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Cooperative Work Experience 
Student Handbook
 

 I. Introduction

The Energy Technologies Department is appreciative of the employing agencies willing to share their expertise in the area of ENERGY MANAGEMENT.

Delaware Technical & Community College and its students recognize the valuable contribution these agencies are making to the future of the RENEWABLE ENERGY SOLAR program.

II. Cooperative Work Experience Programs of Study

The RENEWABLE ENERGY SOLAR degree program is designed to provide skills necessary for an individual to attain gainful employment in the RENEWABLE ENERGY SOLARfield. The curriculum will prepare students for careers as energy managers, auditors and other related fields. 

The RENEWABLE ENERGY SOLAR degree program involves the management and analysis auditing, and cost calculations required in today’s environment.  The curriculum will prepare students for careers as energy auditors, sales and research as well as most energy related businesses.  

III. Description of the Cooperative Work Experience Program

The Directed Practice Cooperative Work Experience is an arrangement with a company or facility to provide opportunities in a working environment within the field of study (ENERGY MANAGEMENT)

OBJECTIVES

1. To apply opportunities for students to obtain learning experiences in applying     
    for a job, interviewing, and accepting supervision in an actual job situation.
2. To provide students with the opportunity to apply knowledge and skills     
    learned in the academic setting.
3. To provide employers of RENEWABLE ENERGY SOLAR students with prospective employees    who have had work experiences in their chosen career area, as well as a variety of related work experiences.
4. To improve the bottom line for businesses, save schools money and resource management. Cooperation between educational institutions and the business community in course content development.




The Cooperative Work Experience is structured as a directed practice for the students to complete a minimum of 144 hours. The Cooperative Work Experience will be offered to the students during the third semester, but may be completed at any time during the four semesters. Student must complete a minimum of one year of courses before electing the co-op program.  Other schedules may be created with the approval of the employer and the RENEWABLE ENERGY SOLAR Chair or Coordinator.


Requirements
Each student will be required to complete a portfolio document (which includes this handbook) pertaining to their work experiences. In this portfolio will be included a photographic essay highlighting the activities they will be involved in during the training throughout the semester. Weekly job summaries will be included in this portfolio pertaining to job descriptions performed throughout the work week. Other forms that must be included with the portfolio follow in this document.

Supervision of the cooperative work experience is provided by a member of the facilities management or professional staff. A faculty member of the Energy Technologies Department will be assigned as a liaison to the facilities management or professional staff and student during the co-op.

IV. Responsibilities of College, Agency, and Students

College Responsibilities

The RENEWABLE ENERGY SOLAR Department is responsible for the overall organization and coordination of the Cooperative Work Experience. The student and or coordinator will initially contact the facility or company to discuss the Cooperative Work Experience. If the student is accepted by the facility or company, the student and facility manager or supervisor will establish responsibilities and desired learning activities/experiences for the student by completing a cooperative learning activity plan and submitting it for approval to the coordinator. 

Other Related Responsibilities

· Placement of selected students in facility or company
· Contact with agency for:
· Clarification of student’s role in the facility or company
· Interpretation of internship objectives
· Evaluation of student’s performance
· Joint meetings with facility/company supervisor
· Consultation with a facility/company and/or student



Agency Responsibilities

The placement agency agrees to provide learning activities/experiences/tasks/ responsibilities necessary for the students to meet educational objectives. The agency will provide qualified supervision of the students during their internship. While it is the College’s responsibility to select and initiate agency placement for each student, placement is finalized through a mutual selection process. The agency must make the final determination as to whether the student is appropriately placed at their site.



Agency Supervisor Responsibilities

· Plan learning activities/experiences/tasks/responsibilities for the student.
· Interview potential student and accept or decline student.
· Provide the student with a written description of projected learning activities/experiences/tasks/responsibilities. 
· Upon acceptance of student, sign Cooperative Work Experience contract. (See Appendix A)
· Orient student to agency and provide training.
· Schedule supervised conferences with student, providing feedback on performance.
· Help student integrate classroom learning with agency experience.
· Contact faculty coordinator if there are problems in the student’s adjustment/performance.
· Sign off on calendar to verify hours of work.
· Evaluate the student’s performance in the agency.
· Submit final report on the student’s performance. 

Student Responsibilities

The student will begin preparation for the cooperative work experience during the semester prior to placement by discussing with the faculty coordinator their preferences for placement. Effort will be made to place the student in the area of their preference, but approval of the agency selected rests with the coordinator. The coordinator will share with the agency academic and other personal information about the student the coordinator believes is pertinent to the agency’s decision regarding acceptance of the student. Once the faculty member has contacted the agency supervisor, the student will be responsible and follow through to arrange an interview for acceptance as an intern. The interview is the opportunity for the student to understand the projected cooperative learning activities /experiences / tasks/responsibilities offered by the agency. If the agency and the student agree to proceed with the co-op, the student will sign the agreement along with the agency supervisor. If the 


student is accepted by the agency, the student and agency supervisor will establish the tasks, responsibilities, and desired learning activities/experiences for the student by completing a cooperative work experience learning activity plan and submit it for approval to the coordinator. The student will return the signed contract to the faculty coordinator. The student will set up a mutually convenient work schedule with the agency supervisor for that specific semester and begin their cooperative work. As the co-op brings with it responsibilities and commitments to the facility or company, the student is expected to be present each assigned day or be responsible for promptly calling the agency supervisor in the event of illness or emergency. 



Other student responsibilities are as follows:
· Submit all reports/ papers on the assigned dates.
· Follow facility/company procedures.
· Apply knowledge and skill consistent with company/facility assignments and instructions to the best of one’s ability.
· Report to the assigned agency supervisor as scheduled.
· Demonstrate good work habits. (Late assignments will lose points)
· Be open to feedback and supervisory instructions.
· Participate in the final evaluation of the learning experience at the close of the cooperative learning experience.
· Complete the assigned Cooperative Work Experience Student Handbook 
· Complete the Cooperative Work Experience Employer Evaluation 
· Discuss potential problems with faculty coordinator.
· Complete a minimum of 144 hours of work during the Cooperative Work Experience. 
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Appendix
A


Cooperative Work Experience
Contract
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Cooperative Work Experience Contract

_______________________________________ agrees to provide a cooperative work experience (Name of Facility)				       

opportunity for__________________________ during ______________________. 
			(Name of Student)			(Semester/Year)

The placement will consist of a minimum 16 hours per week for 15 weeks, or the equivalent of 240 hours.

The agency further agrees to:

· Orient the student to facilities, responsibilities, staff, policies and procedures, and where appropriate, provide training consistent with Agency goals and objectives.
· Provide the student with a written description of projected learning activities.  A suggested training model is attached with this document for use or the agency may create and attach their own.
· With the termination of the student’s field placement, the Student’s work site supervisor will provide a written evaluation of the student’s work performance, using College provided forms.
· The facility supervisor will talk with the College coordinator at least once during the semester about the student’s performance.
· Provide experience, which relates to cooperative work experience performance objectives.
· Provide a qualified professional to supervise the student.
· Provide the student a conference each week as agreed by both supervisor and student.  As part of this conference, supervisor will provide performance feedback to student.


The student accepts the placement and agrees to:

· Release academic and personal information which the coordinator believes is pertinent to the agency’s placement decision.
· Obtain the written description of projected cooperative work experience learning activities and submit with the signed contract to the faculty coordinator.
· Strive to meet performance objectives delineated in course syllabus and Cooperative Work Experience Student Handbook.
· Prompt, regular attendance according to agency established work hours on designated internship days.


· Demonstrate good work habits.
· Wear attire appropriate to the agency setting.
· Be punctual in completing work assignments.
· Provide own transportation to and from the agency.






Delaware Technical & Community College agrees to:
· Provide pertinent academic and personal student information to the placement agency.
· Provide college faculty to serve as liaison between college and agency and to be available to the agency supervisor for consultation concerning the student’s internship experience and progress.
· Develop educational objectives and evaluation criteria for the internship.
· Be responsible for coordination of the internship including discussion with agency supervisor and final decisions as to internship course grade and credit.

____________________________________
									Student Signature/Date

								____________________________________
									Agency Supervisor Signature/Date

____________________________________
RENEWABLE ENERGY SOLAR
Department Chair or Coordinator Signature/Date
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Evaluation of Employer 

Cooperative Work Experience

TO BE COMPLETED BY THE STUDENT AT THE END OF THE CO-OP

Intern Name _____________________________________________________________

Internship Provider Company Name__________________________________________

                 Address:



                 Phone Number:

Supervisor’s Name     ______________________________________________________


A) Evaluate the intern provider (supervisor) for the following characteristics. Use a rating scale of 1-5, with:
                           1= Unsatisfactory
                           2 = Fair
                           3 = Average
                           4 = Very Good
                           5= Excellent

Characteristics                                                     Rating

Ability to teach                                                    _____
Interest in teaching                                              _____  
Willingness to provide guidance                         _____
Enthusiasm                                                          _____
Courtesy                                                              _____
Willingness to discuss performance ability         _____     
 Overall professionalism                                     _____

                               Total Score                          _____

Other Comments:                                                          




B) Internship Experience 
Evaluate the Internship Experience for the following characteristics.
Use a rating scale of 1 – 5 with:
                                                   1= Unsatisfactory
                                                   2 = Fair
                                                   3 = Average
                                                   4 = Very Good
                                                   5= Excellent

Characteristics:                                                                                  Rating

Work Experience – Overall
		
Was the experience related to your career goals?                               _____
What level of responsibility were you assigned?                                _____
What amount of academic training was used?                                    _____

Learning Experience – Overall
				 
Were you prepared for this job?                                                          _____
Rate the quantity of RENEWABLE ENERGY SOLAR information
and/or skills you learned.                                                                     _____


Personal and Professional Development – Overall			 

Self Confidence Gained                                                                       _____
Improvement in understanding of self and career goals                      _____
Improvement of communication skills                                                _____
Networking and contacts gained                                                          _____

Overall Evaluation of the Experience                                                  _____

                                                                                              Total      ______




C) General Questions – Use additional paper if necessary.

1) Did this internship meet your expectations? How?



2) What were the strong points of this internship?




3) What were the weak points of this internship?


4) What changes would you recommend for this internship?
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COOPERATIVE WORK EXPERIENCE


What is a Cooperative Work Experience?
A Cooperative Work Experience provides RENEWABLE ENERGY SOLAR related work experience to enhance the classroom part of the Energy Technologies programs. Not only will it enrich your education, it will help you make more informed career decisions. The program involves a cooperative effort between the employer and the college. You will develop confidence and time management skills through participation in the cooperative work experience. Practical on-the-job training combined with classroom learning will better prepare you to meet the challenges of a changing energy industry and world.


How will I relate what I learned in my RENEWABLE ENERGY SOLAR classes to my job?
You will be responsible for composing a written report detailing your work experiences. 
Periodic meetings will be held to explain the work/classroom connection and to answer questions on the subject matter. Four of these meetings are required of all cooperative education students.


How will I be evaluated? Grades will be determined as follows:

EVALUATION AND GRADING SYSTEM

The students will be evaluated two times during the semester by the Department Chair or assigned full time instructor. Contacts will be made with the evaluator on a weekly basis throughout the semester. These contacts may be made by email, phone conversations, postal mail and site visits. The students will be responsible for sending weekly work report sheets of the cooperative work experience to evaluators. At the end of the internship the students will receive a letter grade based on performance, with 92-100% = A, 83-91% = B, 75-82% = C, 0-74% = R

1) Weekly Work Report 

Each student is required to keep a weekly activity work sheet to be submitted to the Department Chair or assigned Coordinator.  The students will be required to keep this information in a portfolio document with the appropriate signatures. The portfolio will be due at the end of the co-op for grading purposes. The information the student will be expected to document weekly includes: daily activities, detailed records including specifics of work done, such as home energy audits, data collection, equipment operations, etc. The course syllabus describes work related objectives to be met throughout 


the co-op, and will be very helpful with the weekly work reports to be documented.  Photographic images are essential for showing demonstrations of projects worked on and should be an important part of the weekly work reports.  A digital format will be available for the students to send the evaluators online as the students work through the co-op. The digital form will not need to be signed by the agency supervisor.


2) Student Evaluation of RENEWABLE ENERGY SOLAR Cooperative Work Experience 

Each student will be expected to evaluate the work experience by the end of the assigned semester. The student will be required to review their evaluation with the agency supervisor and receive appropriate signatures as needed. The evaluation will be returned to the Department Chair or assigned coordinator before the co-op ends. The evaluation’s information is necessary for restructuring the co-op and the coursework required to participate in the Cooperative Work Experience.

3) Employee Evaluation 

The agency supervisor will evaluate the student throughout the co-op. An evaluation should be completed prior to the end of the co-op.  The evaluator may email or mail in the completed evaluation or the student may include the completed evaluation with his/her portfolio.



4) Completion of Cooperative Work Experience Student Handbook (including assignments 1-4) 

Student will complete Orientation to Workplace and other assignments found in this Student Handbook document.
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ASSIGNMENT #1

ORIENTATION TO THE WORKPLACE

 
To be successful in any job, you need to learn many basic facts about the company. You will prepare a job outline to assist you in organizing information about your place of employment and in analyzing the various duties and responsibilities of your job. The following information should be included:


I. Basic Facts about the Business 

A. General Information
1. Name of business
2. Correct address and phone number
3. Owner or manager’s first and last name
4. Immediate supervisor’s first and last name (the person who will evaluate you)
5. Name of your department (if applies)
6. Business hours 
7. Your general work schedule
8. List the products and/or services offered 

B. Rules and Regulations 
The following is a list of example items you might include in your portfolio:
1. Breaks: Lunch, dinner, general (Do you get them and when?)
2. Dress code (What are the guidelines for employees?)
3. Absences and tardiness (What procedures are you to follow and what are
the consequences if you fail to do so?)
4. Employee Benefits (Do you receive discounts, bonuses, vacation time, etc.?)
5. Conduct
a. Phone usage (Can you use the phone while at work?)
b. Use of tobacco products (Are you allowed to smoke?)
c. Eating in work area (Are you allowed to eat on the job?)
6. Employee meetings - Do you have regular meetings? How often?

II. Duties and Responsibilities of Your Job

A. List specific duties and responsibilities of your job - be as detailed as possible.
B. How and when are you evaluated?
C. The importance of your position to the operation of the business - Where do you
fit in?





The above outline should be typed and placed in the handbook after this page and in the above stated order.







Assignment #2


· Conduct an interview with the top manager at your place of employment. Use the interview form provided and complete in your own handwriting.
--------------------------------------------------------------------------------------------------------------------------


INTERVIEW FORM


Date of Interview: _______________
Person Interviewed: _______________________________
Job Title: ________________________________________
Company: ________________________________________
Address: ________________________________________
City: _________________________	State: ______	Zip:_______________
Phone: (        ) _________________
Signature of Interviewee:______________________________________

· How long have you worked for this company?



· How long have you worked in this field?


· How did you become involved in this field?




· What are the major tasks involved in your job?




· What is the most challenging aspect of your job and why?




· What do you enjoy most about your job and why?





· What do you enjoy least about your job and why?





· What skills and qualities are absolutely essential for a person in this field?




· What educational background, certification, training, licensing, or other qualifications are important for someone wishing to enter this field?



· What is the typical career path for someone working their way up through the company?



· What important challenges is the company facing now or in the near future?




· What advice would you give to a student who wishes to pursue a career in this field?













Remember to thank the interviewee!




Assignment #3

· Attach a copy of the current job application form used by your employer.

Assignment #4
       How is the business marketed?


· Research how the owner of the business markets his/her product/service to the public.  Write a description using the following information.  


I. CUSTOMER CHARACTERISTICS
A. Demographic Characteristics
B. Geographic Characteristics

II. MARKETING STRATEGIES USED TO REACH THE TARGET MARKET
A. Product Decisions
B. Price Decisions
C. Promotion Decisions

III. MARKETING FUNCTIONS
A. Distribution
B. Financing
C. Pricing
E. Product/Service Planning
F. Promotion
G. Purchasing
H. Risk Management
I. Selling

IV. BUSINESS OWNERSHIP
A. Type of ownership
B. Analysis of ownership




Your Co-op portfolio should be professional in appearance. You may submit in a three-ring binder or elect to submit electronically. It is the student’s responsibility to stay in touch with the Department Chair or Coordinator. You should work on this portfolio throughout your work experience and not wait to compile at the end. This portfolio serves as evidence of  your experience and is a great opportunity to create a product that can be used later for job interviews or show your accomplishments.
This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites, and including, but not limited to accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability or ownership.
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