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OFFICE OF COOPERATIVE EDUCATION AND CAREER SERVICES

CO-OP QUICK START GUIDE

School of Art, Design and American Crafts
What You Need to Know Right Now to Find a Co-op Position

Co-op or cooperative education integrates classroom study with work experience in a company or
organization. It is full-time paid employment related to your major that lasts 10 weeks (single
quarter) or 20 weeks (2 consecutive quarters or a “double-block”). Co-op is part of your education
— you are no longer eligible to co-op once you have completed all your coursework. Co-op is
optional for your program, but we encourage you to take advantage of it. Getting actual work

experience will always benefit you!

Who can co-op?

Co-op is optional for students in the School of Design, School of Art and School for American
Crafts. To be eligible you must be in good academic standing with a minimum of a 2.5 GPA and
have completed your sophomore year. (You are not eligible for co-op after you have completed
all your coursework). Masters students are typically eligible to co-op after 3 quarters.

What is co-op?

Co-op or cooperative education is full-time paid employment, related to your major that lasts one
or two quarters. You register for it just like you would a course. You maintain full-time student

status but do not pay tuition for co-op.

Co-op versus Internship — what is the difference? Well, from an employer point of view there often
is no difference. As long as a job meets the definition of co-op (paid, at least 35 hours/week,
related to your major) it does not matter what the employer calls the position.

However, there is a difference at RIT:

Co-op Internship
Related Experience Related Experience
Always paid Unpaid or paid
No tuition Pay tuition receive credit/grade

Jobs — search through co-op job listings
through Co-op and Career Services site
(RIT Job Zone) or find one on your own

Internships — your academic department
may have leads or find one on your own

Full-time, 10 weeks in length

Part-time or full-time

Appears on transcript with a pass/fail

Register as an elective or studio credit

Handled by Co-op and Career Services
with academic department chairs

Handled by academic department

Your employer is sent a work evaluation
that they complete online

Letter from employer or samples of your
work and meeting with instructor required
to receive a grade




Where is help?

You should meet with a program coordinator assigned to your major to discuss your job search.
They can help you get prepared and answer any questions or concerns you may have. They
have offices in the Bausch & Lomb Center. An appointment can be made by calling 585-475-
2301, -6905tty.

Our web site is http://www.rit.edu/emcs/oce/, access the Student Portal page with your RIT
computer account. Through the portal you will get lots of valuable job search info and be able to
access RIT Job Zone, the part of our site where you can view and apply to job postings and on
campus interviews.

Why co-op?
Experience will give you the edge over your competition. When you co-op you gain industry
experience, clarify career goals, expand your network, and beef up your portfolio.

When can | co-op?

You are eligible to co-op after you have completed your first two years of coursework. Most of you
are only able to co-op during the summer because of the way your courses are sequenced; you
should start your co-op search at least two quarters in advance.

How do | find a co-op job?

Start by visiting our site, click on Job Zone, complete your profile and upload your resume. If you
don’t have a resume — there is a resume builder in Job Zone. It is an easy way to put together
your resume using a template with examples. You can also upload a PDF version of your portfolio
(file size under 500 kb).

Once you have completed these steps you can start viewing jobs. Apply to as many as you can
(try not to limit yourself geographically). If you feel you need a little support or help at any point in
your job search, make an appointment to meet with your program coordinator in our office.

The best job search is a comprehensive one. RIT Job Zone is only one source of co-op job
openings. Look for co-op jobs utilizing other sources: your network of friends, professors, past
employers, coaches, clubs and professional associations, and various web sites. We also
recommend checking our student portal for other sites:
http://www.rit.edu/emcs/oce/student/stu_alum_pdfs/OnlineResourcesList/ArtDesignCraftOnlineResources.pdf. Apply for
positions found “on your own” and keep a record of your job applications.

Preparing for Interviews

Brush up on interviewing skills, practice with a webcam using a resource on our site called
InterviewStream. If you are nervous set up a practice interview with your coordinator to prepare
for the real thing. For sample interview questions, typical interview formats and interviewing tips
please see http://www.rit.edu/emcs/oce/student/HowTo/interviewing.htm.

Make sure you have appropriate interview attire and arrive for the interview 15 minutes before
scheduled time.

Remember to send employers a brief thank you note after the interview and follow-up with
employers to check on the status of your application.

Accepting a Job Offer

Once you accept a co-op job offer, even verbally, you are expected to honor this commitment.
You must not back out, or renege on the job, to work for another employer! Make sure you
confirm your start and end dates, work hours and other work site expectations with your employer
prior to starting your job.



Co-op employers expect RIT and its students to operate according to accepted business ethics
and standards. Further, RIT expects your behavior at all times, whether on or off campus in
accordance with the standards articulated in the RIT Students Rights and Responsibilities
Handbook: http://www.rit.edu/studentaffairs/studentconduct/rr.php and the Co-op Student
Agreement Policy: http://www.rit.edu/emcs/oce/student/stu_alum_pdfs/AgreementPolicy.pdf

Important - Once you have accepted a co-op job you need to do two things:

1. Register for co-op using a course Add Form from the Student Services Office in your college.
Your department chair can authorize the addition of co-op.

2. Notify our office where you will be working -- complete the brief Report Your Job form through
the student portal page of our site.

Why bother?

You must do these two things to make your co-op official. It is beneficial to have it a part of your
academic record. If any work-related issue arises, we can work with you and the employer. And, it
is beneficial for the Office of Co-op and Career Services to have a record of where RIT students
are working so we can maintain a relationship with that employer and encourage them to hire
future RIT students or graduates!

If at any time you have questions or need help do let us know — we look forward to working with
you as you take advantage of the co-op experience at RIT.

Your Co-op Salary and Income Tax Information

Your employer determines your compensation level. Salary rates are based on a number of
variables, including your academic major, year level, prior work experiences and established
company policies. There may be some room for negotiation based on circumstances. Check our
web site for the latest co-op salary data listed by academic program:
http://www.rit.edu/emcs/oce/student/SalaryAndPrograminfo.htm.

According to the U.S. Internal Revenue Service (IRS), salaries/wages paid to co-op students are
fully subject to applicable federal and state income taxes.

Your Co-op Evaluation — Receiving Credit

To receive a “Satisfactory” (“S”) grade for co-op on your transcript, a Work Evaluation must be
completed by your supervisor and returned to the Office of Cooperative Education and Career
Services. A link to this work evaluation is emailed to your employer by the Office of Co-op and
Career Services during the midpoint of your co-op.

International Students

International students need work authorization from the RIT International Student Services Office
and cannot co-op until after three consecutive full-time academic quarters of study have been
completed (http://www.rit.edu/studentaffairs/iss/).

How Financial Aid Works While You Are On Co-op

While you are enrolled for a co-op assignment, you are not charged RIT tuition for the quarter.
Therefore, with the exception of the Federal Pell Grant, you are not eligible to receive financial aid
for the co-op quarter. If you are eligible to receive a Federal Pell Grant for your co-op quarter, this
grant will credit to your student account after the drop/add period for the quarter and after you
register your co-op on the Registrars system and report your co-op on Job Zone. Financial aid
includes federal and private alternative loans as well as grants and scholarships. If you have any
questions regarding your co-op earnings and financial aid, you should contact your Financial Aid

Counselor at ritaid@rit.edu.



Housing While On Co-op and When You Return to Campus

Students who co-op in Rochester may stay in RIT housing. Students who co-op out of town are
typically responsible for finding their own housing near the employer’s location. Some companies
provide housing assistance in the form of subsidies or housing allowances, or space in locations
they own or rent for this purpose. Most employers will at least provide a list of apartments or
housing options to assist students.

Students returning from co-op are guaranteed housing ONLY IF they were in RIT housing prior to
going on co-op, however, preferences are not guaranteed. RIT Housing Operations
communicates with students via email and provides information on how to apply for housing when
you return to campus.

While You Are On Co-op

Stay connected with your Program Coordinator. Call or email us if you have any questions or
concerns, or just to tell us how things are going! You will receive an electronic quarterly Co-op
Newsletter and receive an invitation to our office Welcome Back from Co-op Luncheon.

Be sure to check out and join the “RIT Office of Cooperative Education and Career Services”
Facebook page at www.facebook.com/RITCareerServices to stay on top of upcoming events, the
latest career trends, and to share your job-search advice with other RIT students.

Co-op Job Search To Do List:
o Meet with your program coordinator if you need help

o Write or edit a resume — email it to your program coordinator for review

o Pull your portfolio together. Great idea to provide employers with a link to an online version
o Register and upload resume in RIT Job Zone

o Apply to all possible jobs and keep track

o Develop list of employers where you will send your resume out (separate from JZ)

o Write cover letter that can be adapted/personalized for each employer

o Send out a slew of resumes

o Follow up with all resumes

o Set up interviews

o Accept position let other interested employers know you are no longer available

o Report job to Office Co-op and Career Services and register for co-op through your department

8/09



