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FOREWORD

This Cooperative Education Manual contains all of the general information, policies, and procedures that
most students need to become actively and successfully involved in the “co-op” process.

The Cooperative Education Program is a vital aspect of all technology programs. It will help make each
technology student more adaptable, technically competent, industrially aware, efficient, and effective. Put
another way, it will help each technology major to become a more employable technologist.

- Tom Jenson
September, 1982
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organizational structure containedin this manual.
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BarryD. Piersol

Director, Office of Cooperative Education
College of Technology

“Bowling Green State University is committed to equal opportunity for all and does not discriminate in
admission or access to, or treatment or employment in, its programs and activities on the basis of race,
sex, color, national origin, geographical area, religion, creed, age, marital status, mental or physical
disability, sexual orientation or veteran status. The Office of Affirmative Action & Disability Resources, 705
Administration Building, is responsible for University compliance with Title IX and Section 504.”

Note: Policies and procedures are subjectto change.
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Here's What They're Saying About Co-op...

Marathon Oil Company (employer):

"The co-op program has benefited Marathon Oil
Company in the following ways: It gives us an
economical means of addressing cyclic manpower
needs. It allows MOC to evaluate students for
potential long-term employment. The co-op program
benefits the students in the following ways: The
students are able to take their classroom training and
apply it in business situations. It allows the student
to demonstrate his/her abilities above

and beyond a resume for future employment."

Julie Callens (alumni):

"The co-op requirement not only provided me with
more practical experience than | could have received
in a classroom but allowed me to meet individuals
who would later hire me for jobs in the "real world."
Through these co-ops, | am now performing a job
most Aerotech students dream of having some day.
As an airline pilot, | put to use daily many of the
skills | learned at BGSU."

Rudolph-Libbe (employer):

"We view the co-op program at BGSU as notonly a
way to fill short-term project needs with qualified
individuals but also as a recruiting tool. We look at
our involvement in this program as a two-way street.
We get the opportunity to see a student's capability
and work habits first-hand to see if it meshes with
our needs. The student in turn gets a realistic view of
our company and can determine if our work environ-
ment could meet their permanent employment needs
aftergraduation."

SFC Graphics (employer):

"It is difficult for students to get jobs without experi-
ence and co-op gives them that experience--it helps
them plan for their futures. Co-op is good for both the
students and the employer--it is a sharing of knowl-
edge. Students help us keep up to date on new
technology which they bring from other co-op
experiences. We have found great employees and
contacts through the co-op program."

Jim Ronski (alumni):

"The cooperative education experiences required of
all technology students gave me a realistic hands-on
opportunity to examine my chosen profession. The
progressive co-op experience also provided me with
a knowledge of the different technology fields and an
understanding of workplace ethics. As a result, | was
able to select the career that most interested me and
offered the greatest growth potential."

Reynaldo Carrion (alumni):

"l was able to gain valuable experience in my related
field through the co-op positions available through
the Office of Cooperative Education. The co-op
program is a very vital component of the academic
program which enables students to gain valuable
experience while continuing their education. Students
learn "hands-on" experience by working with profes-
sionals in their respected areas."
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CHAPTER |

COOPERATIVE EDUCATION: THE CONCEPT

There are many kinds of cooperative education
programs throughout the nation which operate at
several levels. It is called "cooperative" because
such programs usually require the close cooperation
and coordination of the student, the University and
the employer. Cooperative education has also come
to mean an alternation of school and work expe-
riences. Atthe national level, there are two types of
CO-0p programs.

a. Alternating program: The type of cooperative
program where the student leaves the campus
altogether for a period of full-time employment. The
periods of full-time employment are alternated with
periods of full-time academic study (completed
during one full semester).

b. Part-time (parallel) program: The type of
cooperative program where the student is em-
ployed part-time and the employment is ac-
commodated by a job which is less than full time
(completed during multi-concurrent semesters).

The Cooperative Education Program ofthe College
of Technology at Bowling Green State Universityisa
mandatory alternating program thatintegrates class-
room academics with practical work experience.
Students alternate periods of attendance at the
college with periods of employment in industry,
business or government. College of Technology
majors are required to participate in three semester-
long, full-time, paid co-op work assignments which
alternate with semesters spent on campus. The
college requires that the last semester be spent at
BGSU attending the student's final semester of on-
campus course work.

The Cooperative Education Program requires that
each student's employment be directly related to his
orheracademicprogram. The program also requires
that all work experiences increase in difficulty and
responsibility as the students progress through their
college curriculum.

In order to complete all the requirements for a
Bachelor of Science in Technology degree in a four-
year period, students must take advantage of atleast
two summer semesters of coursework or co-op. In
addition, they must average 16 semester hours of

course work taken for each of the seven on-campus
semesters and allow three semesters to complete
the 12 hours of required co-op credit.

An example of this would be a studentwho enters
as a freshman, completes the fall and spring se-
mesters, takes the summer off after his/her fresh-
man year, returns to campus for the sophomore
year and takes classes the fall and spring semes-
ters. Beginning the summer after the sophomore
year, the student participates in his or her first
cooperative education experience, returns to cam-
pus the following fall for course work, participatesin
a co-op spring semester, returns to classes sum-
mer session, participates in a co-op fall semester
and returns in the spring for the final semester of
classes. Remember, the student must average at
least 16 semester hours of course work taken for
each semester on campus while working toward a
degree in order to follow this model.

Over fifteen hundred different companies and
agencies have participated in the cooperative edu-
cation programsince 1968. The College of Technol-
ogy needs and appreciates the participating em-
ployers. The college could not produce as fine and
well prepared a graduate as it does without their
help.

Benefits of the Cooperative
Education Program

The co-op program, when properly viewed and
used, has important benefits for the student, em-
ployer and the College of Technology. Each
participant can derive special and significant bene-
fits.

Benefits for the Student

The co-op program allows students to integrate
classroom theory with practical, on-the-job experi-
ence. It enables the student to apply previously
learned theory and skills to the demands of areal job
situation. The reverse sequence is also true, it
provides a base of job-acquired experience to sup-
port subsequently learned classroom theory.

Co-op employment enables students to earn
wages while learning. This helps students support
themselves and places them in situations where
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they have real responsibility. In this context the
student is forced to develop sound, professional
work habits.

The co-op program can facilitate the student's
career development as can no other experience.
Work environments can be chosento testacademic
and career goals. Thefirstco-opis usually taken at
the end of the freshman yearwhen there is still much
uncertainty in the student's mind regarding the
selection of his or herfield of study and "life's work."
The co-op experience provides an understanding of
atarget work environment and its diversity of work
roles. This process of career clarification and
commitment is also applicable to the co-ops taken
at later times in the student's University career.
With each work experience, students are able to
recognize the need for additional course work that
would better prepare them for permanent employ-
ment after graduation. In addition, the co-op work
experiences provide opportunities to network within
the industry which may lead to post-graduation
employment.

Benefits for the Employer

Properly perceived and used, the co-op program
should be attractive to most employers. Co-op
students can help employers meet specific and/or
shorttermmanpower needs. Co-op students canbe
used to free regular employees for projects and
tasks which they seem unable to start or complete
under the full load of their regular duties.

Many employers view the co-op program as their
most cost-effective recruiting tool. They can iden-
tify strong candidates for permanent job positions
and “shape” them throughout the duration of the
work experience so that they are very well suited to
their organizational needs. Since many co-op
students and employers also see the merits of
having co-op students work for differentemployers,
thus gainingamore diversified background, employ-
ers should be willing to help develop co-op students
at all levels whether or not they are earmarked for
eventual permanent employment with their par-
ticular company.

Contact with co-op students and the University
representative who visits the co-op site, helps

employers become exposed to new ideas and new
developmentsin highereducation. Employers also
can express some of theirneeds and problems and
in so doing they may learn of University resources
which can be made available to them, i.e., semi-
nars, workshops, consultants, and specially de-
signed on-site training programs. Such dialogue
might also lead to changes in University courses
and programs, and consequently, the background
of students entering industry.

There are many employers who, apart from the
benefits mentioned, take pleasure from the fact that
they are making a positive contribution to the
educational process and the career development of
University students.

Benefits for the College of Technology

The co-op program helps keep College of Tech-
nology programs and faculty up-to-date and rele-
vant. The University representative observes
changes and trends in technology, organization,
management, job content, and demand for jobs.

During the co-op site visitations, the University
representative witnesses some of these things
directly. The University representative also gains
much by talking with the company personnel and
the co-op student. In addition, the University
representative evaluates the report the co-op stu-
dentis required to submit, which asks the students
to respond to questions which have curriculum
implications.

The University representative, by "getting out in
the field," is almost automatically attracted to sev-
eral other industrial resources. Resource people
(guest speakers, possible advisory committee
members, etc.), physical resources (materials, sam-
ples, etc.), and additional co-op stations are the
most common resources sought and found.

The College of Technology is anxious to establish
industrial connections and contacts. The co-op
visitation helps the College of Technology identify
the training needs of industrial personnel, commu-
nicate the availability of scheduled technical work-
shops, seminars, and degree programs, and possi-
bly, set in motion a process that would lead to a
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"custom made" solution to a corporate training/
education problem.

Co-op Requirements

One purpose of the cooperative education program
is to provide the students with the equivalent of one
year's industrial work experience upon graduation.
To accomplish this goal, College of Technology
majors are required to participate in three semester-
long, full-time, paid co-op work assignments which
alternate with semesters spent on campus. The
college requires that the last semester be spent at
BGSU attending the student's final semester of on-
campus course work.

Students will receive four semesterhours (S.H.) of
creditforeach semester-long co-op work experience.
A total of 12 co-op S.H. is required for graduation.

A student who transfers into the College of Tech-
nology as a "2+2 Transfer Student" (associate
degree holder in an appropriate technology) will be
required to complete 2 co-ops. Atotal of 8 co-op S.H.
is required for the associate degree candidate.

If a student completes more than 3 co-ops, the co-
op hours accumulated beyond the 12 S.H. require-
ment could reduce the number of hours within his/her
major concentration or electives. These substitu-
tions must be approved by the student's academic
advisor, prior to the onset of the additional co-op
experience. A course substitution form must be
prepared by the student's academic advisor (see
advisor for details).

Approved Patterns of Co-op/Coursework
Alternations

College of Technology majors are required to
participate in three semester-long, full-time, paid
co-op work assignments which alternate with se-
mesters spent on campus. The college requires
that the last semester be spent at BGSU attending
the student's final semester of on-campus course
work.

Students completing their co-op requirements
using the pure alternating patterns (Figure 1, A-E)
will experience a co-op work assignment during
each semester (one Fall, one Spring and one
Summer). This type of pure alternation is highly
recommended to maintain "balance" within the
college and meet employers' fiscal year demands.

Analysis:

1. 124 semester hours (minimum) are needed to

graduate.

. 12 semester hours (minimum) are needed to
fulfill the co-op requirement.

. 112 semester hours are regular courses.

112/7=16, whichis the credithourload a student
would have to average over 7 semesters if one
is going to take care of his/her regular
coursework in 7 on-campus semesters.

3 semesters should be budgeted for co-op
work.

Sample Co-op/Coursework Alternation Patterns

-B-

-C-

-D-

Year Fa Sp Su Fa Sp Su Fa Sp Su Fa Sp Su Fa Sp Su Fa Sp Su
Freshman BGSU | BGSU |Co-op| | BGSU | BGSU | BGSU| |BGSU|BGSU BGSU | BGSU BGSU | BGSU BGSU | BGSU | Co-op|
Sophomore BGSU | Co-op | BGSU BGSU | Co-op| BGSU| |BGSU|Co-op [BGSU | |BGSU | BGSU | Co-op| |BGSU|BGSU BGSU | BGSU |Co-op
Junior Co-op| BGSU | BGSU Co-op | BGSU | Co-op| |Co-op| BGSU |Co-op| |BGSU | Co-op| BGSU| |Co-op| BGSU| Co-op BGSU | BGSU | Co-op
Senior BGSU BGSU BGSU| BGSU Co-op| BGSU BGSU | Co-op| BGSU BGSU

Figure 1
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6. 7+3=10, the number of semesters (minimum)
one needs to anticipate using to get through
the program.

Dowe have afour-yearprogram? No, atypicalfour-
yearprogramwould require eightsemesters. However,
by careful schedulingand planning, completingadegree
within4 calendaryearsis possible.

Each ofthe sample Co-op/Coursework patternsin
Figure 1 shows the entire calendar year: Fall (Fa),
Spring (Sp), and Summer (Su) as well as the total
collegiate program. Remember, it is necessary to
average 16 credithours per semestertocompletea
degree in seven on-campus semesters (BGSU)and
three off-campus semesters (Co-op). In all ex-
amples, the final semester prior to graduationis on
campus.

Continuous Application Policy

In order to be of greater help to technology
students and employers looking for qualified co-op
students, the Office of Cooperative Education has
instituted a policy of "Continuous Application." The
procedure set up to implement the policy will have
the added benefit of encouraging students to plan
for their co-ops earlier in their programs. "Continu-
ous Application" will require all Technology stu-
dents, from the time they declare their major until
they finish all of their co-ops, to complete the
following:

1. Co-op/Coursework Alternation Patternidenti-
fiedand up-dated.

a. All students when they enter the College of
Technology complete and signthe "Cooperative
EducationPolicyandProcedure Statements." Each
studentis asked toidentify the alternation pattern
he/she tentatively plans to follow. Referto Ap-
pendix A-1for Cooperative 2.Updated resume.
EducationPolicy and Procedures Statement.

b. During the site visit of each co-op work
experience, the studentwillbe askedtoindi-
cate the semesterof his/her nextco-op(s).

c. Ifstudents plantodeviate fromthe planthey
have indicated on the "Policy & Procedure
Statement," they arerequired toinformthe
Office of Cooperative Education.

2. ApprovedResume

The studentmustalso submitan updated resume for
approval by the COT Office of Cooperative Education.
Attachtheresumetothe Resume Review Formavailable
inthe Office of Cooperative Education. Referto Appen-
dix A-2 for sample form. This formis also available
online atthe following link: http://www.bgsu.edu/col-
leges/technology/coop/pdf/coop_resumereview.pdf.
Also,asampleresumeforstudentstouseasanexample
is available atthe following link: http://www.bgsu.edu/
colleges/technology/coop/resources/
Sample%20Resume.DOC. Studentsmayalsoposttheir
resume ontheir Place Proaccount.

3. Threeletters of reference (optional).

Thisinformation should be currentand onfileinthe
College of Technology, Office of Cooperative Education.

PrerequisitesforCo-op

Cooperative EducationWorkshop

Prior to enrolling in TECH 289 (TECH 389 for
associate degree holders), each studentis required
to attend a co-op workshop. This is a "one-time"
workshop that has to be completed priorto thefirst co-
opexperience. The workshop is available to students
online, throughtheir secured MyBGSU accounts. To
complete the workshop, students should follow the
following steps:

* Logontoyour MyBGSU account.

* Click onthe “Community” tab at the top of the
screen.

* Underyour“Organization List”, you will see the
link for our online workshop labeled “College of
Technology Online Co-op Workshop”.

* Click this link to begin the workshop.

* Awelcome video will play and instructions are
provided below the video to complete the workshop.
* The OCE will be checking to see who has com-
pleted the workshop.

* Once you have completed the workshop, our

office will authorize you to apply/register for your
firstco-op (TECH 289).
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This section contains some of the most frequently
asked questions about the cooperative education
program. College of Technology students should
learn the answers to these questions during their
freshman year so that they can plan wisely.

1. Are co-ops required?
Yes, all technology majors are required to co-op.
Consult your degree checksheet for further details.

2. Who must take co-ops?

Co-ops are required of all technology majors. Pro-
spective vocational and technology teachers must
also co-op. Technology Education majors have the
option of taking co-op.

3. How many co-ops are required?

Three co-ops are required of all technology majors
(TECH 289, 389 and489), aminimum of 12 semester
hours is required. The Bachelor degree and Associ-
ate degree students are required to complete two co-
ops (389 and 489), aminimum of 8 semester hours is
required. Dual majors in technology complete 4
cooperative education experiences amounting to a
minimum of 16 credit hours, with 8 hours applicable
to each major. (Exception: dual major of Architec-
ture/Environmental Design and Construction Man-
agement are required to complete three co-ops.)

4. Can co-ops be taken during any semester?
Yes. However, students are strongly encouraged to
co-op in the fall and spring semesters -- not just in
summers. Frequently one's chances are better and
one's experience more satisfying in fall and spring.
Co-op students compete with many other applicants
in the summer job market, making it more difficult to
secure a co-op position. Itis importantto remember
thatemployers generally have human resource needs
all through the year, not just in the summer.

5.Should co-ops be taken latein one's program?
No. The co-ops should be appropriately spaced. This
isthe bestway to getintegration of academiclearning
and practical experience. See Figure 1 for patterns
of alternation.

6. Are students ready to co-op after theirfreshman
year?

Yes, moststudents areready. Students mustrealize
that they are not trying to pass themselves off as

CHAPTER Il
QUESTIONS & ANSWERS

experts. They presentthemselves toemployers as
students with professional aspirations, as good
learners and as hard workers who wantto find entry-
level employmentin a particulartechnology (referto
matriculation requirements in the undergraduate
catalog).

The College of Technology is anxious for the stu-
dent to immerse themselves in a relevant work
context. There the student can see and experience
some things which will confirm a tentative career
choice and build confidence for future co-ops.

7.Can astudent change their major after the first
or second co-op?

Yes, this is the effect that co-ops should have on
some students. Hopefully, those students will find
a more appropriate major. If the new major is
another technology, the second or third co-op can
be used to test that decision. The first co-op(s) will
count even if the student changes technology
majors.

8. Can co-ops be taken outside of Ohio?
Yes, students have found positions in many states
and foreign countries.

Students should explore co-op opportunities in
locales where they think they may want to work after
graduation. This way, they can test the location
before an expensive relocation is necessary. This
strategy also helps one become familiar with the
industrial context of the target city, which will prove
to be an asset when job hunting after graduation.

9. Are students able to live at home while co-
oping?

Yes. However, co-op positions are not always
found within easy commuting distance from one's
hometown residence. Students should prepare
themselves to go where the co-op positions are
located. Students should consider the possibilities
of living with friends or relatives other than the
immediate family during co-ops. Students are
advised notto "lock" themselves into an apartment
lease situation during the semesterthey plan to co-
op, when co-op positions exist outside of commut-
ing distances. If students desire to live at home
during aco-op, they are assuming a greaterrespon-
sibility in developing their own co-op job sites.
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10. Can all co-ops be at the same company?
Yes. As long as the students job responsibilities
increase with each successive co-op position, the
student can complete all their co-ops at one com-
pany. Also, Ifthe employer has an obvious interest
in the student and is preparing the student for
eventual permanent employment in a responsible
position, the situation is encouraged. Thisis one of
the ways the college sells the cooperative educa-
tion program to potential employers. It gives the
company the opportunity to train the student, over
successive co-ops, to the company's needs. Again,
in all cases, the level of responsibility mustincrease
significantly as the level of co-op increases.

11.Canastudentreceive co-op creditifthey are
self-employed?

No. Such arrangements are notallowed. Most self-
employment proposals sound good atfirst, butthey
usually do not involve elements the college deems
important. Working for a supervisor, learning to
complete tasks the way others wantthem done and
working in coordination and harmony with other
workers are importantelements and are notusually
associated with self-employment. The college
requires that the co-op student be directly super-
vised and evaluated.

12. Does a student need to receive pay for work
while completing a co-op?

Yes, with some exceptions. Getting paidis notonly
good or essential from the vantage point of personal
economics, but it also indicates responsibility and
accountability. The studentshould avoid situations
where he orsheis likely to be treated like a volunteer
worker, one whose services frequently are menial,
optional and often irregular (see CHAPTER V:
EXCEPTIONS).

Students who wish to work for an employer without
pay must complete a “wage waiver” form with the
Office of Cooperative Education and obtain ap-
proval from their academic advisor. (See CHAP-
TERV for policy for co-op wage waiver) For those
students who choose an unpaid co-op, the experi-
ence will be evaluated to determine the value of the
co-op and/orwhether or not that type of co-op could
be duplicated in a paid environment.

13. How does a student “sign up” for a co-op?
Afteran employerhas made an offer of employment
(co-op) to a student and the student accepts, the
following should occur immediately:

a. Student completes and submits a
"Cooperative Education Registration" form
atwww.bgsutechcoop.org.

b. Student submits an updated resume to
the Office of Cooperative Education.

The Office of Cooperative Education (OCE) will
complete the registration process with both the
Registrar and Bursar Offices.

Students are advised to keep their academic advi-
sor informed of their potential co-op work experi-
ence. Aftertheregistrationisreceived by the OCE,
it will be reviewed by the student's academic advi-
sor, the co-op coordinator and the Director of Coop-
erative Education for approval or denial.

Once both the academic advisor and the Office of
Cooperative Education have approved the registra-
tion, the OCE will process the student's registration
with the Office of Registration and Records.

Note: If a student is preregistered for on-campus
classes and wishes to "drop" those courses, the
OCE will complete this activity for the student with
the student's authorization via the co-op registration
form.

14.How muchregular course work can be taken
during a co-op?

The college does notencourage regular course work
to be taken during a co-op semester. The student
is expected to adjust, learn and produce during a co-
op. The co-op is a full-time work experience and is
not the time to just "get by" when completing co-op
responsibilities.

During the student's co-op semester, it is recom-
mended that the co-op is the student's major re-
sponsibility. Course work should not interfere with
the co-op work experience. The exception to this
policy would be a non-traditional student who is
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permanently employedinanindustry directly related
to their major.

15. Can co-op credit be earned for part-time
employment?

There are five conditions under which part time
(parallel) co-ops are approved. They are still the
exception! (See CHAPTER V for the policy state-
ment on parallel co-ops.)

16. What does a co-op cost?

One co-op costs the same as any other 4 semester
hour course for tuition and general fees. Co-ops
based more than 50 miles from the University have a
reduced fee.

17. What "job finding" resources exist?

Many resources exist! CHAPTER IV deals with this
question; it should be read by all students. It deals
with the Office of Cooperative Education, employers,
known job vacancies, writing resumes and letters of
inquiry, the do's and don'ts of interviewing and much
more.

18. What if co-op employment cannot be found?
If a student, with assistance from the Office of
Cooperative Education, fails to find an employer, that
student is a rare exception. That is not to say that
finding a co-op employer is always easy; sometimes
the job search is difficult. If a student is having
considerable difficulty, they usually need to work
harder, smarter or neater. The student needs to
become very knowledgeable of "jobfinding" resources.
Beginning the co-op search well in advance will help
avoid this situation. A studentin this situation should
definitely counsel with the co-op office for help.

If the student has a serious problem finding suitable
employment, they should read the "Policy on Substi-
tution for Co-op Requirements" in CHAPTER V:
EXCEPTIONS.

Students are advised to keep a log of ALL "co-op
finding activity." Two reasons:

(1) The student will have to document his/her efforts
to find a co-op (as indicated in Chapter V of the Co-
op Manual) in order to qualify for course work substi-

tutes for co-ops.

(2) The studentis expected to alternate work expe-
rience with University course work.

A log is proof of a student's good intent to find co-
op employment in a timely manner. Students
without a log who finish all of their course work and
then expecttodothree co-opsinarow may find that
they are going to be required to take extra courses
to achieve the alternation objective which is funda-
mental to the co-op program.

19. Must a student complete co-ops ifthey have
a lot of work experience?

If a student's work experience is extensive, and in
the area of the student's major, a "Credit by Exami-
nation" is an option to explore. Check the "Credit
by Examination Policy" in CHAPTER V: EXCEP-
TIONS.

20. When a student is on the job, what do they
needtodoinaddition to meeting the employer's
expectations?

The student must do several things, all promptly:

1) Respondto correspondence and phone calls from
the Office of Cooperative Education.

2) Complete and submit a co-op visit confirmation
form to the Office of Cooperative Education.

3) Indicate any changes in schedule or location to
the Office of Cooperative Education immediately,
as they occur.

4) Get in touch with the Office of Cooperative
Educationifthere are concerns orissues that need
to be addressed about the job (e.g., personality
conflicts, communication or coping problems, inap-
propriate or unethical behavior, etc.).

5) Complete and submitthe co-op reporton or before
the designated deadline date. Co-op report guide-
lines and and sample can be found at the following
link: http://www.bgsu.edu/colleges/technology/
coop/student_guide.html
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The reports are discussed, in detail, in the following
section, CHAPTER III.

21. Does a student have to pay income tax on
wages earned while on co-op?

Wages received by students on co-op jobs are
subjecttofederal and, where applicable, state and/
or local taxation. To avoid legal and financial prob-
lems, students should make sure that appropriate
taxes are withheld by the employer. Refer to
Appendix A-6 for Income Tax Policy.

22.Can astudent matriculate without complet-
ing TECH 2897

No. A student must have completed their required
courses, TECH 289 and have anaccumulative 2.25
GPA before the pre-code is removed. However, if
a student is completing course work during Spring
semester and plans to co-op during Summer, they
must visit the Program Services Office. The pre-
major code could be changed prior to completion of
TECH 289 to facilitate Fall scheduling. The Pro-
gram Services Office and the student's academic
advisor mustbe consulted concerning matriculation
exceptions.

23. Can a student enroll in TECH 389 without
completing their matriculation requirements?
No. All matriculation requirements must be fulfilled
before enrollingin TECH 389. Any exceptions must
be discussed with the Program Services Office and
the student's academic advisor.

24. Can a student receive co-op credit for a
semesterlongwork experience that they did not
register for during the semester they worked?
No. Thisis considered after-the-factand retroactive
registrations will not be permitted. Students are
required to pre-register, be supervised and be evalu-
ated during the work experience. When a student
secures a co-op position, the studentis required to
submitaregistration formto the College of Technol-
ogy Co-op Office for approval.

25. What are some examples of employers' pre-
employmentscreeningpolicies and procedures?
Some employers require successful results from
substance abuse screening, psychological testing,

GPA/transcript review, driving record review and
strength tests. NOTE: Some companies adhere to
a smoke-free environment policy; others require
adherence to strict dress codes. Contact your
specific company for further details.

26.Whatifastudentfeels they are experiencing
harassment, discrimination, gender bias or has
other concerns and/or problems during a co-
op?

These are very critical issues that need to be
addressed immediately. The student should con-
tact the OCE as soon as possible in order to seek
resolution. Refer to Appendix A-7 for Complaint
Resolution Procedures.

27. While on co-op, is the co-op student consid-
ered a full-time student?

Yes. The University undergraduate catalog states
that based on institutional policy, students regis-
tered for TECH 289, TECH 389 and TECH 489 are
involved in a full-time academic experience at
BGSU. However, students receiving financial aid
arerequired to check with the office of Financial Aid
and Student Employment to confirm the impact of
co-opontheirfinancial aid. Since there are multiple
types of financial aid, students should not assume
thateach recognizes co-op as a full-time academic
load. Also, students eligible for veteran's affairs
educational benefits must check with the Veteran's
Affairs Office to determine the effects of co-op on
veteran's benefits.

28. If a student is not satisfied with their co-op
position, should they quit?

No. The student must inform the OCE of their
concerns, problems, etc. It may be a simple matter
of the employer upgrading the job responsibilities,
increasing projects or assigning the student to a
differentwork area. In most cases, something can
be worked out. Onthe otherhand, itmaybe amore
complicated issue that cannot be rectified. In any
case, it is required that the student notify the OCE
of the situation as soon as possible. If the student
quits without notifying the OCE, they risk losing the
co-op credit and all fees.
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29.Does astudenthave to be an expertto participate
in their first co-op?

No. Students must realize that they are presenting
themselves to employers as learners and hard workers
who want to find entry employment in a particular
technology.

In addition, the first co-op experience is designed as a
tool for the student to test their field and get exposure
in a specific industry which will either reconfirm the
student's major and degree program decision or will
indicate that this may not be in line with the student's
careerexpectations.

30. Can a student participate in more than the
required three co-ops?

Yes. Students may be able to receive elective credit for
additional co-ops depending on their degree program
requirements. Students must discuss this option with
their academic advisor. Refer to CHAPTER Il for
reporting format for additional co-ops.

31. While on co-op, does the student observe
company or University holidays?

Company holidays. During the student's co-op work
assignment, they adhere to the holidays observed by
the company only. The University holiday schedule
and breaks are not applicable to students on co-op.

32. Can a student use the University Recreational
Center while registered for co-op?

Yes. A student needs to be registered for a least 10
credit hours to receive a full student recreation center
membership (during summer, 8 credit hours). Since a
co-op studentis registered for only 4 credit hours for co-
op, they can call the Student Recreation Center and
request a full pass. The center charges a minimal fee
per credit hour to obtain the equivalent of the appropri-
ate credit hours. Contact the Rec Center for details.

33. What if a student secures and accepts a co-op
and needs to drop pre-registered courses?

When a studentregisters fora co-op, they will complete
a cooperative education registration at
www.bgsutechcoop.org. The studentneedstoindicate
onthis formthe courses that need tobe dropped. There
is no penalty charged for requesting the OCE to drop

courses (prior to the first day of classes).

34. Can a student be released from an on-campus
housing contract if they obtain a co-op?

Yes. If a student secures and accepts a co-op
assignment that is outside a 50 mile radius of Bowling
Green, Ohio, they must initiate a request to the OCE
to cancel their on-campus housing for the co-op semes-
ter (forms available in the OCE) prior to the first day of
classes. The Office of On-Campus Housing guaran-
tees thatthe studentwill receive an on-campus housing
assignment for the semester following the co-op se-
mester. There is not a guarantee that a student will
receive assignment to a specific residence hall or
roommate, but he/she will certainly have the opportu-
nity to request a hall or roommate. Requests will be
honored if spaceis available, otherwise the student will
be assigned to an available space.

35. Can a student be released from an on-campus
meal plan during a co-op semester?

Yes. The student must initiate a request to the OCE to
adjust or cancel an on-campus meal plan (forms avail-
able in the OCE) prior to the first day of classes.

36. Can a student collect unemployment compen-
sation following a co-op work period?

No. Referto Appendix A-8 for Unemployment Compen-
sation Policy.
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Description of Responsibilities

1. Successful completion of the Co-op Workshop
and an approved resume is a prerequisite of TECH
289 (TECH 389 for bachelor or associate degree
holders).

2. When a student secures a co-op position, the
student is required to submit a cooperative educa-
tion registration form (at www.bgsutechcoop.org)
priortothe co-opregistration deadline. Inaddition, the
student must review and complete the Cooperative
Education Application Student Checklist which lists
important information regarding the co-op experi-
ence. The registration and approval process MUST
be completed before the onset of the work experi-
ence. Referto Appendix A-3 for sample Registration
and to Appendix A-4 for sample Checklist.

3. While on co-op, it is required that each student
notify the OCE of their correct, current address.
Students should return the "Co-op Visit Confirmation
Form" at the end of the first week of employment
using the pre-printed, self-addressed envelope.

4. The OCE will send a Performance Evaluation
Profile (Refer to Appendix A-5 for sample PEP) to
the student's immediate supervisor. The supervisor
should complete the PEP prior to the site visit.
During the site visit, the supervisor, student and
University representative will review and sign the
PEP.

5. A co-op report is required for each work experi-
ence. The written requirements for each report are
discussed in detail later in this chapter. All reports
must be word processed or typed, double-spaced,
one inch margins on all four sides and as a guide, a
minimum of one full 8 1/2 x 11 page per report
objective.

6. Do not submit samples of reports, forms, charts or
otherinformation aboutthe student's employerthatis
confidential. Ifin doubt, check with your job supervi-
SOr.

CHAPTER Il
RESPONSIBILITIES & REPORTS

7. The report must be received by the Office of
Cooperative Education, submitted to the appropriate
semester via the Blackboard site by the published
deadline date, 11:59pm, for that semester.

8. Make a copy of the entire report, before it is
submitted, and keep the copy as proof of comple-
tion. Having a hard copy or electronic copy of each
reportwillauseful record for future comparisons and
requirements. Upon the completion of each co-op,
the student can request their co-op report from the
Office of Cooperative Education, College of Tech-
nology.

9. All cooperative education work experiences are
graded S/U. Grades are calculated on the student's
written report, employer's evaluation of the student's
performance, supervisor's recommendation and
satisfactory completion of the full co-op work pe-
riod. The Office of Cooperative Education (OCE)
requires thateach studentadhere tothe deadlines.
The student will be evaluated and graded S/U
based on the material submitted at the time of
grading. Ifthe co-op requirements are notcompleted,
the student will receive a grade of "U".

10. The Office of Cooperative Education advises
each student to write a thank you letter to their co-
op employer following the completion of their co-op
work experience. A copy of this letter should be
placed in the student's co-op file in the Office of
Cooperative Education. Referto Appendix A-17 for
sample letter. A sample letter can also be found at
the following web address: http://www.bgsu.edu/
colleges/technology/coop/resources/
followup_letter.doc

Co-op Report Guidelines

The purpose of the co-op report is to assure that
the student is getting the greatest possible educa-
tional value fromtheir co-op experience. In prepara-
tion for the report, the student must properly evalu-
ate their job, must be alert to see applications of
principleslearnedin schooland in generaland must
think clearly and objectively about their work expe-
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rience.

Sections within the co-op report may vary in
length. A suggested guideline is a minimum of one
page per section. Co-op reports are evaluated by
University representatives based on quality of con-
tent, spelling, punctuation, grammar and complete

and appropriate responses to all objectives. The co-
op reportis notreviewed and graded by weight; itis
merit that counts.

TECH 289 - REPORT FORMAT

NOTE: Each objective response must begin on a
new-page Mewarerequired-tedabeleach-ebiesiive
by| writing the word “Objective” (followed by the
CO IUDPUI Id;l IH UbJUDtIVU LA LA IbUI dl Id hcﬂdll Is) nd
copying the objective statement prior to each re-
sponse. (Just as they are written below). A report

sample can be found atthe following webpage: http:/
/www.bgsu.edu/colleges/technology/coop/
student_guide.html.

COVER SHEET: This page should include the your
name, class, major, level of co-op and job title.
Include the company name, address and a brief
description of the company. This should be an
organized, professional-looking cover sheetforthe
report.

TABLE OF CONTENTS: This should include the
different sections of the report and page numbers.
Also include the names of any tables, graphs, etc.
in the report and the number of the pages where
they appear. (Refer to a textbook for examples.)

OBJECTIVE 1: RESUME Complete an updated
resume. An updated resume including the current
co-op position must be submitted with the co-op
report. A sample resume can be found at this web

Organizational Chart EXAMPLE

President
Duane Rice
Secretary
Susan Hadley
| I
Project Mgr./Est. Accountant Field Superintendent

Ellen Meyers

Ralph Townsend

David Weinberg

Asst. Estimator
Frank Jones (co-op)

Job Superintendent
Gerald Rigby

Job Superintendent
Maria Lopez

Job Superintendent
Tim Baker

Figure 2
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address: http://www.bgsu.edu/colleges/technology/
coop/pdf/JohnnyResume.pdf.

Aresume is required even if you have secured
future employment (e.g., working in the family
business, repeating at the same co-op site, etc.)
Each student is required to have a current resume
on file with the Office of Cooperative Education,
posted onto your Place Pro account.

Your resume may be an employer’s firstimpres-
sion of you. Make sure your resume represents
your best effort.

OBJECTIVE 2: ORGANIZATIONAL CHART
Prepare an organizational chart that includes your
current position. Hand-written orhand drawn
organizational charts will not be accepted. Click
here for an example of how an organizational chart
should look by viewing page 4 in the Report
Sample.

Construct a professional looking chart that illus-
trates formal relationships of job functions and the
people responsible for those functions. Some
companies do not have an organizational chart. If
this is the case, you should discover the relation-
ships mentioned above and create your own chart.

Small companies are easy to depict. Large
companies may be impossible to depict, and
certainly not on one page. If you are completing a
co-op with a large company, you need only
illustrate that department of the organization within
which you are working. Ask your supervisor or
locate company literature (e.g., Annual Stockhold-
ers Report, company manual, promotional materi-
als) for assistance if needed.

OBJECTIVE 3: RESPONSIBILITIES & ROLES
Describe your responsibilities and the responsibili-
ties of your supervisor and immediate co-workers.

Using the organizational chart you completed in
Objective 2 as a guide, describe (on a separate
page) the responsibilities of the individuals on the

chart starting with yourself, then working up the
ranks and explaining the responsibilities of other
persons above you. Again, use your organiza-
tional chart as a guide. Be accurate and com-
plete; explain the responsibilities of each person
you are describing.

OBJECTIVE 4: COMPANY BACKGROUND
Describe in detail the company background,

including:
=  Goods/materials produced
Production methods

= Services provided
=  Mission Statement

Compose a page that responds to this objective.
This will require research. Your company’s
marketing literature, annual report and/or website
are good resources for answering this objective.
If you are located in the heart of production
activity, this assignment is simply a matter of
observation and organized description. Be
specific in your descriptions and give examples.

OBJECTIVE 5: COMMUNICATION

Identify the company’s standard instruments of
communication and the extent to which they are
used in the performance of your duties.

Companies use tools of communication such as
forms, charts, emails, message boards and
computers to help control jobs, production, flow,
inventory, amount of labor applied to a unit of
work and many other functions. You should
identify and describe the function of those tools
of communication used within your department/
work area. This assignment should fill a separate
page and include examples.

OBJECTIVE 6: COMPANY CLIENTELE
Describe, and provide examples of, your
company’s primary clientele and how they attract
and serve their clientele. After providing these
examples, suggest ways and provide examples of
how your company could improve upon their
currenttechniques.
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You should develop a response to this objective
that would highlight your understanding of your
employer’s vital interests. See your supervisor
for specific examples and ideas.

OBJECTIVE 7: NEW SKILLS DEVELOPED
Identify any skills, insights, epiphanies and/or
habits developed during the co-op. Describe and
provide examples of the impact these newfound
abilities and feelings have (or did not have) on
your career goals and future course selections.

Each co-op experience should enable the student
to gain some additional competencies. Just as
important, each co-op enables the student to
become more aware of personal feelings and
career goals. It is important for one to recognize
what one can do, what one likes to do, and what
kinds of activities one has no interest in pursuing.
Each co-op has important effects on the career
development of the student. If the student makes
an effort to specify and clarify these changes, he/
she is in a better position to plan for the future.

OBJECTIVE 8: SPECIAL CONTRIBUTIONS
Describe and provide examples of a report,
special assignment, task or project you worked
on during your co-op. You can do this by first
stating the objectives of the project followed by
the project description and outcomes. Be sure to
include your specific role in contributing to the
project, citing examples in your description.

If you completed more than one special project,
please explain those as well. Do not be too quick
to state that this objective does not apply. You
can relate many of you co-op duties to answer
this objective.

OBJECTIVE 9: COMPANY POLICIES

Review the company’s personnel and career
development policies: hiring, advancing, evaluat-
ing, firing, retiring, etc. After having done so,
describe and provide detailed examples, of your
understanding of these procedures and explain if
you think the policies are appropriate or need
improvement.

To be sure the information you are collecting is

accurate, consult with your supervisory person-
nel, industrial relations (e.g., personnel adminis-
tration, human resources) and/or company
literature. The questions you should answer are:
= How does the company recruit hourly and
salaried employees?

= What union considerations facilitate or
complicate the process?

= |sthere a “promote from within” policy?

= Howfrequently are employees evaluated?

=  What wage/salary increments can be ex-
pected?

= |sthere a profit sharing plan?

What are grounds for termination?

How are employees terminated?

What is the “benefit package?”

What are the retirement plan options?

OBJECTIVE 10: JOB DESCRIPTION
MEMORANDUM

In memorandum (memo) format, prepare an
effective job description. The job description
should describe your current co-op position. Your
memo must be a minimum of two paragraphs
(detailed below) and addressed to your supervi-
sor. For an example of how a memo should look
by viewing page 5 in the Report Sample.

1. Paragraph One: Justify the need for the
Co-op position.

2. Paragraph Two: Describe in 50 words or
less, an effective job description,
detailing the co-op position you currently
hold. This should not be written as a
classified advertisement.

You should write this memo as if you are the
manager of the department and are seeking a
replacement for your current position.

OBJECTIVE 11: CO-OP INFORMATION
Please indicate the semester and year that you
expect to participate in your remaining co-op
experience(s) and how you plan to search for and
obtain your remaining co-op position(s). Justify
how the tasks and responsibilities of your future



Cooperative Education Co-op Manual < 17

co-op(s) will increase. Also rank your co-op
experience in terms of outstanding, average or
poor and provide justifications for your ranking.

OBJECTIVE 12: ORGANIZATION LITERATURE
If available, please attach literature from your co-
op organization such as an annual report, public
relations material, website and/or sales literature.
You should have already collected this information
when answering Objective 4, so use this informa-

tion to help complete this objective.

TECH 389 - REPORT FORMAT

NOTE: Each objective response mustbeginonanew

pad
Wi

e. You are required to label each objective by
ing the word “Objective” (followed by the cdrre-

sponding objective number and heading) and copying
the objective statement prior to each response. (Just
as they are written below). A report sample can be
found atthe following webpage: http://www.bgsu.edu/
colleges/technology/coop/student_guide.html.

COVER SHEET: This page should include the your
name, class, major, level of co-op and job title.
Include the company name, address and a brief

description of the company.

This should be an

organized, professional-looking cover sheet for the
report.

TABLE OF CONTENTS: This should include the
different sections of the report and page numbers.
Alsoinclude the names of any tables, graphs, etc. in

the

report and the number of the pages where they

appear. (Refer to a textbook for examples.)

OBJECTIVE 1: RESUME

Complete an updated resume. An updated resume
including the current co-op position must be
submitted with the co-op report. A sample resume
can be found at this web address: http://
www.bgsu.edu/colleges/technology/coop/pdf/
JohnnyResume.pdf.

Aresume is required even if you have secured
future employment (e.g., working in the family
business, repeating at the same co-op site, etc.)

Each student is required to have a current resume
on file with the Office of Cooperative Education,
posted onto your Place Pro account.

Your resume may be an employer’s firstimpres-
sion of you. Make sure your resume represents
your best effort.

OBJECTIVE 2: ORGANIZATIONAL CHART
Prepare an organizational chart that includes your
current position. Hand-written orhand drawn
organizational charts will not be accepted. Click
here for an example of how an organizational
chart should look by viewing page 4 in the Report
Sample.

Construct a professional looking chart that
illustrates formal relationships of job functions
and the people responsible for those functions.
Some companies do not have an organizational
chart. If this is the case, you should discover the
relationships mentioned above and create your
own chart.

Small companies are easy to depict. Large
companies may be impossible to depict, and
certainly not on one page. If you are completing a
co-op with a large company, you need only
illustrate that department of the organization
within which you are working. Ask your supervi-
sor or locate company literature (e.g., Annual
Stockholders Report, company manual, promo-
tional materials) for assistance if needed.

OBJECTIVE 3: ADDITIONAL STAFF MEMO-
RANDUM

Put yourself in the following situation; Assume
you have been promoted to your current
supervisor’s position and additional employees
are needed. Prepare, in memo form, the 2
paragraphs detailed below, addressed to your
supervisor for approval. Click here to see how a
memo should look by viewing page 5 in the
ReportSample.

1. Paragraph One: Justify the need for
additional staff/employees.

2. Paragraph Two: Describe in 50 words or
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less, an effective job description. Assume
the job description is your current co-op
position. This should not be written as a
classified advertisement.

OBJECTIVE 4: SPECIAL CONTRIBUTIONS
Describe and provide examples of a report,
special assignment, task or project you worked
on during your co-op. You can do this by first
stating the objectives of the project followed by
the project description and outcomes. Be sure to
include your specific role in contributing to the
project, citing examples in your description.

If you completed more than one special project,
please explain those as well. Do not be too quick
to state that this objective does not apply. You
can relate many of you co-op duties to answer
this objective.

OBJECTIVE 5: RESPONSIBILITIES & ROLES
Describe your responsibilities and the responsi-
bilities of your supervisor and immediate co-
workers.

Using the organizational chart you completed in
Objective 2 as a guide, describe (on a separate
page) the responsibilities of the individuals on the
chart starting with yourself, then working up the
ranks and explaining the responsibilities of other
persons above you. Again, use your organiza-
tional chart as a guide. Be accurate and com-
plete; explain the responsibilities of each person
you are describing.

OBJECTIVE 6: PROBLEMS ENCOUNTERED
What problems (e.g., technical preparation,
worker relationship, learning the job, etc.) did you
encounter and how were these problems solved?
Provide specific examples.

OBJECTIVE 7: STUDENT DISCOVERIES

Describe what you learned during your co-op

experience by answering all questions listed

below:

= How will what you learned help you when
returning to school? Provide 3 ex
amples.

= How will what you learned help you on
your next co-op? Provide 3 examples.
= How will what you learned help you after

graduation? Provide 3 examples.

OBJECTIVE 8: STUDENT CHOICE
Choose and respond to one of the following
topics:

1. Give examples of and explain your
knowledge of your company or
organization’s history and its place in
industry, business or government.

OR

2. How did the work within your department/
area contribute to the company? Provide
specific examples.

OBJECTIVE9: ACADEMIC PROGRAM
Evaluate the academic program and specific
courses in relation to your current co-op experi-
ence. Upon your evaluation, state your commen-
dations or suggestions for improvements.

This is your chance to help improve individual
courses and programs (academic and co-op) in
the College of Technology. Included in this
response should be your description of how your
previous co-op prepared you to enter your present
co-op. Also, identify and explain the courses that
proved to be the most useful in relation to your
duties while on co-op.

The dean, department chairs and relevant faculty
members will read your comments. Your re-
sponse to this objective may also be shared with
the industrial advisory committee. In order for
improvements to be made to the curriculum, the
faculty/administration need to have your feed-
back. You should be honest, respectful and
constructive in your response.

OBJECTIVE 10: STUDENT IMPROVEMENT
What could you have done to improve your
performance? Provide at least 2-3 specific
examples. To help you answer this objective,
consult with your supervisor about the Perfor-
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mance Evaluation Profile (PEP) they should have
completed on you.

OBJECTIVE 11: CO-OP INFORMATION

Please indicate the semester and year that you
expect to participate in your remaining co-op
experience and how you plan to search for and
obtain this remaining co-op position. Justify how
the tasks and responsibilities of your future co-op
will increase. Also rank your co-op experience in
terms of outstanding, average or poor and provide
justifications for your ranking.

OBJECTIVE 12: ORGANIZATION LITERATURE
If available, please attach literature from your co-
op organization such as an annual report, public
relations material, website and/or sales literature.

TECH 489 - REPORT FORMAT

NOTE: Eachobjective response mustbeginona ivew
pag by

writing the word “Objective” (followed by the corre-
sponding objective number and heading) and copying
the objective statement priorto each response. (Just
as they are written below). A report sample can be
found atthe following webpage: http://www.bgsu.edu/
colleges/technology/coop/student_guide.html.

COVER SHEET: This page should include the your
name, class, major, level of co-op and job title.
Include the company name, address and a brief
description of the company. This should be an
organized, professional-looking cover sheet for the
report.

TABLE OF CONTENTS: This should include the
different sections of the report and page numbers.
Also include the names of any tables, graphs, etc. in
the report and the number of the pages where they
appear. (Refer to a textbook for examples.)

OBJECTIVE1: RESUME
Complete an updated resume. An updated resume
including the current co-op position must be

submitted with the co-op report. A sample
resume can be found at this web address: http://
www.bgsu.edu/colleges/technology/coop/pdf/
JohnnyResume.pdf.

A resume is required even if you have secured
future employment (e.g., working in the family
business, repeating at the same co-op site, etc.)
Each student is required to have a current
resume on file with the Office of Cooperative
Education, posted onto your Place Pro account.

Your resume may be an employer’s first impres-
sion of you. Make sure your resume represents
your best effort.

OBJECTIVE 2: ORGANIZATIONAL CHART
Prepare an organizational chart thatincludes
your current position. Hand-written or hand drawn
organizational charts will not be accepted. Click
here for an example of how an organizational
chart should look by viewing page 4 in the
ReportSample.

Construct a professional looking chart that
illustrates formal relationships of job functions
and the people responsible for those functions.
Some companies do not have an organizational
chart. If this is the case, you should discover
the relationships mentioned above and create
your own chart.

Small companies are easy to depict. Large
companies may be impossible to depict, and
certainly not on one page. If you are completing
a co-op with a large company, you need only
illustrate that department of the organization
within which you are working. Ask your supervi-
sor or locate company literature (e.g., Annual
Stockholders Report, company manual, promo-
tional materials) for assistance if needed.
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OBJECTIVE 3: ADDITIONAL STAFF MEMO

Put yourself in the following situation; Assume you
have been promoted to your current supervisor’s
position and additional employees are needed.
Prepare, in memo form, the 2 paragraphs detailed
below, addressed to your supervisor for approval.
Click here to see how a memo should look by

viewing page 5 in the Report Sample.

1. Paragraph One: Justify the need for addi-
tional staff/employees.

2. Paragraph Two: Describe in 50 words or
less, an effective job description. Assume
the job description is your current co-op
position. This should not be written as a
classified advertisement.

OBJECTIVE 4: CO-OP EVALUATION

Evaluate all of your current and previous co-op
experiences. Write at least 2-3 positive and/or
negative events or lessons learned during your co-
ops, providing examples. Explain and give detailed
examples of how the responsibilities increased in
relationship to previous co-ops.

OBJECTIVE 5: POSITION DESIRED AFTER
GRADUATION

1. Identify the ideal entry-level position you
would apply forimmediately following
graduation. Write job description for this
position and explain why you are a qualified
candidate.

2. Research the current job market, using
methods learned while searching for co-op
positions, and find an actual job description
that closely matches a position you wish to
find upon graduation. Include this job
description in your report (using the ‘copy-
paste’ method or printing the description).
Site the source where you found the job
description.

OBJECTIVE 6: POSITION DESIRED 5 YEARS
AFTERGRADUATION

Describe the type of position you expect to have five
years after graduation. List and provide examples of
strategies for obtaining that position. ldentify when
you expect to accomplish each step needed to reach
your end-goal. (E.g. What would you accomplish in
one year, two years, etc. in order to reach your end-
goal, using an illustration if needed)

OBJECTIVE 7: SOCIOLOGICAL LESSONS
LEARNED

Through your co-op experience, observe the behavior
of others at your organization and attempt to analyze
why some individuals may successfully relate and
socialize with co-workers and others do not. An
important sociological lesson to learn in industry is
how to get along with others. Where appropriate,
include observations of human relationships between
individuals of different gender, races, national origin,
etc.

OBJECTIVE 8: MANAGEMENT & LEADERSHIP
Research and define the term “management style”
including any resources used in your definition.
What management style or leadership behavior has
your current and previous supervisors exhibited?
How did your supervisor's method(s) increase or
decrease you and your co-workers motivation,
morale, cooperation and/or productivity? Provide
examples.

Now, describe which management style you would
use as a supervisor. Include an explanation of your
decision.

OBJECTIVE9: ACADEMIC PROGRAM
Critique and provide examples of how your academic
program (in each of the areas listed below) prepared
you for your required duties during your co-op:

a) Your major area of study

b) GeneralEducation

c) Math/Science

d) Computer Science

e) Business

When describing each academic program, be sure to
include suggestions for improvement of content and

issues related to new technologies you would like to

see made in BGSU courses.
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OBJECTIVE 10: CO-OP INFORMATION

Please rank your current co-op experience in terms
of outstanding, average or poor. Provide a detailed
justification for your ranking.

OBJECTIVE 11: ORGANIZATION LITERATURE
If available, please attach literature from your co-op
organization such as an annual report, public rela-
tions material, website and/or sales literature.

OBJECTIVE 12: CO-OP BENEFITS & CAREER
PLANS

Review the following three statements and assess
(providing written examples for each) how the
statements apply in your career development and
decision making process:

1. Thecooperative education program allows
students to integrate classroom theory with
practical, on-the-job experience. This
enables the student to apply previously
learned theory and skills to the demands of
areal job situation.

2. The cooperative education program can
facilitate the student’s career development
as can no other experience. Work environ-
ments can be chosen to test academic and
careergoals.

3. Whatare your career plans after graduation?

ADDITIONAL CO-OPS -
REPORT FORMAT

For students completing four or more co-ops, a
different reporting format is required. You must
submit a professional caliber research report (mini-
mum length - 7 typed pages) on a topic related both
to your career goals and your co-op experience. The
report must use the current APA (American Psycho-
logical Association) style; must be typewritten,
double-spaced; and contain a bibliography. Refer-
ences should be cited from resources such as
professional publications, journals, manuals, and
other industry research reports. In addition, you may
use information obtained from interviews with
organization orindustry personnel; however, these
citations must be supported by resources such as
those previously mentioned.

In order to enhance your opportunities to interview,
remain or advance within a company, it is appropri-
ate that the topic of the research report be chosen to
strengthen these possibilities. The report should be a
vehicle by which you gain technical and/or manage-
ment knowledge that makes you more valuable to
the organization.

The topic must be approved by your academic
advisor or the Office of Cooperative Education prior
to the beginning of the semester in which the co-op
takes place. The report may be rejected if it does not
meet professional standards for scholarship, docu-
mentation, clarity, cleanliness, margins, spelling,
etc. If the report is rejected, the coop experience is
incomplete and you will receive the grade of U, or
“unsatisfactory.” An “unsatisfactory” may be re-
moved by correcting the report within a specific
period of time to be determined by the OCE.
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Cooperative Education work experiences are a
requirement of each student in the College of Tech-
nology.

The responsibility for securing an approved co-op
rests with the student. The OCE is not responsible
for securing co-ops for students. However, the OCE
provides a multitude of resources to facilitate the co-
opjob search process (assisting students to develop
appropriate job search techniques and to identify
potential co-op employers, toname afew). Students
should utilize the services and resources of the OCE
to receive maximum advantage of the cooperative
education program.

This chapter will describe the services and re-
sources available to students. It will also describe
how students find co-op positions and how employers
find co-op students.

The Role of the Office of Cooperative
Education

The Office of Cooperative Education's role as a
support office, assists to develop new placement
sites and maintain existing sites. The OCE also
functions as the main source for co-op information.
Such information includes:

* Dates that employers plan to come to campus to
interview students.

* An "Employer File" containing company reports
and literature.

* Advertising of co-op openings through Place Pro,
student consultations to encourage and improve
student's co-op searching skills, mass emails and
direct communication with individual students.

* Suggestions concerning interviewing and writing
effective letters of inquiry and resumes.

» Suggestions regarding the timing and sequencing
of co-op and college work.

* Registration and approval of students' co-ops.

» Many other duties relevant to COT co-ops.

CHAPTER IV

JOB SEARCH SERVICES & RESOURCES

The OCE also encourages students to get in
touch with faculty members and advisors, who
frequently havefirst-hand information about compa-
nies, contact persons and job opportunities which
can be helpful to the student seeking co-op employ-
ment.

The OCE encourages students to apply to
positions advertised on the OCE Place Pro system
(www.placepro.com). However, if a student is
interested in researching and securing a co-op
position with a company that has not previously
participated inthe co-op program, the student must
identify and directly contact the employer(s) on their
own. After the initial contact, and as an option, the
student may request the co-op office to send
support letters/co-op materials to the prospective
employer(s). Consultwith the OCE for appropriate
procedures.

Student Generated Job Leads

In addition to College/University provided job
sites, the co-op student has resources of their own
to explore. Students should talk to other students
about previous co-op employmentsituations. They
should also check newspaper "help wanted" adver-
tisements, "yellow pages" from phone books and
online of selected cities, Chambers of Commerce in
specified cities, friends and relatives and many
other resources. Students should consult with the
OCE for more detailed information on co-op job
searches. The securing of a co-op position is to
simulate "real world" job finding experiences.

Communicating with Prospective Employers

Afterthe student has alist of prospective employ-
ers, appropriate communications leading to a job
musttake place. The recommended procedureisto
send aletter of inquiry (cover letter) with aresume.
Letter samples are available on the OCE website
(www.bgsu.edu/colleges/technology/coop). A let-
ter of inquiry with a resume is effective if it leads to
aninterview. The interview is effective if it leads to
adesired job.

Other communication procedures exist and may
be appropriate if one needs to contact a large
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number of companies in a short time. Using the
telephone has the advantage of delivering informa-
tion quickly, but it cannot represent the student's
objectives and background as thoroughly and clearly
as a letter of inquiry and resume.

Visiting a prospective employer could sometimes
be easier than writing, but also could result only in
filling out an employment application. The employ-
mentapplication could possibly only gainthe atten-
tion of the prospective company when they need to
hire anotherworker, and notduring the time relevant
to the student's co-op schedule. Furthermore, one
does not appeal to the employer as a future profes-
sional employee by filling out application forms as
the first step in the employment process. In most
cases, professional level job seekers use letters of
inquiry and resumes to seek interviews.

The remainder of this section is devoted to the
preparation of professional job-searching communi-
cations.

The Resume

The resume will be described first because it
should be developed first. It is developed before
letters of inquiry. For co-op students, a resume
must be submitted as a requirementfor completing
the co-op workshop and as part of the procedure for
applying for a co-op. A personal resume is always
afavorable indicationto an employerthatadditional
effort is being put forth in a student's employment
endeavors and should be sentwith letters ofinquiry
and be presented at interviews. Refer to Appendi-
ces A-9 to A-12 for sample resumes.

A human resource manager looks at many re-
sumes during a week. While a resume should be
individual, it should be close enough to the format
presented in this manual so that the human re-
source manager does not have to search for infor-
mation. The following are afew ideas to make one's
resume more effective:

» Arrangement of the resume headings (refer to
Figure 3) should be suchthatthe readercan see the
candidate's strongest points first. The ordering of
the categories and points also must have a logical

sequence.

* Information headings should also stand out so
that the reader can quickly find major points of
interest.

+ Distinctive qualities that make one's resume
tastefully stand outcanbe used. Theideaistohave
the reader rememberthe candidate.

* Do not use the name of any organization or
include any information whichindicates race, color,
religion or national origin. Photographs should not
be used in states where such data is prohibited by
the Fair Employment Practices Act.

* Resume composition assistance can be ob-
tained from the COT-OCE, library resources, Ca-
reer Services and private professional resources.

* You can create you resume resume using a
word-processing system with a computer. Comput-

Figure 3
RESUME COMPONENTS

1. NAME

2. CONTACTINFO.: Temp. & Permanent

3. OBJECTIVE

4. EDUCATION

5. -RELATEDBACKGROUND
- CO-OP EXPERIENCES
-RELATED WORK
- EXPERIENCES
- RELATED CLASSES

6. WORKEXPERIENCE

7. HONORSANDAWARDS

8. ACTIVITIES
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ers and the corresponding software are available at
various locations throughoutthe University. Printing
services should also be considered because they
produce a quality product. Many area establishments
can layout and typeset a resume. This "camera
ready" resume can then be taken to any area copy
shop where it can produce professional looking cop-
ies at inexpensive prices on a fine grade of paper.

» The Office of Cooperative Education has a
resume service available for students which includes
resume reviewing,resume examples and a variety of
paper options. Charges for additional copies are
billed to the student's bursar account.

* Misspellings and faded, barely intelligible resume
copies should not be included in any of the student's
business communications. Such copies tell the
prospective employer something aboutthat student's
standards, abilities and lack of pride.

Letter of Inquiry

A "letter of inquiry" is used when there is no
knowledge that a position opening exists. Refer to
Appendix A-13 for the sample letter of inquiry.

The letter should give enoughinformation aboutthe
student to assure the company's personnel depart-
ment that they possess some of the requisites/
qualifications for the position. All letters should be
composed carefully.

1. Enclose a stamped, self-addressed envelope for
reply (Optional).

2. The student should inform the prospective employer
that additional information is available upon request.

3. Limit the letter to one typed page.

4. Spell check and proof read the letter before
sending.

5. Verify that the name and title of the prospective
employer are correctand use proper formforthe letter
and envelope address.

6. Keep a copy of each letter sent.

Suggested content (by paragraph) for inquiry
letters:

1. Begin the letter with a statement of interestin the
company by asking for an application and identify-
ing the potential position that the student is inter-
ested in obtaining.

2. Supporttheinterest with educational background
orrelated experience, but be brief.

3. Thank the person for their assistance. Indicate
how follow up will be accomplished. Itis optional to
send a resume with the letter of inquiry.

Letter of Application

A'letter of application” (cover letter)is used when
the company has announced thatavacancy exists.
This letter will forward the student's resume to the
attention of a particular person or employer. Refer
to Appendix A-14 for sample letter.

The above mentioned guidelines (2-6) willapply to
this letter as well.

A resume should be included with the letter of
application.

The following are guidelines for drafting such
letters:

1. State the purpose of the letter first, in one
sentence. Stimulate attention and interest in the
opening partofthe letter. Capture reader's attention
and build interest in the student as a valued,
potentialemployee.

2. Create desire by proving and demonstrating the
student's worth to the company.

3. Persuade the readerto take the requested action
by giving the studenttheinterview. Thisisthe major
purpose of the letter.

Suggested Content (by paragraph) for
Application (Cover) Letters:
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A sample cover letter can also be found at the
following link: http://www.bgsu.edu/colleges/tech-
nology/coop/resources/cover_letter.doc

1. The introduction in the first sentence of the first
paragraph shouldlist2 or 3 traits of the student that
qualify him/her for the position he/she is seeking.
Theseftraits (education, experience, personal) should
be whatthe employerwould look forinthe personto
fill the position the student is seeking. (Look from
the employer's viewpoint.) The second sentence
may be a statement of how these qualities could be
used effectively for the company's advancement.

2. The next two paragraphs are supporting para-
graphs. One may supportthe educational aspect of
the student's qualifications and the other, the work
experiences they have had. Personal qualities can
be placed within these two paragraphs.

3. The fourth paragraph willindicate that the student
has enclosed aresume and that they would appre-
ciate an interview at the employer's convenience,
when further discussion of the job requirements and
the student's capabilities could occur. This para-
graph should also identify how follow-up will be
accomplished.

Follow-up Letters

If the candidate does not hear from the prospec-
tive employer, or if the usual noncommittal letter is
received indicating that the firm is glad to have the
application andisfilingitin case an opening occurs,
thereis noreasonto stop expressing interestinthat
position. The amount of time to wait is not specific.
When the student feels that the time has been
sufficient, then the following suggestions for a
follow-up letter will be helpful. Referto Appendix A-
15 for sample letter.

Suggested content (by paragraph) for
Follow-Up Letters:

1. The student should re-establish their interest in
working for the company by mentioning in the first
paragraph thatthey had contacted the employeron
(give a specific date). Briefly mention the position

applied for and a brief summary of the student's
qualifications to fill that position.

2. The student should provide a brief overview of
theireducation and work experience and relate new
supporting evidence if applicable.

3. Thank the employer for their time and ask again
for an interview. Send another resume.

Follow-up Phone Calls

If the candidate does not hear from the prospec-
tive employer, follow up the letter(s) with a phone
call (or email message). Ask first if the employer
received the student's letter and then ask if a
position exists, for the present or future. Also ask if
any positions might exist within other departments
-- ask for names, titles and phone numbers of
possible contacts. Thank the employer for their
cooperation, time and consideration.

Follow up After An Interview

Following an interview for a co-op position, the
student should write athank you letterto the person
who interviewed them. The letter should be written
within three (3) days following the interview. A
handwritten note is fine but a typed letter is more
acceptable. Be certain to answer any specific
questions or send any information the employer
requested during the interview. Refer to Appendix
A-16 for sample letter, as well as at the following
web address: http://www.bgsu.edu/colleges/tech-
nology/coop/resources/thankyou_letter.doc.

1. Thank the person for the interview. Express
positive points about the interview to refresh the
employer's memory.

2. Include information that was requested.

3. The studentshould reiterate some of the qualities
they possess (educational, personal and/or experi-
ence) making them aworthy candidate. Continuing
interest in the position should be expressed.

4. Because most people do not send thank-you
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letters for interviews, the student who takes this
extra step will leave a positive impression on the
prospective employer.

Interviewing
There are many factors to consider and act upon
before, during and after the interview.

An interview provides a co-op student with an
opportunity to present and discuss their qualifica-
tions for an available position and should be ap-
proached with enthusiasm and confidence. Most
initial interviews take twenty to thirty minutes.
Students will not have a great amount of time to
describe experience, goals or aspirations, nor to
inquire in detail aboutthe particularemployer. Thus,
one should research the employer in the Office of
Cooperative Education employerfile, throughinfor-
mation posted on Place Pro or on the company's
website before the interview. Remember that the
interviewer will also allow time to discuss company
information during the interview, but keep in mind
thatthisinformation may largely be focused toward
the student's needs.

Interview Preparation

It is of paramount importance that one be pre-
pared forthe interview. Preparation should focus on
two main areas:

1. Student: A student should identify themself
clearly to the employer. What are the student's
objectives for their career and life? The student
must examine their skills and interests and clearly
define their careergoals and aspirations. Strengths
and weaknesses need to be considered along with
aptitudes, interests, education, work experience
and physical abilities. After completing such a self-
analysis, the student will be better prepared to
decide how to approach an interview.

2. Employer: The studentshould know as much as
they possibly can about their potential employer.
Interviewers are usually impressed by a candidate
who demonstrates knowledge of the particular or-
ganization, products, services, geographical loca-
tion, etc.

Research of companies can lead to the student
askingimportant questions which can be answered
during the interview and may presentthat studentin
a more favorable light as a result. The student
needs to remember that they are building a career,
not just seeking a job. For companies with whom
the college has had previous co-op placements,
students are encouraged to contactthe previous co-
op student, the approprate co-op coordinator or to
consult with the University Representative who
made the most recent site visit to gain further
information.

The student's attitude during the interview is an
extremely importantfactor. Positive aspects should
be emphasized. Be enthusiastic!

The student's personal appearance is another
important factor in determining whether or not the
interview will be successful. The student's attire
should be appropriate for the situation. The student
should remember that they are participating in an
employment interview and should present them-
selvesinthe bestpossible way. Dress for success!

The student may be somewhat nervous prior to
the interview. This is natural and may help them to
perform at their best. When responding to the
interviewer, attempt to develop responses - say
something other than "yes" or "no" when possible.
Give examples to support responses when appro-
priate. Listen when the interviewer is talking and
maintain eye contact with them at all times.

Questioning the interviewer with logical and well
conceived questionstendstoindicateinterestinthe
organization and position. Interestonthe student's
part promotes relative and productive dialogue dur-
ing the interview.

On the other hand, questions which are not
logical, well defined and asked just for the sake of
asking may resultin a negative impression. There-
fore, prepare for the interview by reading the poten-
tial employer's materials, talking to other co-op
students who may be more aware of the particular
organization and preparing alist of logical and well
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defined questions to ask during the interview. The
student should take questions to the interview in
written form rather than trusting their memory.

Many students have found that creating "role
play" interviews with another student, instructor,
co-op staff member or friend has decreased ner-
vousness and given them more confidence prior to
the interview.

TheInterview

Each interview that a student obtains will, of
course, be unique because they will meet with
different officials from different organizations.
Some interviews will be highly structured, following
aprescribed format and some will be flexible within
certain prescribed limits. Still others will be very
unstructured. Some interviewers will feed the
studentrapid-fire questions, while others will expect
the student to do most of the talking.

With all these differences, however, there will be
certain similarities among the interviews and the
basic evaluation criteria utilized by most interview-
ers will be the same.

Typically, the first part of the interview sets the
stage for the entire interview. Research has indi-
cated that the first impressions formed by the
interviewer in the initial minutes are critical to the
eventual decision as towhetherornotthe candidate
will receive further consideration for employment.
During the remainder of the interview, the inter-
viewer will consciously or unconsciously try to
substantiate these early impressions.

Since the early impression is so crucial, it is
important that the student “put their best foot for-
ward.” Thus, a few basic points should be kept in
mind.

The student should:
1. Checktheir personal appearance, be sure to look
professional, neat and clean.

2. Greet the interviewer by name in a friendly, but

business-like manner.
3. Introduce yourself in a firm voice.

4. Shake hands firmly if the interviewer extends
their hand in greeting.

5. Remain standing until offered a seat.

6. Sit erectly and appear interested, but try not to
appearrigid.

Once the candidate is offered a seat, the inter-
viewer will probably begin asking questions. The
following list represents the questions most fre-
quently asked by interviewers who are recruiting
permanent employees. Many of these questions
are also asked of co-op students. Itis beneficial for
the student to review each of these questions and
prepare a brief response to each before the inter-
view. Informulating responses, the student should
try to putthemselfin the place of the interviewerand
answer the questions. "If Iwere in the interviewer's
place, working for this employer, what would | want
toknow aboutme?" The questions on the following
pages are those taken from the Endicott Report
published by the Placement Center, Northwestern
University, Evanston, IL. (Although these refer
primarily to business careers, students can substi-
tute their own career path in the questions.)
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FIFTY QUESTIONS RECRUITERS ASK

N
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What are your long range and short range goals and objectives, when and why did you establish these goals,
and how are you preparing to achieve them?

What specific goals, other than those related to your occupation, have you established for yourself for the next
10 years?

What do you see yourself doing five years from now?

What do you really want to do in life?

What are your long range career objectives?

How do you plan to achieve your career goals?

What are the most important rewards you expect in your business career?

What do you expect to be earning in five years?

Why did you choose the career in which you are preparing?

. Which is more important to you, the money or the type of job?

. What do you consider to be your greatest strengths and weaknesses?

. How would you describe yourself?

. How do you think a friend or professor who knows you well would describe you?
. What motivates you to put forth your greatest effort?

. How has your college experience prepared you for a business career?

. Why should | hire you?

. What qualifications do you have that make you think that you will be successful in business?
. How do you determine or evaluate success?

. What do you think it takes to be successful in a company like ours?

. In what ways do you think you can make a contribution to our company?

. What qualities should a successful manager possess?

. Describe the relationship that should exist between a supervisor and those reporting to him or her?
. What two or three accomplishments have given you the most satisfaction? Why?
. Describe your most rewarding college experience.

. If you were hiring a graduate for this position, what qualities would you look for?
. Why did you select your college or University?

. What led you to choose your field or major study?

. What college subjects did you like best? Why?

. What college subjects did you like least? Why?

. If you could do so, how would you plan your academic study differently? Why?

. What changes would you make in your college or University? Why?

. Do you have plans for continued study? An advanced degree?

. Do you think that your grades are a good indication of your academic achievement?
. What have you learned from participation in extra-curricular activities?

. In what kind of work environment are you most comfortable?

. How do you work under pressure?

. In what part-time or summer jobs have you been most interested? Why?

. How would you describe the ideal job for you following graduation?

. Why did you decide to seek a position with this company?

. What do you know about our company?

. What two or three things are most important to you in your job?

. Are you seeking employment in a company of a certain size? Why?

. What criteria are you using to evaluate the company for which you hope to work?
. Do you have a geographical preference? Why?

. Will you relocate? Does relocation bother you?

. Are you willing to travel?

. Are you willing to spend at least six months as a trainee?

. Why do you think you might like to live in the community in which our company is located?
. What major problem have you encountered and how did you deal with it?

. What have you learned from your mistakes?

Northwestern University Endicott Report copyrighted and published in 1977 by Placement Center, Northwestern
University, Evanston, IL.; Also at: http://www.gcsu.edu/acad_affairs/enrl_srvcs/career_ctr/50Qbyemployers.html.
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Be sure that by the end of the interview the
interviewer can answer these questions:

1. Why is the student interested in the organiza-
tion?

2. For which position(s) is the student applying?
3. What are the student's qualifications?

4. How does the student compare with other
candidates?

Ifthe studenthas answered these questions, they
will have fulfilled a major part of their role in the
interview.

When the student feels that the interview is
coming to a close, it should not be prolonged.
Without pressing, the student should attempt to
learn what follow-up action is expected. Thank the
interviewer for the opportunity to talk with them and
for their time.

Remember: Theinterviewis the student's chance
to communicate the benefits they would bring to the
company. Always be prepared to answer questions
in such a way that would reflect positive character-
istics. Be honest, but always emphasize the
positive and downplay any negative factors. The
student must sell themselves!

Interview Evaluation

Itis strongly recommended that candidates take
time to review and analyze what transpired during
the interview. While the interview is fresh in the
student's mind, they should reflect on key points of
theinterview withregardto: 1) the questions asked,
2) the answers given and 3) pertinent information
learned about the employer and the position avail-
able. List the positive and negative points of the
interview presentation, being as objective as pos-
sible. Once this list is complete, the student must
determine the action to take to insure greater
effectiveness in future interviews.

Not all interviews result in job offers. A rejection
letter may only mean that the individual's qualifica-
tions are not those required or preferred for a

particular position. The student may wantto check
to make sure the job objective on their resume
matches the particular job offering.

However, if most of the student's interviews do
not result in job offers, read the following list
carefully and ask which of these characteristics
might be a reason for the rejections and make the
necessary adjustments for future interviews:

Reasons for Rejection Checklist (This list con-
tains behaviors and actions you do NOT want to
utilize in general and during the interview)
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Poorpersonal appearance

Late for interview

Sloppy application or resume

Interest does not match opening

Failure to look at interviewer
when talking

Lack of courtesy or diplomacy

Poor expression, voice,
diction and grammar

Overbearing oroveraggressive

Indefinite response to question

Make excuses or hedge on
unfavorable factors in record

Asks no questions about job

Lack of confidence and poise

Lack of career planning

No interest in company or
industry

Over-emphasis on money

Condemnation of pastemployer
(summer jobs)

Failure to express appreciation

Unwillingnessto relocate

Unwillingness to start at bottom

Justshopping around

Just wants to fulfill a co-op require-
ment (experience is secondary)

Cynical

Strong prejudices; intolerant

Inability to take criticism
High pressure type of individual

OO0 OO O0O0O0OO0O OO O0O0OO0O OO0 OO 00000
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Additional Job Search Points:

The student needs to be alert, organized and
enterprising in pursuit of co-op employment:

Be alert. Be fully informed regarding the co-op
program; read the latest co-op communications and
continuously check for positions on Place Pro as well
as yourown co-op leads. Take advantage of various
co-op services and communicate with the COT,
Office of Cooperative Education.

Be informed. Be sure to continuously update and
check your Place Pro account. If you need help with
Place Pro, you can access our Place Pro Help-page
onourwebsite (www.bgsu.edu/colleges/technology/
coop/placepro.html) or contact the OCE.

Be an organized planner. Think ahead, even
three or four years ahead and put these thoughts on
paper. Answer some of these questions:

* What co-op alternation pattern is right for me?

* When should | take each course in my program?

* What courses need to be carefully scheduled
because they are only offered once every year?

» Will I be living in University housing just before |
complete my co-ops? If not, how will | deal with
lease problemswhenitis time to co-op? The OCE
suggests students avoid long term leases. The
lease is not an acceptable excuse for not being
able to co-op and can be avoided with planning.

* Willl have the flexibility to take advantage of a good
co-op if it comes at some time other than which
was planned?

* Should | find a co-op near home?

» Should I start communicating with companies now?
If not, when?

» Should | "cultivate" an opening over a long period
of time?

Be enterprising. It is especially important to be
resourceful in times of high unemployment and re-
cession. In the best of times, situations can be
improved if one is enterprising and resourceful.

Some examples...

One student, whohad justbeenturned down by an
employer, said, "put me on for two weeks without
pay, and I'll prove to you that you can afford to keep
me on with pay." The student got the job!

Anotheremployer hired a co-op studentoverother
applicants because the student made it clear that
they needed a co-op in order to fulfill a graduation
requirement. The employer hired the studentso as
not to delay the student's education progress.

In yet another situation, a student had an uncle
who was going to have his place of business
remodeled. This uncle asked the contractor, as a
suggestion, if he would put on his nephew for a
construction co-op. It worked and the student now
had a co-op.

Resourcefulness does not end with finding em-
ployment. No co-op student, regardless of the pay
level involved, should simply go through the mo-
tions of the job. That student should perform well
and constantly seek new information in order to
become more effective. Such a student will leave
that co-op open for other students.

Sometimes astudentreceives two or more co-op
offers in one semester. In such cases, the student
must inform the company they decided not to work
for, in a prompt and professional manner, that an
offer from another company was accepted. Then,
please encourage the former company to contact
the OCE to fill the vacancy. We need to help one
another locate new co-ops as they become avail-
able and communication is key.

Students are encouraged to learn to use a com-
puter (IBM, PC, Maclintosh, etc.) to assist in writing
professional-looking personalized letters to em-
ployers.

One student sent out 120 personalized letters to
a select group of employers in the Cleveland area.
The student received 40 replies of which 32 were
rejection letters, 1 neutral and 7 interviews. From
the seven interviews, the student was offered 4
jobs. This can be used as a model for your co-op
search, but this does not happen in all cases.
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Remember, in most cases, it is going to take more
than one or two letters of inquiry. The student's
follow-up after the initial contact is what will lead to
a co-op position. Calling, emailing and staying in
touch with the employer will increase the student's
chances of securing a co-op position.

Co-op Job Survival

Once a co-op position is secured and the student
beginsthejob, the student mustrememberthatjob
survivalis of the utmostimportance. The employer
expects the co-op student to conduct themselves
as an employee of the organization, to follow com-
pany policies and procedures, to adapt to the
organizational culture, to be ateam member and to
satisfactorily complete all projects in a timely man-
ner as assigned. Each studentis expected to work
the regular work schedule, overtime, shift work or
weekends, as determined by the employer, in the
same manner as other employees of the company.
Remember that the student adheres to the
organization's holiday schedule during each experi-
ence, not the University's class schedule.

It should also be recognized that a good attitude
toward company work assignments is sought after
by employers. A good attitude includes readily
accepting tasks of any size and nature, being
punctual, taking an active interest and having the
ability to getalong with co-workers, supervisors and
othercompany employees.

The student's co-op will offer many opportunities
and challenges. The studentmusttake theinitiative
to obtain the full benefit from the co-op experience.
The more the student puts into their co-op experi-
ence the more they will get out of it.

After a Co-op Experience

The OCE recommends that the student send a
thank you letter to the employer following each of
their co-op experiences. Referto Appendix A-17 for
sample letter. Asample letter can also be found on
our website at this link: http://www.bgsu.edu/col-
leges/technology/coop/resources/
followup_letter.doc

Co-op Registration

As soon as the student accepts and secures the co-
op job offer, they must complete and submit a
"Cooperative Education Registration" form along with
anupdatedresume tothe OCE. Theregistrationform
can be found at www.bgsutechcoop.org

The registration will be reviewed by the student's
academicadvisor, the Assistant Director of Coopera-
tive Education and the Director of Cooperative Edu-
cation for approval or denial.

Upon approval, the OCE will process the student's
registration with the Office of Registration and
Records. Students must submit the co-op registra-
tion form and updated resume by the registration
deadline date defined by the OCE. Registration
deadline dates (and all relevant co-op dates) can be
found on cards in the OCE or online at this link: http:/
/www.bgsu.edu/colleges/technology/coop/
calendar.html
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Policy on Part-time (Parallel) Co-ops

Securing full-time co-op employment (40 hours
per week) that is related to the student's academic
programis the "rule". Full-time work is a context that
is frequently quite different from part-time work as-
signments. The College of Technology believes that
maximum benefit is derived from co-ops that are
completed on a full-time, alternating basis. Some
part-time work is so different in scope and responsi-
bility that it does not meet the standards of a full-time
co-op. Having recognized these facts/perspectives,
the COT also recognizes that most part-time work is
better than no work experience. The College, there-
fore, has developed the following policies on part-
time co-ops.

Part-time employmentis possible only ifone
or more of the following circumstances apply:

1. Areasonable effort to find full-time employment
has failed.

2. The co-op employer is pre-endorsed (certified
appropriate) by the OCE or the chair of the depart-
ment for the academic program. These co-op em-
ployers are of known high quality and expect coop-
eration in the form of receiving students able to
perform the technical skills needed for the position.

3. The student's advisor recommends a specific part-
time experience as being in the student’s best inter-
est from a career development point of view.

Rationalesinclude:
* Continuation of employment after the co-op is
completed, leading to full-time permanent employ

ment.

» The student has a physical problem which makes
part-time work the only option.

» The station is of known high quality and a good
match for the student.

4. Periods of economic downturn. If the economy or
industryisinrecession ordepression, students must

CHAPTER V
THE EXCEPTIONS

still seek employment and document their efforts.

5. The OCE, chair or advisor realizes it may be the
only way to get a new company involved in the
program.

Of the three required co-ops, unless otherwise
authorized, only one may be part-time andis recom-
mendedtobe atthe TECH 289 level; Asin all cases,
part-time co-ops mustbe approved by the student's
advisorand the OCE. The part-time optionis stillan
exception.

Also, for any of the above circumstances, the
following conditions must be met:

* The student must have theirregistration &resume
approved before work starts. The registration
deadline date is the date of the first semester in
which that studentis enrolled for the part-time co-
op, not the second semester.

» The student must register for this particular co-
op priortothe semesterwhen the work experience
begins.

* The student must accumulate a minimum of 520
hours in no more than two consecutive semes-
ters.

Note: The studentmustunderstand thatthey willbe
assigned a grade of "U" at the end of the first
semester of a part-time co-op. Ifall conditions are
satisfactorily met atthe end of the second semes-
ter, the grade will be changed to "S". Also, the
student's co-op reportis due onthe due date ofthe
first semesterin which that studentis enrolled for
the part-time co-op, not the second semester.

Ifthe employeris within commuting distance of
BGSU, some University course work can be done
concurrently.
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Policy on Substitution for Co-op Requirements

Options do exist for students who would be
prevented from undertaking a co-op in the normal
manner by reason of personal disability or extreme
difficulty. Such cases will be dealt with on an
individual basis, by consultation with the student,
the Director of Cooperative Education, the Assis-
tant Director of Cooperative Education, the student's
academic advisor and the Dean of the College of
Technology.

The following conditions must be met for alterna-
tives to co-ops to be considered for any other
student:

» The student must have senior standing.

* The student must not have refused a co-op
assignment for which he/she was considered
qualified.

* The student must be able to demonstrate an
extensive job search effort utilizing the support
services of the OCE and the student's indepen-
dent, individual job search activity.

* This documentation must reflect a substantial
effort that has taken place over several
semesters. Alog of ALL "co-op finding activity"
must be evident. As an example, a mini-
mum of 50 rejection letters are required.

Assessment of student eligibility for a co-op
substitution option is the responsibility of the Office
of Cooperative Education. This option will be jointly
approved by the Director of Cooperative Education,
the Assistant Director of Cooperative Education,
the student's academic advisor and the Dean of the
College of Technology and will become part of the
student's permanent co-op file.

The co-op substitution project consists of two parts:
I. TECH 490: Undergraduate Independent Study -
Field-Based Research Project of 1-3 semester
hours under supervision of the faculty advisorin the
student's academic unit.

Il. An additional 3-5 semester hours of course work,

approved by the faculty advisor, in the student's
major area of study (no previous courses will be
accepted).

As part of the total substitution package, the
student is required to prepare a proposal that in-
cludes the following items:

1. Justificationfor Co-op Substitution Project:
Explanation of why the studentis planning on doing
a co-op substitution project and documentation of
co-op job search efforts.

2. Objective of the Field-Based Research
Project: Statement and discussion of what the
student wants to achieve, identification of the type
of industry and the relationship of this research to
the student's major.

3. List of Companies to Research: Company
name, address, phone number, contact person and
products/services. The student is required to do
field research for a minimum of 15 companies.

4. Action: Methods of Contact. Explanation of
how the student is planning on conducting a com-
prehensive research of each of the companies. As
an example, if the student plans to conduct a
survey, then a list of the sample questions should
be attached.

5. FinalField-Based Research ProjectReport:
Individual documentation/synthesis of the research
conducted ateach company followed by a compre-
hensive synopsis of all the student's findings.

The following is a procedure/check list that a stu-
dent can follow if they are considering a co-op
substitution:

* Preliminary discussion with co-op coordinator to
determine eligibility.

« If eligibility is established, meet with the Director
of Cooperative Education toreview procedures
and receive detailed information on TECH 490
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and substitution packet content.

Material necessary for meeting with Director of Coop-
erative Education:

* Letter of intent containing:
-rationale
- confirmation of eligibility

* Log of activity

Policy on Credit-by-Examination (CBE) for
Previous Work Experience

Please note: Students who wish to explore
Credit-by-Examination possibilities for work experi-
ence should contactan OCE staff member before the
end of the first semester of their program at BGSU.
Appropriate forms are available in the Office of
Cooperative Education. Students pursuingthe CBE
option are also required to attend a co-op workshop
offered each semester and submit an updated re-
sume forapproval by the OCE. Attachtheresumeto
the Resume Review Form available in the Office of
Cooperative Education. Refer to Appendix A-3 for
sample form.

The primary aim of this policy and procedureis to
remove the necessity for non-traditional, industrially-
experienced studentstorepeattheirwork experience
which has been in an area directly related to their
major.

Credit-by-Examination Criteria:

1. The minimum time for work experience, unsuper-
vised by the College of Technology, to satisfy each
co-op requirement shall be one calendar year of 12
consecutive months of FULL-TIME (40 hours per
week, minimum) employment.

2. Employment must be full-time and continuous
over the period claimed for credit, but not with the
same firm. Under NO circumstances will part-time

employment be considered for credit.

3. Thework experience mustbe DIRECTLY related
to the student's technology program (major).

4. The work experience must have occurred after
high school graduation.

5. The work experience musthave occurred PRIOR
to the student entering the College of Technology.

6. ALL claims maderelatingtoplace, time andlevel
of work experience must be documented by the
applicant by means of written statements from the
employer on company letterhead, or by other official
documents as approved by the OCE.

Individuals with two or more years of full -time
experienceinatrade, technology or profession may
be able to obtain credit for two of their three co-ops
(one of their two co-ops for Associate degree
holders). The case for Credit-by-Examination would
be further strengthened if this person also had
some initial academic qualification, e.g., an Asso-
ciate orBachelor Degree, an apprenticeship, an"in-
house" training program or a military specialty,
which facilitated a more comprehensive and re-
sponsible industrial business experience.

Regardless of the amount or value of previous
work experience, the following requirements/re-
strictions apply:

* Everyone must do at least one "LIVE" co-op,
regardless of the total amount of previous work
experience.

* No more than 8 semester hours of CBE will be
accepted or processed (4 semester hours of
CBE for Associate/Bachelor degree holders).

» The CBE for co-op credit cannot be accepted
if this previous work experience has been used
for another credit-by-examination or equivalent
academic credit option.

It is the applicant's responsibility to present a
documented case for consideration. A decision
cannot be made without such information accom-
panying the application. There is no fee for consid-
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eration ofan application. Thereisa $80.00 process-
ing fee for a successful application for Credit-by-
Examination (no other fees will be assessed). This
$80.00 fee will appear on the student's Bursar
account AFTER the student has turned in the
completed CBE packet to the OCE.

The procedure for submitting the CBE consists
of the following items (Aka: the CBE Application
Package"):

* "Application Course Credit-by-Examination - Co-
op," completed and signed.

» "Letter of Documentation,”" must be completed
on company letterhead, signed and dated by the
appropriate personnel.

«"Recommendation/Evaluation," mustbe attached.
This can be completed in one of three different
ways:

1) Acompany performance evaluation

2) A company letter of reference

3) Co-op office Performance Evaluation Pro-
file (PEP) form

* Credit-by-Examination Report/Project (quidelines
provided by OCE)

Once all of the required steps have been com-
pleted or satisfied, submit the "Application Pack-
age” tothe Office of Cooperative Education, College
of Technology.

The "CBE Application Package" mustbe submitted
to the OCE during a semester in which the student
is currently enrolled in at least two credit hours of
coursework.

Applicants will be notified by mail of approval or
denial. Once the application has been approved, it
is the applicant's responsibility to process the
application with the Office of Registration and
Records. The aforementioned $80.00 processing
fee will then be added to the student's bursar
account.

Policy for Co-op Wage Waiver

The OCE does not sanction unpaid co-op
positions.

Students should be aware thatitis in their best

interest to receive a reasonable wage for their

cooperative education work experience. A student

requesting to participate in a co-op experience

without financial remuneration is required to do the

following prior to applying for the position:

» Complete a Cooperative Education Reasonable
Wage Waiver form available in the OCE.

* Meet and obtain approval from his/her academic
advisor before submitting to the OCE.

Policy for Military Training Activities

The College of Technology, Office of Coopera-
tive Education recognizes some military activities
as appropriate experiences for co-op credit. The
student must submit an application form for ap-
proval prior to the co-op registration deadline. Ret-
roactive registration will not be permitted.
The studentwill receive agrade of satisfactory ("S")
for co-op credit upon successful completion of the
military activity. The student will receive a perma-
nent grade of unsatisfactory ("U") for co-op credit
upon unsuccessful completion of the military activ-
ity as evaluated by the military training unit.

The following are the approved military activities:

Air Force ROTC:

1. Field Training Camp: ONE CO-OP
Summer: 4 weeks
Summer: 6 weeks (includes two additional
weeks of academic training (catch-up) for stu-
dents that missed freshman and possibly
sophomore Air Force ROTC coursework)

Student must have two years of course work
remaining (program requires students fortwo years
following camp to fulfill program requirements).
For the traditional four year student, camp occurs
before the junior year. However, if a studentis a
seniorand plans on attending graduate school, they
may attend camp during the summer priorto gradu-
ate program start date. If a studentis a senior and
is not planning on attending graduate school, their
currentacademic program must be extended by two
years.
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2. Advanced Training Program (ATP): ONE
CO-OP
Summer: approximately 7 weeks

Highly competitive ATP programs will apply
towards credit for one co-op for AFROTC students
who have completed Field Training. A minimum of
seven weeks of education and training for Air Force
officer career fields is required. The Chair of Aero-
space Studies will forward proposed ATP programs
of eligible students to the OCE for co-op approval.
Onlyindividual programs approved by the OCE will be
eligible for co-op credit.

ArmyROTC:
1. Advanced Camp: ONE CO-OP
Summer: 6 weeks

Advanced Camp occurs between the student's
junior and senior year.

United States Marine Corps Officer Candidates
School:

Of the two six week classes, only one will count
toward co-op credit:

1. Platoon Leaders Class (Junior): ONE CO-OP
2. Platoon Leaders Class (Senior): ONE CO-OP

The ten week class will count toward co-op credit:
1. Platoon Leaders Class (Combined):
ONE CO-OP

The Platoon Leaders Class is a physically and
mentally challenging summer program leading to a
commission as a Second Lieutenant in the U.S.
Marine Corps. The trainingis conducted only during
the summer. Freshman and sophomores attend
two 6 week training sessions. Juniors, seniors and
graduates attend a 10 week session. All training is
conducted at Officer Candidates School (OCS),
Quantico, Virginia.

Air National Guard:

1. Basic Military Training (BMT): ONE CO-OP
Approximately 5 weeks

2. Tech School and OJT: ONE CO-OP
Tech School and OJT periods vary but must
consist of at least 13 total weeks combination.
Must be directly related to student's major.
Example: Aircraft Maintenance for
Aerotechnology.



