General CO-OP overview: steps and procedure
Term: Summer 2023/24

1. Submit the
Offer letter to the
Career Services
Office if a co-op is
a self-found one.

Review offer letters and
send official approvals so
students can submit the
registration in the 1st
week of their co-op
assignment.

Write and approve
the offer letter.

Offer letter?

1) Offer letter to be submitted only for a self-found co-op

2. Submit co-op
registration form
(Mandatory in
the 1st week of
co-op placement)

Based on the
registration, enroll
students in a co-op

class though SIS
and MyCourses.

3. Submit bi-weekly
reports (mandatory
for REMOTE AND
PROJECT BASED co-op
ONLY in 2,4,6, 8 and 9
week of co-op
placement)

Communicate all co-
op related details to
students through
MyCourses shell and
revise all received
reports.

Complete and
approve the
registration form.

Registration form

Bi-weekly reports — for

remote and project
based co-op only

4. Fill out student
evaluation report

through Qualtrics.

Link to reports
will be provided
in MyCourses.

5. Submit
employer
evaluation report
through Qualtrics
in the last week
of co-op.

Review evaluations
and record in the
system. Grade co-

op’s in SIS.

Fill out Employer
evaluation form

Student evaluation

report

Employer

evaluation report



