APPENDIX A        CO-OP PARTICIPATION AGREEMENT 

SCOPE
The Co-op Participation Agreement applies to all students actively participating in co-operative education program activities, inclusive of COOP Preparation Course, job search activities and while on a co-op work term.  
1. CONDITIONS OF PARTICIPATION IN CO-OPERATIVE EDUCATION
1.a. Eligibility 

I am legally eligible to work in Canada. 
Note: If I am at Carleton on a study permit, I agree to meet with the International Student Services Office to review the process for obtaining a work permit; complete any forms required to request the work permit; pay any costs that may be associated with requesting or obtaining the work permit; and accept the terms of the work permit.
I understand that certain employers will require confirmation of my Canadian citizenship and I authorize the Co-operative Education Office to confirm my Canadian citizenship to co-op employers when requested.

I authorize the Co-operative Education Office to disclose my personal data from university student records, including: mailing address, degree program, current year of study, CGPA and immigration status for all purposes of participation in the co-operative education program, including admissions and continuation assessments, case management internal to the university, and for job posting competitions with partnered employers.  
I understand that I must meet all academic requirements as outlined in the Undergraduate Calendar in order to maintain participation eligibility.
 I acknowledge that I will not be eligible for participation in the co-operative education program if my CGPA should drop below the required average.  
I understand that I must continue to be enrolled full-time in my honours program. (Exception for students enrolled in Computer Science Major program and students in Graduate programs)
I agree to participate in the job posting and interview process, work term visits, and other activities as required to maintain my eligibility for the co-operative education program.
I understand that any infractions will be reported to the chair or director of my department.

I understand that if I am found guilty of academic misconduct, I will be removed from the co-op option and will be ineligible for any refund of the co-op fee. 

I acknowledge that I am not eligible for a co-op work term after my last academic term. 

I understand that if I do not receive a rating of satisfactory on my work term report or if I choose not to submit a work term report I will no longer be eligible for the co-op option of my program.

I understand that the Manager, Co-operative Education will review my status if I fail to comply with any of the conditions in this document, and that the maximum penalty for failing to comply is my withdrawal from the co-op option of my degree program. 

1.b. Graduation with Co-op Designation




 I understand that I must complete all required work terms and meet all the requirements of co-op before graduating to receive the co-op designation on my degree. 

I understand that I must graduate with an honours degree to receive the co-op designation on my degree. (Exception for students enrolled in Computer Science Major program and students in Graduate programs)

2. WHILE ON A WORK TERM
2.a. Communication

I agree to check my Connect email account regularly for important notices from the co-operative education office while on a work term.

I agree to use my Connect email account as the primary method for communication with the co-operative education office.

I will maintain contact with my co-op coordinator while on a co-op work term as my coordinator requires to maintain an up-to-date status of the work-term and will bring any issues arising at the workplace to the immediate attention of my coordinator.

2.b. Employer Rules and Regulations

I agree to abide by rules, regulations, and policies set by the co-operative education program and my employers.

I agree to abide by ethical and legal guidelines, including but not limited to those concerning use of computers. 

2.c. Courses

I acknowledge and understand that I may not take more than a 0.5 credit course during work terms. 

I acknowledge and understand that the 0.5 credit course taken on a work term must be scheduled outside of regular working hours.

2.d. Conditions of Work
I understand that I am required to work the hours that will allow for the greatest level of learning and productivity with my employer.
I will start and end my work term on the dates specified as the beginning and ending of term. 
I acknowledge that I must obtain approval from the CDCE Finance & Program Administrator before attempting to vary these dates. 
I will not ask employers for vacations during work terms. 
I will inform my co-op coordinator as soon as possible of any situation, including illness, which necessitates my absence from work for more than three consecutive days. 
I understand that if I seek to return to the co-op program after having been approved to leave a work term early due to extenuating circumstances such as a death in my immediate family or a serious health issue, I may have to delay graduation to meet my work term requirements.
I will honour my commitment to the employer upon accepting any approved position. 

3. DURING THE JOB SEARCH PROCESS
3.a. Use of Technology

I agree to check PlacePro regularly for notices, job postings and interview schedules. 

I agree to check my Connect email account regularly for messages from the co-operative education office, and list this email address on my résumé. 

I understand that I must obtain a work term position approved by the co-operative education office. 

I agree to consult the co-op website regularly for instructions on participating in the co-operative education program.


3.b. Applications

I will use an approved resume when applying to co-op employers. 

I will not provide false or misleading information in my application documents.  

I understand that it is my responsibility to submit an updated resume which includes correct availability information.

I understand that it is my responsibility to include a grades page with my resume every time I apply to a co-op work term position. 

3.c. Job postings and Work Term Positions

I understand that the co-operative education office will obtain and post positions and help me conduct a job search. 

I understand that there is no guarantee that I will obtain an approvable position or that positions will meet my expectations. 

I understand that I must apply actively to job postings each work term until I have secured employment. 

 I acknowledge that the co-operative education office reserves the right to limit the types of jobs to which I may apply to those related to my academic field of study. 

3.d. Interviews 

I agree to be available for interviews during the job search process and to attend interviews for all positions to which I have applied. 
I will provide employers with factual and accurate information during interviews. 

3.e. Release of Identity 

I authorize the co-operative education office to share content from co-op student file to relevant staff members of the co-operative education office as necessary to my participation in the program. 

 I authorize the co-operative education program staff members to post my name or student identification number on internal bulletin boards and PlacePro when notifying me about interviews, appointments, employment results, and other information related to co-op. 

3.f. Acceptance of a Co-op Work Term

I acknowledge that once I have accepted an approved position, all conditions apply whether I obtained the position through my own efforts or through a referral from the co-operative education program.
4. WORK TERM EVALUATION

4.a. Work Term Reports 

I understand that I must meet the deadline for submitting my work term report, and I must achieve a rating of “satisfactory.” (Instructions are provided on the co-op website.) 

I understand that if my report has been rated ‘unsatisfactory,’ I must submit a revised report.

4.b. Performance Evaluation
I understand that the performance standards expected of me are no less than those that are expected of other employees.  

I understand that I am responsible for conducting myself in a professional manner while on a co-op work term.

I authorize the co-operative education office to release information from my previous performance evaluations to prospective employers at their request, including overall ratings of my performance.

I recognize that the Manager, Co-operative Education will review my status if I quit or receive an unsatisfactory employer evaluation or if my employer dismisses me, and that the maximum penalty in these situations is my withdrawal from the co-op option. 

 I understand that I may be withdrawn from co-op even if I have completed the minimum number of weeks required for a work term before being dismissed by my employer. 

5. FINANCIAL CONSIDERATIONS

5.a. Salary 

I understand that the co-operative education program cannot guarantee the accuracy of salary information it receives from employers. 

5.b. Co-op Fees

I agree to pay the co-op fees according to the schedule on the website. 

I understand that the Business Office will bill me for interest charges if I fail to meet these deadlines. 

I understand that if I choose or am required to withdraw from co-op for contravening co-op policies, no portion of my co-op fee will be refunded. 

I understand that the co-op fee is not a placement fee, and is therefore payable during each applicable term.
5.c. Scholarships 

I understand that I am responsible for communicating with the Awards Office with regard to the status of my scholarship while I am participating in the co-operative education program. 

6. OTHER
6.a. Exchanges

I understand that participating in co-op may limit my ability to participate in international academic exchanges. The duration and timing of my work terms cannot be varied to accommodate international academic exchanges where the dates of terms differ from those at Carleton University.  I am not eligible to begin a work term after an international academic term unless I have confirmed employment before my departure.

I understand that participating in an international academic exchange may require a leave of absence from the Co-op Option and may delay my graduation. 

6.b. For Students with a Disability 

I understand that it is my responsibility to inform my employers of any accommodations I need as a result of my disability. 

6.c. Accommodation 

I understand that I am responsible for obtaining accommodation if I need to relocate for a co-op position. 

6.d. Work/Study Patterns
I acknowledge that altering my work study pattern requires approval from the CDCE Finance & Program Administrator.  

I acknowledge that if I choose to alter my work study pattern, it is my responsibility to check with my academic department to ensure that I can obtain the credits that I require. 

6.e. Confidentiality and Employer Contacts 

I agree to use discretion and maintain confidentiality when discussing my co-op employers, their organizations and their customers or clients with anyone other than Carleton University co-op staff members. 

I understand that I must obtain permission from my co-op coordinator before contacting any employer that I met through an affiliation with the co-operative education program. 

I will not help anyone obtain access to co-op employers or co-op job postings. 

I will not attempt to obtain employment with a co-op employer outside of the co-operative education program. 
I will not refer anyone directly to participating co-op employers for any type of positions that might have an impact on opportunities for co-op students.
6.f. Liability 

I acknowledge that it is ultimately my responsibility to obtain work term positions. 

I agree that the university will not be held liable if I do not obtain an approvable position. 

I agree that the university will not be held liable for any agreements established or breached with my employer, including salary and benefits. 

I agree that the university will not be held liable for any expense, personal injury, or loss or damage of personal property arising while seeking employment or from my employment during a work term. 

6.g. Terms 

If you do not understand all the terms of participation, please ask a co-op coordinator to clarify before signing this form. 

The co-op website contains the most current, official version of this admission agreement. 

7. STUDENTS IN VIOLATION OF CO-OP PARTICIPATION AGREEMENT
In addition to any sanctions that are specifically outlined in this document, students that do not adhere to the Agreement may also be subject to sanctions as identified in the Academic Integrity Policy and the Student Rights and Responsibilities Policy depending upon the infraction.  Any breaches of the Agreement are handled in the first case by Carleton’s Co-operative Education Office in accordance with the Agreement’s procedures.  In instances where non-academic alleged misconduct in the workplace exceeds the provisions outlined in the Agreement, the Director, Career Development and Co-operative Education may refer the student to the Director, Student Affairs, where the student’s alleged behavior will be addressed under the provisions of the Student Rights and Responsibilities Policy.  In instances of alleged academic misconduct, the Director, Career Development and Co-operative Education will refer the student to their academic faculty. 

7.a. Process for Review of Student Co-op Participation Eligibility
1. Interview with the student conducted by the Manager, Co-operative Education.

2. Interview by the Manager, Co-operative Education with all other relevant parties which may include but are not limited to, the student’s supervisor, the representative of the organization and co-operative education program employees.

3. A second interview with the student may be required for clarification of any items brought forward as a result of the interviews with the other relevant parties.

4. Within 10 business day after the second interview, the student will receive a written decision by the Director, Career Development and Co-operative Education.

7.b. Sanctions for Violations of the Co-op Participation Agreement 
In addition to the sanctions imposed under the Academic Integrity Policy and the Student Rights and Responsibilities Policy, violations of the Co-op Participation Agreement may result in one of the following sanctions:

· Mandatory attendance in a series of career counseling sessions conducted by the Co-op Career Counselor;

· UNS grade for the term report and deregistration from the co-operative education program.  

7.c. Appeals
A sanction imposed pursuant to paragraph B may be appealed in writing to the Associate Vice President, Student Support Services within 10 (ten) days of receiving the written decision by the Director, Career Development and Co-operative Education.  

The grounds for appeal include but are not limited to the following:

· Relevant evidence that emerges which was not available at the time of the original decision; or

· Clear evidence of bias in the original decision; or

· The severity of the sanction imposed reasonably exceeds the nature of the offence for reasons identified by the appellant.

Appellants will be notified, in writing, within 10 (ten) days of the results of the appeal.  If grounds for appeal are accepted, a meeting will be scheduled with the Director, Career Development and Co-operative Education.  

8. ACCEPTANCE OF CO-OP PARTICIPATION AGREEMENT
I have read the co-op participation agreement requirements, understand them, and agree to meet the conditions.

Signature: _________________________________________________
Date: _______________________

Please print the following information: 

Name:

Student ID number: 

Academic Program: 

Home number:

Cell Number:

Connect email account: 
1

