lere’s what
you need
to know.

The goal of the co-op program is to create a productive and beneficial experience for everyone: students, employers,

and the college. The requirements for participating companies help keep the program excellent!

All co-op students take a 1-credit co-op class each semester. If your company would like to consider covering the cost of this class for the
students who work for you, Career Services would be happy to help you set up a co-op scholarship! Contact us for more details.
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1. Designate a point of contact to maintain coordination with Calhoun Community College

Provide job descriptions in advance of the co-op assignment
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Establish work schedules consistent with the co-op student’s class schedule to enable the co-op to both fulfill their obligation to the
company and to complete their coursework, degree, and/or certificate program

Orient the co-op to the company’s mission, policy, and procedures
Select co-op students referred by College in compliance with EEO principles

Process all personnel actions and keep necessary records related to the student’s employment
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Provide meaningful work assignments related to the co-op student’s academic studies or career goals where s/he can learn and be
productive
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Pay students in accordance with established company pay scales, consistent with industry standards

Designate a mentor/supervisor for the co-op student during the work period

10.  Support completion of projects assigned by College as part of the co-op experience

1. Conduct appraisals and evaluations with the mentor/supervisor, the co-op student and the Calhoun instructor (or designee)
12. Counsel co-op students regarding their performance by discussing behaviors to continue and areas that need improvement.
13. Notify the College in writing of any change in the co-op student’'s employment status

14.  Commit to the co-op student completing his/her degree/certificate before offering to hire him/her into a regular position

By participating in the co-op program, companies agree to abide by these conditions
or to seek an exemption from The Department of Career Services if there are mitigating circumstances.

The Department of Career Services and Cooperative Learning strives for program excellence, too.

In order to serve our co-op students and companies, we'll make sure we're here to help.

1. Designate a representative (currently, the Director of Career Services) to work with the company to serve as liaison between College and the co-
op student

Inform students of the opportunity to apply for the co-op program and apprise interested students of eligibility requirements
Inform eligible students of co-op program opportunities

Refer interested and qualified candidates to the program without discrimination

Correlate work and study in a manner that will expand the co-op student’s educational development

Furnish the company with requested information related to the co-op student’s field of study and academic standing

Monitor academic progress

Inform (in writing) the company of any change in the co-op student’s progress and performance
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Enter into an agreement among student, company, and college, which further explains each party’s responsibilities.

Thank you for your interest in partnering with Calhoun Community College and the
Department of Career Services and Cooperative Learning to employ students as co-ops. We are excited to work with you!

Bluestions” Contact us!
256-306-2993 - coop@calhoun.edu
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calhoun.edu/coop




