Explain policies and procedures to customers and clients.

0514.2.4
Perform proper telephone techniques appropriately.

0514.2.5
Demonstrate the proper procedure for job termination.

Standard 3:
Basic Work Skills (0514.S.3)

Students will demonstrate mastery of basic work skills for a chosen occupation.

Basic Work Skills Objectives

Students will:

0514.3.1
Maintain punctuality, appropriate attendance and dependability.

0514.3.2
Work independently without direct supervision.

0514.3.3
Stay with an assigned task until successful completion.

0514.3.4
Utilize time management principles when completing assignments.

0514.3.5
Apply organizational skills in daily activities.

0514.3.6
Participate as a team member when completing a work project.

0514.3.7
Produce quality work.

0514.3.8
Accept accountability for one’s performance.

0514.3.9
Perform basic mathematical functions.

0514.3.10
Operate the most common electronic equipment with speed and accuracy.

0514.3.11
Maintain appropriate records for use on the job and in class.

0514.3.12
Demonstrate leadership skills when completing a project or task.

0514.3.13
Exhibit decision-making skills.

0514.3.14
Solve problems individually and as a team member.

0514.3.15
Participate in company meetings and activities.

Standard 4:
Basic Safety Techniques (0514.S.4)

Students will apply and demonstrate basic safety techniques.

Basic Safety Techniques Objectives

Students will:

0514.4.1
Practice basic safety rules.

0514.4.2
Handle company equipment properly and safely.

0514.4.3
Demonstrate safety procedures for handling and lifting heavy materials.

0514.4.4
Follow procedures in the case of an accident, including reporting procedures.

0514.4.5
Follow security procedures.

0514.4.6
Practice proper safety procedures for handling and storing hazardous materials.

0514.4.7
Recognize and report hazardous conditions.

0514.4.8
Read and interpret operating instructions before using equipment.

0514.4.9
Explain and practice procedures for safe evacuation.

0514.4.10
Classify type A, B and C fires and describe characteristics in order to extinguish properly.

0514.4.11
Identify proper agencies for safety procedures (fire department, police department, OSHA, hospital).


