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INTRODUCTION
Participation in a cooperative education internship allows the student to combine an on-the-job
career learning experience with related academic course work to complement the total
educational experience, thus allowing the student to document and accumulate co-op work
experience to be used upon graduation in pursuit of a career. Many cooperative education
students are offered full-time employment by their employers upon graduation.

As a cooperative education student, you are responsible to a very large extent for how much
you learn and to what extent you broaden your horizons. The Faculty Co-op Coordinator,
employer, and immediate supervisor are all interested in your growth, but they cannot possibly
know each of your needs and aspirations, nor the opportunities you need to reach your
objectives.

As a participating student in the Cooperative Education Internship Program, you are required
to maintain an active working relationship with your employer and the Faculty Co-op
Coordinator. Your activities and progress will be supervised and evaluated by these two
individuals to afford you a rewarding educational experience.

As you begin this semester, take the challenge of making each day count toward reaching your
goals. This manual will help you to reach the objectives you have prepared if you use it
correctly and diligently.

You will receive a grade (A,B,C,D,F or P/F) for your efforts as a cooperative education student
and part of that grade is based on you making your manual a real working tool.

CRITERIA FOR STUDENT PARTICIPATION

A. Participants must satisfactorily complete a personal interview with the Faculty Co-op
Coordinator and obtain his or her approval before registering for a co-op class.

B. Participants should have a cumulative grade point average of 2.0 or better.

C. Participants should have completed the necessary prerequisite courses and possess the
skills and knowledge required for placement in an introductory co-op position.

D. Participants must be enrolled in an academic program related to the co-op work
experience and their career goals.

E. Participants must register for the appropriate course. (See department course listing.)
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PROGRAM
The Cooperative Education Internship Program at Utah State University is a campus-wide
program. It provides career development assistance to students in the following colleges:
Agriculture; Business; Education; Engineering; Humanities, Arts & Social Sciences; Natural
Resources; and Science. There are three types of Cooperative Education Internship work
schedules:

A. Parallel: Under the parallel program schedule, the student attends school and works part-
time during the same academic semester. For example, the student may attend school in
the morning and work in the afternoon or vice versa.

B. Alternating: Under the alternating program schedule, the student alternates semesters of
school and work. For example, the student may attend school full-time for one or two
semesters, then work full-time for one or two semesters.

C. Extended Day: Under the extended day program schedule, the student is able to work
full-time during the day and attend a limited number of evening classes in a selected
area.

COMMUNICATION
It is the student’s responsibility to inform the Faculty Co-op Coordinator and/or the University
Cooperative Education Office if there is a:

A. Change of employment status
B. Change of employers
C. Change in work hours
D. Change of student enrollment status

Note to students leaving campus:

If you are receiving scholarship help, grants, V.A. benefits, or any type of financial aid, you
will have to coordinate with the Financial Aid Office or the Veterans Office before you begin
your cooperative education/internship assignment.

Students who have housing contracts must check with the Housing Office prior to leaving
campus on their work assignments.
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COURSE REQUIREMENTS
Refer To This Often
Betw een the First W eek and the Fourth Week o f the Semester:

First W eek or Before (If you are leaving campus, be sure to complete this step before
leaving.)

1. Meet with your Faculty Co-op Coordinator to discuss the course and credits for which to
register. Leave current contact information with your Faculty Co-op Coordinator.

2. Register for the correct internship course and credit hours, as discussed with your
Faculty Co-op Coordinator.

3. Read and review the complete student manual. Give your employer the Employer Guide.
4. Read the learning objectives section of this manual and define several preliminary

objectives. Use the practice objective sheet/form. For help in completing this step, visit,
phone, or e-mail your Faculty Co-op Coordinator.

Third We ek or Before

5. Review your preliminary objectives with your immediate supervisor (employer).
6. Communicate with (visit, phone, or e-mail) your Faculty Co-op Coordinator to review and

gain approval of your objectives.
7. Read the content outline for your final report and make notes in your journal to this

content. It is highly recommended that this be done on a daily or weekly basis.
8. Complete the Cooperative Education Internship Agreement (form 1). Please provide

complete information and attach a copy of the final draft of your five learning objectives to
form 1. NOTE: If you are off campus, your Faculty Co-op Coordinator will sign this form
upon receipt.

Betw een the Fourth Week and the L ast Week o f the Semester

9. Give active attention to completing your objectives.
10. Maintain communication with your immediate supervisor (employer) and Faculty Co-op

Coordinator to ensure the successful completion of your objectives.

JOURNAL  

A journal kept on a daily or weekly basis is strongly suggested. This journal will aid you in
compiling information for your final student report at the end of the semester. Your Faculty
Co-op Coordinator may request you to submit a journal. Check whith them prior to starting
your internship.

Your Faculty Co-op Coordinator may be visiting or phoning your employer during this
period of time.
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