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Coop Student Handbook
General Information

Preface

This handbook has been prepared especially for the student.  It includes information of interest and value about the cooperative work experience program.  This work experience program should be very valuable to the student and the employer.

Please study this booklet very carefully, as it explains the requirements and responsibilities for participating students.  Sample forms have been included for your information.

This handbook should prove interesting and useful in understanding the demands made upon all concerned and will explain how the cooperative work experience program operates.
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Term



Definition

Co-op worksite

There are two types of approved co-op worksites:

The first is an approved worksite at which a student is placed for only one or two semesters.  This worksite is not designed for permanent employment.

The second is a worksite at which a student is already employed in a career-related field.  This represents a full- or part-time job that the student has obtained for him or herself and may last longer than just one or two semesters.

Both types of approved worksites will provide work experiences that are consistent with industry standards and emphasize current practices in the student’s field of study.

Employer
An organization that has been approved to participate in the cooperative work experience program.

Coordinator
The faculty professor to whom a student is assigned during the cooperative work experience.  The faculty coordinator works in cooperation with the student and his/her supervisor to develop cooperative work experience learning objectives.

Supervisor
Person for whom the student works during the cooperative work experience.  The supervisor helps the student determine the objectives and helps evaluate the student during the cooperative work experience in cooperation with the coordinator.

Learning Objectives
Written statements defining the educational experiences and tasks each co-op student expects to accomplish during the semester.

Cooperative Work Experience Program Overview

The cooperative work experience is a program that combines the training efforts of both the college and the workplace.  This partnership allows the student the opportunity to develop an understanding of the relationship between school and work by working in a career-related field and coordinating that work with their college program.  It is an educational program, which recognizes that the workplace offers tremendous hands-on training and awards college credit for the knowledge, skills, and attitudes so gained.

The purpose of this program is to provide students with real-world work experience and career awareness in the occupation related to their college major, thus providing an effective mode of transition from school to work.

The cooperative work experience program developed for Tomball College students is designed to allow students to simultaneously work and attend college.  This plan requires that the student coordinate and balance the cooperative work experience with remaining specific, technical and general education courses needed to complete certificate and/or degree requirements.

Each student is assigned a coordinator who will work with the student and supervisor to set individual learning objectives related to job growth, personal development, problem solving, routine duties, or future career aspirations.  The coordinator will make on-site visits to assist the student and supervisor in developing and evaluating program objectives.  The student must be employed at least 20 hours a week in a position related to his/her degree or certificate plan.  Three (3) semester hours of credit may be earned each semester.  Three (3) semesters of cooperative work experience are required for a degree with a fourth semester optional.

Advantages to the Student

Enrollment in the cooperative work experience program allows a student to receive college credit for on-the-job experience.  The program enhances classroom instruction by providing a realistic medium for the application of that instruction.

Advantages to the Employer

The cooperative work experience program allows an employer the opportunity to become a partner in the educational process by actively participating in the training and development of students.  During the cooperative training period, the supervisor assists with learning objectives development, job assignments, and student evaluation.  A co-op program allows the supervisor to evaluate the knowledge and skills gained by the student as a basis for possible full-time employment upon the student’s graduation from his/her program.

Advantages to Both

The program incorporates the skills and competencies necessary to succeed in today’s work place as outlined by the SCANS report for America 2000 (the Secretary’s Commission on Achieving Necessary Skills).  The SCANS skills are applied as follows:

Resources – the student learns to manage time and materials at work to enable completion of his/her learning objectives.

Interpersonal skills – the student learns to use interpersonal skills to work well with others at work, including his/her supervisor as he/she is evaluated in terms of attitude and cooperation on the job.  This includes working on teams and/or serving the customer.

Information – the student develops specific, job-related learning objectives that include one or more of the following: acquiring and evaluating data, organizing and maintaining files, interpreting and communicating, and using computers to process information.  Each student’s objectives are developed in the context of his/her particular job or career objective.

Systems – the student learns to incorporate social, organizational, and technological systems to succeed on the job and monitors his/her performance by weekly progress reports sent to his/her coordinator.

Technology – the student uses the equipment and tools provided at his/her particular worksite to complete one or more specific learning objectives.

Basic skills – the student must write three measurable learning objectives after speaking and listening to his/her supervisor and coordinator regarding what is needed at the worksite.  In addition, the student prepares a final report documenting his/her completed learning objectives.

Thinking – the student uses and develops the ability to learn, reason, and think creatively while completing his/her learning objectives.

Personal Qualities – the student is evaluated by his/her supervisor in terms of attitude, attendance, cooperation, and punctuality on the job.  The student is also evaluated by the coordinator in terms of attendance, participation, and punctuality at college seminars and conferences.

Student Information

and

Responsibilities

Course Outline

Upon successful completion of each cooperative work experience course, the student will be awarded three hours of college credit.  Successful completion will be determined by the co-op coordinator and the supervisor, based on the following general criteria:

OBJECTIVE I.
Cooperative Job:
I will satisfactorily perform the tasks and duties of my job by working at the worksite 20 hours a week during the semester.  The supervisor’s evaluation will be used as part of the final grade.

OBJECTIVE II.
Semester Project:

As part of my Co-op responsibilities, I will satisfactorily complete two learning objectives and a self-improvement objective approved by my supervisor and coordinator.

OBJECTIVE III.
Class Activities:

A. Maintain an appropriate course load

B. Keep up with assignments as indicated on syllabus

C. Meet class deadlines

D. Complete a Training Plan Log each week (form on pages 24-25)

E. Turn in a written assignments

F. Complete any special assignments

EVALUATION PERCENTAGE:
Objective






Grade Percentage
      I


Supervisor’s Evaluation


 20%

     II


Semester Project



 40%

    III


Class Assignments



 40%









100%

The North Harris Montgomery Community College District shall not discriminate against, or exclude from participation in any benefits or activities either on the staff or in the student body, any person on the grounds of sex, race, color, religion, national origin, age, or handicap.

Student Qualifications, Responsibilities & Objectives

Enrollment Qualifications

To qualify for enrollment in the co-op course, a student must meet the prerequisites shown in the Tomball College catalog which include:

· Enrollment in an Office Management Technology, Computer Technology, or General Business AAS degree or certificate program

· Enrollment in 9 hours if the student is working part-time

· Enrollment in 6 hours if the student is working full-time

· Work a minimum of 20 hours per week for wages

· Fill out an application

· Obtain departmental approval

· Maintain a 3.0 GPA if the student is on a scholarship

· Maintain a GPA required by the employer if the student is not on a scholarship*

In addition, each student must agree to:

1. Pursue a planned program, which, in the judgment of the coordinator and supervisor, includes new or expanded responsibilities or learning opportunities beyond those experienced during previous employment or classroom/laboratory instruction.

2. Begin employment at a time, which will allow the student to complete the required number of work hours during the semester.

3. Participate in planned on-the-job work experiences that contribute to stated occupational or educational goals.

4. Maintain acceptable workplace attendance and attitudes as defined by the employer and co-op coordinator.

5. Obtain the approval of the coordinator.

*Students with a GPA lower than 2.0 will probably not be placed.

Student Responsibilities
The student will:

1. Maintain a willing, cheerful attitude toward the job and personnel.

2. Be dependable in punctuality and attendance.  If any problems occur making it necessary to be late or absent, call in as soon as possible yourself in order that the supervisors can make plans for your work.  (Do not have someone else call unless it is impossible for you to call.)

3. Discuss any questions or problems with the job supervisor and/or intern coordinator.

4. Work to do a quality job.  Do not waste time, supplies, computer time, or any other company resources.

5. Dress appropriately for the workplace when attending work.  (No jeans, athletic wear, low-cut tops, sheer dresses, tight clothes, or sandals.)

6. Use appropriate makeup and jewelry for the office.

7. Advise the co-op coordinator if you anticipate any absence during the semester because of surgery, pregnancy, honeymoon, business, etc., as soon as you know about it so your work can be covered.

8. Be responsible for proofreading everything.  Students should not turn in anything to their supervisor unless it is perfect and mailable.

9. Use initiative in doing their job and helping others do theirs without being pushy.

10.  Stay out of gossip and office politics – it is a no win situation.

11. Avoid being presumptuous about borrowing, setting up your workspace, etc.  Ask first.

12. Be helpful on the telephone and in person by offering to get information.  Do not give out confidential names, positions, or information.

13. Be accountable for the assigned work schedule and the accuracy of the time reported.  Putting down more hours than actually worked is grounds for dismissal.

14. Communicate often with supervisors and your co-op coordinators.

15. Work with supervisors to determine job duties, office policies and standards, priorities of duties, telephone procedures, and general responsibilities.

16. Follow all safety practices at Tomball College and at their place of employment.

17. Prepare weekly Training Plan Logs that are brief outlines of their job activities and hours worked.  No credit is given for late logs, incomplete logs, or unsigned logs.  Use Training Plan Log form as shown on pages 24-25.

18. Complete all class assignments as listed in the course syllabus. 

19. Avoid using e-mail for personal use.  No personal e-mail should be sent or received on company workstations.  If unsolicited personal e-mail is received, please advise your coordinator.  Sending personal e-mail could be grounds for dismissal.

20. Be required to fill out a Student Schedule and Information sheet, an example of which can be found on page 23.

Learning and 

Self-Improvement

Objectives

Learning Objectives

Learning objectives are written statements defining educational experiences and activities each student expects to accomplish during the semester.  These objectives are recorded on the form shown on page 22.

The learning objectives serve four (4) basic purposes.  It allows the student to:

1. Provide a needed service to the company/department

2. Describe the implementation of the objective based on the problem solving process described on page 21.

3. Evaluate decisions made while accomplishing the learning objective

4. Use decision-making skills

In consultation with the coordinator and supervisor, the first task for each student is to document specific learning objectives he/she will strive to accomplish on the job.  These objectives must be specific enough so each student and supervisor can measure his/her achievement.  At the same time, the objectives must outline a specific task which can be completed by the end of the semester.

Each student is required to meet with his/her coordinator for preliminary approval of both learning objectives and the self-improvement objective.  Each student is encouraged to make an appointment to discuss a draft of the first learning objective.

The following are some guidelines to assist the student and supervisor in the writing the learning objectives:

Ideas for Learning Objectives

· Routine tasks – is there room for improvement in routine or daily tasks?

· Problem solving – is there a problem to be solved that will exhibit measurable results?

· Creative goals – can you develop new policies or procedures that will result in saving time, materials, or costs?

· Personal goals – can you improve relations with co-workers or supervisors?

· New skills and skill improvements – is there new software or hardware knowledge or training that would benefit how work is completed?

Writing Learning Objectives

1. Start with an action verb.

a.  Examples are write, operate, revise, apply, assemble, select, develop, report, install, 

     increase, etc.

b.  Be careful of words like understand, learn, know, or appreciate.  It is very difficult to 

     measure how well you achieve these things.

2. Add the standards which you will strive to achieve.

a. The standards describe how well you will be able to perform the stated learning objectives in 

    order to be acceptable.  They should usually specify the minimum acceptable skill level or  

    accomplishment.

b. Standards might include such statements as improve by 95%, not more than one each day, 

    within twenty minutes, etc.

c. Statements such as “to acceptable industrial standards” are only acceptable if those standards 

    are generally known throughout the specified industry and/or are recorded in an accessible 

    text or location.

3. List the specific tasks under each objective indicating exactly what will need to be done for each      objective and how long each individual task will take; i.e., 2 hours, etc.   For example, if the      objective was to Learn the basics of Excel and create a spreadsheet for the department’s office      supplies, the tasks might be:


Attend Excel class


8 hours


Practice/homework


8 hours


Discuss supply needs w/ staff

3 hours


Assess what to order


2 hours


Design/produce spreadsheet

4 hours



TOTAL


25 hours

Examples of Learning Objectives

1. Develop an income and expense analysis for the XYZ Department with recommendations for action by December 1.

2. After learning Microsoft Excel, prepare a spreadsheet for this department’s office supplies by November 12.

3. Investigate and report in writing the current method of issuing company property to employees and make recommendations for a more efficient method by December 1.

4. Analyze safety practices and write a report recommending specific improvements by November 15.

5. Research and use legal resources to prepare a pleading by September 20.

6. Master obtaining and proofing patient information and registration, assemble new patient charts, and demonstrate this skill to my supervisor by November 1.

7. Develop five (5) recommendations for reducing equipment failure rates by 10 percent this semester.

8. Devise a faster method for analyzing computer printouts and write a report of my findings by November 30.

9. Develop five (5) techniques for recycling materials and write a report to my supervisor by December 1.

10. Attempt to increase my monthly sales totals by making five more calls per week this semester.  All sales calls will be logged and will be approved by supervisor.

11. Describe in writing the methods for quality control used in this office by April 1.

12. Design a trade show booth and present the design layout including a list of materials needed by September 30.

13. Design and develop new insurance forms for the Human Resource Department by December 1.

14. Attend a course on assertiveness and write a report on what I learned by April 10.

Learning Objectives Report Template

Each intern will develop two (2) learning objectives for the semester.

Parts of the paper (Problem Solving Process):

1.  Describe the Problem (What was the motivation for this training plan? (5%)

2.  What are you trying to accomplish? What is your goal? (save time, save money, fewer errors, etc.)? 

     (10%)

3.  List three (3) different ways you could accomplish your goal based on the above statement. (10%)

4.  Prioritize the above alternatives and justify the order using some rational argument (Ex. Some will 

     take too much of your time, some will not be economically feasible, etc.). (5%)

5.  Implement the first item from the previous step.  Keep a log of your activities throughout the   

     process.  This log can be used to describe the steps you took to achieve your objectives. (10%)

6.  What problems did you have while attempting to reach your objective (i.e. training, personnel, 

      time, resources, etc.)? (5%)

7.  Determine your success or failure in accomplishing your original goal. (5%)

8.  What would you do differently if you were to attempt this (or a similar project) again? (10%)

Also included in evaluation:
· Mechanics/Sentence Structure (35%)

· Followed Directions (5%)

· 10 points will be taken off for each week this paper is late

Report Format

1.  This paper should be typed and saved on a disk.

2.  Margins should be the default for the software.

3.  Font size should be 10 or 12 points.

4.  Text should be single spaced.

5.  Questions from the template should be typed, and then answered a double-space below.

6.  Do not use a notebook or plastic covers for report.

7.  Use a title page with the following information: Your Name, Your Coordinator’s Name, Your 

     Supervisor’s Name, Company and Department, Date, “Job Objectives.”

8.  Please staple the report in the upper left-hand corner.

Self-Improvement Objective
In addition to the two learning objectives, each student will chose a self-improvement topic on which to reflect.  Topics for this goal might include:

· Time Management

· Positive Thinking

· Self Change

· Human Relations

· Communication

· Stress Management

· Grooming

· Wardrobe Management

· Money Management

Forms

_____________________________________________

Last Name


First Name

_____________________________________________

Your Coordinator

TOMBALL COLLEGE

Cooperative Agreement

The Cooperative Program incorporates work experience with classroom learning providing an opportunity for the student to relate and correlate classroom learning with application in a job situation.

The student Co-op will work an average of 20 hours per week and attend the Co-op Seminar class one hour each week during his/her enrollment in the Cooperative Program.  The Co-op will be supervised and evaluated by the employer and the college coordinator of the Cooperative Program.  Three semester hours credit can be earned each semester if the student satisfactorily meets the approved objectives of the Cooperative Program.  The Co-op student must satisfy the hourly enrollment requirements of the supervisor and Tomball College.

The student agrees to perform diligently in the work assigned by the employer; to pursue the objectives in the course of study; and to take advantage of every opportunity to improve his/her problem-solving skills and personal business qualities.  The student agrees to permit the employer and college to have free access to information in his/her records for the purpose of placing the student in a position in which he/she will be successful, learn, and progress.  The student also recognizes that he/she is not guaranteed employment under the program, and performs under the same conditions of hiring or release, as other employees of the firm, except that the term of the employment is for a specific semester and does not entail a “layoff” when the semester has ended.

The student fully understands that the employer will deduct, from payments given the student for work performed during this Cooperative Program, all applicable and legally required Federal taxes.  The student further understands and acknowledges that none of the monies deducted by the employer are unemployment insurance or benefits, and that he/she is not entitled to unemployment benefits.

The employer recognizes that the Cooperative Program is a training program to help prepare the student for a career related to their studies through on-the-job experiences, training, and constructive supervision.

The employer agrees to employ this student in a position as Co-op until such time as the student fails to meet the objectives and responsibilities of the program, the company has no need for the trainee, or by mutual agreement of the company and coordinator that the Co-op should be moved.

As a Co-op supervisor, I will not discriminate on the basis of race, color, national origin, sex, handicap, or age.

As a student Co-op, I understand my job-site supervisor will do an evaluation, and this evaluation may be used as part of my final grade.

__________________________________

_______________________________

Student Co-op





Date

__________________________________

_______________________________

Company Co-op Supervisor



Date

__________________________________

_______________________________

Coordinator of Cooperative Program


Date

	TC Student:

	Work Supervisor:

	TC Coordinator:

	Co-op Class:
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INSTRUCTIONS:  Please complete two (2) copies:  Sign and give one copy to your Co-op Coordinator at the time of the objective review conference.

	Self Improvement Objective
	Approved/

Not Approved
	Coordinator

Comments

	1.  Improve self-confidence or

     Improve communications skills or

     Improve money management skills


	
	

	Learning Objectives
	
	

	1.  Write the Customer Service Specialist section of   

      the Policies and Procedures Manual by <insert  

     date>.

or

     Learn Excel and then design and produce a   

     spreadsheet form consisting of spare parts, 

     vendors, and part numbers, etc. by <insert date>.


	
	

	2.  Schedule training classes for the employees in 

     our department and complete the paperwork and  

     certification for those classes by <insert date>.

or

     Re-design safe work procedures so that there is 

     one electronic system for procedures and one 

     hard copy by <insert date>.
	
	

	Signatures


	Student:

	TC Coordinator:

	Supervisor:


	TC Student:

	Work Supervisor:

	TC Coordinator:

	Co-op Class:
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INSTRUCTIONS:  Please complete two (2) copies:  Sign and give one copy to your Co-op Coordinator at the time of the objective review conference.

	Self Improvement Objective
	Approved/

Not Approved
	Coordinator

Comments

	
	
	

	Learning Objectives
	
	

	
	
	

	
	
	

	Signatures


	Student:

	TC Coordinator:

	Supervisor:


CO-OP STUDENT SCHEDULE AND INFORMATION SHEET



LIS

LIST COURSES IN DATE AND TIME ORDER:

	Course No.
	Sec.
	Course Name
	Time
	Day
	Instructor
	Room

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Your Coordinator __________________________

TRAINING PLAN LOG – OFFICE CO-OP

_______________________________

________________________

Name of Intern (PLEASE PRINT)


Company/Department
	
	Month/Day/Year
	WORK HOURS
	Number of Hours Per Day

	
	
	Time Started Work
	Time Ended Work
	

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Total Hrs/Wk


Classes Missed this Week:  (Please check all classes missed)
No classes missed:  ________
	SUBJECT
	MON
	TUES
	WED
	THUR
	FRI
	Did you report to work?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I verify that this information is correct and understand that misrepresentation will result in dismissal from the co-op.

________________________________________
______________________

Signature





Date

TRAINING PLAN LOG – OFFICE CO-OP

Page 2

( List jobs accomplished this week:

	

	

	

	

	

	

	

	

	


( Do any jobs accomplished relate to the training plan?  Yes ______
  No ______

( What is your next step toward the accomplishment of your training plan goals?

	

	

	


ADDITIONAL COMMENTS ABOUT WHAT HAPPENED THIS WEEK: (Topics for “Log Jam”)

OPPORTUNITIES: _________________________________________________________________

_________________________________________________________________________________

CHALLENGES: ___________________________________________________________________

_________________________________________________________________________________

“SUGGESTIONS FOR WRITING LOG SHEETS”
WHAT SHOULD I WRITE?
--
personal reactions to class, students, teachers, schools, work, co-workers

--
informal notes, jottings, clippings, scraps of information

--
explorations of ideas, theories, concepts, problems

--
descriptions of events, places, people, objects

--
records of thought, feelings, moods, work experiences

--
whatever you want to explore or remember

--
any news events about you or work

--
questions????

WHEN SHOULD I WRITE?
--
every working day

--
early in the morning or late at night

--
when you have problems to solve, decisions to make, confusions to clarify

--
when you need to practice or try something out

HOW SHOULD I WRITE?
--
however you feel

--
don’t worry about formal language conventions, but use correct spelling and grammar

--
take risks and explore your own voice

--
freely

SPEAKER SUMMARY
________________________________________________

Your Coordinator

Date: __________________

Your Name: __________________________________________

Speaker’s Name: ____________________________________________________________________

Speaker’s Company/Title: ____________________________________________________________

TOPIC:
______________________________________________________________________

__________________________________________________________________________________

Application:  How could you integrate the speaker’s ideas into your work experience or plans?

	

	

	

	

	

	

	

	

	

	

	

	


Please rate on a scale of 1 (lowest) to 5 (highest) your interest in the topic and speaker:

Topic was interesting: __________________

Speaker was interesting: ______________







Student: _________________________		Instructor: _________________________





SSN# ___________________________		Home Phone (     )___________________





Home Address: ___________________		City: _____________________________





________________________________		State ___________	Zip ____________








Company: ___________________________		Supervisor/Evaluator: ___________________





Department Name: ____________________		Supervisor’s Phone: ____________________





Bldg. No./Office No. __________________		Student’s Phone: _______________________





Address: ____________________________		Department Fax: _______________________





City: _________________   Zip: _________		Employer’s e-mail: _____________________





Please verify that the phone numbers above are correct.











