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How a Co-op School Uses the Experiential Learning 

Module: System Guide 
 

Reporting a Hire 

 
1. Student accepts Wentworth’s co-op terms and conditions, set up using the Student Experiential Learning 

Application Form. Before reporting a hire the student is prompted to accept the terms and conditions 

(submit the EL application form) when they navigate to experiential learning from their account.   

Tools > Form Builder > Student Interface: Experiential Learning Application

 

Student View: 

Login > My Account > Co-op 

 

The co-op advisor must 

approve the terms and 

conditions submitted by 

the student (EL 

Application) before a 

student can view co-op 

postings in the system or 

report their hire. 
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2. After the student has accepted an offer from their co-op employer they report this information to us 

using the Student Experiential Learning Placement Form.  

Tools > Form Builder > Student Interface – Exp. Learning Placement Form 

 

Student View: 

Login > My Account > Co-op > Report Co-op Hire 

 

Students are able to report a hire with employers that exist in the database, and with employers who 

do not already have profiles in the system. In addition to reporting the hire we ask students to provide 

a description of the position and set learning goals to accomplish during co-op.  

Employer Not In System  Employer Existing In System   Learning Goals 
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3. After a student reports their hire, the co-op advisor (set up as a manager user) reviews the submitted 

information and approves/rejects through the Manager Interface: Exp. Learning Placement Form.  

Tools > Form Builder > Manger Interface: Exp. Learning Placement Form 

 

Manager View: Students > Co-op > Co-op Hires > Pending Co-op 

Employer existing in the system 

 

New employer  

 

When reviewing the form, the 

manager assigns a contact 

(usually the supervisor), this 

person will receive an email 

from the system to review the 

reported hire information and 

approve. 

If you are adding a new 

employer to the system from 

the report of hire you will need 

to complete the steps of 

approving a new employer 

registration before assigning 

the contact and approving 

the hire.  
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4. Upon manager approval of the students report of hire the assigned contact receives an email with a 

direct link to the Experiential Learning: Contact Approval Form.  

Tools > Form Builder > Contact Interface: Experiential Learning Approval Form 

 

Employer View (form is accessible from direct link in system message, or by logging into their account).  

New Employer      Existing Employer 

 

 

 

 

 

 

 

 

 

To access this form from employer account: Login > Co-op > Approvals 

Associated System Message: Tools > Emails > Experiential Learning Employer Approval Required Notice 
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Note: If the employer or co-op advisor rejects the report of hire and requests changes or clarification, the 

hired student receives an email with the details of the request from the user that rejected the report of 

hire.  

Employer rejection: Tools > Emails > Employer EL Rejection Notification 

Co-op Advisor rejection: Tools > Emails > Student Experiential Learning Rejected By Manager 

Employer Rejection      Advisor Rejection 
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Assessing Co-op Program Outcomes with Symplicity  
 

1. Wentworth utilizes the Experiential Learning Self Evaluation and Experiential Learning Employer 

Evaluation to assess the co-op program and each student’s performance/experience. These 

evaluations are accessed from the form builder. In the form builder you will enter your comprehensive 

list of all questions asked across all majors participating in the program.  

Tools > Form Builder > Experiential Learning [User Type] Evaluation 

 

 

 

  

 

  

 

*See Appendix for example of the full assessments sent out to students and employer supervisors.  

The evaluations to both employers and students are sent out via system messages on the dates you 

indicate when setting up your work term.   

Set up your work term for the semester: Students > Co-op > Work Term > Add New  
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System Messages: If including dates relevant to specific semesters you will need to update these 

messages at the start of each work term.  

Students: Tools > Emails > System Messages > Student Exp. Learning Self Evaluation Reminder 

 

Employers: Tools > Emails > System Messages > Employer Exp. Learning Evaluation Reminder 

 

2. If your evaluation includes questions that require a pick list, you will need to set up the pick list 

associated with the experiential learning evaluations.  

Tools > Picklists > Experiential Learning: [User Type] Evaluation Categories 
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3. Once you’ve built out your experiential learning evaluation you will need to map your evaluation 

questions to the corresponding majors.  You will take your comprehensive form and associate each 

question to the appropriate majors. If a question is applicable to the entirety of your majors 

participating in the program you do not need to map any majors to that question as it will be 

available to all.  

Tools > System Settings > Supplemental Modules > Experiential Learning > Evaluation Forms 

 

 

Questions without major’s 

associated will appear on all 

experiential learning 

evaluations.  

Questions with a major(s) 

associated will appear only on 

the experiential learning 

evaluations sent out to those 

majors.  



 

 

As a result of completing this co-op, I am able to:  

Business Management Learning Outcomes: Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

N/A 

Demonstrate knowledge of fundamental business 
principles 

     

Use quantitative decision-making tools      

Address real world problems      

Explain global dimensions of business      

Manage several tasks simultaneously, set priorities 
and allocate time efficiently to meet deadlines 

     

Stay current in this field      

Identify and solve problems      

Plan and organize my activities      

Demonstrate appropriate behaviors based upon the 
work culture 

     

Write effectively both formally and informally      

Speak effectively to individuals and groups      

Listen effectively      

Demonstrate ability to work in a group toward 
shared goals 

     

Identify sources of conflict and work toward 
resolving it 

     

Demonstrate ability to adapt to changes      

Demonstrate ability to synthesize information from 
multiple sources 

     

Recognize different ways to meet objectives, 
recognizing potential negative outcomes and 
monitoring progress 

     

 

 

 



Student*: 

First and Last Name 

Employer*: 

Provide the name of the company. 

Co-op Work Location: City or Town*: 

Co-op Work Location: State/Province or Country*: 

Completion Certification*: 

I certify that I have completed this co-op satisfactorily. This means that I have completed the terms and 

conditions of employment as outlined by my Report of Hire. 

 yes  no 

Overall, how would you rate your current co-op experience?*: 
 Outstanding  Above Average  Average  Below Average  Poor 

Describe your work assignment for this co-op term.*: 

Describe your major accomplishments and contributions.*: 

Discuss how you met your Co-op Learning Goals. What obstacles prevented you from achieving unmet 

goals?*: 

Learning Goal Information 

Learning Goal 

What I want to learn or do 

Learning Goal Comments/Ratings 

Comments 

Rating 

How closely you think you met this objective. 

Appendix: Example of Civil Engineering Program Experiential 
Learning Evaluations

Student Evaluation Example



Learning Goal Information 

Learning Goal 

What I want to learn or do 

Learning Goal Comments/Ratings 

Comments 

Rating 

How closely you think you met this objective. 

Learning Goal Information 

Learning Goal 

What I want to learn or do 

Learning Goal Comments/Ratings 

Comments 

Rating 

How closely you think you met this objective. 



Attachment(s): 

add attachment

TECHNICAL KNOWLEDGE & SKILLS 
Over the course of your current co-op term, rate your level of change for each 
professional and technical skill. 
Ability to apply knowledge of mathematics, science, and engineering.*: 

Ability to design and conduct experiments as well as to analyze and interpret data.*: 

Ability to design a system, component, or process to meet desired needs within realistic constraints.*: 

i.e., economic, environmental, social, political, ethical, health and safety, manufacturability, and

sustainability. 

Ability to identify, formulate, and solve engineering problems.*: 

Broad education necessary to understand the impact of engineering solutions.*: 

i.e. in a global, economic, environmental, and societal context.

Ability to use modern engineering tools.*: 

Describe how you've demonstrated your professional and technical skills.: 

List any software/tools that you could have benefited from knowing before starting this co-op.*: 

Rate your level of change for the following skills in self-management, 
communication and creativity. 
MANAGING SELF & TASKS 



Personal organization and time management*: 

Manage several tasks at once; set priorities and allocate time efficiently in order to meet deadlines. 

Learning/Contemporary Issues*: 

Gain knowledge from everyday experiences and keep up-to-date on developments in the field. 

Problem solving*: 

Identifying, prioritizing and solving problems individually or in groups; the ability to ask the right 

questions, sort out the many facets of a problem, and contribute ideas as well as answers 

Personal strengths*: 

A variety of personal traits that assist individuals in dealing with day-to-day work situations-- for 

example, maintaining an energy , ability to work independently, responding appropriately to constructive 

criticism. 

Planning & organizing*: 

Determine tasks to be carried out toward meeting objectives, monitor progress against the plan, and 

revise a plan to include new information 

Professional & Ethical responsibility*: 

An understanding of the personal, organizational, and corporate standards of behavior expected of 

professionals. 

Life-long learning*: 

Recognition of the need for and ability to engage in ongoing, voluntary, and self-motivated pursuit of 

knowledge for either personal or professional reasons. 

Describe two ways in which you've demonstrated an ability to manage yourself. In what ways could you 

improve?*: 

COMMUNICATION 
Written communication*: 

The effective transfer of written information, either formally (e.g, reports) or informally (e.g., e-mail) 

Verbal communication*: 

The ability to present information verbally to others, either one-to-one or in groups. 



Visual communication*: 

The ability to present information verbally to others, either one-on-one or in groups. 

Listening:*: 

Being attentive when others are speaking, and responding effectively to others' comments during a 

conversation. 

Interpersonal communication*: 

Working well with others (superiors, peers, clients), understanding their needs, and being sympathetic 

with them 

Multi-disciplinary teams*: 

Ability to work toward shared goals; develop and maintain effective relationships with others. 

Managing conflict*: 

Identify sources of conflict between yourself and others, or between other people, and to take steps to 

overcome disharmony 

Describe two ways in which you've demonstrated an ability to communicate. In what ways could you 

improve?*: 

CREATIVITY & CHANGE 
Creativity, innovation & change*: 

Adapt to situations of change; at times, the ability to initiate change and provide novel solutions to 

problems 

Ability to conceptualize*: 

Combine relevant information from a number of sources, integrate information into general contexts, and 

apply new information to new and broader contexts. 

Risk taking*: 

Take reasonable job-related risks by recognizing alternative or different ways of meeting objectives while 

recognizing potential negative outcomes and monitoring progress toward set objectives 



Describe two ways in which you've demonstrated an ability to be creative and adapt to change. In what 

ways could you improve?*: 

General Career Reflection 
Describe an instance in which you applied knowledge learned in the classroom to a situation at your co-

op.: 

Describe how this co-op has affected your understanding of the workplace.: 

How did your co-op help you to identify your career goals? How has it provided you a better 

understanding of your chosen career?: 

Any additional comments you want to share about your co-op experience.: 

Please provide us with information that you would like us to share with the employer that can help 

improve their co-op program.: 

What did you really enjoy? What could the employer have done to improve this co-op experience for you? 

submit save as draft



BSCE 
Student Name*: 

Employer Name*: 

Supervisor*: 

Supervisor Title: 

Supervisor Phone: 

Describe your student's work assignment for the semester*: 

Describe your student's major accomplishments & contributions.*: 

Comment about your student's overall performance.*: 

Total Hours: 

Rank your students overall performance*: 

 Outstanding  Above Average  Average 

 Needs Improvement  Unsatisfactory  Do Not Know 

Attachment(s): 

Technical Knowledge & Skills 

Ability to apply 

knowledge of 
 Outstanding  Above Average  Average 

Employer Evaluation Example



mathematics, science, 

and engineering.*: 
  Needs Improvement   Unsatisfactory   Do Not Know 

 

Ability to design and 

conduct experiments as 

well as to analyze and 

interpret data.*: 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Ability to design a 

system, component, or 

process to meet 

desired needs within 

realistic constraints.*: 

(i.e. economic, environmental, social, political, ethical, health and safety, 
manufacturability, and sustainability). 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Ability to identify, 

formulate, and solve 

engineering 

problems.*: 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Broad education 

necessary to 

understand the impact 

of engineering 

solutions.*: 

i.e. in a global, economic, environmental, and societal context. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Ability to use modern 

engineering tools.*: 
  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Provide comments and 

suggestions for 

development related to 

your student's 

professional abilities.*: 

  

List any software/tools 

that your student could 

have benefited from 

knowing before 

starting their co-op.*: 

  



General & professional workplace skills 

Managing Self and Tasks 

Personal organization & 

time management: *: 

Managing several tasks at once; being able to set priorities and to allocate 

time efficiently in order to meet deadlines. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Learning/Contemporary 

Issues:*: 

The ability to gain knowledge from everyday experiences and to keep up-to-

date on developments in the field. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Problem solving:*: Identifying, prioritizing and solving problems, individually or in a group; the 

ability to ask the right questions, sort out the many facets of a problem, and 

contribute ideas as well as answers. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Personal strengths:*: A variety of personal traits that assist individuals in dealing with day-to-day 

work situations (i.e. maintaining energy, ability to work independently, 

responding appropriately to constructive criticism). 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Planning & organizing:*: Being able to determine the tasks to be carried out toward meeting 

objectives, monitoring progress against the plan, and revising a plan to include 

new information. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 



Professional & Ethical 

responsibility:*: 

An understanding of the personal, organizational, and corporate standards of 

behavior expected of professionals. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Life-long learning:*: Recognition of the need for and ability to engage in ongoing, voluntary, and 

self-motivated pursuit of knowledge for either personal or professional 
reasons. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Provide comments or 

suggestions for 

development of your 

student's ability to 

manage self and tasks.*: 

  

Communication 

Written 

communication:*: 

The effective transfer of written information, either formally (e.g. reports) or 

informally (e.g. e-mail). 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Verbal 

communication:*: 

The ability to present information verbally to others, either one-on-one or in 

groups. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Visual 

communication:*: 

The ability to present information visually to individuals and groups. 

  Outstanding   Above Average    Average   



  Needs Improvement   Unsatisfactory   Do Not Know 

 

Listening:*: Being attentive when others are speaking, and responding effectively to 

others' comments during a conversation. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Interpersonal:*: Working well with others (superiors, peers, clients), understanding their needs, 

and being sympathetic with them. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Multi-disciplinary 

teams:*: 

Ability to work toward shared goals; develop and maintain effective 
relationships with others. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Managing conflict:*: The ability to identify sources of conflict between oneself and others, or 

between other people, and to take steps to overcome disharmony 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Provide comments or 

suggestions for 

development of your 

student's ability to 

communicate.*: 

  

Creativity & Change 

Creativity, Innovation & 

Change:*: 

The ability to adapt to situations of change; at times, the ability to initiate 
change and provide novel solutions to problems. 



  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Ability to 

conceptualize:*: 

The ability to combine relevant information from a number of sources, 

integrate information into general contexts, and apply new information to new 
and broader contexts. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Risk taking:*: Taking reasonable job-related risks by recognizing alternative or different ways 

of meeting objectives while recognizing the potential negative outcomes and 

monitoring progress toward the set objectives. 

  Outstanding   Above Average    Average   

  Needs Improvement   Unsatisfactory   Do Not Know 

 

Provide comments or 

suggestions for 

development of your 

student's ability to be 

creative and adapt to 

change.*: 

  

Any additional 

comments you want to 

share about your 

experience as a co-op 

employer.: 

  

 




