
COOPERATIVE EDUCATION (COOP) 
PARENT INFORMATION LETTER 

(Sent on school letterhead) 

 
 
 
Date  
 
Parent’s Name 
Address 
City/State/Zip 
 
Dear  . 
 
Your son/daughter has registered to participate in the Cooperative Education Internship Program at . 
High School. This is a structured work based learning program whereby students in the 11th and 12th grade receive 
school site occupational instruction and related paid work site experience for application of that instruction. 
Cooperative education offers students a chance to extend the classroom into a workplace setting, combining 
classroom activities with actual work experience. The purpose is to provide students the opportunity to connect 
what they learn in school with work site application to enable a smooth transition into the work force or 
postsecondary education upon high school graduation.  
 
All students will interview for positions in local businesses. The final placement of students is based on the 
employer’s decision. Students and parents will be asked to sign and abide by a contractual training agreement, 
which must be signed before the students begin the placement for high school credit.  You are encouraged to visit 
the local business with your student prior to the start of the training. 
 
Work site evaluation of the student-learner’s performance will be conducted by the employer and discussed with 
the student by the employer and school coordinator to assess progress towards attainment of established 
competencies. School personnel will conduct regular on-site visits to monitor the student-learners progress. 
 
I am looking forward to working with you and your son/daughter during this school year. If you have any questions, 
please feel free to contact me at school (phone #) or at home (phone #). 
 
 
Sincerely, 
 
 
Name  
Cooperative Education Program 
Teacher/Coordinator 
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