COOPERATIVE EDUCATION
WORK EXPERIENCE

SECTION-1

WELCOME!

Congratulations! You've enrolled in a course in which your assigned learning activities will be
determined by your current work assignment, educational plans and career goals, whatever they
may be, and however definite or indefinite they might be.

Co-op Ed links your classroom learning to learning at work. You will begin with your present
work experience activities. In particular, you will need to identify two new things to learn at
your work - new skills to develop, or old ones to sharpen.

REQUIREMENTS

This Student Handbook is for students who have enrolled in Coop 96 or 497 classes.
* You must be enrolled for 7 units, including your Coop units.
e Your supervisor must agree to participate in your Co-op program.
® You are responsible for the information in the Student Handbook.

ORIENTATION

A mandatory one-hour orientation will be conducted by an instructor. You will receive course
materials and learn about the course requirements at this time. Your first appointment with an
instructor will be scheduled at the orientation.

An on-line orientation is under development. When available, you may meet the orientation
requirements by running the Orientation and Learning:

1. What will occur at your first appointment and how to prepare for it.

2. How to write a learning objective.

3. Course requirements.

GETTING STARTED

Begin by enrolling in Coop Ed 497 A-C or Career Field Studies A-D. Then attend a scheduled
orientation. When available, the On-Line Orientation will get you started. So review the text,
video clips, links and packet materials carefully. Take and pass the short quiz at the end of
Chapter seven.

SCHEDULE APPOINTMENTS

Call or come into the Co-op Ed Office to schedule your first appointment with a Co-op
Instructor. Co-op Ed and Student Employment, together known as Career Services, are located in
the Student Activities Center on the main campus.

You will have a minimum of four meetings with a Cooperative Education instructor. It is your
responsibility to ensure these appointments are made and kept. If rescheduling of any
appointment is necessary, contact the Cooperative Education office as soon as possible. These
four meetings are defined as:



First appointment: Learning Agreement

Second appointment: Follow-up Appointment
Third appointment: Site Visit
Fourth appointment: Grading Appointment
DATES TO REMEMBER

*A Dates to Remember Sheet will be given to you during orientation

DUE DATES OF ALL COURSE WORK

All course work will be due on a designated day, generally the 13" week of the semester (5™
week in the summer). You will be given a Dates to Remember sheet and Course Check list at the
beginning of the semester. Please refer to the dates to remember sheet for the specific date. The
following materials will be due at this time:

» End-Of-Semester Project (Double spaced, typed, and inserted in a binder with a
tabbing system/ table of contents. Include any pertinent material you will be
submitting.)

Timesheet (Signed by student and supervisor. This will be used to document the
required number of hours.)

Employer Evaluation (Signed by student and supervisor.)

Student Evaluation (Signed by student.)

SCANS Self- Evaluation of Skills. (Submit CT Choices printouts.)

Seminar Homework (One typed page per seminar.)

Graded Learning Agreement (Signed by student and supervisor. Supervisor
must insert a letter grade, example; “A”, “B”, etc. on the extreme right side of
the form in the box provided for #1 and #2. Students grade themselves in the
boxes provided to the left of the supervisor grade.)
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You do not need an appointment to turn in your materials on the day due. The Career Services
staff will receive your materials, checking in each item. You are required to sign the course
work check-in sheet after this process is completed. This will ensure that you are aware of any
materials that are missing and give you the opportunity to turn in any incomplete paperwork.
Submit these materials prior to or on the due date.

ALL LATE MATERIALS WILL RESULT IN A 5 POINTS PER DAY
DEDUCTION TOWARDS YOUR FINAL GRADE. REMEMBER
THAT EACH AND EVERY DAY COUNTS!

EMPLOYER PARTICIPATION

Review the materials in your packet. Give your supervisor the letter explaining his/her
participation in your program, and jointly develop your two learning objectives.

LEARNING AGREEMENT

¢ The LEARNING AGREEMENT delineates the learning objectives, the end-of-term
project, and the seminars you will be attending. The learning objectives are a crucial



element for the learning experience. The Cooperative Education instructor, student,
and work supervisor all have input regarding this Learning Agreement.

You are provided with a worksheet draft in addition to the original three-part
Learning Agreement. Using the learning objective ideas provided in this handbook
(See Appendix), you and your supervisor will prepare the first two learning
objectives. You are expected to have objectives #1 and #2 completed when you
arrive for your first appointment with the instructor. Have these objectives
written on the three-part Learning Agreement and signed at the bottom of the
form by your supervisor. Objective #3 will be career related. Your instructor will
help you identify this objective in the Appendix. Please review the ideas related to
this objective in the Appendix and be prepared to indicate which objective you have a
desire to work on.

If there are changes in your work/internship site, hours, or anything that may inhibit you from
completing the project and objectives identified in your Learning Agreement, you must contact
the Cooperative Education office immediately. If you have not submitted your Learning
Agreement by the designated time frame, you may be dropped from the class.

SECTION-2

FIRST APPOINTMENT

During your first meeting with your Co-op Instructor you will confirm your Learning Agreement
objectives, seminar requirements and your end-of-term project.

Your follow-up, site visit and grading appointments will all be scheduled at the end of your first
appointment.

GUIDELINES FOR OBJECTIVES

A learning objective has 3 parts. You must identify: 1- What you will learn, 2- How you will
learn it, and 3- How it will be measured. Objectives 1 and 2 must describe 2 new things you will
learn at your work this semester. These objectives should be modest in scope-achievable by the
end of the semester. Learning Objective #3 should be career related. Review the Ideas for
Learning Objective #3 in the Appendix, and be prepared to discuss this objective during your
first appointment with your instructor.

*See Appendix for guidelines for writing learning objectives

SUPERVISOR REVIEW

Y our supervisor must approve, and later evaluate your progress on these objectives. So draft
them on the single page draft of the Learning Agreement and review them with your supervisor.
Then rewrite the final version on the triplicate form and have your supervisor sign it.

FOLLOW UP APPOINTMENT

To ensure that you are on the right track with your class requirements and to answer any
questions you might have, you must schedule a mandatory follow-up visit with your instructor.
Be sure to bring the documents which show your progress on your project and other assignments.



SITE VISIT APPOINTMENT

During the term, a Co-op Instructor will visit you at your work site to meet with you and your
supervisor. It is vital that you be present at this meeting. The support of your work supervisor
and the organization is very important to the success of your Cooperative Education
experience. Although every attempt will be made to schedule your appointment during your
regular work schedule, this is not always possible. In this instance, an effort must be made on
your behalf to be present during the visit. The instructor will meet with you individually at the
site to discuss your progress on the Learning Agreement, then meet with you and your
employer to discuss your work, areas of improvement and career advancement. This date will
be set at the beginning of the term and is noted on your Learning Agreement. Please discuss
this date with your employer and contact our office immediately if any changes need to be made.
A letter of confirmation will be sent and a reminder telephone call will be made before your
appointment date. Please ask your supervisor to have the Employer Evaluation completed
prior to the site visit so it may be reviewed with you and the instructor during the appointment.

The purpose of the site visit is to:
» Review your progress on your learning objectives and the end-of-term project.
» Discuss your accomplishments, performance goals and career advancement opportunities
with your employer and plan for your career growth.

SCANS SKILLS SELF-EVALUATION

Before your grading appointment, you will need to identify and describe the Employability
Skills you used in your project and your learning objectives, using the SCANS Self-
Evaluation handout and the Choices CT software. Learn about career options that use your
skills.

GRADING APPOINTMENT

At your grading appointment, your instructor will evaluate your work and award your grade,
based on the points you have earned.

The Grading Scale for both Coop 96 and 497 is located in the Appendix. Coop can be taken 4
times or 16 units whichever comes first.

SECTION-3: COURSE MATERIALS

STUDENT INFORMATION SHEET

When you come into the Co-op Office to pick up your packet, you will be asked to complete the
Student Information Sheet included in your packet. So please bring the information required to
complete this form - employer address, phone number, etc.

STUDENT HANDBOOK

Please refer to the Student Handbook for descriptions of each document in your packet. It is
expected that you will thoroughly read the Student Handbook and have an understanding of all
course materials. Any questions you have can be answered at your first appointment.



COURSE MATERIAL PACKET

Your course materials packet contains:

Student Handbook: Information and requirements for this course. Included in the
Student Handbook will be:

Course requirements

Sample Learning Agreement

Ideas for learning objectives

Ideas for career development

Seminar homework guidelines

Grading sheet
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2. Learning Agreement:
» Worksheet draft
» Three-part original

3. Timesheet: Determines units earned during the semester based on the following criteria:

Paid Hours Unpaid Hours (Internship)
1 Unit= 75 hours 3 Units = 225 hours 1 Unit= 60 hours 3 Units = 180 hours
2 Units = 150 hours 4 Units = 300 hours 2 Units = 120 hours 4 Units = 240 hours

4. Student Evaluation of Employer: An evaluation done by the student of their work site.
This will be kept confidential and will not be made available to your employer or co-
workers.

5. Employer Evaluation of Student: An evaluation completed by your work site supervisor
and reviewed with you by your supervisor. The purpose of this evaluation is to inform
the instructor of your progress in your employee skills, job performance, and to give you
feedback about your work. This is significant in determining the points allotted for the
employer’s portion of the grade. Please ask your employer to have this evaluation
completed at the time of the site visit.

6. Employer Letter: Make sure your employer receives this letter as soon as possible after
beginning Cooperative Education. It includes the following:
» A description of the services offered to you and an explanation of the program.
» A description of the role of the employer, the student, and the Cooperation Education
staff.

SECTION-4

END OF TERM PROJECT

One of the things Co-op Instructors like about Co-op is that they get to work with students who
are at any and all stages in their career development.

Students who have already set definite career goals may not have thoroughly researched their
field. Or they may not have connected with professionals in their career field. Or they may lack
experience. Others have only begun to think about their career interests.

For the undecided student, the recommended end of term project would be career research. The
first assignment would be to run one of Chaffey’s career planning software programs —
EUREKA or Choices CT — print out the results and discuss them with a Coop Instructor.



What you learn about yourself and the world of work, by running Choices CT or EUREKA, is a
good beginning. Career research, in the library, on the Web and in your networking contacts
with professionals, is the logical follow-up.

Your project assignment will be determined by your present career and educational plans. So,
review the project options and discuss your ideas at your first appointment. Project examples are
available in the Co-op Office.

Standard End of Term Projects

¢ END-OF-TERM PROJECT is a requirement of your Cooperative Education
class. The project may be one of the following:

¢ Career Planning Portfolio*
Internship Search*
College Transfer Project*
Career Research Project*
Small Business Planning
Professional Development Project*
Journal

¢ Individual career advancement topics
A Cooperative Education instructor will assist you in deciding on the appropriate end-
of-term project. This project is to be double-spaced, typed, and organized in a binder
with a tabbing system. Organization and appearance will be considered. If you have
any questions or concerns regarding your project, please call our office well in
advance of the due date. There are several sample projects available in our office for
your review if you are uncertain about what your project should contain or how it
should be organized.
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*Also available on the Co-op Web site.

PROJECT OPTIONS

Your end of term project may be a custom-designed special project and may extend over more
than one semester.

Previous Co-op students have done collaborative projects with other Co-op students. Discuss
these options with your Co-op instructor.

The End of Term Projects posted on Co-op’s Web site and described in detail in the handouts,
are in a constant state of revision. As we learn what has worked well for students, successful
strategies, links and resources are incorporated into the projects.

SECTION-5: INTERNSHIPS
FIELD RESEARCH

"60% of our career research should be done face to face", according to Howard Figler, a leading
career development expert. (Expert from Career Advantage video#13. This and many more
career videos are available in the Co-op Office and the Library.

INFORMATIONAL INTERVIEWS

Developing a personal statement which describes you and your learning/career quest, and using
it in conversations - informational interviews - with experts in a field of interest, can bring a
wealth of information and valuable professional relationships.
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INTERNSHIPS

Doing an internship is one of the best ways to accelerate your career. It's the logical follow-up to
a series of informational interviews. An internship can enable you to apply what you are
learning in class, validate your career goals and strengthen your resume/portfolio.

A listing of current Chaffey College internships can be found on the main campus in Student
Employment, and off-campus, at the Terra Vista Center. The JOBTRAK link on Co-op's Web
site will also access these listings.

If available internships do not meet your needs, consider doing an Internship Search as your End
of Term Project. You must be enrolled in Co-op Ed to qualify for a Chaffey College internship.

The Workforce Preparation program's Internship Coordinator can assist you in preparing to
contact an employer regarding a listed internship, and in establishing an official Chaffey College
internship when you have located an interested employer.

SECTION-6: SEMINARS
SEMINAR ATTENDANCE

All students are required to attend one hour of career related seminars for each credit of Coop. If
you are enrolled in a 4 unit Co-op class, you must attend a total of 4 hours of seminar; 3 units - 3
hours, etc.

Each semester Co-op Ed offers a series of career development seminars, on and off campus, on a
variety of topics. Pick up a seminar list in the Co-op Office or access it on Co-op's Web site.

Employer sponsored seminars or professional presentations or conferences may meet this
requirement, so tell your instructor about your seminar options, outside Co-op. Your instructor
may also approve selected videos as seminar credit.

SEMINAR HOMEWORK

Prepare a one page double-spaced type written report on each seminar you have attended (reports
that are not a full page in length will not receive full credit). Include in this document:

> Presenter name

> Seminar title

> Date and time the seminar was held
> Term and year

Address the following questions:

1. Identify some of the major concepts or ideas that were shared in the seminar
(1/2 page).

2. How will you apply this information in your career, education, or personal

development?

What suggestions do you have for improving this seminar?

4. What other topics would you like to see presented?

(98]

SECTION-7: CAREER SUCCESS




YOUR SUCCESS

Co-op has something to offer students in each of the college's programs, and that something
could change your life. It has for other Co-op students. Although, what you get out of it is
directly related to what you put into it. Take your assignments to heart and do your best work

THIS COULD BE THE MOST VALUABLE
CLASS IN YOUR COLLEGE EXPERIENCE.
INVEST IN YOUR FUTURE,

KNOW HOW TO USE YOUR
EDUCATION IN THE WORKPILACE.

CAREER SERVICES

Career Services staff is here to assist you in making your Coop experience productive and
rewarding. Please let us know how we’re doing (on the Student Evaluation form).

DROPPING COOPERATIVE EDUCATION OR
RECEIVING AN INCOMPLETE

Before deciding to receive an Incomplete or dropping this course, please speak with your
Cooperative Education instructor. Working with the instructor, solutions can often be found that
will enable you to complete this course. If you decide, after speaking with an instructor, to
take an Incomplete or drop this class, it will be your responsibility to initiate this process
by filling out an Incomplete Request Form (available in the Career Services office) and
completing this process through the Admissions office. In some extreme situations, students
may be granted an Incomplete for this course. This request must be submitted prior to the
course work due date. A response to this request will be sent to you.

Appendix




*Dates to Remember will be giving to you during orientation

CHAFFEY COLLEGE COOPERATIVE
EDUCATION PROGRAM

LEARNING AGREEMENT GUIDELINES

PART I - EMPLOYMENT INFORMATION: to be filled out by student.

PART II - LEARNING OBJECTIVES: Numbers 1 and 2 to be filled out by student and
job supervisor. The instructor and student will complete number 3.

PART III - END OF TERM PROJECT: Completed by instructor and student.

PART IV — SEMINARS: Completed by instructor and student.

PART V — Completed by instructor and appointments set by office staff.

SIGNATURES REQUIRED PRIOR TO LEARNING AGREEMENT DUE DATE

EXAMPLE 1
Part Il - LEARNING OBJECTIVES: Please identify your learning objective below:

NEW SKILLS/KNOWLEDGE

1. What will be learned?
Broad overview and understanding of the operations of Community
Services.

How will it be learned?
On the job experience, assisting with the following: brochures,
preparation, flyers, news releases, staffing, scheduling, budgeting, mailing,
and marketing.

How will it be measured?
Oral evaluation, examples of work, and student reporting.

COMMUNICATION/INTERPERSONAL

2. What will be learned?
Student will be able to describe the marketing plan for Community
Services and will assist in developing flyers, releases of news, brochures,
etc.

How will it be learned?
On the job experience under the supervisor.

How will it be measured?
Examples of work, description of activities of instructor and supervisor.
Portfolio preparation of skills acquired and work completed.

EXAMPLE I continued



CAREER/PERSONAL

3. What will be learned?
Student will identify skills needed to operate as a professional in the field
of Community Services.

How will it be learned?
On the job experience, attendance at professional meetings, review of
services offered by recreation, adult schools, use of newspaper for ideas.

How will it be measured?
Oral evaluation to instructor regarding skills identified and analysis of the
skills the student has and needs to develop.

EXAMPLE 2

NEW SKILLS/KNOWLEDGE

1. What will be learned?
How to use 10 new approval codes on the computer.

How will it be learned?
Direct interaction with supervisor and on-the-job experience.

How will it be measured?
Demonstrate to supervisor and written evaluation.

COMMUNICATION/INTERPERSONAL

2. What will be learned?
Student will be able to efficiently operate the converter and cashier areas.

How will it be learned?
On the job experience with supervisor.

How will it be measured?
Demonstrate to supervisor.

CAREER/PERSONAL

3. What will be learned?
Explore career of a Physical Education teacher.

How will it be learned?
Two informational interviews.

How will it be measured?
Oral evaluation with instructor.
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13.
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27.
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29.
30.

31.
32.
33.

34.

IDEAS FOR LEARNING OBJECTIVES

Learning Objective #1 and #2

Analyze quantitative data, statistical data, or human and social situations.

Appraise or evaluate programs, services, or performances of individuals.

Arrange social functions, events, or meetings between people.

Assume responsibility for various duties and job functions.

Classify by sorting information into categories.

Compile statistical data, facts, or information.

Complete in-house training courses, correspondence, studies, or special projects assigned
by supervisor.

Coordinate events involving groups of people, quantities of information, or events in time
sequence.

Conduct special meetings and/or training sessions, etc.

Create new systems or processes.

Cross train with different co-workers or supervisors.

Make decisions about use of money, company resources, safety, or alternatives within a
certain situation.

Demonstrate the ability to perform certain job functions previously unknown.

Delegate tasks to others or give responsibility to others on a work team.

Design new systems, forms, plans, processes, and/or methods of operations.

Develop a working knowledge of various job processes and/or duties and responsibilities.
Evaluate program to determine the success, or judge the performance of an individual.
Examination through written tests.

Explain by justifying one’s actions or making obscure ideas clear to others.

Express feelings to individuals or to groups.

Find and research information from various sources or people that can be helpful.
Imagine new ways of dealing with old problems.

Implement new plans, procedures, or ideas within business organization.

Improve skills in shorthand, typing, office machines, and computers.

Increase level of output, number of contacts, amount of sales, etc.

Initiate personal contacts or new ideas and ways of doing things.

Interpret other languages or meaning of statistical data.

Interview to obtain information, or to evaluate applicants to an organization.

Investigate by seeking the underlying causes of a problem.

Learn the techniques of operating new equipment, new procedures, or methods at the job
site.

Manage the work of others or the processing of information.

Memorize data, lists, etc. that may be necessary on the job.

Organize by bringing people together for certain tasks, gathering information, and
arranging it in clear, interpretable form, etc.

Persuade - by influencing others to see your point of view.
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35.

36.
37.
38.
39.

40.

41.
42.
43.
44.
45.

[a—

>

10.

11.

12.

13.
14.
15.
16.
17.

Plan - by generating support for one’s ideas within an organization, generating financial
support, or attempting to influence police.

Question - to obtain information or clarification.

Read and/or review company or product information.

Research - by extracting information from libraries, archives, etc.

Renovate physical facilities to accommodate special needs or custom tailored spatial
capabilities within the work site.

Review - by reassessing the facts of a program performance of an individual, or
evaluating a plan, motive, special training program, etc.

Revise present policies, procedures, or methods of operation.

Schedule meetings, conference, etc.

Teach individuals to perform certain tasks, or tutor individuals in certain subjects.
Train independently or with others to perform newly assigned job responsibilities.
Write correspondence, reports, memos, programs, sales presentations, promotional
brochures, or sales manuals.

IDEAS FOR CAREER DEVELOPMENT

Learning Objective #3

Prepare or update your resume.

Look for an Internship in your career field.

Gather information about career possibilities using resources in the Career and Transfer
Center.

Meet with your supervisor and discuss new things you could do at work to build your list
of transferable skills.

Design a Job Search Plan and carry it out.

Join a local, state, or national professional association related to your career choice and
begin attending meetings and networking with members.

Ask if your company has a Tuition Reimbursement Plan. Look at alternatives for
funding your educational goals.

Attend special training or in-service offered by your company.

Choose a career book and read it. Cooperative Education has a list of available books in
the Chaffey College Library.

Arrange a meeting with the personnel director of your company to review the contents of
your personnel file.

Identify career advancement opportunities in your company, such as new positions and
advancement possibilities.

Initiate some long-range planning by thinking about where you could be or would like to
be in your career two, five, and ten years from now.

Complete your education planning for your certificate, associate, or bachelor’s degree.
Arrange career information interviews with people in your field of interest.

Plan your transfer to a 4-year college or for an advanced degree.

Explore other jobs within your organization.

Analyze the job market in your career field in the areas of wages, job requirements,
working conditions, etc.
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18.

19.
20.
21.
22.
23.
24.

25.
26.

Compile 20 job descriptions from the newspaper classified ads of positions you could
apply for.

Explore the promotional possibilities in your own company.

Compare three different colleges you would like to attend.

Subscribe to a professional journal and read it regularly for three months.

Attend a professional conference in your chosen field.

Explore the possibility of starting your own business or begin a business plan.
Research on the Internet your career goal, the university you plan to transfer to, or a
company you want to work for.

Meet with an academic advisor to update your education plan.

Join a professional association.
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SAMPLE COOPERATIVE EDUCATION GRADING SHEET

Name Term/Year
Points
1. Seminar HOMEWOTK. ......o.ouiuitiii e 20
2. Work habits With INSUCLOT. ... ....eii e 10
Missed appointments may be rescheduled one time only
No shows or numerous rescheduling will result in points lost
3. Progress Report at Follow-up — ........coooiiiiiiiiiiiiiiiiiiee 10
4. Attendance at site visit (Employer Evaluation completed)..............c.ooooiiiiiiiiiininnn 10
5. Return of the signed and completed Learning Agreement..............c.oceuvevineneninenenenenen. 20
6. Evaluation/Grading APPOINtmMeNt. ... ... ...o.ouiutuiiii e 20
7. Written evaluation of the learning objectives by SUPEIVISOT..........c.coeveieiiiiiiiiiiiiiie. 24
3 objectives with 4 points possible per objective
A = 8 pts. = Excellent 4x1=8
B =6 pts. = Above Average 3x1=6
C =4 pts. = Average 2x1=4
D =2 pt. =Below Average 1x1=2
F =0 pts. = Unsatisfactory ~ 0x1=0
9. Return of the “Student Evaluation of Employer”...........c.cocoiiiiiiiiiiiiiiiiine, 10
10. Return of the “Employer Evaluation of Student”.............c.cooiiiiiiiiiiiiiiin 12
Follow the same grading formula as #7
11. Time sheet (signed by supervisor and student).............cooveviiiiiirinnniiiiiineeeen 10
12. End-of-Term Project. ... ...c.ouiuiuiuiti e 100..
13. Printouts of Self-Evaluation of SCANS Employability Skills
(Workplace Know-How and Workplace Competencies) . .30
TOTAL POINTS
GRADE
GRADE POINT SYSTEM
A =276-246
B =245-216
C =215-186
D =185-136

F =135 and below
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