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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

Form Builder: Student Interface: Experiential Learning Application « Back

Save Draft Preview Publish Cancel Add Fields Add Section

How Do | Do This?

CO-OP TERMS & CONDITIONS:
Add Blurb

Date Submitted &

Add Blurb
Which semester do you plan to go on co-op?* Fall
(Custom Field) Spring

Summer
Add Blurb

Student View:
Login > My Account > Co-op

Q4 search

The co-op advisor must
approve the terms and

PERSONAL  ACADEMIC  PRVACY  EXPERIENTIALLEARNMG

susMrT appuicaTion | saveasorarT  [EERGT

SOCIAL MEDIA

conditions submitted by
i the student (EL

Co-op Terms & Conditions:

Wi smecar doyou o g n 00052 Application) before a

O Fan

9 sows student can view co-op
‘Summer

postings in the system or
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report their hire.

Wihich Ca-op il thia be?*

O Co-op 3000 (Optional)
Co-op 3500 (1st Mandstory)
O Co-op 4500 (2nd Mendatory)

are you an inemasiznal Seudens *
Are you an International Student?

Oyes ®no

Co-op Program Disclaimer
| undertand thet*
To be considered on co-op | must register on LConnect for the appropriste co-op section AND Report Co-op Hire on WiTworks.

Itis my responsibility 1o read the Co-op Student Handbook s | am bound by the palicies therein.

~The minimum GPA to be eligible for co-op is 2.0.

*Co-op = Experiential Learning
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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

Form Builder: Student Interface - Exp. Learning Placement Form ¢ Bac

Save Draft Preview Publish Cancel Add Fields ~ Add Section

How Do | Do This?

REPORT A CO-OP HIRE
Tell us about your Co-op. This is required te receive Co-op

Notes from Co-op Advisor @
Add Blurb

Notes from Career Center (Employer) @
Add Blurd

Student View:
Login > My Account > Co-op > Report Co-op Hire

My Account

| (@ Usethe +ADD NEW burton to report additional co-op hires.

PERSONAL ACADEMIC PRIVACY EXPERIENTIAL LEARNING CAREER OUTCOMES ACTIVITY SUMMARY NOTIFICATION SETTINGS SOCIAL MEDIA

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 setf learning goals to accomplish during co-op.

Employer Not In System Employer Existing In System Learning Goals
inicamee nroired ekl @ seerch Databese for Employer
O Empoye o Founs
Report a Co-op Hire Exmploger
) o Wentworth CO-OPS + CAREERS Plo
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[amamas 9
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a8 i Feld i the emplaye does 1ot exiet in the syster
oty ceernce e Enpyer [[vassensrs
o e st s g™
Oyes @ [ozns \
- Couny
S50 Horsington e
[orerome e
sob
1Fyou spplid 10 your c0-0p through WITworks, select job postion here EREEE - o
or e
Bostor|

*Co-op = Experiential Learning
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3. After astudent 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

Form Builder: Manager Interface - Exp. Learning Placement Form « mx

Save Deatt Preview Publish Caneel Add Fields ~  Add Section

€0-OP BASIC INFORMATION
Aukd Bkt

Co-op Major
s —

Pick n smudert s pet experientialirming ko oy from

Did you obtain this position theough WiTworks or Search Database for Employer
dlid you find i on your own? Empioyer Not Found
(Custom Field) s By

o

Hows Do | Do This?

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

Employer existing in the system

2017 Spring : Abbey Pober - Test Co-op (1000004199) (Wentworth CO-OPS + CAREERS) ¢ Back

* indicates a required field

CO-OP BASIC INFORMATION

Co-op Major Architecture v

Did you obtain this pasition through ® Search Database for Employer
WiTworks or did you find it on your own? ' Employer Not Found

Student Pober Abbey (pobera@wit edu) Q |@
Employer wentworth CO-OPS + CAREERSCL | @
Assigned Contact If *Limit Experiential Learning Records and Evaluatians to Assigned Contact”

setting Is on. only this contact will have access to Experiential Learning data for
this record, Other contacts from this Emplover will not see EL data related to this
record. Use the "Add New Contact” field to add the Supervisor to the Contact list
of this Employer

[ Abigail Pober ~ |
$Add New Contact

Job [ Test co-on (1000004152) ~|
Show Archived

X Cancel X CancelEdis [ Delete Copy To New Work Term Approve Reject

New employer

s (e (W) (ermieeren) (T
* indicates a required field

€O-OP BASIC INFORMATION

Co-op Major Architecture v

Did you obtain this position through © Search Database for Employer

WiTworks or did you find it on your own? ~® Employer Not Found

Student Pober Abbey (pobera@wit.edu) Q |

New Employer use this field if the employer does not exist in the system

l Symplicity Conference Presentation Employer
& Add to Employer Database

Reject

*Co-op = Experiential Learning

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 o 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

Form Builder: Contact Interface: Experiential Learning Approval Form ¢ Back

Save Draft Preview Publish Cancel Add Fields ~ Add Section

How Do | Do This?

WENTWORTH CO-OP STUDENT INFORMATION
Add Blurb

Student Hired [subform]
Add Blurb

***UPDATING THIS FORM***
1f edirs o this form are required, "reject” the form and add
specifie cormections when prompted.

- )

Add Blurb

Co-op Work Term @
Add Blurb

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

-
New Employer Existing Employer
WENTWORTH - NACERIK .., Co-op Employer Approval R———
e oy |
e = S
- NACERER 1w sohare by smpliiny™
Co-op Employer Approval ek o Wentworth Co-op Student Information
o e
= [P
*++Updating t
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P spaey soner i
wUpdating this % Co-op Employer Information
v e s e e e e prempnes S S —
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b ﬁﬂw
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a-on 300 e Conerence Exame Ci-cp
Star Dt Jonary 9, 2017

Fot D gl 28, 2017
Flours e Week:

Compencaan Type:  Houry
compensanan: 200

To access this form from employer account: Login > Co-op > Approvals
Associated System Message: Tools > Emails > Experiential Learning Employer Approval Required Notice

Please provide a plain text version of the message for clients who can not receive

Plain Text Body * HTML email

Dear [contact_fullpame) -

Thank you for hiring a Wentworth ce-op student. Yeur involvement helps
Wentwerth students develop key abilities to be a success in the workplace.

A student has reported a Co-op hire with your company that needs your
approval.

Details

[tab]Student: [student_fullnane]
[tablEmployer: [employer][new_employer]
[tablJob: fjob_title]

[tab]Start Date: [start_date]

[tablEnd Date: [end_date]

Yau can use the following link to review and approve this Co-op
placement
[public_gl_emp approval_link]

Or log in to [sp_urllemployers/, and go to the Co-op tab 1o access this
record 4

*Co-op = Experiential Learning

Center for Cooperative Education and Career Development

617.989.4101 |
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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

Please enter the message body. including any substitution fields Message Body * Please enter the message body. including any substitution fields

Message Body *

[date] [date]

Dear [student_fullname] Dear [student_fullname]

Your Co-op Report of Hire requires some revision in order to be approved.
Please see the message below and if you have questions contact your Co-op
and Career Advisor directly at their email address.

‘Your Report 2 Co-op Hire for job [job_title] has been rejected by your
employer. Please review the below reason and resubmit. If you have questions
please contact your co-0p + career advisor.

Explanation Explanation
[rejection_message] Irejection_message]
Thank You Sincerely.
Wentworth Center for Cooperative Education & Career Development Wentworth Co-ops + Careers

e-mail: coopsandcareers@wit.edu | Phone: 617-989-4101 | Website:

e-mail: coopsandcareers@wit.edu | Phone: 617-989-4101 | Website:
www.wit edu/career-services

wwwwit edu/career-services

*Co-op = Experiential Learning

Center for Cooperative Education and Career Development a“
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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

Form Builder: Student Interface - Exp. Learning Self Eval. (= ;[f?mim KNOWLEDGE & SILLS
et - SR e—
SweDml  Pmes R Cael AR o Ak secton (OVERTHE COURSE OF YOUR CURRENT CO-0F emerging applications of mathematics, sclence,
o v VR s v e
P AT S engineering nd echclogy
. e Curtom Fe)
e | —
s An ability to identity, analyze, and sobve technical :l
prablems.
etk i | — (Custam Pk P

sl il Dt | — A commitment to qualiy, imeliness, and —
J - [—

. RATE YOUR LEVEL OF CHANGE FOR THE
Ml kg i — FOLLOWING SKILLS IN SELF-MANAGEMENT,
P COMMUNICATION AND CREATVITY.

Hnowlecgs of udlding echociogies
s MANAGING SELF & TASKS
200 Bwro
[ — [—
o Personal arganization and time management™
{Custom Fieid)
Ko o comiae sormans” | — pre—— o eftaiently n ceser

*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 datfes you
indicate when setting up your work term.
Set up your work term for the semester: Students > Co-op > Work Term > Add New

| (@ Piesse note that sll evalustion remin

‘emails will not be sent until at least one trigger date is set.

[ ome ] - TR

* indicates & required field

Label * Enter the label of the work term

[ 2017 summer |

. Enter the description of the work term
Description

2017 Summer

Start Date * Enter the start date of the work term

2017-04-15 o

End Date * Enter the end date of the work term

[sveen [5] o

Eualuation Reminder Trigger Date 1 Setthe date to Lents and employers that have not
filed out their aluations
o080t (] ©
Evaluation Reminder Trigger Date 2 Set the second dete to send out email reminde.
070807 [0 | ©
Evaluation Reminder Trigeer Date 3 Set the third date to send out emsil eminder.
07-081¢ [ 8| ©
Publish Specity whether this term should be "published”

®yes Ono

*Co-op = Experiential Learning

Center for Cooperative Education and Career Development E"
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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

Message Body * Please enter the message body, including any substitution fields

Dear [student_namel:

Your final co-op semester assignment is to complete the Student Self
Evaluation by the deadline, 8/18/2017. Satisfactory completion of the
Evaluation is required for a passing grade. Grades will be posted
(Satisfactory/Unsatisfactory) on 8/23/2017.

Access the evaluation from your WITworks login, then My Account > Co-op >
Self Evaluation.

If you have already completed this evaluation, thank you for your feedback
and please disregard this reminder.

Sincerely,
Wentworth Co-ops + Careers

e-mail: coopsandcareers@wit.edu | Phone: 617-989-4101 | Website:
wwwowit edu/co-ops-and-careers

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

Message Body * Please enter the message body, including any substitution fields

Dear Supervisor,

Our records indicate that our student. [student_name]. has been on co-op
with your company this semester. As students receive academic credit for
their experience, it is important for us to learn about their performance
and how they handled their responsibilities. To help us, we ask that you
please fill out the Co-op Employer Evaluation.

Your feedback will give us valuable infarmation as we assess the results of
their co-op and will help us shape our Co-op Program.

Please click the following link to complete the online evaluation: [csp_url]

Employer Evaluation:
[tabl[csp_urllexplearning_emp/[employer_eval_public_link_key]

Thanks,

Wentworth Cooperative Education and Career Development Office
www wit edu/co-ops-and-careers

617-989-4101

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

Design & presentation skills™ :] Experiential Learning: Employer Evaluation Categories Manager ¢ mack
(Custom Field)
Add Blurb
(@ Instructions
¥ Options For Design & presentation skills 5 [ i ik on it
+ To change the cedering use the up/down cons on T
[eti) [ Design & presentation skils ] : : e e
incsv
Other Names. This field has no alternate names
Blurb [ ] -
Pk Lt =
Open Rich Text Editor

S — Outaein: Bo
Widget lPickIlst - ] P — [ =
Multiple Allow Multiple Selections oo HE =
Hierarchy Use a hierarchical pickiist =
Picklist ‘ T e BT = ‘ e @0

Edit this picklist [r—— EElES
Required [ This field must be completed by the user . -

rehom u
Read Only [ This field's value cannot be modified by the user B9y
» Dependencies For Design & presentation skills s Bl e x o

*Co-op = Experiential Learning

Center for Cooperative Education and Career Development
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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
qguestion 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

System Settings

Supplemental
Modules
Communicatio., Calendar CH°e" QOB imoces Kods  Lbary  Proder ResumeBooks  Suners  pMETC
Bulanon  CoCumcular  Exp Leaming
Genenal Forms eript Policy
Student Sif Empioyer
Evaluation Evaluation Evaluation
Form... Form... Form...

(@ Click 'Save Selections’ button to save changes before moving to a new tab.
NOTE: some settings may require you to log off and log on again for them to be enabled.

= - e

1. Student Self Evaluation Form: Fiekds Dependency on Major
Please set the Student Self Evaluation form fields dependency on student rajor. If no value selected. it will show 10 all maors

Field Hame Targeted Majorts)

Co-0p Werk Lacation: City or Town sslect]
e e —— — Questions without major’s
pe—— — - associated will appear on all

Compietion Cethcaton o experiential learning
Overall, how would you rate your curent co-op experience? salect] eVO|UOﬁOhS.

Describe your work assignment for this co-op term. [select]
Describe your msjor accomplishments and contributions. [select]
your Co-op Leaming Gosis. you fror unmet goals? [ [eglect]

Ability to parse unfamiliar problems and identify possible methods of solution. Applied Mathematics

Ability to apply mathematics in a professional setting. Applied Mathematics

Ability to apply assessment, management. and leadership principles. Facility Planning and

Management

Ability to plan, manage, and lead projects. Facility Planning and

Management

Ability to apply financial management tools. Facility Planning and

Management

Questions with a major(s)

Ability to manage building systems, facility operations, occupant services, and maintenance operations. Facility Planning and

Management associated will appear only on

Knowledge of fundsmental business principles T v— h the experiential learning
evaluations sent out to those

maijors.

Application of quantitative decision-support tools. Business Management

Ability to address real world problems. Business Management

Ability to apply knowledge of mathematics, science, and engineering. Biomedical Engineering

Civil Engineering
Computer Engineering
Electrical Engineering
Electromechanical
Engineering
Interdisciplinary
Engineering
Engineeringl
Mechanical Engineering
Mechanical Engineering
Technology

*Co-op = Experiential Learning

Center for Cooperative Education and Career Development E"

617.989.4101 |

I



Center for Cooperative Education and Career Development

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

Business Management Learning Outcomes: Strongly | Agree | Disagree | Strongly | N/A
Agree Disagree

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

WENTWORTH

INSTITUTE OF TECHNOLOGY




Appendix: Example of Civil Engineering Program Experiential
Learning Evaluations

Student Evaluation Example
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*;

| certify that | have completed this co-op satisfactorily. This means that | have completed the terms and
conditions of employment as outlined by my Report of Hire.

™ yes ¢t no

Overall, how would you rate your current co-op experience?*;
¢~ Outstanding y~ Above Average ~ Average {~ Below Average = Poor

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

il

=]
[« | i

Describe your major accomplishments and contributions.*:

il

=]
[ | o

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

Learning Goal Information

Learning Goal

What | want to learn or do

Learning Goal Comments/Ratings
Comments

5

£
] | 2

Rating
How closely you think you met this objective.




iR O

Learning Goal Information
Learning Goal
What | want to learn or do

Learning Goal Comments/Ratings
Comments

o1 | 2

Rating
How closely you think you met this objective.

@

Er B Br B Ep

Learning Goal Information
Learning Goal
What | want to learn or do

Learning Goal Comments/Ratings
Comments

ol | 2

Rating
How closely you think you met this objective.

@
W



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.:

£
| i

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

il

=]
| i

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.
| B
Learning/Contemporary Issues®*:
Gain knowledge from everyday experiences and keep up-to-date on developments in the field.
| E
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.
| E
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.

E
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.

| B

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

| E

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



B
Describe two ways in which you've demonstrated an ability to be creative and adapt to change. In what
ways could you improve?*;

£
[ | i

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

I

£
[ | i

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

il

£
[ | i

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

5

£
] | 2

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

5

£
[« | 2

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 ‘




Employer Evaluation Example

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

Outstanding Above Average
knowledge of

Average



mathematics, science,

P . . Needs Improvement Unsatisfactory Do Not Know
and engineering.*:

Ability to design and
conduct experiments as i

well as to analyze and  Needs Improvement Unsatisfactory Do Not Know
interpret data.*:

Outstanding Above Average Average

Ability to design a (i.e. economic, environmental, social, political, ethical, health and safety,
system, component, or manufacturability, and sustainability).
process to meet

desired needs within Outstanding Above Average Average

realistic constraints.™: i )

Needs Improvement Unsatisfactory Do Not Know
Ability to identify, Outstanding Above Average Average
formulate, and solve i )
engineering Needs Improvement Unsatisfactory Do Not Know
problems.*:
Broad education i.e. in a global, economic, environmental, and societal context.
necessary to . Outstanding Above Average Average
understand the impact i )
of engineering Needs Improvement Unsatisfactory Do Not Know
solutions.*:
Ab'l"ty to. use modern Outstanding Above Average Average
engineering tools.*: i )

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 & Managing several tasks at once; being able to set priorities and to allocate
time management: *:  time efficiently in order to meet deadlines.

Outstanding Above Average Average

Needs Improvement Unsatisfactory Do Not Know

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

Issues:*: 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:*:

Life-long learning:*:

Provide comments or
suggestions for
development of your
student's ability to
manage self and tasks.*:

Communication

Written
communication:*:

Verbal
communication:*:

Visual
communication:*:

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

Outstanding Above Average Average

Needs Improvement Unsatisfactory Do Not Know

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

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

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

Outstanding Above Average Average

Needs Improvement Unsatisfactory Do Not Know

The ability to present information visually to individuals and groups.

Outstanding Above Average Average



Listening:*:

Interpersonal:*:

Multi-disciplinary
teams:*:

Managing conflict:*:

Provide comments or
suggestions for
development of your
student’s ability to
communicate.*:

Creativity & Change

Needs Improvement Unsatisfactory Do Not Know

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

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

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

Outstanding Above Average Average

Needs Improvement Unsatisfactory Do Not Know

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

Creativity, Innovation & The ability to adapt to situations of change; at times, the ability to initiate

Change:*:

change and provide novel solutions to problems.



Ability to
conceptualize:*:

Risk taking:*:

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.:

Outstanding Above Average Average

Needs Improvement Unsatisfactory Do Not Know

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

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





