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| Part 1: Overview

|CHAPTER 1 INTRODUCTION

The Canadian Association for Co-operative Education (CAFCE) commissioned the CAFCE Accreditation Council to develop a
manual to assist institutions that are implementing co-op programs for the first time or that are expanding their Co-op operations. Co-
operative Education practitioners from across Canada have provided input to this manual which isintended as a resource, presenting
best practices from variousinstitutions. The content is not meant to be prescriptive or regulatory. Through CAFCE’ s Accreditation
Council, criteria have been developed that set standards for Co-operative Education programs nationally. The CAFCE Accreditation
Guide and Application is available online on www.cafce.ca under the accreditation section

(http://www.caf ce.cal/pages/quideandapplication.php)

1.1 What is Co-operative Education

Co-operative Education is a program that formally integrates a student's academic studies with work experience with participating
employers. The usual plan isfor the student to alternate periods of experience in appropriate fields of business, industry, government,
social services and the professions in accordance with the following criteria

() each work situation is devel oped and/or approved by the co-operative educational institution as a suitable learning situation;
(i) the co-operative student is engaged in productive work rather than merely observing;

(iii) the co-operative student receives remuneration for the work performed;

(iv) the co-operative student's progress on the job is monitored by the co-operative educational institution;

(V) the co-operative student's performance on the job is supervised and evaluated by the student's co-operative employer;

(vi) time spent in periods of work experience must be at least thirty percent of the time spent in academic study.

This approach to education relies upon a three-way partnership: the student, the institution and the employer. Success depends upon
the co-operative efforts of each party.

There are two approved co-op program structures or models that are recognized nationally:

e  co-op programs with more than one work experience integrated into the overall program providing students with the opportunity
for career exploration, development and exposure to more than a single type of work environment in their discipline; and

e  co-op internship programs with one work experience period where students receive an in depth exposure (normally) to one
employer organization, which provides the student the opportunity for development commensurate with the length of the overall
program.

1.2 Co-op Education as an Educational Strategy

Co-operative Education is an educational model rather than ajob placement strategy. Co-op Education promotes continuous learning
through the integration of classroom and applied work-based learning. It has gained recognition within the employer and academic
communities as having an increased educational value, providing the opportunity for students to devel op both discipline specific and
general education goals. With the development of the concept of employability skills identified by the Conference Board of Canada
and essential skillsidentified by Human Resources Development Canada, there is increased validity for relevance of the Co-operative
Education model. (Conference Board of Canada Employability Skills; see HRDC website:

http://www.conferenceboard.ca/educati on/l earning-tools'employability-skills.htm

Students graduating from post-secondary programs are now facing profound social, technological and economic change. Through
Co-operative Education, employers and educators share the responsibility to prepare students for these rapidly changing conditions.
Co-operative Education prepares students by providing them with opportunities to operate as a learner/worker. Employers become
co-educators helping to develop today’ s students to become productive members of society. Co-operative Education is alearner-
centered model where the onus of responsibility is on the students to direct their own learning and to make a valuable contribution in
the work place. Thelearning is guided and supported by both by the employer and the institution. While the goal isto develop high
calibre, well-trained graduates ready to assume productive careers in a dynamic and demanding work market, all parties benefit from
thiswork and learning model.

1.3 Co-op Experience — Outcomes

Through this educational strategy, co-op students can gain an enriched understanding of their academic program through practical
application. The co-op experience can motivate students to further education as well aslead to relevant employment after graduation.
Studies show that co-op students gain employment sooner after graduation, have higher salaries, and are more likely to find
employment related to their degree area than non-co-op graduates.
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Through the competitive co-op placement process, students develop the ability to assess their skill level, to prepare a polished résumé,
and to interview successfully. Through their work experiences, students develop and refine employability skills, gain an
understanding of career opportunitiesin their field, and gain an understanding of the realities of the workplace. Co-op coordinators
observe students growing in maturity and self-confidence as they progress through their co-op program.

1.4 National Standards

In 1979, the Canadian Association for Co-operative Education (CAFCE) established a system and process for the accreditation of co-
operative education programsin Canada. For co-operative education, the articulation of appropriate criteria and standardsis crucia to
establishing co-op as an educational strategy that isidentifiable, and is delivered in a consistent manner throughout Canada.

The accreditation criteria are designed to:

e assistinsgtitutions at the post-secondary level to meet a common set of standards necessary for quality program delivery;

e provide guidance to those seeking to establish new programs,

e ensurethat quality is built into the planning for the program from the earliest stages; and

e ensure the development of co-operative education programs that truly meet the needs of students, employers and society.

The different regiona associations affiliated with CAFCE may have additional requirements, standards or criteria that complement
the national standards (for example, there is an Accountability Council for Co-operative Education in British Columbia).

CAFCE has also developed recruiting ethics guidelines for employers, students, and institutions that may be used in conjunction with
administering your placement process. English copy available at: http://www.caf ce.ca/downl oadabl es/RecruitingEthi cs.pdf

15 Partnering with Employers

Employer participation as partnersin Co-operative Education varies with the degree to which co-op programs meet their needs as
employers. When co-op programs provide access to students who meet assessed employer and industry needs, employer participation
can extend beyond hiring both work term students and graduates, to include on-campus education activities, engaging studentsin
industry events, fund raising and co-op program development.

1.5.1 Hiring Co-op Students and Graduates

e Provision of students, well trained in their discipline, and well prepared for both job competition and workplace
realities, ensures student hiring to meet employer needs.

Ethical hiring practices, work term monitoring and quality employer services help to keep employers coming
back to hire again.

Building bridges between Co-op and Graduate Employment functions within your institution can enhance
graduate hiring for both students and employers.

Branch offices can provide introductions to market to Head Offices, and vice versa.

Multi-national organizations may facilitate international exchanges or work terms.

1.5.2 On-Campus Education Activities

¢ Many employerswill participate in on-campus seminars, speaker forums and panels and events like Career
Fairsto profile their professions and organizations.

e When given the opportunity to meet students and assist in their development, some employers are willing to
conduct mock-interviews, resume critiques or provide information interviews.

e Organizationswill provide company literature to help build and update your Employer Library.

1.5.3 Business/Industry Events

e  Often professional associations will provide special student rates, or occasionally free admission to encourage
students to attend regular meetings and industry events.

e  Co-0p student volunteers can provide useful services at industry events and their conferences, while gaining
valuable networking opportunities.

e Co-0p students, active and visible in the business community, can positively profile and market their program.

154 Fund Raising

e Asemployers and professional associations recognize co-op programs are an important recruitment strategy to
build their organization and/or their profession, they maybe willing to dedicate funds or launch fund raising
events to create co-op student scholarships.

e Larger scale commitment from program advisory committees or corporate donors can result in establishment of
endowments to support specific co-op programs or the co-op administrative infrastructure.
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e  Successful fund raising requires dedicated co-op coordinators who maintain visibility in program-related
industries, take initiative to build partnerships and networking expertise to identify funding sources and size up
the nature of their requests. As employer "Champions' for programs emerge, their fund raising capabilities can
be sizable.

1.5.5 Co-op Program Development

e Employer commitment and impact on co-op program development increases through their membership on
program advisory committees.
o Co-op Program Advisory Committees are comprised of :

— selected representatives from various sectors of the related business/industry. They should be
recognized for their successin their field, in the business community, and as representatives of their
professional associations.

—  Students who want to be involved in planning which affects them, and who will serve as
communicators with their classmates

—  Graduates who represent views of program graduates

— Ingtitutional representatives (faculty and co-op coordinators) who seek advice and counsel to keep the
co-op program practical and attuned to community needs.

1.5.6 Other Means To Build Partnerships with Employer
o tofacilitate additional waysto meet a wider range of employer recruitment needs that will build stronger
partnerships.
— Referra to Student and Graduate employment services to meet needs not met through co-op programs
— Referral to key contacts who coordinate other experiential programs in the institution, which could
provide students to do practica, volunteering and special projects
e Providing contact information about other institutional serviceswhich could assist employersin their employee
training and devel opment programs
e Provide employer recognition events; profile individuals and their organizations by using employer feedback to
solicit endorsement statements for use in promotional materials
e Encourage employersto join CAFCE, to get involved in regional groups and to attend local co-op events.

CHAPTER 2 HISTORY AND ASSOCIATIONS

21 History of Co-operative Education

2.1.1 British Sandwich Program
e wasfirst introduced at Sunderland Technical College in engineering and naval architecture in 1903
e wasmeant to be arigorous integration of academic learning and industrial training
e required substantial training periods:
- 18 monthsfor afour-year program
- 12 monthsfor athree-year program

2.1.2 Co-operative Education in the United States
o wasfirst introduced at the University of Cincinnati by Herman Schneider in 1906 in Engineering
e Schneider'srationale:
— many elements of most professions cannot be taught successfully in the classroom, but require
practical experience for adequate mastery
— most students will need or want to work during their post-secondary education, but the work
performed is usually menial and unrelated to their course of study

2.1.3 Co-operative Education in Canada

e was adopted in Canadain 1957 when the University of Waterloo started its first co-op program in Engineering
o grew slowly but after the 1970’ s quickly expanded to both colleges and universities across the country.
e in 2004, over 78,550 co-op students enrolled in 78 Canadian institutions.
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2.2

Co-operative Education Associations

221

2.2.2

2.2.3

224

CAFCE

The Canadian Association for Co-operative Education was created in 1973 as a national, non-profit organization to
represent employers, governments, students and educators in the co-operative education process. Co-op
practitioners from colleges and universities across Canada work together voluntarily to exchange ideas, foster
understanding and promote the benefits of co-operative education in Canada. In its 6 regional groups, BC/Y ukon
Alberta, Saskatchewan, Ontario, Quebec and Atlantic region, members are pro-actively involved in the
advancement of co-operative education at ingtitutions, governments and employers. Canada provides one of the
most widely developed co-op models in the world.

CAFCE National Office

Staffed by a full-time Office Manager to run the association.

manages the CAFCE web site

administers membership fees

supports the Board of Directors and committee activities

Can be contacted at:

Canadian Association for Co-operative Education (CAFCE)

834 Y onge Strest, Suite 205, Toronto, Ontario M4W 2H1

Tel: (416) 483-3311 Fax: (416) 483-3365

E-mail: cafce@cafce.ca/ Website: http://www.cafce.ca

Register with CAFCE's Discussion Boar d ( http://www.cafce.ca/discussion/) and click on “watch thistopic” to
obtain helpful information and participate in discussions of mutual interest.

Accreditation Council

CAFCE promotes quality co-operative education programming across the country. The Accreditation Council,
established in 1979, accredits those programs that meet specific criteriaindicative of quality co-operative education
practice. The Council also provides guidance to institutions establishing co-op programs, ensuring that quality is
built into the planning process. The Accreditation Guide and Application is available through the CAFCE Website:
http://www.caf ce.cal/pages/qui deandappli cation.php.

Regional Associations (and Weblinks)

There are seven (7) regional committees across Canada which addresses local concerns and promote the growth and
standards of co-operative education in their region:

ALBERTA

BC/YK (Association for Co-operative Education (ACE) (http://www.co-op.bc.ca)
SASKATCHEWAN

NB/NL/NS/PEI (CAFCE Atlantic)(www.mgmt.dal .ca/caf ce-atlantic/)

ONTARIO (Education at Work Ontario ) (http://www.ewo.ca)

QUEBEC

(Check the CAFCE website http://www.caf ce.ca/pages/boardofdirectors.php for the direct contact to Regional
Representatives from Provinces with no websites)

2.2.5 International Associations

e WACE

The World Association for Co-operative Education, Inc. (WACE), was founded in 1983 to foster co-
operative education and other similar work-integrated education programs worldwide. At present it has 440
members, both individual and organizational, representing 26 countries. In July 1995 WACE established a
permanent secretariat in Boston. More information about this organization is available at its Website
http://www.waceinc.org/ or by contacting:

Peter J. Franks, Chief Executive Officer

World Association for Co-operative Education Inc.

International Secretariat

360 Huntington Avenue, Suite 384 CP, Boston, MA 02115-5096 U.S.A.
Tel: 617-373-8885; Fax: 617-373-3463, Email: p.franks@neu.edu
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e CEIA
The Co-operative Education Association (CEIA) is the American national association for co-operative
education, established in 1963. It serves professionals around the world who practice and promote the
educational strategy of combining work and study, the most common model being
co-operative education. The CEIA produces the Journal of Co-operative Education and the Co-op/Experience
magazine and the CEIA Newsletter. They also organize an annual conference, support research and special
projects and provide networking support. More information about CEIA is available at its Website
http://www.celainc.org/.

e CED of the ASEE
The Co-operative Education Division of the American Society of Engineering Education strives to develop
high principles and maintain the integrity of
co-operative education throughout academia and industry. The general goals of the division are to foster a
better understanding of co-operative education, improve co-op services to employers, and promote co-operative
education in engineering and engineering technology to business and industry both national and international.
The division also emphasizes professional standards and accreditation of co-op programs. Members are
encouraged to participate and become involved in various CED committees. More information about CED is
available at its Website http://www.coop.msstate.edu/ced/.

Linksto other International Co-operative Education Association are available at
http://www.caf ce.calpages/links.php.

2.3 Relationships with Government

Co-operative Education programs meet the goals of government at both the provincial and national levels. Students
who graduate from co-op programs find work faster, tend to receive higher salaries, and are more likely to be
employed in afield related to their academic program. They aso tend to graduate with alower student debt load,
have greater job satisfaction and, therefore, longer periods of engagement once employed.

In the past, the Canadian Federal government provided direct funding support for the implementation or expansion
of co-operative education programs. While this grant is no longer available, in some provinces, there may be direct
support for co-operative education or co-op programs may benefit indirectly through wage supplements for summer
or sector-specific placements. Manitoba, Ontario, and Quebec provincia governments provide atax credit
incentive for employers who hire co-op students. (info available at http://www.caf ce.cal/pages/links.php)

Both federal and provincial governments provide placement opportunities within their departments and agencies.
At the federal level, the Public Service Commission, in conjunction with Treasury Board, sets co-op hiring and
salary policy.

Co-op programs benefit from devel oping relationships with government employee relations offices, and
departmental human resources offices to ensure they are considered for postings that are relevant to their programs
and to keep apprised of any changesin hiring policies and salaries or benefits.

CHAPTER 3 DEVELOPING THE CO-OPERATIVE EDUCATION CONCEPT

Regardless of the organizational structure — centralized, decentralized or a combination of both — it isimportant to regularly review
the organizational and administrative structure to determineiif it is meeting the needs of students, employers, and the ingtitution. Itis
helpful to identify abasic understanding of the mandate and purpose of the co-op unit and to ensure that the unit is properly resourced
at theinitial stage. Asthe program grows in student numbers and the number of programs offered, it becomes incumbent upon the
direct staff involved as well as the senior-academic administration, to properly determine where the unit should be best placed in the
organizational structure of the institution. It isimperative that whatever the arrangement, the unit not be seen as solely an
administrative unit, but as an academic service supporting the academic goals of the unit, of co-operative education and of the
institution. Faculty needsto be closely aligned, both philosophically and organizationally, to the co-operative education unit. This
can be facilitated through formal organizational linkages, regular meetings, communications, involvement with job development, and
informal meetings, etc. The unit should be seen as an integral part of the academic model of co-operative education. Listed below are
the benefits and responsibilities that institutions should consider before implementing a Co-operative Education program.
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3.1 Preliminary Considerations

3.11

3.1.2

Identifying Programs for Co-operative Education

the proposal to offer co-op may come from many sources, and for avariety of reasons:
— by senior administration, faculty, or career/employment services staff as a mechanism to attract good
students and enhance the school’ s profile
— by students to enhance their employment prospects upon graduation
— by employersto help with their recruitment of graduates and to fill their short-term employment needs

Guidelines

senior administration and faculty should be supportive
— support should include a commitment to provide sufficient financial resources
— support must also include awillingness to modify curriculum, course content, and scheduling in order
to accommaodate accreditation requirements of Co-op
there should be a measured market demand for the program
— this should be demonstrated by successful graduate employment statistics, viable student enrollment,
and supporting documentation from other education institutions in addition to market surveys of short
term employment opportunities suitable for co-op students
where co-op is being proposed for an academic program which is aready in place, the program should be
relatively well established and organized
—  co-op should not be used to save a poorly received program

3.2 Benefits (Institution, Students, Employers)

3.2.1

3.2.2

3.2.3

Institutional Benefits

increased enrollment as co-op programs attract top quality, superior, well-motivated students

Co-op students who enrich the general educational community of the campus upon returning from work terms
well-qualified graduates who are prepared to assume a productive role in society

enhanced visibility and reputation through interactions with the community

feedback from employers on the quality and relevance of program curriculum

information on current research and development in employer sectors, with opportunities for collaborative
projects

Student Benefits

awell-rounded education, enriched by practical application of classroom learning

opportunities to gain relevant employment skills and realistic expectations of the work force before graduation
opportunities to test and gain broader understanding of career options, often in avariety of employment settings
maturity and self-esteem as productive members of the work force as well as confidence and skills devel oped
through working with others

documented practical experience, arésumé, job search skills and a network of contacts upon graduation
financial remuneration which help to defray educational costs

Employer Benefits
Reduced Recruitment and Hiring Costs

employers enjoy access to a year-round supply of highly motivated and capable students from many different
disciplines to perform specific tasks or projects

employers can select from a group of applicants who have already met above average academic requirements
and have completed some post-secondary training as well as some preparation for operating effectively in the
workplace

students can be employed for work terms of X, y, or z months and, depending upon their academic schedule,
may be available for 2 consecutive work terms

employers have a cost-effective means of evaluating future employees — an extended interview

Effective Human Resource Management

employers can meet short-term needs due to vacation schedules, transfers, promotions, training commitments,
peak work loads or special projects by hiring co-op students
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o employers have the ability to increase effective utilization of permanent employees and an opportunity for
employee development in the area of (co-op student) supervision

e Co-0p students bring enthusiasm and a host of new ideas and approaches which can have a positive effect in the
workplace

Investing in Our Future

o employers sharein the training and development of our students to help them become productive members of
society and potential leaders

o employers are considered co-educators as they provide learning opportunities beyond the bounds of the
classroom

e  Co-operative Education provides the opportunity for employers to directly influence to the educational process;
suggestions on how to make curriculum more relevant or improve the pre-employment training are encouraged

3.3 Responsibilities (Institution, Students, Employers)

3.3.1 Institutional Responsibilities

e ensuring the integrity of its Co-operative Education programs and compliance with various levels of
accreditation standards

developing and maintaining relevant curricula which reflects the needs of employers

providing relevant academic training for students in their chosen career field

providing adequate resources to the co-op program

developing co-op programs which meet the needs of employers

3.3.2 Student Responsibilities

Co-0p students are expected to:

conform to all the conditions and rules that apply to employeesin the organization

exercise ethical workplace conduct

set goalsfor learning

work on enhancing their academic, professional and personal skills

maintain employer confidentiality

accept feedback, suggestions for improvement in a positive manner

participate in work-site visits

resolve problems or issues that may arise in a prompt, professional manner

advise the employer and their coordinator of any concerns or problems with their work assignment or

environment as soon as an issue arises

e keep in contact with their co-op office

Co-op students are required to:

e complete a pre-employment training program prior to undertaking their first work term. Pre-employment
training is designed to prepare students for the work term and covers topics such as co-op program objectives
and expectations, job seeking skills, transferring skills to the workplace, workplace conduct, developing
learning objectives, job performance progress and evaluation. (See also Section 8.3.1).

e complete awritten report for each work term. The work term report, depending upon the program, may be a
report required by the company; atechnical report; a report on the work term experience; or a combination
thereof. Students should discuss with the employer their work term topic and any issues of research
confidentiality. If areport contains confidential information, the employer may arrange to undertake the
assessment or arrange for a non-disclosure agreement with the co-op office. Thisreport and the employer’s
evaluation are used to evaluate the success of the work term, as recognized on the student’ s transcript.

3.3.3 Employer Responsibilities

Employer/Employee Relationship

For a co-op work term to be successful, the supervisor and the student must establish an effective relationship. For

the mgjority of placements, the student becomes an employee of the employing organization and is expected to be

treated as any other temporary employee regarding benefits and other employment requirements as defined by the

Employment Standards Act or a Collective Agreement. As such, the employer assumes responsibility, as they

would for any other employee, for the period of the co-op employment, and students accept the responsibilities of

an employee.

In order to increase the student’ s productivity and facilitate learning, it is recommended that employers:

e at the outset, advise the student with regard to all issues of confidentiality in the workplace and ensure that any
non-disclosure agreements are signed prior to the commencement of work
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e prepare the student’ s co-workers and other staff for the arrival of the student

e provide the student with an orientation to the workplace, including an overview of the organization (e.g.,
mission statement, products, etc.), physical layout, relevant personnel, safety practices, and the duties or tasks
expected during the work term

e provide asupervisor for the co-op student who will oversee the student’s work and discuss expectations for the
work term with the student and, on aregular basis, give the student feedback on how he/she is doing, including
areas of strength and areas which require improvement

Learning Environment

e assist studentsto set realistic learning objectives and provide relevant learning opportunities (See also Section
8.4).

e acquaint the student with relevant resources and materials

Evaluation of the Learning

e participate in the work-site visit or follow-up measures by the institution to assess the student’ s progress and
performance (See also Section 8.7.1).

e complete afinal evaluation of the student’s performance during the work term, which they are encouraged to
discuss with the student (See also Section 8.8).

o discuss with the student the topic of the work term report and, if necessary, may be required to evaluate the
work term report if considered confidential

CHAPTER 4 ORGANIZATIONAL MODELS OF CO-OPERATIVE EDUCATION

There are anumber of organizational models and reporting relationships that can be used for the administration of co-operative
education. It isimportant to consider the culture and support within your institution when choosing the reporting relationship. In
regard to the choice of organizational structure, institutions should be aware that programs will evolve and the organizational structure
must evolve with it. Usually there are two options for a reporting relationship; one isto report to the academic side and the other isto
report to the service side. Various organizational models are outlined below with associated considerations. (See Appendix 1 for
Organizationa Charts).

4.1 Centralized Administration

A centralized model situates all co-op operations and personnel in a single location with staff reporting to a Co-op Director/Manager.
The Co-op Director/Manager usually reports to the Vice-President level (Academic or Administrative).
Considerations:

A centralized co-op program can be more administratively efficient (e.g., centralized functions, direct reporting lines,
non-duplication of tasks, etc).

e The co-op directorsmanagers have closer control of the operation to ensure quality of co-op delivery and consistency
across program areas.

e Uniformity in policy administration can be assured and a united image projected to the employers.

o Centralized functions (e.g., arranging interviews, site visits) enables co-op coordinators to deal with alarger number of
students across disciplines and consequently reduce the cost of coordinating activities.

e A single co-op budget alows for easy administration and identification of expenseitems.

e Interaction between co-op staff and teaching staff is reduced.

e Not being integrated within the academic units could result in unilateral budget cuts unless there is there is firm support
for co-op at the senior administrative level.

e Extraefforts have to be made by the co-op office to ensure that faculty members are aware of, and sympathetic to, co-op
related issues.

4.2 Decentralized Administration

A decentralized model situates co-op operations and personnel in the relevant academic unit.
Co-op staff report to the head of the academic unit (department or Faculty) in which they are located.
Considerations:
e |nteraction between co-op staff and the faculty can be enhanced by proximity.
e Co-0p coordinators are more accessible to their students.
e |Involving co-op staff in teaching allows them to become familiar with the curricula and associated skill development and
more closely integrated into the academic unit.
e Often faculty are assigned co-op tasks in addition to their teaching commitments. When faculty undertake work site
visits and assess work term reports, they gain a better understanding of the relevancy of their curriculum.\
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e A decentralized co-op operation may be more costly because it allows for little or no sharing of human and physical
resources.

Consistent standards, policies, and procedures may be more difficult to ensure.

No coordinated approach or central body to lobby or speak for the overall program.

Can result in increased competition across co-op program aress.

Student participation rate must be large enough to support co-op infrastructure (staff and operating budget), otherwise,
the co-op staff/student ratio will be too low to be cost effective.

4.3 Centralized/Decentralized System

The centralized/decentralized model involves a centralized management to which the decentralized, academically-based personnel
report.
Considerations:
e Thismodel incorporates all the advantages of both centralized and decentralized models (e.g., central coordinating body,
close ties with the academic unit, a budget dedicated to co-op).
e  Can huild support for co-op across the institution in a coordinated manner by providing centralized leadership at a senior
level while maintaining a*“ grass roots’ operation.
e Requires strong and effective leadership in order to promote the unity of the overall program.
e Maintaining effective communication between co-op units and the centralized management can be more difficult.
e Itismoredifficult to gain consensus and a perceived common vision.

4.4 Self-Directed Work Team

A self-directed work team involves a centralized administrative team who shares the leadership role as well as handles day-to-day
operations. Thisinvolves aflat organizationa structure where the team may be responsible to a Dean, Director, or Vice-President
who has ultimate accountability for the program. Often the senior administrator is distanced from the co-op operation and holds the
responsibility as part of a broader mandate.
Considerations:

e Considerable autonomy and flexibility in conducting day-to-day operations of the department

e Theteam structure fosters professional development and interpersonal skills as members share responsibility for the

leadership and management of the co-op program.
e Easy accessihility to a support network
e Eliminates alevel of bureaucracy that can impede moving forward with ideas and projects (e.g., visual identity
development, new program implementation, etc.)

e Everyoneon the team is aware of the need for accountability with respect to budget, travel, hiring, etc. hence a shared
understanding of and responsibility for managing resources and requirements.
Considerable financia saving to the institution as the cost of a Director is eliminated.
Logistics of involving the total team in decision making
The need to reach consensus on issues before moving forward
The need to deal with performance issues and working within collective bargaining parameters
The lack of a“director” who can keep Co-op in the forefront of all senior management meetings internally and
externally
e Theincreased workload of sharing an administrative role takes time away from placement activities.

4.5 Combined Co-op and Career Education Office

Since co-operative programs involve the placement of students with employers, it is becoming increasingly common for Co-op to
have some alignment (formal or informal) with the career centre and/or employment office on campus. Both co-operative education
and the career and employment centre offer career services and employment opportunities for students. Aswell, the
career/employment centre will handle part-time students, summer students, or students who are about to graduate into the work force.
Some co-op programs, usually professional schools, may also provide career placement services for their graduates.

Career services covers activities such as operating a resource centre with information about individual firms, opportunities for
employment — locally and nationally — and career preparation resource materials. Aswell, programs on employability and career
preparation are offered, e.g. resume writing, interview skills, networking, the nature of work, and entrepreneurship. Thirdly, career
services can be involved in arranging for employers to recruit students on campus and to advertise full-time, part-time and summer
employment positions for those students not in co-op. Many of these activities are similar to those in co-op education.
Considerations:

e Common core activities of both co-op and career services can lead to efficiencies.

e Allowsfor uniform, consistent level of service to students and to employers.

e  Opportunities for cross-linkages to develop in either area.
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e Can be beneficial for both the employer and for the ingtitution to offer a comprehensive set of employment services to
employers and to the students of the institution.

e Can meet evolving needs of employers who have awide variety of requirements to accommodate their work and human
resource needs.

Note: Another unit that overlaps with co-op education and career services is counselling services. In some instancesit is appropriate
to link counselling services and career services as one unit, the commonality being the provision of information to students about
career opportunities and career preparation. In many cases, this overlaps the personal counselling needs of students. Here again, it
depends on a variety of factorsin the institution as to whether or not it would be appropriate to link career services, and in some cases
even co-operative education into a counselling services unit. In any of these discussions, it isimportant to define the common
elements or activities between co-operative education and potential partner departments and as well to identify the differences.

4.6 Co-op Reporting Relationship within the Institution

The organizational structure of the institution will normally place Co-operative Education reporting to either an academic/education
division or an administrative/service division.

The advantages of academic/education reporting relationship are:
e Co-opisrecognized as an educational model.
Theintegration of awork and learning model is seen as an institution priority.
Co-op personnel are more likely to be viewed as educators than service providers are.
Greater opportunity for faculty to recognize the educational value of Co-op.

The disadvantages of academic/education reporting relationship are:

Co-op can be more costly due to professional staff salaries and benefits.
Co-op may compete against other academic units for resources.

The advantages of administrative/service reporting relationship are:

Can be a more cost-effective model if the administrative staff is considered professional.
Usually there are fewer administrative units to compete with for resources.
Greater potential for sharing resources or consolidating with Career and Employment Services.

The disadvantages of administrative/service reporting relationship are:

Greater tendency for Co-op to be viewed as a placement service than an educational model.
Need to work harder to build and maintain relationships with faculty and academic units.

| Part 2: Structureand Planning

|CHAPTER 5 PROGRAM DEVELOPMENT AND PLANNING

There are anumber of steps required to implement a co-op program from concept to the first intake of students. Those who are
driving the process need to gain an understanding of the benefits, philosophy, and the impact on the institution. The following
outlines some of the planning steps required to implement a successful co-op program.

51 Planning and Implementation
Thefollowing is ageneral outline for program implementation — detailed information for some steps will be outlined later in this

section.

consult with experienced co-op educators to gain an understanding of co-op models, procedures, and costs
gain the approval of the institution’s senior administration to proceed

analyze employer interest, job market potential and student interest

gain departmental, Faculty, and Decanal support

determine co-op program structure best suited for academic area (e.g., academic requirements, academic/work schedule,

projected enrollment)
consult with appropriate institutional units (e.g., Registrar’s Office, Accounting Services)

consult with appropriate professional organizations and governing bodies, if appropriate, to ensure professional

standards are met

determine co-op office and staff requirements
undertake budget and cost analysis (See Chapter 9).
prepare proposal for Senate or Board approval
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5.1.1 Employer Interest

o employers should be surveyed to determine their interest in hiring students and the co-op program’ s feasibility

— develop employer sample by using institutional resources such as graduate employment information
and faculty contacts, and externally, by researching the Chamber of Commerce, professional
organizations, directories, yellow pages of telephone books, and the Internet

— employer sample should be representative of the public and private sector, and large and small
employers, unless the proposed program is specific to an industry or geographic area

— survey options may include some combination of in-person interviews, mail, phone, and possibly e-
mail and/or the Internet

— survey should ask for information about the organization, including their service/product, whether they
currently hire students and if so, the type of educational and skill requirements, the time period of their
greatest need for students, and their willingness to consider hiring
co-op students from the institution

— initia responses may be more positive than when the institution actually solicits work term positions

5.1.2 Student Interest

e based on proposed program design, and after receiving employer survey results, survey students for their
interest

— provide description of proposed structure, potential types of jobs and their geographic locations,
anticipated co-op work term salary ranges, etc.

5.1.3 Academic Requirements

e in consultation with the academic department set the minimum GPA for admission to and retention in the co-op
program

e determine policies for student probation or withdrawal from co-op if academic requirements are not met and to
readmit students who improve their grades

5.1.4 Academic / Work Schedule

e most institutions structure their schedules in accordance with the CAFCE definition and its Accreditation
Council criteria:

— work and study periods alternate in aformalized sequence

— work terms are normally 50% of the time spent in academic study, with a minimum of 30%

— the program begins and ends with a study term

— work terms are structured to include more than one season of the year, except where the work is
clearly seasonal, or the overall program length allows for only one work term (and meets all of the
other criteria above)

—  co-op internship programs involve one work experience period after completion of 50% or more of the
academic program, and provide students with an in-depth exposure to one employer organization,
incorporating the criteria above

e timing of the first work term should depend on the level of practical knowledge and personal development
required for students to make a useful contribution to employers; this may vary, depending on the academic
discipline and overall program length

e See Appendix 2 for examples of typical campus/work sequencing.

5.1.5 Enroliment Projections

Projecting enrollments will assist with:

o planning staffing level requirements at various growth stages of the program (e.g., start-up through to steady-
state)

e determining coordinator workloads, projecting cost recovery from co-op fees, and analyzing student supply/
employer demand

e planning the timing and availability of courses to correspond with the number of co-op students enrolled in
optional and optional selective programs —in consultation with academic unit will be necessary

5.1.6 Consultation Within the Institution

e Various constituents within the institution have responsibility for areas which may interact with the co-op
department and/or co-op students:
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— Faculties/deans (academic programs/policies)

— Regidtrar’s Office (registration for work terms, grades/transcripts, diplomas, calendar entries)
— Accounting Services (co-op fee assessment)

—  Student Services (career/employment, counselling, health)

— High School Liaison Office (marketing and promotion)

5.2 Structure (Mandatory/Optional/Selective)

There are several ways of structuring a co-operative education program. A mandatory co-op program is one in which all students
accepted into a particular course of study have to participate. I1n the optional mode, both co-op and regular programs are offered
parallel to each other, and students have the choice of electing the type of education that best fits their needs. The selective co-op
program is avariation of the optional mode whereby students are admitted into co-op based on a set of selection criteria.

5.2.1 Mandatory Co-op Programs
Considerations:

Students will follow the same sequence for academic and work terms, making course scheduling easier for the
administration.

Student intake into the program is predetermined thus facilitating planning for needed resources

All graduates from the program will have received more or less the same training and therefore certain aspects
of ‘professional practice’ could be eliminated from the more academic components of the program.

In unfavourable economic conditions, when it may be difficult to place all students seeking awork term,
unplaced students may find few or no appropriate courses available to them for that term; and normally,
students would be required to make up the missing work terms at the end of their program.

Because co-op offices may not have direct control over the quality of students admitted, unsuitable students
may enroll in the program. These students may either be weak academically or not have the right attitude for
work. Placing these students with employers may be difficult and/or may jeopardize the credibility of the co-op
program. Students who realize that they are unsuited for co-op will not have aregular program to which they
can revert.

5.2.2 Optional Co-op Programs
Considerations:

Offering an optional co-op program gives students the choice regarding the mode of education they wish to
pursue or which suits their personal needs (e.g., extra-curricular activities, inability to relocate, family
responsibilities).

Students who decide after a short period of time that they are not yet ready for the world of work can revert to
the non-co-op mode.

The optional mode appeals to some academically focussed students as they revert to non-co-op programs with
relatively little loss of time.

Sequencing and scheduling of courses to accommodate both co-op and regular students can be difficult and
expensive.

Some courses may need to be offered twice a year to meet the academic needs of both co-op and non-co-op
students. If the co-op program has only a limited number of students, offering the same course twice to a small
group is not cost effective.

In unfavourable job market conditions, students who cannot be placed may revert to the non-co-op mode.

5.2.3 Selective-Optional Co-op Programs
Considerations:

Allows the academic program more direction in some aspects of program administration and development (e.g.,
setting admission G.P.A., intake numbers).

Protection is provided for employers as well as students — only appropriate students are selected and placed to
ensure the possibility of effective and efficient work during the work term.

Limited resources may make it necessary to restrict student intake into co-op and students who have not been
selected, while they can still participate in the academic program, will not have access to the co-op experience.

5.2.4  Selection Process and Criteria

It is common practice to have students reach alevel of practical knowledge and personal development before participating in
awork term so that they can make a useful contribution to the employer and be able to derive significant professional and
personal benefit from their co-op experience. Therefore, scheduling for the first work term depends on when the academic
program feels that the students are ready.
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e  Selection Process

— Inthe college system where programs are of shorter duration, the work term is often scheduled after a
minimum of two academic terms.

— Insome universities, students embark on their first work term after three to four terms of study.

—  Selection usually occurs during the first or second semester of a course of study.

— A co-op orientation/information session is normally conducted by a co-op office where students will
be informed of the benefits of
co-operative education, how the program operates and the kind of commitments students must make if
they wish to participate.

—  Students submit applications to the co-op office before a deadline.

—  The selection process may be administered by the co-op office or the faculty.

—  The selection committee should comprise of co-op staff, faculty and administrative staff in the
program area.

e  Selection Criteria

—  Student applications are evaluated on the basis of a set of selection criteria— usually academic
performance, a personal interview and/or scores in diagnostic tests in some cases.

— Many ingtitutions examine both the students' performance in high school as well astheir GPA in the
first two academic termsin the program. It isimportant to ensure that students possess a solid
academic background to be able to undergo the rigour of a co-op program.

— Inthe persona interview, students are evaluated for suitability to participate in co-op based on their
understanding of co-op, their strengths and weaknesses, attitudes towards work, career focus,
commitment to co-op, communication ability and personality.

— Someingtitutions also administer diagnostic tests or require students to complete a co-op questionnaire
to supplement the interview, and allow examination of the students’ personal interests, social interests,
past work experiences and specia skills.

5.3 Academic / Work Term Sequencing

Academic/work sequencing for both college and university programs vary depending on the length of the academic program. See
Appendix 2 for sample academic/work schedules. Please note that these are sample schedules and many other variations are possible.
It isimportant to consider CAFCE Accreditation guidelines when developing awork and academic schedule, e.g., a co-op program
schedule should not end with awork term. See also Section 5.1.4 for the rationale for academic/work term sequencing.

5.4 Co-op Staffing and Support

The positions that facilitate the operation of co-operative education programs include support staff, coordinators, and management.
Typicaly, the support staff’s function is to provide day-to-day program support and the coordinator’ s function isto facilitate and
evaluate the learning process and to devel op employment opportunities. Most programs have a manager and bigger institutions may
have a director and other management staff.

5.4.1 The Management Staff Function

In acentralized or centralized/decentralized model, Co-op is usually headed by a Director or Manager. Itis
important to have the Director/Manager’ s position included among the senior institutional staff, again in recognition
and support of the value-added experiential component that co-op provides to the learning environment. Persons at
the Director/Manager’s level typically hold a graduate degree and often hold term appointments.
As programs grow, the increasing complexity and diversity of demands on the Director/Manager may require the
next level of administration —the Assistant Director. While the Director/Manager maintains overall responsibility
for policy framework and final decisions, the Assistant Director position can be used to transfer tasks such as
detailed program planning, policy formulation and execution, staff management, liaison functions, specia projects
and/or staff development activities. Such an arrangement provides for better long-term coverage, plus offersa
succession planning opportunity.
Other approaches have mid-management positions with responsibilities similar to the Assistant Director, but with a
specific focus (e.g. technology) or program area (e.g. engineering). Depending on the size of the organization, we
may see a Manager/Assistant Director/Program Administrator, and/or Section Heads/Senior Coordinators and/or
specid roles and designations for personnel in key performance areas such as communications, fundraising, or
technology.
o Skills

— excellent interpersonal skills

— knowledgeable in student development and learning theory
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— astrong working knowledge of co-operative education and an understanding of experiential learning

— ableto liaise effectively with senior administration and be recognized as an educator and an equal by
academics

— competent in the devel opment of long range Program goals and the ability to integrate institutional
vision with Program direction

— solid program planning, implementation and evaluation skills, including quality assessment and
benchmarking

— agood understanding of the public, private and not-for-profit sectors, as well as professional
associations and foundations, and how they can be accessed in terms of research collaboration,
fundraising, program devel opment and review, and academic and employment partnerships

— broad background in HR, IT, administrative, organizational, presentation, and financial planning areas

e Responsihilities

— planning for program development in the 3-5 year time frame

— ensuring that all stakeholders are aware of the philosophy, policies and procedures of the co-op
program

—  staff recruitment and professional development

—  revenue generation, fiscal management and co-op fee determination

— playing akey role as a senior administration official with respect to both internal and external liaison

— assisting with employer recruitment at a very senior level

— ditting on ingtitutional committees, participating in Co-op professional associations, and utilizing
advisory groups (employer, student, and/or faculty) for program feedback

e Reationships

— typicaly reportsto a Vice President (Student Services), Vice President (Academic) or Dean(s) of
Academic units

— requires close working relationships with Registrar, Systems, Recruitment, Alumni Office, and other
employment / counselling / student service areas

— regular interaction with Deans, Chairs, and Program Heads

—  often acts as a conduit for employer feedback to academic departments on curriculum relevance and
may contribute to curriculum planning, especially if a co-op option is being planned

— usualy hasline authority over all coordinators and support staff.

5.4.2 The Co-op Coordinator Function

Whether they are professiona staff, faculty, or administrative staff, regardless of title (coordinator, educator, or
consultant) and irrespective of the academic level of achievement required to enter the position (diploma, degree, or
graduate degree) — coordinators are the workhorses of any program. They bring in employers, attract students,
develop learners and represent their program areas and specialty knowledge areas at al levels of the organization,
and to external parties. (See Appendix 3 for sample job posting).
e Skills

— exceptional communication skills (aural, oral and written)

— ableto multi-task in a disruptive work environment

— strong interpersonal skills and team player

— solid technical skillsin aprofessional area

— anunderstanding of labour markets, and how to market in areas of their responsibility

— aconcern for the welfare and devel opment of students

—  presentation skills and/or teaching skills

— lifelong learner and computer literate

— superb organizational skills and able to work independently
e Assetswould include:

— knowledge of student development and learning theory

— knowledge of co-operative education and an understanding of experiential learning

—  knowledge of employment legislation

— competent in program planning and delivery
e Responsibilities

— planning for the maintenance and growth of one or more program areas

— developing/maintaining employment opportunities in a given market sector(s), discipling(s), or

geographic area(s)
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employment readiness training of students, or design and/or implementation of career preparation
program(s)

student recruitment, admission to Co-op, student assessment, and student continuation/graduation
evaluation

counselling students on an on-going basis, regarding career, personal and academic issues
conducting site visits to monitor student performance, advise on work report topic selection and
determining/ facilitating employer satisfaction with the student, the institution and the co-op program
may or may not participate in work report evaluation

should be demonstrably supporting decisions of senior program management, and developing their
program areas in accordance with organizational/departmental mission and goals.

e Relationships

typically reports to the Director, or possibly to a senior coordinator of their program area.

should have regular interaction with faculty in their program areas and discuss student performance
and curriculum issues

may have teaching responsibilities within the academic department

primary conduit for employer feedback to academic departments on curriculum relevance and may
contribute to curriculum planning

may have supervisory responsibilities for support staff and or junior coordinators

may sit on various ingtitutional committees

generally participates in professional organizations linked to their technical specialty, Co-operative
Education, and/or community organizations that provide marketing/ networking opportunities
builds employer relationships through regular interaction with employers

5.4.3 The Support Function

Typically, programs have a clerical or administrative function that performs alegion of duties associated with the
efficient flow of information to/from employers, and to/from students, is responsible for maintaining the data
records of the program, and typically provide support and backup to the program coordinators.

e Skills

computer literate and confident in the application of office software and Internet functions
able to understand concepts of data organization, storage and retrieval

service orientation and excellent interpersonal skills

able to multitask in a disruptive environment

skilled in the function of modern office equipment/services (voice mail, fax, copying, express
shipping)

knowledgeable of the philosophy, policies and basic operations of all aspects of the program
competent in administering simple budgets

e Responsihilities

e Rdation

tracks student entry, progress, and completion information, using electronic and/or hard copy files
maintains database on employer participation, and interview scheduling and engages in employer
liaison including posting jobs and sending résumé packages to employers

may schedule site visits for coordinators

is often the front-line contact for students and may engage in some student advising

responds to or redirects employer queries

often assists in the compilation of training materials, but may aso play arole in the design,
development, and/or delivery phases

may have budget tracking responsibilities

ships

may report specifically to the director, or to any management level above them in the co-op structure
works closely on a day-to-day basis with the coordinators

often has indirect working relationships with support staff in other administrative units including
registrars, scholarships, finance, duplicating, mail, room bookings, academic advising, systems, and/or
facilities management

may have supervisory responsibilities for junior clerical staff

through daily interactions, builds rapport with students, employers and suppliers.
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5.4.4 Faculty Support/Involvement

Faculty involvement in a co-op program reinforces the academic nature of the program.
o faculty in senior administrative positions can promote co-op as a means to attract good students and enhance
the ingtitution’ s profile
o faculty who have aready participated in co-op or have seen favourable results from it at previous institutions
may be very supportive
o faculty may beinvolved in a co-op program in the following ways:
— asmembers of initial co-op planning committees, and subsequent committees which consider
additional co-op program proposals
— for employer referrals
— for employer consultation about the academic program and students’ skill levels
— asmembers of co-op advisory committees
— to conduct work term visits
— to mark work reports
—  to participate in co-op program review processes

5.45 Committee Structure

Co-op committees assist in the administration of co-op at various levels — to advise the co-op program on issues

such as policies, appeals, new programs, and program reviews; members may include employers, students and

faculty, or some combination of the three. Some possible committees to assist with co-op administration should be:

e Department Co-op Committee — handles student admissions, program policy, matters of student discipline and
student appeals

e Co-op Committee (overall program) — handles policy development and procedural changes, and other issues
(governance, budget) that may impact the overall program

o Employer Advisory Committee — brings the perspective of the employer community to assist the ingtitution in
the development and operation of the co-op program (See Section 8.7.2).

55 Training

Staff training, whether it is at the support staff level or the coordinator staff level, is an effective tool, to ensure that a common view
and vision isknown at all levels of functions. The training concepts that apply to co-op programs should be applied to its staff.
Training programs can facilitate staff orientation, technology devel opment and evolving staff needs.

New coordination staff should be provided with an orientation to Co-op, including the academic nature and goals of the program,
service the ingtitution provides to students and employers, typical funding support and wage subsidies (if any) available to employers
in your region.

5.6 Professional Development

Most co-op professional staff consider professional development to be critical in order to stay current in their discipline. Most staff
join discipline-related organizations and associations in order to take advantage of current conferences and workshops. Keeping
abreast of current events and market trends or changes hel ps to keep coordinators apprised of the changesin the job market and
respond accordingly. In atime of rapid change, encouraging professiona development at al staffing levelsisimportant.

CHAPTER 6 CO-OP INFORMATION MANAGEMENT

6.1 What is Information Management

Managing information is ultimately about capturing information, filtering it and transforming it into useful knowledge that is used by
the organization to operate, evaluate and plan effectively.

Information Management is the process whereby all of thisinformation isfiltered to retain that which is useful to the efficient and
successful operation of the co-op program. It includes information generated outside of as well as within the co-op program. The
information management strategy must be deliberately designed by the co-op team. It cannot be allowed to simply happen. A well-
designed information management protocol provides for accurate record keeping of student and employer information. It makes the
generation of reports easy and accurate. It supports a strong and effective marketing strategy. It provides a context for program
evaluation and a dependable base for planning. Taking the time to develop a new or review and strengthen your existing information
management structure makes your job in co-op easier and more effective.
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6.2 What does an Information Management System Do

A well-designed information management system will allow you to do the following:
o Keeptrack of all new student applicants to co-op
e Keep track of current and potential employers
e Track the qudification of potential employers
e Record student placements and all of the detailed data related to that placement
o Keep accurate anecdotal records of student, employer or work place issues and their resolution
o Anayze student, employer and placement data
e Track student completion of requirements relative to their qualification for co-op
e Track student completion of required work term placement requirements before and after the term.
Generate routine institutional, provincial and federal reports
Generate exceptional institutional, provincial and federal reports
Provide easy access to co-op support materials for students, employers and co-op staff and faculty
Support atargeted marketing strategy or any other type of contact marketing approach used in developing co-op
placements
Quickly and accurately share employer and placement information with colleagues
Easily maintain contact with students who are on the work term
Provide support for the strategic planning process
Provide data for evaluation

The information management system must be clear and robust for the co-op program to be efficient and effective. It
provides the information that can be analyzed thereby providing the intelligence necessary for sound decision making. It
is an integral component of the internal budgeting strategy that supports the value of co-op within the institution. Itis
needed to handle the huge amount of information received y that helps the program and its students. Itis not a
coincidence that successful companies have highly developed information management policies and procedures.
Marketing efforts cannot be handled effectively without such support. A well-designed information management system
will assist the program in making the best decisions possible.

6.2.1 The Importance of a Business Analysis

Before deciding on a new information management system or on arevision of acurrent one, it is of utmost
importance to define exactly what the purpose of that system will be. An analysis of the entire co-op process should
be completed before designing and adopting new systems. This process must be inclusive and exhaustive.
Information management includes al of the information of the program. The management system must reflect this.

6.3 Information to be collected within the Information Management System

The co-op program should undertake a business analysis to study the business process to be used or in use by the co-op program.
From this research will come the design for the information system.

6.3.1 Examples of Information Collected in the Information Management System
There isacommon core of information that all programs would collect and manage and there is also unique
information required by individual programs. Each province, region, institution might have differing expectations
and requirementsin one or many areas. Below is a sample of information that would make up a strong base for
most co-op programs. It is not meant to be exhaustive and needs will vary.

Information on Employers:

Contact person

Address

Phone Number

E-mail address

Website URL

The number of students they hire
Their past placements

Job descriptions

Risk management issues associated with the job site
Co-op Student Information:

a. New Applicants

e Name

e Address
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Phone Number
E-mail address
Website URL
Application information
Status — pending, accepted, not accepted
Program
Major
. Current Co-op Students
Job preferences
Number of work terms completed
Academic standing
Work term €eligibility
Current placement
Record of completion of required assignments/ reports
Grades for co-op work term
Salary for the work term
Number of hours/weeks/months completed on each work term
. Graduating Co-op Students
Graduation date
Credential received
Exit information
nstitution Infor mation:
Number of co-op programs in the institution
Number of students enrolled in the co-op programs
Student placement rate
Student completion rate
Internal communications
Budget records
Accreditation information
Advisory board member information

O e e e o o o o

® 6 0 0 o o o o — o6 o o O e o o o o o o o o

There are many more types of information that could and should be captured. What these are and how they are
implemented will be guided by the results of the business analysis mentioned above. The information management
system must refer to legalities such as privacy legislation and the institution’ s information management policies.
Each province and each institution will differ.

6.4 Applications for the Management Information System

The information management system will be used in most aspects of the day to day operations, evaluation and planning of the co-op
program.

6.4.1 Daily Information Management System Usage

On adaily basis student and employer datais recorded, new employers are contacted, new students inquire about
entering co-op. Students on placement contact the office for assistance or guidance. Sitevisitsare done. New
placements are finalized. Many other routine administrative events take place.

On adlightly broader scale, information is used by co-op professionals to gauge the student’ s progress through the
co-op learning process. Special projects are undertaken such as conference planning or employer events. All of
these make use of the information management system.

6.4.2 The Information Management System and Evaluation

From the evaluation standpoint, the information management system should provide all of the information necessary
to prepare routine and exceptional reports. Number of placements, average student salaries and other program
characteristics may be accessed to assist the institution in evaluating co-op programs. Student time worked,
assignments compl eted and related employer and site visit evaluation information may be used to evaluate the co-op
student on the success of her or his placement. At the provincial, national, and international level, the information
management systems of groups of institutions might work as a team to provide information on the overall
effectiveness of co-op programs.
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6.4.3 The Information Management System and Planning

Planning is critical to the continued strength and growth of any program. Co-op is no different. The strategic
planning process assumes the existence of arobust information management system. Planning exercises use
selected information to create forecasting simulations. The information management system also assistsin the
identification of trends. It can help in the budgeting process allowing for an accurate tracking of such variables as
staff and faculty salary changes. A well designed information management system provides a means of capturing,
filtering and applying the masses of information dealt with daily to plan for the continued good health of co-op
programs.

6.5 Kinds of Information Management Systems

In most cases, a computer or network of computers will form an important part of the information management system. However, an
information management system is much more than a computer and a data base. It isthe total set of tools, policies and procedures
used to transform information into useful forms. Once the business analysis is completed, the policies and procedures that together
will comprise the approach to information management can be developed. This system will generally include but not be limited to an
electronic or paper file based record subsystem, a budget subsystem, a computer database subsystem, an internal monitoring and
communication subsystem, and an external monitoring and communication subsystem. The exact structure of each will differ from
institution to institution. On top of the information management system structure co-op program, administrators will need to create a
climate where information management is valued and used effectively.

6.6 Technology and Information Management Systems

The co-op information management system can make effective use of technology, most commonly through the application of a
computer database. The database, in particular the relational type, is an excellent way to hold large volumes of detailed information
and manage its transformation into reports and other usable forms. Combined with aregular backup system it can hold much of the
data needed by the program.

6.6.1 Database Solutions

Picking the right computer database system isimportant and the selection should be done through involvement of
theinstitutional IT department. Integration with the rest of the institution can be useful and contributesto MIS
efficiency.

Guidance on the type of database to use will come from the business analysis. It might indicate an off the shelf
solution or a custom designed one. Regardless of that decision, it must be scaleable and ongoing support must be
available. A co-op program in a medium sized Community College recently went through the exercise of replacing a
Y 2K non-compliant system with anew one. Thanksto input from all of the co-op faculty and staff, from students,
employers and their I'T Department, a new compliant database design using M'S Access was adopted and will serve
into the foreseeable future. It is scaleable, hasaVisual Basic front and back end for security and is distributed over
the ingtitution’ s network. The co-op coordinator working with the IT Department’s Network Analyst control rightsto
it.

6.6.2 Other Technology

Other areas of technology that might be useful in certain settings are wireless communications devices such as cell
phones. Laptop computers with the capability to access remotely the institution’s network using, for example, PC
Anywhere can greatly assist co-op program where coordinators travel widely and often.

6.7 Conclusion

Managing information is ultimately about capturing information, filtering it and changing it into useful knowledge that is used by
your co-op program to operate, evaluate and plan effectively. It is much more than a database or anew computer system.

A good Information Management system is an absolute necessity for awell-run co-op program. In the next chapter, you will read
about Co-op Marketing. Thisis one areawhere agood information management system is an absolute necessity.

CHAPTER 7 CO-OP MARKETING

This chapter will deal exclusively with the issues of the career market place. The thoroughness with which the procedures outlined
are implemented will depend on the intended size of the co-op program. A proposed program involving only four or five placements
per work term in a market which is already well understood by some of the existing faculty and staff, may require very little research,
particularly if no additional investment is required. However, where additional investment in staff and facilities is anticipated, well-
documented market research will be critical to the credibility of any business plan seeking funding support, either from within the
institution or from external sources.
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7.1 Preliminary Market Research and Analysis

Initiatives to explore co-op program feasibility are usually founded on a perception that a co-op program would be of value to
students and that a market exists for appropriate work terms for these students. The challenge is to obtain appropriate data to either
confirm or invalidate these perceptions.

Experience has shown, as it has in many business situations, that all too often, co-op programs have been implemented based purely
on these initial perceptions and the enthusiasm of proponents, with the real market situation turning out to be quite different from that
initially perceived.

Preliminary Market Research should include:
e A study of the demographic, economic and geographic features of target market areas and appropriate business and/or
industrial sectors.
e A documentation of any existing similar co-op programs operating in these market places and the levels of success being
achieved. The question as to whether or not the market can absorb additional co-op programs will have to be considered.
e  Specific labour market data relating to the target markets and the proposed co-op program disciplines.
e Preliminary discussions with key informants in the market place to establish a sense for the potential market acceptance
and attitudes towards the proposed program.
Sources for this preliminary research would typically include:
o federal and provincial labour market statistics.
o forecasts available from relevant professional trade, labour, occupational and economic development associations and
agencies.
e appropriate trade journals and specific industry publications.
o  key employers within these source aress.
e theingtitution's alumni.

Once the appropriate preliminary data has been obtained, documented and analyzed, the proponents should be well positioned to
make a basic decision —to drop the proposal or proceed with more detailed research. Obvioudly, if the preliminary research indicated
potentially weak demand, adverse trends or market saturation, together with alow level of enthusiasm from key informants, it may be
just as well to stop here and devote time and energy to other endeavours.

7.2 Detailed Market Research

A common mistake, both in business and in the implementation of co-op programs, isto proceed with the investment prior to
completing the necessary detailed market research — the research that should tell us whether or not there is a reasonable match
between our perceptions and reality. Even then, there are hazards:

e The potential for biasing, even unconsciously, the detailed research based upon enthusiasm generated from conclusions
and preliminary research.

e Lack of sensitivity to market changes over time. A major limitation on any detailed market research is that it usually
captures a picture of the market place at a specific time. However, six months or ayear later, economic or industry
trends may have taken a different track than might have been predicted at the time the data was obtained.

At this point, the proponents should also make a decision as to who should conduct this detailed research. Research conducted by the
proponents may have less credibility, due to perceived bias, than that conducted by independent, knowledgeabl e professionals.
Financial resources available to the proponents, however, will be key in making this decision. Should proponents find it necessary to
conduct their own research, they are urged to consult appropriate texts and knowledgeabl e sources for guidance on survey design,
implementation and interpretation. These skills are normally available within most educational institutions among those
knowledgeable in marketing, economics and social sciences.

7.2.1 Designing a Survey

The purpose of the research is to determine if adequate numbers of suitable work term positions for the anticipated
numbers of students are likely to be available and, if not, what level of enrollment would a program support.

In designing a survey, the following steps should be taken:

determine survey accuracy required;

determine target market, population, geographic distribution, and sample size;
design the questionnaire;

test questionnaire, through pilot interviews, for comprehension and bias;
modify as necessary;

establish survey methodology, i.e., by phone, in person, by mail, fax, etc.
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7.2.2

As already stated, designing and testing questionnaires is specialized work. A typical result of an improperly
designed questionnaire could be a conclusion that adequate numbers of work term opportunities exist when, in fact,
they do not. It has been known to happen that co-op program market surveys have yielded totally inaccurate
information with little or no significant change in the market environment from the time of the survey to time of
implementation.

Naturally, we cannot treat aresponse to a survey by a potential employer as acommitment. However, we can
phrase the questions to obtain more specific and valuable information. For example, if we compare the following
pair of questions, it should be clear as to which one will reveal the most accurate information:

"If aco-op program were available in environmental engineering, would you consider hiring students for work
terms? Yes No."

or
"If aco-op program was introduced in Environmental Engineering with the 1st work term scheduled for January,
2000 and assuming business conditions remain unchanged, how likely would it be that you would actually hire?

Certain

Very likely

Probable

Possible but unlikely
Very unlikely

Conducting a Survey

Surveys can be conducted in a variety of ways:
e through the mail, e-mail, or by fax

e personal visit

e by telephone

e acombination of the above.

Personal visits by program proponents can help develop rapport and arelationship that will be very valuable when
implementing the program and confirming placement opportunities. However, it will be likely impractical to
administer al questionnairesin thisway.

When conducting interviews by phone, it can substantially improve the response rate and validity of response if the
guestionnaire is transmitted ahead of time and the respondent has had a chance to read it prior to a phone call.

If the questionnaires are administered solely by mail, fax or e-mail, a telephone follow-up may be necessary to
increase the response rate. Without telephone follow-up, there is a strong likelihood of response rate falling short of
design requirements.

7.3 Promoting a New Co-op Program

Once a decision is made to implement a co-op program, considerable promotion is necessary to the market for which the programiis
being targeted. Information obtained during the market research phase can be of substantial assistance in theinitial promotion.

7.3.1

Generic and Program Specific Promotion

One of the most misunderstood aspects of a co-op program is how the work term opportunities are actually
obtained. Many fregquently underestimate the amount of promotion and development work necessary to ensure
opportunities are identified and translated into specific commitments from employers to hire students.

The focus of the promotional effort should be in two different, but related, directions:

Generic Co-op Promotion

This involves promoting an awareness and understanding of the concept of co-op as an educational partnership and
its unique features as compared with other forms of experiential learning. A commonly held myth that "any
experience is better than none" will be a continuous challenge. Much generic promotional material can be obtained
from CAFCE.
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In opening a discussion with a potential employer concerning the proposed program, the first task is to present
guestions to determine how much is known and understood about the co-op concept.

Specific Program Promation

Once generic considerations have been addressed, prospective employers will have questions concerning specific
co-op program detail such as:

the scheduling of work terms

brief overview of academic program content

what is expected of employers

who to contact for further information

what will it cost to participants.

whether or not the proposed program will be CAFCE accreditable.

The distribution of effort between generic and specific promotion will be influenced heavily by the extent to which
co-operative education is being practiced in the community to which the program is being targeted. A mature co-op
market place will require substantially less investment in generic promotion.

7.3.2 Promotional Methods

There are many promotional options from which to choose; these choices will depend on the time and funds
available. Here are some of the more popular options.

Print Material —thiswill be either generic or program specific as mentioned in section 7.3.1. above.

Media Advertising — this option can be very expensive, particularly in the electronic media, and hence is usualy
limited to trade and local publications and newsletters. In some areas of Canada, CAFCE regiona committees have
run generic co-op promotions in regional media which have "piggy backed" on

co-operative promotional opportunities, particularly during National Co-op Week run by most CAFCE Regional
Committees annually.

Speaking Engagements — this can be an effective method of reaching specific target markets through service clubs,
trade, professional and charitable associations which typically hold weekly meetings and are often seeking speakers
on a broad range of topics. Opportunities exist for both generic and specific program promotion. Be prepared to
answer guestions and have an ample supply of business cards. Such events are often covered by the media and
hence the opportunity exists to reach amuch broader audience. A prior press rel ease to the media about the event
and the distribution of the text of the presentation to the media at the event will often result in mediainterviews. All
thisisfree, except for printing costs.

Trade Shows and Conferences — these events offer substantial promotional opportunity. Much can be achieved at
very low cost by simply "working the show" with a good supply of business cards, promotional and informational
brochures. For the larger budget, a display booth may be considered. An investment will be necessary in a display
fee, appropriate display material and sufficient help will be necessary to ensure adequate staffing throughout the
event. You are advised to consult references on how to profit from trade shows prior to committing to a display.
Approached properly, these opportunities can result in substantial returns. They can also be awaste of time and
money.

Press Conferences — low cost promotional opportunities requiring three or four days prior written notice of time and
place of event to the appropriate media. Light refreshments and mediakits are usually provided. A short prepared
statement is usually delivered by akey ingtitutional representative who, together with a key co-op practitioner,
should be prepared for mediainterviews and questions following the statement. Those choosing to schedule press
conferences are advised to consult a public relations speciaist in planning such events.

Press Releases — these are also low cost promotional opportunities. Again, public relations assistance is highly
recommended in the timing and drafting of pressreleases. They may be circulated in print format by mail, hand
delivery, fax or eemail. Press releases may also be in the form of taped oral statements via phone. Use high quality
recording eguipment.

Feature Articles — many trade, professional and association journals and newsl etters welcome articles of interest to
members. Be prepared to advertisein the publication if you are seeking significant coverage and editorial support.
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Promotional Reception/Program Launch — a very effective method of promoting a new co-op program. With

similarities to a press conference, alaunch reception may typically include:

refreshments appropriate to the budget and the occasion.

invitationsto selected prospects from employer database.

late afternoon or early evening timing.

attendance by institution's CEO, Academic VP, Academic Dean, co-op staff and other appropriate personnel.
introductory remarks by the CEO and/or dean.

multimedia presentation (15-20 minutes) by co-op director or coordinator.

opportunity to circulate and network.

promotional/informational kits for all guests,

a"business card" door prize.

appropriately printed invitations and nametags.

These are just afew of the promotional opportunities available. It is not acomplete list, for no such list can be
complete. New, innovative and creative promotional ideas are surfacing daily. However, the above list, if
implemented professionally, should provide adequate promotion for a new co-op program in most markets.

7.4 Developing Work Term Opportunities

Establishing and maintaining good relationships with employers in order to generate meaningful educational experiences for students
iscritical for co-op programs. During employer visits, coordinators should encourage management to support co-op as along-term
human resource strategy. It isimportant, as well, to gain the full support of the staff who will be supervising the students since they
are the ones who will be directly involved in providing training, guidance and evaluation of the students’ performance.

74.1

7.4.2

Initiating Employer Contact

Compile alist of employers to be contacted
Research general company facts — type of company, size, awarded any large-scal e contacts, etc.
Send a letter describing the program and promotion material on the benefits of co-op
Follow up by phone call or arrange a personal visit within a couple of weeks

— A personal visit is the best method to establish a relationship

— Mail campaign and phone interview should be used only if the personal visit isimpossible
Try to contact the top management for aninitial interview. If the support is ensured at the top, it iseasier to
establish rapport at the Human Resources department level
For the initial visit, try to obtain specific information about the:

— Nature of the business

—  Number of employees

— Job classifications

—  Employment and training policies

— Long term and short staffing needs

—  Areas of staffing requirements

— Potentia role of co-op in the organizations
Co-op information, program information and student skills profiles should be given to the organization. Make
suggestions on how co-op can satisfy needs of the company:

— Asarecruitment tool

— Asadditional staffing for project and short term assignments
Asardlief for regular employees who can take on more challenging tasks. Attempt to get the employer to
commit to a co-op placement
If the visit outcomeis positive and resultsin ajob offer(s), prepare an information sheet on the employer’s
business, student regquirements, job description and learning potential. Send a copy to the employer to ensure
accuracy of the information.
Keep afile of all activities relating to the devel opmental process — all the calls, visits, correspondence,
comments and outcomes, etc.
If an employer indicates an interest but is not ready to commit to a placement, make periodic contacts with the
employer.

Ongoing Employer Contact
Subsequent to the initial visit, regular contact should be maintained with the employer.

Keep the employer informed of student availability and dates of the placement process
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e |f the student’ s supervisors are not the ones with whom the jobs have been negotiated, try to meet with them to
ensure they understand their roles and responsibilities in the plan

e During work site visits, an effort should be made to meet with the supervisors as well as the co-op recruiters of
the company to provide feedback about the employer program and to look for possible openings for other co-op
students

7.5 Confirming Work Term Opportunities

No promotional program can be deemed a success until the work term opportunities are confirmed by prospective employers and they
have committed to participating as educational partnersin the co-op program. To achieve this, the marketing program must moveinto
the actual sales mode through which employers provide actual job descriptions for advertising to the co-op students. The promotional

activities alone are not likely to result in employers automatically sending in their positions for posting.

The sales task involves the following steps:

7.5.1

7.5.2

7.5.3

developing a prospect list from an employer database already developed. (See Section 7.5.1. below).
qualifying prospects — undertaking sufficient research to indicate a likely application for co-op students.
identifying the appropriate contacts within a qualified prospect organization.

implementing a direct mail campaign.

follow up through telemarketing and/or sales visits.

closing the sale.

Developing Prospective Employer Database

Throughout the promotional period, it will be necessary to develop a potential employer database from the
following sources:

e association membership lists

business cards acquired from networking contacts

association journals and publications

media reports

newspaper advertisements

referrals

This database becomes the information source from which further sales activity is generated. For example, it would
be used to generate mailing labels for adirect mail campaign.

Direct Mail

At least 5 to 6 weeks before positions are advertised for the first work term, it will be necessary to undertake a direct
mailing to all those from whom confirmation of a placement opportunity is being requested. It represents a formal
invitation to prospective employers to participate in the program and provide a position description for advertising
to the students.

The"invitation" may be sent by e-mail, fax or through the traditional mail. While it may be targeted to a specific
group, it can also be given very broad circulation through the program's Website or homepage. Typically, the
following would be included:

e ashort letter or note of formal invitation.

alisting of important dates for posting, screening, interviewing and matching.

space for the employer to provide awork description.

the numbers and academic focus of students available.

corporate or organizational information such as contact person, address, etc.

It isunlikely that the mailing alone will generate sufficient numbers of responses to satisfy the students' needs and
therefore a follow-up telephone approach will likely be necessary.

Telemarketing

Telemarketing needs a carefully planned approach but yet should not appear "canned”. The objectives should
remain clear:

e to confirm participation, or;

e toassessthe need for asalesvisit or further follow up call.

CAFCE Co-operative Education Manual page 24



The caller should not attempt to "close the sale" on the telephone if the employer seems reluctant. This can be an
easy way to loose the opportunity. Many of the skills necessary to make a successful sales visit, such as dealing with
objections, assessing employer needs and closing the sale, will also be necessary to conduct an effective
telemarketing campaign.

7.5.4 Conducting the Sales Visit

It isimportant to understand that most employers have competitive alternatives to hiring co-op students. The sales
task of the coordinator, upon assessing the employer's need, and where appropriate, isto show the employer how
co-op can be aviable alternative. In this sense, the coordinator may be viewed as an "applications marketer". That
is, he or she must be able to accurately assess the employer's need or problem and then advise on the application of
co-op to the solution. Any attempt at hard sell or arm-twisting can have serious repercussions. Any employer
participating against his or her better judgement is unlikely to be motivated to provide a stimulating learning
opportunity for the student.

A good sales person will retreat from a situation that may not be in the best interest of the client, whether it be the
student or the employer. The coordinator's role is to optimize returns to both parties. We strongly recommend that
coordinators, and any faculty involved in sales, take appropriate sales training prior to embarking upon this aspect
of the marketing plan.

Here are some specific skills the coordinator will need on a sales visit:

Deal With Objections: the coordinator must be able to assess the difference between areal, genuine objection and
an excuse, and respond in such away asto assist the prospect in satisfying the objection. Typical objections which
can be overcome with sufficient skill are:

¢ "I'mtoo busy this week"

e "Wedon't hire co-op students"

e "Wedon't have any funds |€ft in the budget"

e "Wedon't have sufficient office space”.

Closing the Sale: asales visit can often end inconclusively where the employer promises to consult with others and
"I'll get back to you when I've written up the job description”. The objective of closing isto make things easy for the
employer. An aert coordinator who has effectively assessed the employer's need will understand the job
requirement and will be able to offer to write the job description and forward it for approval. This speeds things up
for the employer and, if a sales discussion has reached thisfar, it is highly likely that the opportunity exists. Don't
lose it by giving the employer the opportunity to procrastinate!

7.5.5 Job Development — A Continuing Process

The sales function in co-operative education, often referred to as job development, must be a continuous process for
as long as the co-op program exists.

While awell-serviced co-op program will maintain partners who continue to hire students from the program, term
after term, year after year, market conditions and trends are continuously changing. Employers come and employers
go, however, and it isunlikely that any substantial co-op program can rely solely onitsloyal participants,
particularly through weak economic cycles.

Many small to medium sized enterprises will not have the capacity to hire co-op students on a continuing basis but
will be keen on participating in the program on an occasional basis, when the need arises. A stable co-op program,
therefore, must maintain a continuous resource and SMEs in its employer database to ensure consistent numbers of
work term opportunities are available.

One of the greatest tests of the strength of a co-op program isits ability to survive prolonged adverse economic
conditions as has been witnessed in most parts of Canada throughout the early and mid-1990's. Thisisthetime
when program promotion and job development activity must intensify. However, it is also the time that institutional
administrators will be under considerable pressure to more rigidly control budgets and expenses. While internal
marketing has not been discussed in this chapter, it is critical that institutional administrators are made fully aware
of constraints faced by co-op programs during a weak economic cycle.
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7.6 Summary

The more thorough and professional the market research concerning the implementation of a new co-op program, the better are the
odds that the program will develop to adequately serve the needs of both its employer and student clients.

Effective promotion and job development are essential to effective implementation. An important component of a coordinator's
professiona development should include market research, promotion and the development of sales skills.

Job development is a continuous process in the maintenance of an effective program that adequately serves the needs of its partners,
the students and employers. Job development efforts must intensify during weak economic cycles; coordinators should seek to
understand and track changesin labour market trends as a key to job development focus.

A unique feature of co-operative education isthat it functions directly at the market interface whereas programs that are purely
academic are not directly affected by labour market swings. In the short term, a program that is purely academic, therefore, will not
find pressures to respond to labor market changes. These pressures are real and constant in co-operative programs.

CHAPTER 8 CO-OP ACTIVITIES — RECRUITMENT THROUGH GRADUATION

The following describes the activities and events that occur in the Co-operative Education activity cycle.

8.1 Student Recruitment

8.1.1 External Recruitment

Student recruitment techniques to the external community can include:

visit high schools to meet with students and counsellors

distribute program information to high schools in target areas

bring groups to the campus for information/orientation sessions

supply facts and anecdotes for inclusion in ingtitutional calendar and promotion brochures
advertise in target group publications or other appropriate media formats

8.1.2 Internal Recruitment

Student recruitment techniques to the internal community can include:

e massorientation for students newly admitted to the ingtitution, and their parents, in the summer prior to
enrollment

participation in institution-wide new student orientation sessions

distribution of postersin strategic locations such as departmental offices, library, student union building
short in-class presentations

use of articles and advertisement in student newspapers, student newsl etters, campus radio and television
individual mailing to inform newly admitted students about co-op

8.2 Student Admission
The three types of co-op programs — mandatory, optional, or optional-selective — have different student admission requirements.

8.2.1 Mandatory Programs
Admission to the academic program automatically admits the student to co-op and no further admission processis
required for co-op. (See Section 5.2.1).
e admission criteriafor studentsis normally set by the department

8.2.2 Optional Programs

Enrollment in the academic program would be the only condition for participation in co-op. (See Section 5.2.2).
e The option to participate in co-op lies with the student and not necessarily with the program

8.2.3 Optional-Selective Programs

Students are admitted into co-op based on a set of selection criteria. (See Section 5.2.3). These could include:
— normally ahigher GPA than ingtitutional admission standard is required
— an application package which may include letters of references, transcripts, or other evaluative
material
— aninterview
(See Appendix 4 for a sample Application to Co-op form.)
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8.3 Pre-employment Training

Co-op students are required to participate in pre-employment training. This training may include material presented through the
students' program curriculum or in classes/workshops delivered by Co-op practitioners. The pre-employment component of a co-op
program can either be for credit or non-credit depending on the institution. Pre-employment classes can provide an open forum
discussion regarding the co-op process and clearly outline how students can be successful in achieving and maintaining the work
placement.

8.3.1 Pre-employment Curriculum

Pre-employment curriculum could include topics such as:

the dynamics of the labour market

the importance of learning objectives

setting of learning objectives

pro-active job search and application skills

researching organization information

cover letter and résumeé writing

interview techniques

responding to acceptance and rejection of co-op positions
first day on-the-job orientation

employer, student and coordinator work term roles and expectations
effective conflict management techniques

effective personal management skills

effective teamwork skills

effective communication skills

purpose and timing of site visits

employer evaluation — receiving feedback

work report guidelines

post-employment debriefing

safety in the workplace

applicable employment legislation, e.g., human rights, harassment
ethicsin the workplace

8.3.2 Pre-employment Learning Outcomes

Topics within pre-employment training could prepare the students for identifying and setting learning outcomes by:
e identifying the connections between learners and workers

applying job search techniques to secure co-op and graduate employment

applying job keeping skills to be successful in the workplace

planning for successful completion of work terms

planning for return to full time study following work term

Recognition of the transition between learning and application allow students to gain greater awareness of their
employability, such as;

importance of a positive attitude

recognition of ethical versus unethical behaviour

acceptance of responsibility and accountability

level of adaptability and flexibility in the work approach

importance of excellent oral and written communication skills

ability to set goals and action plansto achieve them

relevance of performance feedback in employment success

8.4 Learning Objectives

L earning objectives can give direction to what students learn during their work term. Learning objectives can help students get more
out of their co-op experience and allow students to focus on their career goals. As students progress through their co-op program,
learning objectives assist them to recognize, demonstrate and eval uate some of the learning that has taken place. (See Appendix 5 for
an example of aweb-based interactive learning objective form for students).
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L earning objectives for the work term:
e should be set by students in consultation with their coordinator and employer to ensure that they are realistic and
attainable within the work term position
e should outline what the student will learn, how this learning will be accomplished, and when the learning objective will
be achieved
o fall into two main categories:
—  personal which might include developing or improving interpersonal, communication or other social skills that
allow students to work more effectively
— professional which might include improving a skill, learning a new task, solving a problem, or other
professional objectives
e may cover routine duties, problem solving, new skills and assignments, personal improvement, or creative opportunities
It should be noted that not all co-op programs require students to develop learning objectives.

8.5 Placement Process

There are two major methods for the placement process — matrix and continuous placement. Programs would choose the method
which best suits their administrative needs.

The Matrix Placement process posts jobs in rounds, i.e., all jobs available are posted for a certain period of time. Students apply to
positions and then interviews are conducted over a set duration. Once interviews have been completed, employers rank the students
they wish to hire and students rank the positions for which they have been interviewed. Then students are matched with jobs, taking
into consideration the rankings of both employer and student in order to optimize placements. In preparing a matrix, coordinators
begin with matching the student’ s first choice and the employer’ s first choice; then, matching 1 to 2 rankings; and working down
through the rankings until all matches are made. It is not always possible to give everyone his or her first choice. This system,
however, endeavors to achieve the fairest distribution, both for students and employers, and to ensure that a maximum number of
students are placed.

The Continuous Placement process posts co-op positions as they arrive; students are interviewed and the employer ranks the
students asin the Matrix system. However, when offers are made to students, they must decide immediately or within a specified
period whether or not to accept the position and, if the position is accepted, students are required to forego any other interviews.
There are advantages and disadvantages with each method. Matrix Placement allows students to consider all the positions and choose
accordingly; however, some employers dislike waiting to the end of the round without knowing which student they will receive.

Matrix Placement also ensures the largest number of students are placed. However, Continuous Placement more closely emulates
“real world” hiring practicesin that students must choose and commit to positions as the opportunities arise.

In order to maximize the chances of obtaining suitable positions, students should be prepared to consider avariety of locations and
duties, and to select at least five or six positions for which they are eligible. Some programs begin with matrix placement (Round 1)
and change to continuous placement when Round 1 postings are filled. The placement process will vary depending upon the size and
geographic location of the institution, nature of the discipline and other factors. The basic elements include the following events.

8.5.1 Determining Job Interview Period

When deciding on a set of dates for the job interview period, a co-op office should:

e Consider the students academic schedule, e.g. examination schedule, when determining dates

o If employers post and interview at more than one institution, institutions may wish to coordinate the interview
period and ranking date (if possible)

8.5.2 Inviting Employers to Participate
Programs can choose from a variety of methods to contact employers to solicit job descriptions — mass mail-out, e-
mail distribution, or mass fax solicitation. Invitationsto employersto participate in upcoming interviews can
include the following information:
e |nvitation letter (See Appendix 6) should normally contain information on the following:
— Date and venue of interview period
—  Program of study
—  Number of students available
— Background of students (academic and work term experience)
— Date of availability of students
—  Contact person from institution
— Deadline for response
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e A response form should be enclosed to solicit the following information:
— Name and address of organization
— Name and phone number of contact person from organization
—  Preferred interview date and time
— Name(s) and title(s) of interviewer(s)
—  Format of interview — group or individual
—  Number of students required
- Jobtitle(s)
—  Job descriptions — responsibilities, qualifications, skills required

8.5.3 Receiving Job Descriptions

Ensuring the return of job descriptions can be difficult:
e Follow up if responses not received by deadline

e Assignjob numbersto positions received

e Begin to make arrangements for interview rooms

8.5.4 Posting Job Descriptions

When posting job descriptions:

e Preparejob lists for posting including such information as job title, name of company, work location, saary,
description of position, qualification or skills required, deadline for application. (See Appendix 7).

e Job descriptions can be posted as a paper posting, posted on an e-mail hewsgroup or posted on an on-line
database

8.5.5 Application Process

The application process for students include:

e  Students select jobs to apply for based on their own experience, career interest, and the qualifications sought

e A limit may be set on the number of jobs for which students may apply

e  Some programs may set other requirements (e.g., must apply for some out-of-town positions, must vary their
work environment experience)

e  Students may be required to complete ajob application or selection form to facilitate the grouping of
applications by the co-op office. (See Appendix 8).

e  Students submit cover letter (if required), résumé and transcripts (if required) before the deadline

o Deadlines for application may be extended or the job may be reposted if the position receives limited response

8.5.6 Sending Applications to Employers

The co-op office collects student applications to send to employers:
e Collect and file student applications by organization
e  Send packages to employers after the deadline containing:
— Students' cover letters (if applicable) and résumés
—  Students' transcripts (if applicable)
—  Job description(s)
— Letter(s) confirming details of interview (e.g., date, time location, room number, etc.)

8.5.7 Preparing Interview Schedule

Advice to consider when preparing an interview schedule include:
e Interviews are usually held on campus for the following reasons:

—  Students need to attend class during the academic year

— More economical for employersto travel from the work site

— Employers can gain a better understanding of the institution by visiting the campus
e Prepareinterview schedule by organization, i.e., one schedule per interviewer or job containing the following

information:

— Name of organization

— Name of interviewers

— Dateof interview

— Timeof individual sessions

— Names of students for each session

— Room numbers
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It may be advantageous to prepare alisting of interviews for all programs or programs in the same faculty
falling on the same day

Ensure that students are aware of their confirmed interview time

Prepare copies of the schedule (with student names and times) for the interviewers, for posting on the room,
and for filing

8.5.8  Matrix, Ranking, Matching

Ensure that physical facilities are in order and students report to the co-op office 10 minutes before the
interview

Students and employers are advised that all offers must be made through the co-op office and students can not
accept a position offered directly by an employer

Employersinterview student candidates

Request students to submit rankings of employers by a deadline date

Students should be advised not to rank employers they would not be willing to work for

Request employersto rank students after the interview period

Employers should be advised not to rank a student they would not be willing to accept

Match students with employers by using a matrix ranking

Matches should be made between an employer and student pair with the best possible rankings

8.5.9 Confirming Placement
When confirming placements:

Once the co-op office has determined the student and employer match, acceptance will be confirmed (usually
verbally) with employer and student.
Onthefirst offer day all offers are presented to the students. Some students will receive several offerswhile
others receive none.
Students holding offers must accept one or reject all offers by a particular deadline (normally within 24 hours).
Jobs which are not accepted in the first round of offers are offered to students who are still availablein
accordance with employer rankings.
Offer rounds continue until all jobs are filled or al ranked students have been placed or they rejected all
available offers.
In the event of unfilled jobs and unplaced students, the co-op office will determine if the employers would:

—  offer students who were interviewed, still available, and unranked.

— interview more students from the group who had originally applied

— consider any students still available
The co-op office will immediately advise employers when students accept/reject job offers
The co-op office will send aletter confirming the placement to students and employers
Employerswill send a letter of offer to selected students (i.e. confirming start and end date, salary, etc.) with a
copy to the co-op office.
Students accepting ajob offer may be required to sign an acceptance agreement, and/or send a letter of
acceptance to the employer.
The co-op office records the result of the placement in the appropriate files or database.

8.5.10 Continuous Placement

Continuous placement differs from matrix in that employers will indicate only their first choice of students and an
offer is made shortly thereafter.

Generally, students are given a specific deadline by which they must decide to accept or reject the position
(e.g., 24 hours).

Some co-op programs have a policy whereby if students reject two or more offers of employment, they are
dropped from the placement process and expected to secure their own work placement.

8.6 Student Interaction

8.6.1 Intake

Theinterval for admitting students into a co-op program is determined by the needs and structure of each co-op
program; however, the most common entry point is late September and/or late January.

Students are typically admitted in late September, after in-class presentations to first and second year students
have been conducted.
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e Typically, mandatory co-op programs admit students during the Spring and Summer period, as admission to the
academic program automatically means acceptance to Co-op.

e Ingenera, for admission to a co-op program, students are required to achieve an above-average academic
standing and to demonstrate the motivation and potential to pursue a professional career.

When students are admitted to a co-op program, students should give some formal acknowledgment of the offer of

admission. Some programs have their students sign awritten agreement, which specifies the terms of their

participation in the program. This requirement may be useful in establishing with students some of the stipulations
of the co-op process:

e That students should be prepared to rel ocate for work terms;

e That it isinevitable that economic conditions, which are beyond the control of the institution, will have a
considerable effect on the number, variety, and location of job placements. Although co-op students are not
guaranteed employment, every effort is made to place all studentsin appropriate jobs.

e  That there will be some inequality in pay rates and significant variations in the degree of challenge in the
positions being offered to students. Although each co-op program works with employers to determine pay
scales, salaries are dependent on a variety of factors and do not govern the matching of student to work
placement. The prime consideration is to provide awork setting appropriate to each student's ability and to
offer opportunities for further development of relevant skills.

e A Co-op Student Handbook with information on the requirements specific to the Co-operative Education
program can be invaluable in making student responsibilities and requirements clear.

8.6.2 Orientation

Coordinators should ensure that new students are provided with information and resources to understand thoroughly
the structure and requirements of the co-op program and to prepare them to undertake their work terms. Topics that
can be covered in an orientation session would include:
o Beforethe Work Term

—  Job Development

— Thelnterview

—  The Matrix

—  The Job Offer
e  During the Work Term

—  Work Term Schedules

—  Work Term Requirements

— Employee-Employer Relationship

— Professionalism

—  Work Site Visits
o After theWork Term

—  Work Term Evaluation

—  Debriefing Presentation

8.6.3 Site Visits

Work site visits play an important role in Co-operative Education. The work site visit is conducted by either the

coordinator or faculty member midway through the work term. During the visit the coordinator meets with both the

student and employer to ensure that the work term is functioning as it should, and that all parties are satisfied with

the arrangement. Work site visits should be conducted in person wherever possible; however, out of town visits can

be done by telephone or by another coordinator travelling to the area. (See Appendix 9).

Topics discussed with the student may include:

e an assessment of the assignment including: the accuracy of the original job description, relevance to academic
and career goals

¢ the student's assessment of the supervisor, including: orientation and training, task delegation, feedback,
support

e how the student isfitting into the workplace

e (uestions and concerns about the co-op program

8.6.4 Debriefings — Individual versus Group

Students may be required to make a brief oral presentation upon their return to campus after awork term. The
purpose of these presentationsis to inform the coordinator, and possibly other students, about the work term
experience. It provides an opportunity for the student to reflect upon the learning gained at the work site. A
coordinator may use this opportunity to discuss the employer's evaluation with each student. These debriefings may
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occur with the coordinator alone or with a group of similarly returning students. Aswell, some co-op program areas
require returning students to participate in sessions to share their experiences with small groups of new and junior
co-op students. Some programs require students to make formal oral presentations upon their return from awork
term. These may be formally or informally evaluated and, in some programs, may be a regquirement for graduation
with the co-op designation.

8.7 Employer Interaction

8.7.1

8.7.2

8.7.3

Site Visits

At some point during the work term, the coordinator will visit the work site. During the work site visit, the Co-op
representative becomes better acquainted with the student's working environment and specific assignments. Itis
also an opportune time to discuss any problems that may have arisen and to ensure that the student's work term
objective and report requirements are understood. Topics discussed with the employer may include:

e Anoverview of the student’s assignment

How the student and employer objectives are proceeding

The supervisor’'s assessment of the student, including student preparedness, attitude and skill level

How the student isfitting into the workplace

Questions and concerns with the co-op program

The work site visit is also an opportunity to provide input to the appropriateness of the student's skills and training,
aswell as the curriculum of the program. (See Appendix 9).

Employer Advisory Council

Many co-op programs form Employer Advisory Councils or Boards to bring the perspective of the employer

community to the planning, development, and evaluation of the Program. Their advice can be invaluable with

respect to market trends, promotion, academic relevance, skill requirements, etc. The purpose of an Advisory

Council needs to be clearly communicated to all stakeholders:

e toprovide amajor channel of communication between business/industry and educational institution

e to provide advice and counsdl, but not to assume administrative responsibilities

e to continuously exchange information to keep the co-op program attuned to employer needs, to satisfy the

changing needs of business, thereby ensuring that graduates are employable

to make recommendations concerning curriculum content and timing relative to work terms

to help promote the co-op program in the business/industry

to identify employment opportunities for students

to help maintain good community relations for the program through representing its goals and outcomes, and

alerting the Committee to concerns where they may arise.

to recommend and help establish standards and employment practices

e toprovide fiscal assistance through fund raising initiatives, advocacy with governments where needed,
establishment of co-op scholarships

e to help arrange and/or participate in special events associated with the program

e toact asa"sounding board" for new ideas

Advisory Council effectiveness can be increased by:

e establishing and keeping aregular schedule of meetings

e  setting an agendato be followed each meeting

e evaluate progress based on getting things planned, acted upon and completed in atimely manner

o facilitating employer interaction with students through networking events, presentations to enhance industry
awareness, understanding of recruitment expectations, and experiential activities like mock interviewing and
resume critiques

e maintaining a coherent history of committee activities and membership

e  huilding enthusiasm through periodic socia events that involve al players

Employer Feedback for Curriculum Relevancy

Both Employer Advisory Councils and the work site visit to employers are valuable tools for eliciting feedback for

curriculum relevancy.

o Employer Advisory Councils can give advice on the development and relevancy of the curricula with respect to
changing technologies and work environments.

o Work sitevisits give employers the opportunity to discuss the applicability of a co-op program’s curriculum to
the needs of the contemporary workplace.
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8.8 Evaluation

Aswith any activity, timely evaluation mechanisms are critical to the on going success of the program. Student performance,
employer suitability and overall co-op program activities require checks and balances to ensure a high degree of satisfaction by all
three partners.

8.8.1 Employer Evaluation of Student Performance

An Employer Evaluation of Student Performance form should be created for completion close to the end of the
student’ s work term. This form should be subsequently discussed between the student and supervisor, following
which it isreturned to the co-op office where the coordinator reviews it and subsequently discusses it with the
student. (See Appendix 10). The form should consider the following:

acceptance of criticism and suggestions

attendance

personal care

communication skills

interest in work

initiative

organization and planning ability

ability to learn

quality of work

guantity of work

judgement

dependability

relations with others

creativity

major strengths and areas for improvement

8.8.2 Work Term Report Guidelines

Work term report guidelines in which the student is encouraged to report on their experience with the employer and

how the experience related to their learning objectives. (See Appendix 11). Goals of the report would include:

e facilitating an understanding of the employer's organization and work environment

e enhancing the student's integration of practical experience and theoretical concepts

e aid in the development of the student's communication skills

e provide an opportunity for an employer to recognize research, analytical, and written/oral communication skills
in a co-op student

e assist in the development of learning objectives for subsequent work terms

8.9 Co-op Activity Schedule

In any given term, coordinators are managing three groups of students — newly admitted students, students on awork term, and
students on a campus term. At the same time, coordinators have specific employer-based activities. The priority given to each
activity may be determined by factors such as budget, job market, and economic conditions. See Appendix 12 for a sample
co-op activity schedule. Note that regular co-op activities are cyclical and typically are repeated each term.

8.10 Policies and Procedures

As the co-op program develops, policies and procedures need to be devel oped to ensure that standards and requirements are met and
to aid the smooth running of Co-op within the institution and with Co-op’s clients.

Many of the policies that must be articulated will relate to the criteria for national (CAFCE) accreditation and should be published in
the ingtitution’s calendar, and at least in handbooks or print materials for students. Generally, information outlined in the calendar
must be approved by the institution’s highest academic body, e.g., Senate, Education Council, or Board of Governors. In setting
policy, it isimportant to work within the policy framework of the institution to ensure that both the institution’ s and the co-op
program’ s policies and procedures are in accord.

Some examples of policies that co-op programs would establish are:
e thedefinition and criteriafor an approved co-op program within the ingtitution
e the minimum number of work terms that students must successfully complete in order to graduate with the co-op
designation on their transcript
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whether or not a co-op fee will be assessed and, if so, whether it will be levied for academic, work, or all terms
whether or not the co-op fee isrefundable and, if so, under what circumstances it may be refunded (e.g., circumstances
beyond the students' control, such as layoff, seriousillness)

whether or not students may withdraw from awork term after they have agreed to a placement and circumstances
whereby withdrawal is allowed

the requirements to successfully complete awork term (e.g., successful performance on the job, satisfactory work term
report)

the number of work terms (if any) that may be transferred from another institution

whether or not students are permitted to undertake any coursework during awork term

whether or not the pre-employment training is mandatory and, if so, the consequences of non-attendance

Determine grade point average required for admission to and retention in the co-op program

Some examples of procedures that co-op programs should develop:

I dentify co-op placement process (e.g., continuous vs. matrix placement, deadlines, accepting/rejecting offers) which
should be clearly communicated to students and employers

Determine when work term reports are due and what the consequences will be if they are not submitted by the specified
deadline

Identify registration process for work terms and recognition on transcript (this will need to be worked out with the
Registrar’s office and possibly the Accounting office, if fees are tied to registrations)

Identify approval process for students developing their own co-op work term position (e.g., students should advise the
coordinator, may not approach active co-op employers, may or may not also sign up for posted co-op positions)
Determine the assessment process for the transfer of work terms from other institutions

Identify the role and expectations for students and employers (e.g., conduct, ethics, behaviour)

Determine the process for student appeal on co-op related issues

8.11  Other Co-op Issues
There are many co-op issues that must be addressed as a co-op program develops. Some of these issues are covered below:

8.11.1 International Students

International co-op students studying in Canada must have awork authorization from Citizenship and Immigration
Canadato undertake off-campus work terms. If a co-op program accepts international students, important
procedures are noted below as the process can be lengthy:

e Upon acceptance into a co-op program, students should apply for awork authorization for all required work
terms.

e The co-op office should produce a letter to accompany the application indicating that work terms are an integral
part of the students’ degree program, when the students are expected to undertake their first and last work
terms, and their anticipated point of graduation.

e It should be noted that since co-op work experienceis part of the students' academic program, the application
feeiswaived.

e |nstitutions should be able to obtain application packages from their local Citizenship and Immigration Canada
office. Applications should be sent to the Case Processing Centre — Visitor appropriate to your region.

e |t should be noted that according to federal policy, visa students may not work for federal departments or
agencies

Other considerations include:

e |nstitutions may have an international fee differential that could impact the
co-op fee for visa students

e Visastudents facility with the English language may affect their ability to be placed on awork term.

8.11.2 Students with Disabilities

Many students with disabilities have been successfully placed on co-op work terms.

e Human rights legislation requires institutions to provide program access to and accommodate students with
disabilities.

e Many institutions have support services for students with a disability. Program coordinators should become
aware of any special needs their students may have and utilize internal resources available to them.

e Aswell, coordinators should take students' special needs into account when considering prospective employers
and work environments.

e Insomeregions, there are agencies that can provide equipment for persons who have special needsto assist
with their employment.
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8.11.3 Circumstances beyond a Student’s Control — lliness/Strike/Layoff

In operating a co-op program there will be exceptional circumstances that fall outside the normally co-op process.

e Itishelpful to establish a process to address exceptions to ensure that students should not be penalized with a
failing grade due to circumstances that prevent them from successfully completing the work term

e Occasionally, students find themselves in circumstances beyond their control which prevent them from
successfully completing awork term (e.g., serious illness or death, company financial difficulties/receivership,
labour problems, strike or lay-off)

e  Should this happen early in the work term, it may be possible for the program coordinator to find an alternative
placement for the student.

e  Otherwise, the program should have a policy on the minimum number of weeks or hours a student may work
and still have the work term recognized.

8.11.4 Student Input

The ingtitution should decide if it isimportant to have formal student input into the program. If so, one way for
students to participate in the governance of Co-op isto have representation on committees. Alternatively, program
coordinators could invite students once a term to meet and provide input to the program or could call together a
student focus group for co-op related issues that will impact students.

8.11.5 Employer Input

Theinstitution may wish to create an employer advisory council to seek the perspective and advice of the
community hiring its co-op students and graduates. (See Section 8.7.2)

| Chapter 9  Budget/Resources |

9.1 Resources/Budget

A co-op program should not be launched without adequate resources to enable those administering the program to be successful.
When planning a new program, the following parameters should be considered.

9.1.1 Program Start Up
When a program is first implemented, there are many time-consuming tasks that must be initiated that later may
only require maintenance. Such tasks may involve developing promotional literature and handbooks for both
students and employers, establishing a network of contacts, devel oping an employer base, establishing policies and
procedures, etc. Initially, asmall student intake will help the program coordinator manage the heavy administrative
load and build job opportunities. Until a program has reached steady state, costs per placement may be high but this
isnormal. Some start-up costs could include:

marketing study

project coordinator: contract position

promotional materials, including launch of the program

advertising and recruitment costs

office equipment (telephone, computer, fax, wiring for hookups, photocopier etc.)

software acquisitions

data base devel opment

furnishings (desks, chairs, filing cabinets, etc.)

supplies

development of print materials (brochures, handbooks, forms, etc.)

facilities renovations, including barrier free access

program resource acquisitions (books, journals, reference material)

Raising staff awareness through training can facilitate the students' success throughout the co-op process

9.1.2 Ongoing Program Costs

Once a program has reached steady state, ongoing costs could include;

o sdariesand benefits (administrative and support staff)

e  operating budget
— travel (job development and site visits)
— generd office expenses (supplies, telephone/fax, mail and courier costs, computer services)
— professional development activities (association memberships, conferences, and workshops)
— professional resources acquisitions
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— hospitality

— employer services, e.g., parking permits

— advisory board costs

— equipment rental and maintenance

—  eguipment upgrades (computing hardware and software)
— printing (maintaining and revising print materials)

9.2 Human Resources

Depending upon the administrative structure and other support structures, a single co-op program may handle anywhere from 100 —
1,000 placements per year. For the majority of co-op programs, staff salaries and benefits comprise 80% of the program’s budget.

9.2.1 Coordination and Support Staff

A full-time co-op coordinator (See Section 5.4.2) may handle in the area of 100 — 300 placements ayear. If the
program area is decentralized, the coordinator will likely handle all tasks associated with the placement process —
student preparation, job development, matching, monitoring (site visits), and evaluation. In this case, afull-time
coordinator, with part-time support staff (20 hours per week), may handle in the range of 100 — 140 co-op
placements reasonably. If placementsincrease, it may be necessary to increase the support staff time.

Coordinators at the low end of this range may perform other duties such as teaching or lab instruction.
If the program areais centralized, with coordinated support services, afull-time coordinator may handle upwards of
300 placements per year.

At many institutions, co-op coordinatorsfall into the mid-to-high range of the institution’s salary scale. For budget
planning purposes, it is best to determine appropriate staffing levels and then factor in the salary and operating
budget costs.

9.2.2 Departmental Support

In aunionized environment it isimportant to determine how faculty participation in co-operative education fits into
a collective agreement.

9.3 Financial Planning

9.3.1 Sources of Income

e Tuition Fees:
While some students will be performing off-campus work assignments, on-campus space will be relieved and
the ingtitution may be able to increase its overall student intake. Thetotal increase will depend on the tuition
fees charged by the institution in every semester. In acost analysis, it is necessary to project the expected
enrollment each year until the program reaches full capacity in order to calculate the additional student intake
the institution can accommodate.

o Co-op Fees:
Most co-op institutions charge the students a co-op fee to partially offset the additional administrative cost
involved in co-op activities. Some charge afee for every work term, others may charge on a per academic term
basis or alump sum per year regardless of the number of work terms undertaken by the student. Fees should
not be regarded as a placement fee or a guarantee of ajob.

When determining the amount of the co-op fee, the institution should consider whether it isfinancialy feasible for

the student. The fee collected should also contribute reasonably to the operating cost.

For some institutions, the co-op fee reflects 20 — 25% of the co-op budget. Other institutions that charge a

substantially higher co-op fee may be able to cover as much as 80 — 90% of the direct costs.

e  Special Government Funding:
In order to promote the devel opment of co-operative education, some provincial governments provide special
grants to co-op ingtitutions and employers. The purposes of these grants may be to assist in offsetting co-op
administrative costs or to subsidize employersin saaries paid to co-op students.

e Miscellaneous Income:
Other miscellaneous sources of revenue would be similar to those received by aregular academic unit in the
institution — donations and grants contributed by private foundations or co-op employers, fees charged on
counselling, services, and consultation projects undertaken by co-op staff. However, income from these
sources is usually minimal and irregular and should not be relied upon to support ongoing budget commitments.
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9.3.2 Budget Planning

In operating a co-op program it isimportant to consider the direct costs incurred by the co-op office aswell asthe
indirect costs assumed by other units as aresult of change in the system. See Sections 9.1.1 and 9.1.2 for alist of
budget items to be considered when preparing an operating budget (start-up and ongoing program costs).

Theindirect costs of implementing a co-op program can affect many areas of the institution. Additional resources
may be needed to account for the increased use of facilities due to higher student enrollment and a year-round
operation. The aternating structure of co-op will increase the number of students undertaking a summer academic
term; hence there will pressure not only on facilities but also on academic units to provide adequate course
offerings. If agreement has been made for faculty to participate in grading co-op work term reports and other
activities, their normal teaching load may have to be reduced and more teaching staff will have

to be hired. Asaresult, aco-op program may be asked to provide financial support to offset increased
departmental or administrative costs.

Ongoing budget planning will involve strategies for planning for program growth (new programs and/or
enrollments), managing budget cuts, reallocation of resources, sharing of resources for greater efficiencies, salary
and benefit changes, support to academic or other unitsimpacted by co-op, etc.

9.4 Facilities Planning

Space requirements will depend upon the size of the co-op program and the structural model chosen. A centralized co-op office will
require space for reception and support and coordination staff. Aswell, dedicated space for interviews and a student resource area are
desirable. When co-op programs are |ocated within the academic units, usually the academic units are responsible for providing the
required space.

As co-op programs grow, there will be an increased number of students returning during the summer term to continue their academic
program. This may place an increased pressure on facilities such as libraries, food services, athletics, etc. Institutions should make
every effort possible to provide year-round services so students returning for a summer campus term are not disadvantaged. Thiswill
include academic units scheduling appropriate courses for co-op students to continue their academic program during a summer
campus term.

The location and layout of the co-op office are important to the smooth and efficient operation of the program. The office would
ideally be in close proximity to the students it serves. Ideally, parking should be convenient for employers coming to campus to
conduct interviews. Signage should clearly lay out the location of the co-op office.

If designing new space or modifying existing space, the following are considerations.

9.4.1 Interview Rooms

Interview roomsreally are the first impression of the co-op office. Interview roomsthat preferably have solid walls
and are not cubicles are really important. Ideally, the rooms would have awindow and be attractively furnished.
Failing awindow, the air supply should be fresh and have temperature regulation. They should be well lighted with
adequate data and phone lines. Hopefully, one room can be devoted to the audiovisual needs of the office. Here
you might house the video camera, TV, and VCR for recording mock interviews, as well as video conference
equipment if you own it. Shelving in this room can be used to store tapes, etc. Each interview room should have a
spacious table, comfortable chairs, a telephone table with internal and external phone books, pens, paper, and
artwork on thewall. The doors should have a glass window so that staff can check on the progress of the interviews
without disturbing the process. Carpet is not helpful on the floors due to allergies.

A minimum of three fully serviceable interview rooms isrequired for most medium-sized co-op offices. Moreis
great. Preferably these arein close proximity so that staff can easily attend to the needs of the employer. A
boardroom with alarge table that will accommodate all staff is helpful and can serve as another interview room for
panel interviews, if required. It also serves as a project area when more space is required.

9.4.2 Central Area

The support staff should be positioned in such away asto control the flow of traffic. Be sure to ensure that there
are enough data and voice lines to support staff phones, the fax, and computers. A computer with afax modem and
the printers located in the central area, along with the photocopier, scanner, and the fax, will aid the efficiency of the
office. Shared equipment grouped to provide easy access for support staff facilitates a smoother operation. Centra
office files should be located in thisarea. Student files, administrative files, etc., should be housed here so that the
contents can be safeguarded.
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9.4.3 Student Area

This arearequires considerable space. It isimportant that there are computers dedicated to student use, alarge
table, and several comfortable chairsin this area.

The space should also house the employer files for student use and the resource library. Shelving for adequate
display of resource materials takes up considerable space.

A wooden slotted cabinet located outside the co-op office allows the students to drop off resumes after office
hours. The cabinet needs individually named job slots and should be locked. This can be very helpful to the
students.

Lighting isimportant to all areas of the co-op office, especialy in those areas students may be reading or
working on computers.

A coat rack and mirror allow studentsto “tidy up” before their interviews.

9.4.4 Coordinators’ Offices

Each office should ensure privacy; however, a door with awindow can ensure that people are not disrupted when
working with students or others. The office should be professional in design with a desk, phone, computer, filing
cabinet, bookcase, and a comfortable chair. It isappropriate for coordinators to display their personal academic
certificates and mementosin their offices. Have peoples’ names on the doors.

9.4.5 Director’'s Office

The director’ s office should be larger than the coordinators due to the fact that the director may have to have
several peoplein the office at once.

There should be ample cabinet space for filing of confidential documents, as well as a bookcase, atable to
interview people, comfortable chairs, and computer.

The overall tone of the co-op office should be an efficient, friendly atmosphere. Warm colours on walls with
interesting artwork will liven the environment. Borrow artwork from your art gallery. It isimportant to create
the reality of amodern, efficient office that is friendly to students, employers, and faculty alike.

The centre should prominently display CAFCE accreditation certificates, etc.
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APPENDIX 1

ORGANIZATIONAL CHARTS

Centralized Administration
Vice President
Academic / Administration

| Co-op Director / Manager |

Co-op Coordinator 1

| | Co-op Coordinator 2 | |

Co-op Coordinator 3

| Placement Officer |

| Clerical Support (1-2) |

Decentralized Administration
Vice President
Academic / Administration

Dean of Faculty 1

| | Dean of Faculty 2 | |

Dean of Faculty 3

Co-op Program 1

Coordinator(s)

Co-op Program 2

Coordinator(s)

Co-op Program 3

Coordinator(s)

Clerical

| | Clerical | [

Clerical

Centralized / Decentralized Administration

Vice President
Academic / Administration

| Co-op Director / Manager | |

Deans of Faculties |

Co-op Program 1

Coordinator(s)

Clerical

Co-op Program 2

Coordinator(s)

| Clerical |

Self-Directed Work Team

Vice President
Academic / Administration

Co-op Program 3

Coordinator(s)

Clerical

Co-op Coordinator 1

| | Co-op Coordinator 2 | |

Co-op Coordinator 3

| Clerical (1) |




APPENDIX 2
ACADEMIC/WORK SEQUENCES

Typical College Progams
(X=Work Term / H = Summer Holiday)

Four Academic Semester Program Six Academic Semester Program
Year 1 Year 2 Year 1 Year 2 Year 3
F W S |F W | S F W S F W |S F W S F W
1 2 X |3 X 4 1 2 X X 3 X 4 5 X X 6
Year 1 Year 2 Year 1 Year 2 Year 3
F W S |F W |S F W S F W |S F W S F
1 2 X | X 4 1 2 H 3 X 4 X 5 X 6
Year 1 Year 2 Year 1 Year 2 Year 3
F W S |F W | S F F W S F W |S F W |S
1 2 X | X |3 X 4 1 2 X 3 X 4 X 5 6
Year 1 Year 2 Year 1 Year 2 Year 3
F W S |F W |S F F W S F W |S F W S
1 2 X |3 X X 4 1 2 3 X 4 X 5 X 6

Typical University Programs
(X=Work Term / H = Summer Holiday)

Six Academic Semester Program

Year 1 Year 2 Year 3
F |W |S |F |W |S|F |W |s
1 2 3 X |4 |[X |5 X |6

Year 1 Year 2 Year 3
F W S F W S |F W S
1 2 XMH |3 X 4 X 5 X 6

n

Eight Academic Semester Program
Year 1 Year 2 Year 3 Year 4

F W S F |W S | F W S F W S F W

1 X 2 X |3 X |4 X 5 X 6 X 7 8
Year 1 Year 2 Year 3 Year 4

F W S F|lW |S F W S F W S

1 2 3 X | 4 X 5 6 X 7 8
Year 1 Year 2 Year 3 Year 4

F W S F|W |S F W S F W S F W

1 2 X 31X 4 X X 5 X 6 X 7 8
Year 1 Year 2 Year 3 Year 4

F W S F |W|S F W S F W S F

1 2 XMH |3 4 X 5 X 6 X 7 X 8




APPENDIX 3
CO-OP COORDINATOR JOB DESCRIPTION (SAMPLE)

TITLE: CO-OPERATIVE EDUCATION COORDINATOR

DIVISION: EDUCATION

GENERAL.: Reporting to the Director, Co-operative Education, and working with the Program Assistants and Co-op Secretaries,
the Co-operative Education Coordinator is responsible to facilitate the participation of students, faculty and employersin Co-
operative Education. In addition, the Coordinator initiates and maintains effective working relationships in the instructional program
areato facilitate employer development and relations; student development; monitoring and evaluation of the work term experience;
and general administration.

TYPICAL DUTIES:

1 EMPLOYER DEVELOPMENT AND RELATIONS:
1.1 Develops career related work terms by marketing, promoting and selling the Co-op program to prospective
employers. (i.e. Trade Shows, Invitations to Hire, one-on-one visits, cold calls, etc.)

12 Develops profiles of student skills, knowledge and capabilities for employer information.

13 Assists employersin development of job descriptions, job specifications, and employer profiles for student information.

14 Reviews and approves the technical and career related content of work term placements (i.e. job description).

15 Provides advice for hiring and recruitment processes in relation to Employment Standards.

16 Devel ops connections, maintains contact and participates with professional organizations.

2. STUDENT DEVELOPMENT AND PLACEMENT:

21 Markets, promotes and sells the Co-op program to prospective students. (i.e. Orientations, Intake Interviews, Trade Shows,
etc.)

2.2 Provides one-on-one consultation with Co-op students and makes appropriate referrals when necessary. (i.e. Advising,

Counseling, etc.)

23 Provides academic and work term schedul e planning.

24 Instructs pre-employment seminar including the development of materials, course outlines and alternate delivery methods.

25 Critiques resumes, cover letters and interview skills.

2.6 Facilitates student initiated work term devel opment.

27 Prepares and counsels students to effectively compete in the interview and work term processes.

28 Provides guidance on effective work keeping skills.
29 Provides advice on seeking post-graduate employment and further academic courses/programs.

3. MONITORING AND EVALUATION OF WORK EXPERIENCE:

31 Monitors students and employers via on-site visits, and maintains on-going contact to ensure continuing sUccess.

3.2 Mediates and resolves any student-employer difficulties and refers to appropriate resources as required.

33 Evaluates student work term reports, reviews employer evaluations and submits grades in atimely manner.

34 Facilitates group meetings for the exchange of information and learning from Co-op experiences. (i.e. Intake Interviews,

Post Employment Interviews, etc.)

4. PROGRAM ADMINISTRATION & DEVELOPMENT:

41 Assists with the overall promotion of Co-op programs at the College.

4.2 Assists with the development and ongoing review of Co-op policies and procedures.

4.3 Developstime lines and schedules for Co-op processes. (i.e. orientations, on-sites, post-employment and intake interviews,
etc.)

44 Develops and maintains a database of prospective Co-op employers.

45 Monitors the prerequisites and transcripts of students applying for and participating in Co-op.

4.6 Provides direction and guidance to support staff.

4.7 Develops reporting techniques for student and employer feedback.

4.8 Communicates with instructional faculty and participates on Advisory Committees.

4.9 Drawing upon individua strengths and specialties, assumes a leadership role in program-wide initiatives and projects.

QUALIFICATIONS:

This faculty position requires the full academic qualifications and experience stipulated by the Co-operative Education department
and program area. Exemplary communication and customer service skills; strong organizational skills; familiarity with or experience
in employment training or counseling; and, proven interpersonal, marketing and sales experience are required. Advanced computer
application skills. (Presently Windows 98, M S Office, Outlook, and Netscape; Winfax and HTML are assets). Must be able to
maintain confidentiality. Willingness to participate as a productive team member and maintain a positive atmosphere in a challenging
and progressive office environment. Travel is required.



APPENDIX 4

(Name) Co-op Program

STUDENT APPLICATION

Application Deadline: (day/date)

All applicants must:
1. beregistered in adegree program at (I nstitution name/program);

2. haveaGPA of 5.0 or more, and 5.5 in their mgjor;
3. attend the APPLICANT ORIENTATION SESSION on (day/date/time/place)

4. submit an application form, cover letter, résumé, unofficial transcript(s) (UVic plus any previous post-secondary institution) and
signed "Terms and Conditions' agreement. State your reasons for applying and what you hope to gain from the program.

5. students must submit (any other requirements, e.g., portfolio of accomplishments)

NOTE: Undergraduate applicants who have completed third year or higher may NOT apply for the program. Graduate students
are welcome to apply.

Name Citizenship

Student Number S.I.N. Email Address

Local Address Permanent Address

Local Tel # Permanent Tel #

Seeking admission to (choose ONE): Arts Co-op Professional Writing Co-op

Faculty (e.g. Humanities, Fine Arts)

Magjor(s) (e.g. History, Theatre)

Current Year (eg. 2, 3, 4) Academic credits earned to date Most recent GPA
DO NOT WRITE BELOW THISLINE

Academic Criteria
GPA Evauation Points /9
1% (2" Y ear Grades OR Professional Writing Minor Grades

Evaluation Points /9
Evaluation Points /9
Evaluation Points /9
Evaluation Points /9
Evaluation Points /9
Enrolled in units (15 units=6, 12=3,<12=0) Evaluation Points /6

Total Academic points /60



Non-Academic Criteria

Résumé & Cover letter

14
Communication skills

14
Personal presentation

14
Confidence/poise

14
Preparation

14
Willingness to travel

14
Faculty recommendations

14
Work experience and skills

14
Maturity and reliability

14
Initiative

14
Total Non-academic points /40
Academic Points /60
All points /100

Portfolio:  Acceptable

Recommendation:

Accept _

Not accept

Not acceptable

Conditional accept:

Evaluated by:

Date:




APPENDIX 5

CO-OP TIPSAND TECHNIQUES
The following Co-op Tips & Techniques is brought to you by CAFCE's Accreditation Council in our effort to provide co-op
practitioners with various topics relative to quality co-op programming.

LEARNING OBJECTIVES - MAXIMIZING THE LEARNING ON A WORKTERM
Prepared by Audrey McFarlane, University of Victoria's Engineering Co-op

If atree falsin aforest and no one hears it, does it make a sound? If students learn on a workterm, but they don't know what they have
learned, has learning occurred?

To ensure the learning that occurs on a students workterm is recognized by al the stakeholders, UVic has incorporated having students write
and evaluate learning objectivesin our Employer/Student Evaluation forms. This process provides a number of benefits:
X Employers who have worked with students who use learning objectives appreciate the organization and direction that it provides for
the co-op student. It shows that students are serious about learning during the workterm.
X  Learning objectives can give direction to what students learn during their workterm. They can help students get more out of their co-
op experience and allow students to focus on their career goals.
X Learning objectives provide students with a listing (a portfolio) of documented learning outcomes resulting from their workterm
experience. This also helps give their Co-op experience more academic integrity by providing documentation of learning outcomes.

What are learning objectives?
A learning objective is a written statement describing measurable achievements students hope to accomplish during their workterm
experience. For example:

"By July 4™ | will devise, print and post a safety check sheet, following Federal Government guidelines,

which will make safety information readily available to all staff members. | will have this safety check sheet

evaluated by my supervisor for accuracy prior to posting.”

Why use learning objectives?

The student's goal for each workterm should be to maximize the opportunity and then be able to document what they have learned as a result
of their participation in the Co-op program. To assist students in accomplishing this goal, it is recommended that students develop specific
and measurable |earning objectives for each of their Co-op workterms. By preparing learning objectives students are declaring their intentions
to document their learning outcomes for the workterm and to accomplish these objectives in a satisfactory manner.

Some workterm assignments may lend themselves to easily written objectives, but learning objectives can be written for every workterm. The
major idea behind setting objectives is not to control every moment of the Co-op experience, but to set a direction or agenda for the
workterm.

How do you implement learning objectives?
The easiest way to incorporate learning objectives into the co-op workterm is to incorporate them into the employer/student evaluation form.

The Employer/Student Evaluation Form should have 3 sections:

Section 1: With the supervisor, during the first week of the workterm, the student develops the learning objectives for the workterm,
following the model described later in this report.
The learning objectives which students devel op should:
X relate directly to their job assignment, and
X represent the job functions and duties students will be performing during their co-op workterm.

Section 2 With the supervisor, midway through the workterm, the student evaluates the learning objectives, documenting any factors that
may affect the achievement of the objectives. If needed, the objectives may be revised or updated. Coordinators normally
review the objectives during the work site visit.

Section 3:  With the supervisor, during the last week of the workterm, the student evaluates the learning objectives against the set
measurable goals. Again, any factors that affected the achievement of the objectives is documented.

These evaluations are returned to the Co-op office for review by the co-op coordinator.

The learning objectives that students develop for each Co-op workterm should be realistic and achievable within the time frame of their
workterm assignment. Also, the objectives should be as specific as possible, so that they can be measured at the end of the workterm
experience. There is no magic number of learning objectives that should be developed for each workterm, but a good guideline would be for
students to develop from 5 to 8 objectives for each workterm.

How do you write learning objectives?
Writing SMART learning objectivesisrelatively easy. Smart objectives are:
S pecific
M easurable



A chievable
R edistic, and
T  ruthful.

For each learning objective students have, make sure it answers the following four questions:
X What isthe task to be accomplished?
X How will it be accomplished?
X How will it be measured/evaluated and by whom?
X When will it be completed?

L earning Objective - Bad Form: "I will learn to use aword processor."

Learning Objective - Good Form: "By August 15", | will be able to execute Microsoft Word on a Macintosh computer incorporating
advanced editing capabilities. | will attend a 2-day seminar on Microsoft Word and complete my workterm report using the program for
evaluation by my coordinator."

What are the types of learning objectives?

Learning objectives fall into two main categories:
Personal - include developing or improving interpersonal, communication or other social skills that allow students to work more
effectively. For example:

"By the end of my workterm (when), | will develop better listening skills (what) by practicing reflective questioning techniques (how) and |
will submit adiary of these experiences to my supervisor for his’/her evaluation (evaluation).”

Professional - include objectives aimed at practicing or improving a skill, learning a new task, solving a specific problem with
measurable results or other professional objectives that would enable students to improve their work performance. For example:

"By July 1% (when), | will give a presentation to a group of at least ten people using a microphone and

overheads (what). | will follow the guidelines outlined in the manua "Effective Presentations’ (how) and

will ask each participant to evaluate the presentation for clarity, style and message (evaluation).”

Some of the various topics that |earning objectives may cover include:
routine duties
problem solving
new skills and assignments
personal improvement
creative opportunities

~NOoO O h W

And in summary:
Because it may be difficult for students to know exactly what they will be doing in their workterm and what their employer will expect of
students, it may be hard to establish specific learning objectives prior to reporting to their workterm assignment.

Therefore, during the first week of work, students should set some rather general objectives based on their job description and the preliminary
knowledge that students have of the job and the employer. When their familiarity with their employer, supervisor and their job increases
(usually after a few weeks), students should be able to set a more realistic number of learning objectives that students wish to accomplish
during their workterm. These may be the result of adapting their general objectivesidentified earlier, or defining new objectives.

The first set of learning objectives students develop may be too optimistic and students may have to postpone some of these until a future
workterm, or students may find that they haven't identified enough, or the right learning objectives at the beginning. Students need to feel free
to add new objectives, and to modify existing ones.



APPENDIX 6
Employer Invitation L etter
(contributed by the University of Victoria))

Title, First Name, Last Name
Jobtitle, Department
Company

Address

City, Province Country
Postal Code

Dear Title. Last name:
The (Co-op Program) at the (Institution) is inviting employers to participate in the Co-op work term period that
begins next (month/year). If you have any positions you wish filled by students studying either (program(s)), please

complete the enclosed job description and return it to me on before (month/day/year).

The recruitment schedule for the filling of positions for the (date) to (date) period is as follows:

Post job description: Week of (date)
Résumes sent to employer: Week of (date)
Interview Period: (dates)
Placement matrix: (date)

For the Spring work term we expect to have approximately (#) students available, ranging from second year to fourth
year levels.

On the back of the enclosed job description form isalist of al co-op programs at (institution). If you feel that there
might be opportunities for other co-op disciplines at your location, then we would appreciate your assistance in
bringing any interested parties together.

Thank you for your support; | look forward to hearing from you.

Yourssincerely,

(name, title, dept.)



JOB DESCRIPTION FORM

(contributed by the University of Victoria)

APPENDIX 7

INSTITUTION'SLOGO
JOB DESCRIPTION FORM
CO-OPERATIVE EDUCATION PROGRAM

1. Employer:

Address:. (leave appropriate space)

Contact:

Telephone: Fax: E-mail:

2. Employment Period: ~ Year O Jan-April OMay-Aug O Jan-April
3.Do you have a position for the period indicated? O Yes O No O Possibly
If NOT Yes, please elaborate: (Ieave appropriate space)

4. Isthis position being advertised elsewhere?

5. Position Title:

6. Description of Duties: (Ieave appropriate space)

7. Number of Positions:

8. Approximate Wage Range  $ to$ per

9. Will you be interviewing on
campus?

10. Special requirements? (leave appropriate space)

11. Thisposition is most suitable for students seeking their:

O 1st or 2nd work term O 3rd or 4th work term O 5th or higher work term

12. Do you wish to have this position posted in other Co-op Program areas? if so, please indicate area(s):

(provide pertinent information such as Provincial Tax Credits, i.e. the Ontario Co-operative Education Tax Credit (Form 96-2R) for Ontario

employersinformation @ http://www.gov.on.ca/fin/english/tb96e2r.htm)



CO-OP PROGRAM

Job Selection Form

APPENDIX 8

Name;

Preference* Employer

L ocation

Job#

e Please number your selectionsif you have a preference.

Submitting ajob selection form commits you to:

1. Allowing Co-op employers access to your résumé and transcript.
2. Participating in the placement process, including all interviews for which you are selected.

3. Not accepting ajob offer prior to the end of the interview period without the consent of the coordinator.

Additional job descriptions will be posted as they come in. Make your interest in new posting known to the

coordinator.

Please keep a check on the board as some jobs may only be posted for a day!



APPENDIX 9

Work Site Visit Form for Faculty
(contributed by the University of British Columbia)

Institution's Logo
contact information

Faculty Site Visit Report

Student: Discipline:
Advisor: Date of visit:
Employer: Supervisor:

Section |. Student and Employer input on the placement

8. What are the student's responsibilities and tasks?
9. What isthe relevance of thiswork to the student's academic program?
What new skills did the student need to learn in order to do the job?
Arethere any skills that the student should have learned at (institution) before starting the job?
10. What type of work environment (team, individual, structured/guided, autonomous, etc) is thisjob?
11. What do you propose as the topic of the technical report (to be agreed upon by the student and
supervisor)? The content of the report is to be useful and reviewed by supervisor beforeit is
submitted to you.
12. What level of confidentiality needs to be observed with this report? (please circle)
student and supervisor only / student, supervisor and advisor only / faculty / faculty and students/
future employers

Section 1. Employer input on the student and the Co-op Program

13. How satisfactory is the student placement for your needs? If you had the opportunity to describe the
job or hire/ orient / train a student again, would you do things differently?

14. Arethere any changes to the current curriculum / scheduling that would have fit your needs better.

15. Arethere any changes or enhancement to the non-technical pre-employment training that would
have been better prepared the student for this assignment (ie. oral and written communications,
ethics, interview preparation)?

16. Do you feel the Co-op office administration and recruiting process met your organization's needs?
How could the Co-op office improve service to employers?

17. Do you see any potential for future co-operation / synergy / ongoing relationships between your
organization and the university (ie. guest lecturers, common research interests, information
sessions)?

18. Do you have any other comments?

Section I11. Faculty input: post-visit assessment

19. Wasthe visit to the student well organized with respect to timing (early enough in work term/
enough time to discuss issues fully)? Were you talking to the right person? Was the location
appropriate?

20. What action should be taken now or in the future to improve the value of this or future work termsto
the student or employer?

21. Did you come away feeling the visit went well and was worth while?

22. How much time did you spend on the student's visit: Arranging? Travelling? Meeting? Other?

23. Do you have any other comment?



APPENDIX 10
Employer's Final Evaluation of Student Form
(Contributed by Wilfrid Laurier University's Co-operative Education Department)

INSTITUTION'S LOGO PROGRAM NAME

INSTITUION'S NAME CO-OP
CO-OP STUDENT PERFORMANCE EVALUATION

Dear Supervisor:

Please use this form to evaluate the performance of your (INSTITUTION) Co-op student. After completing your portion of the form,
please review the evaluation with your student and ask the student to add his or her comments. Please return the form to the Co-op
Office by the end of the student's work term.

If you have any questions, please call your co-op co-ordinator at (519) 884-0710, extension 4484.

Thank you for your support.

Name of Organization:

Name of Supervisor:

Supervisor’s Title:

Name of Student:

Please list the student’s primary assignments and projects: (leave appropriate space)

Performance Rating Key

E Excellent Consistently exceeds expectations for performance.
G Good Sometimes exceeds expectations for performance.
S Satisfactory Meets expectations for performance.
NI Needs Improvement Needs to improve performance
U Unsatisfactory Does not meet expectations for performance.
NA Not Applicable Not required by the position.
Comments Please provide examples to support your ratings and suggestions on how the student could
improve their performance. (leave appropriate space0

Approach to Work E G |S NI U NA Comments:

Attendance and
Punctuality
Enthusiasm for Work

Flexibility

Dependability

Compliance with
Policies

Interpersonal Comments:

Relations
Relations with Others

Listening Skills

Teamwork

Sharing Information

Customer or Client
Service

Communication Skills Comments:

Verbal Skills

Writing Skills




Presentation Skills
Reasoning E G ‘S NI U NA  Comments:

Analytical Skills

Investigative Ability

Problem Solving

Mathematical Skills

Level of Maturity S NI U Comments:

Judgment

Conflict Resolution

Acceptance of
Criticism
Quantity and Quality Comments:

of Work
Accuracy

Innovation and
Creative Thinking
Initiative

Job Knowledge

Organization and
Planning
Productivity

Technical Skills (lab,
computing)
Thoroughness

Meeting Deadlines

Please list other skills or qualities required for this ition. : , teaching, leadership
Skill/Quality E ‘G S N U NA Comments:

Overall Excellent Good Satisfactory Needs Unsatisfactory
Performance: Improvement
(Circle one)

Supervisor's Comments:

Please comment on your student’s performance of the projects, assignments and key skills and competencies required for this position.
We invite you to mention the student’s areas of strength and those needing development.

(leave appropriate space)

You are welcome to comment on your experience with (INSTITUTION) Co-op.
(leave appropriate spacing)

I would like this student to return to my organization for another work term after their next academic term.



Yes [ No []

Student's Comments:

Undecided []

If unsure, when would you like us to call you to confirm?

Please comment on this position, your performance during the work term, your response to this evaluation and your goals for future

employment.
(leave appropriate space)

I have read this performance evaluation and discussed it with my supervisor.

Student's signature:

Date:

Please return form by
mail to:

Department, Institution
Address

City, Province

Postal Code

Or return by fax to: (000) 000-0000

Thank you both for your cooperation.

| hereby give approval for the information in this evaluation to be released
to potential employers, providing the student also signs this release.

Employer's signature:

Print name:

Date:

I hereby give approval for information in this evaluation to be released to potential
employers, providing my supervisor also signs this release.
Signature:

Print name:

Date:




APPENDIX 11(a)

CO-OP TIPS & TECHNIQUES
The following CO-OP TIPS & TECHNIQUES is brought to you by CAFCE's Accreditation Council, in our effort to provide
co-op practitioners with various topics relative to quality co-op programming.

Tipsfor Sharing with Students Required to Complete Work Term Reports/Presentations
presented by the University College of the Fraser Valley

Purpose of the Co-op Ed Work Term Report or Presentation

For each work term, students in Co-op Ed programs are normally required to provide areport or presentation for evaluation and
grading. The preparation of work reports is expected to benefit Co-op studentsin avariety of ways, including:

Facilitating an understanding of the employer's organization and work environment.

Enhancing the student's integration of practical experience and theoretical concepts.

Aid in the development of the student's communication skills.

Provide an opportunity for an employer to recognize research, analytical, and written/oral communication skillsin a co-op
student.

5.  Assist in the development of learning objectives for subsequent work terms.

AwWDdPE

Who Will Read or Listen To The Report?

Because information which is redundant to one person might be essential to another, students should know their audience. Reports
should communicate ideas effectively to employers, who will benefit from its contents, and those responsible for the report's
evaluation.

How to Preparethe Report or Presentation.

Criteriato be considered:
Clarity
Conciseness
Completeness
Accuracy
Objectivity

grwDdE

A proper plan which assures the your arguments/discussions are developed in an orderly and rational fashion aids greatly in achieving
these criteria. In fact, the preparation of an outline before starting is recommended to indicate what the essential elements of the topic
are and to avoid including great amounts of extraneous material which may contribute to detail, at the expense of obscuring idess.

Much more important than length are conciseness, clarity and completeness. In other words, use as much space as required to cover
the topic adequately, but no more. Care in preparing prompting key words and phrases will help make the development of ideas
orderly and clear.

Many ideas are far better explained using graphs, diagrams or photographs. Clearly identify where you are going to show a diagram,
table, photograph, etc., and credit the sources. One should bear in mind, however, that in any illustration the main ideas to
communicate must be clearly discernable. Use of main topics and sub-topics aid in indicating divisions of the material and assist the
development of ideas in a logical manner. Major sub-headings should be listed and indented into levels of importance consistently
throughout. Simply photocopying pages from tests or manuals is not satisfactory. Reports and presentations must be professiond,, i.e.
neat, adequately documented, with correct spelling and grammar. Errors are not acceptable at the professional level.

Additional Tips

Most reports go through two or three drafts before the final version isissued. Students must be encouraged to review and revise the
first draft as many times as required to produce a satisfactory proofread quality.

In addition to referring to published materia relative to the employer (in either internal or external publications), it will likely be
necessary to ask questions of selected individuals within the organization. Although in most instances, questions will be answered,
there may be the odd case in which resistance is experienced. To avoid such a situation students should:

1.  choose the resource people carefully.



2. bewdll prepared before asking their questions.
3. phrase your questions so they are as straight-forward as possible.

In some cases, Co-op employers may be uneasy having what they consider to be "confidential information" appear in a student's work
report. Students should discuss this with the employer early in the work term when planning the outline. To ensure that no
confidential information is contained in the report, arrangements can be made for the employer to review the report prior to
submission. If the employer feels certain information is confidential, modifications should be considered or perhaps policy isin place
to have the report graded by the employer.

Report and Presentation Components

A formal written report may contain the following components. Students should be provided with specific guidelines for each
component.
Report Outline, Cover letter, Front cover, Title page, Executive Summary, Table of Contents, Introduction,
Discussion, Conclusions, Recommendations, Glossary, References or Bibliography, Appendix, Back cover.
The formal Presentation may contain the following.
Presentation Outline, Cover letter, Front & back cover, Title page, Executive Summary, Table of Contents,
*Speaker Notes, Closing.

*The following Speakers Notes topics may be addressed:

Description of the Companies Employed By:
24. State job title and full name of company.
25. Brief history including products, activities or services provided.
26. Sizeinterms of personnel, departments, etc.
27. New technologies.
28. "Corporate culture".
Description of the Departments, Areas or Units Y ou Worked In:

29. Department organization and relation to the overall organization.
30. Mgor activities of the department considering employees and work flow.
Description of Y our Responsibilities:

31. Summary of responsibilities and relationship to activities of the overall department.
32. Contribution to the productivity of the department.
Personal Awareness:

33. What was the main learning objective for the work term? Has it been met?

34. What effect has the work term had on career objectives?

35. What motivators have been discovered?

36. What has been identified as specific job needs (e.g., working alone, teamwork )?

37. How well did the Co-op Ed/Academic program prepare students for work experience?




APPENDIX 11 (b)

Work Term Report Guidelines
(Contributed by the McMaster University's Science Co-op)

Institution's Logo and contact information
WORK TERM REPORT GUIDELINES

Y our work term report must be typed or produced by aword processor, and must present a polished, professional
appearance.

Two copies of your work term report must be submitted to (department) within two weeks after completion of each
4-moth period of a co-op work term.

Please ensure that your supervisor has read your work term report before the submission date. Thisreview isnot for
marking purposes, but an opportunity for your supervisor to review the content of the report.

The cover page of your work term report should contain the following information: student name, work term time
period, title of work term report, name of work term supervisor, and the location. The entire report should be 5-10
pages in length.

The format and content of the work term report is described below:

L ocation : Summarized where your work term conducted and where your particular work group fitsinto the overall
organization. Describe the general goal of your work group.

Responsibilities : Describe your actual responsibilities during your work term. Explain your role in the context of
your immediate work group.

Skillsand Knowledge : Describe the skills and knowledge required to fulfill your work term responsibilities.
Discuss how your knowledge base and personal skill set evolved during your work term experiences. Explain how
your new knowledge and skills are relevant to your academic studies and future goals.

Outcomes : Describe your work term achievements. Give examples of these accomplishments, e.g., experimental
outcomes, report production, and consequences of your work.

Please note that some employers may require you to submit areport in the traditional format of a scientific paper
(i.e. Introduction, Methods, Results and Discussion). While thisis an important part of your work term activity, it
does not constitute awork term report. However, you may append this paper to your work term report.



Co-op Activity Schedule

APPENDIX 12

Month New Students Working Students Returning Students Employers

1 Promote Co-op to new Students set learning objectives | Returning students debrief with Invite employers to submit job
students; hold information for the work term, in coordinator postings
sessions; call for and begin consultation with supervisor and | Work term reports due
processing applications coordinator

2 Process applications; begin Work site visits begin; discuss Students update resumes; apply | Post jobs; discuss work term
intake interviews work term report topic for jobs progress with employers either

Revisions to work term reports onsite or by telephone;
due interviews begin

3 Co-op Orientation sessions Site visits continue Students apply for jobs; Site visits continue; interviews
held interviews held continue

4 Students prepare work term Students register for next work Encourage employers to

report term complete final evaluation forms;
Employer evaluations due confirm following term’s
placements

5 Accept students based on
eligibility criteria
Start pre-employment training;
start posting jobs

6 Jobs posted
Pre-employment training
continues

7 Interviews held
Rankings; job offers

8 Confirm placements; students

register for work term




