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INTRODUCTION
Participation in a cooperative education internship allows the student to combine an on-the-job
career learning experience with related academic course work to complement the total
educational experience, thus allowing the student to document and accumulate co-op work
experience to be used upon graduation in pursuit of a career. Many cooperative education
students are offered full-time employment by their employers upon graduation.

As a cooperative education student, you are responsible to a very large extent for how much
you learn and to what extent you broaden your horizons. The Faculty Co-op Coordinator,
employer, and immediate supervisor are all interested in your growth, but they cannot possibly
know each of your needs and aspirations, nor the opportunities you need to reach your
objectives.

As a participating student in the Cooperative Education Internship Program, you are required
to maintain an active working relationship with your employer and the Faculty Co-op
Coordinator. Your activities and progress will be supervised and evaluated by these two
individuals to afford you a rewarding educational experience.

As you begin this semester, take the challenge of making each day count toward reaching your
goals. This manual will help you to reach the objectives you have prepared if you use it
correctly and diligently.

You will receive a grade (A,B,C,D,F or P/F) for your efforts as a cooperative education student
and part of that grade is based on you making your manual a real working tool.

CRITERIA FOR STUDENT PARTICIPATION

A. Participants must satisfactorily complete a personal interview with the Faculty Co-op
Coordinator and obtain his or her approval before registering for a co-op class.

B. Participants should have a cumulative grade point average of 2.0 or better.

C. Participants should have completed the necessary prerequisite courses and possess the
skills and knowledge required for placement in an introductory co-op position.

D. Participants must be enrolled in an academic program related to the co-op work
experience and their career goals.

E. Participants must register for the appropriate course. (See department course listing.)
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PROGRAM
The Cooperative Education Internship Program at Utah State University is a campus-wide
program. It provides career development assistance to students in the following colleges:
Agriculture; Business; Education; Engineering; Humanities, Arts & Social Sciences; Natural
Resources; and Science. There are three types of Cooperative Education Internship work
schedules:

A. Parallel: Under the parallel program schedule, the student attends school and works part-
time during the same academic semester. For example, the student may attend school in
the morning and work in the afternoon or vice versa.

B. Alternating: Under the alternating program schedule, the student alternates semesters of
school and work. For example, the student may attend school full-time for one or two
semesters, then work full-time for one or two semesters.

C. Extended Day: Under the extended day program schedule, the student is able to work
full-time during the day and attend a limited number of evening classes in a selected
area.

COMMUNICATION
It is the student’s responsibility to inform the Faculty Co-op Coordinator and/or the University
Cooperative Education Office if there is a:

A. Change of employment status
B. Change of employers
C. Change in work hours
D. Change of student enrollment status

Note to st udents leavi ng campus:

If you are receiving scholarship help, grants, V.A. benefits, or any type of financial aid, you
will have to coordinate with the Financial Aid Office or the Veterans Office before you begin
your cooperative education/internship assignment.

Students who have housing contracts must check with the Housing Office prior to leaving
campus on their work assignments.
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COURSE REQUIREMENTS
Refer To This Often
Betw een the First W eek and the Fourth Week o f the Semester:

First W eek or Before (If you are leaving campus, be sure to complete this step before
leaving.)

1. Meet with your Faculty Co-op Coordinator to discuss the course and credits for which to
register. Leave current contact information with your Faculty Co-op Coordinator.

2. Register for the correct internship course and credit hours, as discussed with your
Faculty Co-op Coordinator.

3. Read and review the complete student manual. Give your employer the Employer Guide.
4. Read the learning objectives section of this manual and define several preliminary

objectives. Use the practice objective sheet/form. For help in completing this step, visit,
phone, or e-mail your Faculty Co-op Coordinator.

Third We ek or Before

5. Review your preliminary objectives with your immediate supervisor (employer).
6. Communicate with (visit, phone, or e-mail) your Faculty Co-op Coordinator to review and

gain approval of your objectives.
7. Read the content outline for your final report and make notes in your journal to this

content. It is highly recommended that this be done on a daily or weekly basis.
8. Complete the Cooperative Education Internship Agreement (form 1). Please provide

complete information and attach a copy of the final draft of your five learning objectives to
form 1. NOTE: If you are off campus, your Faculty Co-op Coordinator will sign this form
upon receipt.

Betw een the Fourth Week and the L ast Week o f the Semester

9. Give active attention to completing your objectives.
10. Maintain communication with your immediate supervisor (employer) and Faculty Co-op

Coordinator to ensure the successful completion of your objectives.

JOURNAL  

A journal kept on a daily or weekly basis is strongly suggested. This journal will aid you in
compiling information for your final student report at the end of the semester. Your Faculty
Co-op Coordinator may request you to submit a journal. Check whith them prior to starting
your internship.

Your Faculty Co-op Coordinator may be visiting or phoning your employer during this
period of time.
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Two Weeks Before the E nd o f the Semester

11. Initiate a meeting with your immediate supervisor (employer) to evaluate your work
performance.

A. Have your immediate supervisor (employer) complete the Employer Evaluation of
Learning Objectives (form 2) and the Employer Evaluation of Student Performance
(form 3). Your immediate supervisor (employer) may wish to put these in a sealed
envelope.

B. Complete the Student Evaluation of Learning Objectives (form 4) by rating how well
you accomplished each objective. Fill in each of the five boxes using the rating
scale provided.

C. Complete all sections of the Student Evaluation of Work Performance (form 5). Be
sure to fill in the hours worked and wages earned during the co-op internship
experience.

D. Complete the Confidential Student Evaluation of the Co-op Education Internship
Work Experience (form 6).

12. Complete your final report (refer to page 11 for content requirements) or final project and
submit it with all evaluation forms to your Faculty Co-op Coordinator.

FORMS

In order to provide a clear method of identifying and assessing the objectives of your Co-op
Internship Experience as well as your overall work performance, there are six forms you will
need to use to quantify the success of your experience.

Cooperative Education Internship Agreement (form 1) -- Attach a copy of your final learning
objectives in order to complete this agreement.

Employer Evaluation of Learning Objectives (form 2)

Employer Evaluation of Student Performance (form 3)

Student Evaluation of Learning Objectives (form 4)

Student Evaluation of Work Performance (form 5)

Confidential Student Evaluation of the Work Experience (form 6)

Your cooperative education evaluation and letter grade (or pass/fail) will be determined from
the materials outlined above.
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LEARNING OBJECTIVES
Due to the nature of the Cooperative Education Internship Program, it is necessary to project
well-stated objectives to assess the extent and value of the co-op work experience.

Through the Cooperative Education Internship Program, it is expected that you will include
new or expanded responsibilities or learning opportunities beyond those experienced during
previous periods of employment.

To assure this, you are required to establish five specific learning objectives for the semester.
A learning objective is a goal that you set for yourself to be accomplished through your work
experience. It will require that you learn or make use of some new habit, skill, or information. If
you are completing one major project, outline five phases of the project.

The objectives are to be discussed with your Faculty Co-op Coordinator and your immediate
supervisor (employer). Progress towards meeting those objectives will be the most important
determinant of your grade. Both you and your immediate supervisor (employer) will rate your
progress at the end of the term. Well-defined objectives will serve as a basis for a fair and
adequate evaluation and assessment of the student learning that takes place.

You must be careful to choose an objective that is within your ability to accomplish and your
progress towards the objective should be readily measurable.

Learni ng o bjectives may be of the fo llowing types:

A. Routine Duties: Improve the day-to-day functions of the job or improve your performance.
(Example—increase efficiency in following data entry procedures at the laboratory.)

B. Creative Opportunities: Do things a new way or find new things to do. (Examples—make
a study on installation of a new bookkeeping system or on the application of a computer
to some aspect of company operation such as inventory control. Prepare a report on the
study.)

C. Problem-Solving Activities: Take apart some existing problem and find a solution.
(Example—perhaps equipment is breaking down too often and you seek a solution
through an improved maintenance procedure or a new piece of equipment.)

D. New Skills/Assignments: Learn a new skill, increase your knowledge and usefulness, or
begin a new assignment. (Example—you may be working as a Manager Trainee in a
department store. Learning to order merchandise, to take inventory, and to create
displays would be an expansion of your knowledge and skill.)

E. Personal Improvement: Develop personal habits or social skills that allow you to be more
effective in work situations. (Example—an engineering intern may want to develop
networking skills by meeting with a different manager weekly to gain career advice.)
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WRITING OBJECTIVES
Objectives need to be und ersta ndable, cha llenging, specific, measurable, a nd attainable
in the allotted time.

Each measurable learning objective must answer the following four key questions:

1. WHAT is the task to be accomplished?
2. HOW will it be accomplished?
3. HOW will it be MEASURED or EVALUATED and by WHOM?
4. WHEN will it be completed?

Avoid statements of objectives in generalities. Words to avoid:

Action words that better communicate the intent of what is to be accomplished:

ANOTHER APPROACH TO WRITING LEARNING OBJECTIVES
In writing learning objectives you may want to use the following 4 Step Approach:

1. Write an accurate job description of your duties. Using your description, make a list of
things for which you are responsible. List special skills you must have to perform the job.
What is your career goal at this time?

2. Identify parts which offer growth or learning opportunities in any or all of the 5 categories
(routine, personal, new, creative or problem solving).

3. From the things listed in Step 2, outline your learning objectives. Use the 4 key elements
and consult with your immediate supervisor (employer). Use the practice objective sheet
on page 8.

4. Using action verbs, write your objectives in final form.

...know ...appreciate ...believe

...understand ...enjoy ...learn

...write ...recite ...contrast

...select ...compare ...develop

...apply ...revise ...install

...assemble ...investigate ...create

...reduce ...design ...perform

...compose ...display ...plan

...collect ...deliver ...train
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EXAMPLES OF LEARNING OBJECTIVES

By March 15 (when) I will be able to program in XYZ (what) by attending two employee training
sessions (how) and receiving a certificate of completion (evaluate).

By May 3 (when) I will develop a 95% (currently 90%) operating index that is desirable by bank
standards (what) by determining and encouraging more effective staff utilization (how). My
supervisor will evaluate by comparing monthly computer printouts and reporting on operating
index (evaluate).

By March 23 (when) I will develop practical working skills in the operation of the XYZ System
(what) by receiving instruction from my supervisor, from reading the instrucion manual, and by
observing expert operators (how). I will demonstrate my skill in all operations of the XYZ
System to my supervisor (evaluate).

By May 1 (when) I will devise, print, and post a safety check list (what) using O.S.H.A.
guidelines, printed information in the office and consulting my supervisor (how). It will be
evaluated by the supervisors in each department (evaluate) and then posted.

By April 3 (when) I will create a test fixture to run life tests on hot-gas valve fixture to test for
electro-mechanicl reliability (what) by examining the present procedure and the steps involved
(how). The effectiveness of the text fixture will be compared to present methods. My supervisor
will evaluate the fixture through observation and testing (evaluate).

By February 23 (when) I will increase sales by 10% (what) by selling realted products, by
developing increased product knowledge, and by studying various "sales" oriented manuals
and books (how). I will gather sales data and present it to my supervisor for evaluation
(evaluate).
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PRACTICE OBJECTIVE WORKSHEET   

1.
a. What is the task to be completed?

b. How will it be accomplished?

c. How will it be measured/evaluated and by whom?

d. When will it be completed?

2.
a. What is the task to be completed?

b. How will it be accomplished?

c. How will it be measured/evaluated and by whom?

d. When will it be completed?

3.
a. What is the task to be completed?

b. How will it be accomplished?

c. How will it be measured/evaluated and by whom?

d. When will it be completed?

4.
a. What is the task to be completed?

b. How will it be accomplished?

c. How will it be measured/evaluated and by whom?

d. When will it be completed?

5.
a. What is the task to be completed?

b. How will it be accomplished?

c. How will it be measured/evaluated and by whom?

d. When will it be completed?
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FINAL STUDENT REPORT
A comprehensive written Student Report must be completed. This report will be evaluated by
the Faculty Co-op Coordinator using the following criteria:

1. The report should be typewritten, double-spaced on standard 8 1/2- x 11-inch paper.

2. The report should be written in a manner that could be easily understood by a reader
unfamiliar with the co-op assignment.

3. Use appropriate words and correct sentence structure, spelling, and paragraphing.
Carelessly written reports may reflect on the student's overall evaluation by their Faculty
Co-op Coordinator.

4. The use of drawings, pictures, graphs, charts, descriptions, journals, and materials to
supplement the written part of the report is strongly encouraged.

5. A bibliography of individuals and publications consulted during preparation of the report
should be included.

6. The following pages contain the content outline for your final report.

7. Consult your Faculty Co-op Coordinator for page-length or specific content requirements.
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FINAL REPORT CONTENT OUTLINE
Items to include in your final report -- see your Faculty Co-op Coordinator for the specific
number of items to include in your final report.

1. Discuss each of your objectives using the following outline (attach any supporting data
you wish).

a. List each objective and describe why you selected it.

b. Tell how you originally planned to complete the objective.

c. Tell what aspects of the plan worked.

d. What changes did you make from your original plan?

e. State the criteria considered in evaluating your objectives.

f. Report on how effectively you met your objectives.

g. How useful were the objectives selected to your own skill development?

h. How useful were the selected objectives to your employer?

i. If you were not able to begin or accomplish an objective, please state the reasons.

2. A description of the job or position held.

3. Your relationship with your supervisor and co-workers.

4. Some students find that the work environment provides as many educational benefits as
the tasks they perform, if not more. Develop a statement(s) regarding the way(s) in which
your work experience has been of benefit to you (be specific). These may be positive or
negative.

5. Describe the relationship(s) you see between your academic major and the job you
performed.

6. What strengths and weaknesses have you discovered in yourself as a result of this work
experience?

7. Identify a problem area where you are working.
a. Define the problem clearly.

b. Outline all of the relevant facts surrounding the problem.

c. Provide suggestions for alternatives which would address this problem.

d. Choose your best solution, explaining the rationale for your choice.

8. Describe any projects or accomplishments in which you were involved that were not part
of your objectives.
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9. If you are going to continue the work assignment during the next semester, identify some
specific objectives you would like to accomplish during this period.

10. Identify ways in which Utah State University can be more responsive to your individual
needs (additional activities, additional courses, counseling services, etc.) Be specific.

11. Discuss a specific university course you completed and how the knowledge and skills
learned in that course were applied to your job.

12. Explain ways in which classroom learning could be improved and expanded.

13. Tell about your future with the company.

14. Describe your employer’s function or service. How does your particular job contribute to
the total operation?

15. In what ways has this experience confirmed or modified your ideas and plans for a
career?

16. How does this experience affect your attitudes toward yourself? Toward others? Toward
further education or experience? How does it affect your sense of values?

17. What suggestions would you make to another co-op student considering your present
type of work?

18. What suggestions do you have for faculty and co-op coordinators or for employers to
improve the operation of the co-op experience?

19. In case your employer would welcome suggestions, what improvements in his or her
organization and operation might you suggest?

20. Co-op students may find that the expression of their individuality comes in conflict with
how they are expected to behave in the work environment. In the resolution of such
conflicts, what principles of psychology, sociology, or common sense are involved?

21. A struggle for political power occurs in various types of private and public organizations
as well as in government. What examples of this phenomenon have you observed in
your co-op experiences?

22. What do you observe in the “work society” that relates to public concern for protecting the
environment? Conserving energy? Improving economy? The welfare of individuals,
groups, and society as a whole?

23. On the basis of your observations in your present job environment, how do you
characterize the general attitude of employees toward work? Do you believe this
represents the typical view of the work ethic in the current society?
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Employer Guide
Cooperative Education Internship Program

UTAH STATE UNIVERSITY
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RESPONSIBILITIES OF THE EMPLOYER/SUPERVISOR

Cooperative Education involves educators and employers in a partnership to provide a student
with a combination of academic and on-the-job experience directed toward preparation for a
satisfying productive career. Involvement with the employer is a vital aspect of the student’s
learning process, and will greatly help in not only producing a more motivated and competent
employee, but will also aid the student in testing a career choice in a real working situation.
The results for you could be a pre-screened and pre-trained candidate for permanent
employment.

Learning through the work experience is facilitated by the identification and accomplishments
of specific objectives drawn from the job situation. The employer is responsible to assist
students in setting meaningful objectives, and to periodically help them evaluate their progress.
This will be accomplished in a contact session with the student and with a university Faculty
Co-op Coordinator if such meetings can be arranged. The basic format of these sessions is as
follows:

I. First  Meetings Between Student and Employer

For the first few weeks on the job, the student will identify plausible and worthwhile aspects of
the job to set up as learning objectives for credit: The student will look for ways to relate his or
her background to the job situation. Generally, the objectives are included in one of the
following four categories:

Creative: Doing things a new way - finding new things to do.
Problem solving: Is there a specific problem in the work area to be solved with
measurable results?
Acquisiti on o f new k nowledge or skills: Growing on the job, increasing
usefulness, improving performance.
Persona l improvement: Is there a human relations problem that needs to be
worked on? Developing personal habits or social skills that will create a positive
work environment.

The student will propose these mutually approved objectives to the respective university
Faculty Co-op Coordinator. Any revisions required to justify university credits for the
experience will be made and a form will be completed stating the objectives.

A. The student will request input from and approval of
work objectives by the employer. It would be very helpful
to the student to be directed by the employer in
considering aspects of the job that the student may have
overlooked; to point out potential problems which may be
studied; to discuss operational aspects, which the students
may be able to work with, to benefit the company while
also providing the student with excellent learning
experiences.

B. Any changes or additions to the objectives should be
made so both student and employer have a clear
understanding of the objectives set.

C. A method of measurement should be established for
each objective so evaluation methods will be understood
and workable.

D. The student should be helped to set realistic objectives
by verifying that they would: be within the student's level of
authority; be accomplished; and be obtainable within the
specified work period.
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II. Second M eeting Between Student and Employer

If arrangements can be made, the co-op coordinator will meet with the student and employer at
the workplace to discuss student progress regarding the following objectives:

III. Final Evaluation Session

Please follow this brief process in evaluating student performance.

A. The employer will complete the final rating on the Employer Evaluation of Learning
Objectives (form 2) to evaluate the student’s accomplishment of the objectives.

B. The employer will complete the short employer’s Employer Evaluation of Student
Performance (form 3) and discuss it with the student. This provides an excellent personal
development opportunity for the student. Please be frank with the student in describing
their effectiveness and areas in which improvement may be needed.

Students wi ll meet wi th their faculty coordinator to review their perfo rmance and submit
any appropriate evaluati on forms and reports.   

A. The student will present the objectives for employer
approval (minor revisions if necessary) and obtain the
employer’s signature.

B. Employer signature indicates agreement to evaluate the
objectives at the end of the work period.

This evaluation will contribute to the determination of the
student’s grade.

C. The employer should retain a copy of the objectives and
is encouraged to review them with the student employee
periodically.
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Utah State Universit y

Coop erativ e Educa tio n Internship  Agreement

Student Name __________________________________ Major _____________________ SS# ____________________

On-Campus E-mail: ___________________________________ Office E-mail ___________________________________

Street Address ________________________________ City ___________________ State ________ Zip ____________

Telephone: Home _________________________ Work ________________________ Course Number ______________

Faculty Co-op Coordinator Name ________________________________________ Campus Phone _________________

Company/Business ______________________________ Immediate Supervisor’s Name __________________________

Work Address ________________________________ City ___________________ State ________ Zip ____________

Rate of Pay _______________ Hours worked weekly ________________ Supervisor’s Work Phone ________________

Semester Enrolled: Fall          Spring          Summer            Year ________________

Work Schedule: ________________ ________________ ________________ ________________ ________________

Monday                            Tuesday                           Wednesday                        Thursday                          Friday

Statement of Stud ent ’s Learni ng Objectiv es
You will be required to establish five learning objetives for the specified grading period. The learning objectives must be
originated by you, the student, approved by the employer/supervisor, and reviewed by the department faculty co-op coordina-
tor for validity and relative value with all parties in agreement.

Agre ement
We, the undersigned, agree with the validity of the learning objectives listed above (or attached). The employer and the
college agree to provide the necessary supervision and counseling to insure that the maximum educational benefit may be
achieved from the student work experience. The student agrees to abide by the cooperative education guidelines as outlined
in the Student Manual. The supervisor will evaluate the student’s learning objectives and work performance at the end of the
grading period. The university will award academic credit for successful accomplishment of the objectives in the cooperative
education student manual.

 ____________________________     ____________________________     ____________________________
Student                                                      date        Work-Supervisor                                      date Faculty Coordinator                                    date

ATTACH A COPY OF YOUR 5 LEARNING
OBJECTIVES TO THIS FORM

form 1



Learnin g Objectives Rating

1

2

3

4

5

Supervisor’s Signature ______________________________________ Date __________________

Student Name

 Employer Evaluatio n of Learning Object ives
Instructions - Read Carefully

Please rate the employee according to how well he/she achieved each learning objective
according to the following rating scale:

1 = Failed to meet minimum requirements 2 = Limited accomplishment
3 = Average or expected accomplishment 4 = Exceeds average performance

5 = Unique or outstanding performance

Please wri te/typ e learn ing  object ives below or attach a sheet list ing object ives .

form 2



Student Name

Employer Evaluation  of Student Performance
Instructions - Read Carefully

This rating sheet provides a practical method through which the ability of the individual can be judged with a reasonable
degree of accuracy and uniformity. Indicate your opinion of this employee by placing a X on the phrase in the block which
seems best to fit the employee. If you can’t make up your mind between two phrases, place your X in the narrow space
between two blocks. Please follow instructions carefully.

1. Use your own independent judgement.

2. Disregard your general impression of the employee and
concentrate on one factor at a time.

3. When rating an employee, call to mind instances that are
typical of his/her work and way of acting. Do not be influenced
by UNUSUAL SITUATIONS which are not typical.

4. Make your rating with the utmost care and thought be sure it
represents a fair and square opinion. DO NOT ALLOW PER-
SONAL FEELING TO GOVERN YOUR RATING.

5. After you have rated the employee on all factors, write at the
bottom of the sheet any additional information about the
employee which you feel has not been covered by the rating
report, but which is essential to a fair appraisal.

Knowledge of work

Effect on workers

Promptness

Responsibility

Accuracy

Quantity of work

Initiative

Application

Possibilities for
promotion

Ability to handle
public

Practically
None

Often Breeds
Trouble and

Dissatisfaction

Always Tardy

Careless
and

Negligent

Is
Highly

Inaccurate

Amount of
Work

Unsatisfactory

Must Always
Be Told

What To Do

Indifferent
and
Lazy

None

Difficult
Personality

Excellent

Below Average

Sometimes
Causes

Dissension

Must be
Reminded

Occasionally

Not
Very

Reliable

Is
Often

Inaccurate

Turns Out
Just Enough
To Get By

Needs
Considerable
Supervision

Tendency
Toward

Indifference

Lacks Some
Necessary

Traits

Likely to
Antagonize

People

Very Good

Acceptable
Knowledge

No Outstanding
Effect on

Co-workers

Usually Prompt

Accepts
Responsibility
When Asked

Makes
Occasional

Errors

Turns Out
Fair

Amount

Needs Direction
and Help in

Some Cases

Average
Application

Good Enough
for

Present Job

Hesitant
and

Diffident

Average

Somewhat
Above

Average

Better
Than

Average

Never Late
Without Good

Excuse

Accepts
Responsibility
w/o being told

Somewhat
Above

Average

Always
Finishes

Allotted Amount

Needs
Little

Supervision

Interested
and

Diligent

Improving
Self

Through Study

Pleasant
and

Courteous

Marginal

Well
Informed

Promotes
Coooperation
and Good Will

Almost
Never
Late

Accepts
Responsibility

Rarely
Makes

Mistakes

Turns Out
More Than

Average Amount

Pushes Work
Through on Own

Initiative

Puts Extra
Effort

Into Work

Has Great
Future

Possibilities

Ingenious
and

Tactful

Poor

Extremely
Well

Informed

Outstanding for
Loyalty and
Cooperation

Always
Prompt

Exceptionally
Reliable

Never
Makes

Mistakes

Consistently
Outputs Unusually

Large Amount

Always
Finds Extra
Work To Do

Works
Continuously and
Ethhusiastically

Is
Promotable

Now

Unusual
Personality

and Aptitude

Overall Rating:

Has this evaluation been discussed with the student? Yes No

Additional Information:________________________________________________________________________________

__________________________________________________________________________________________________

Supervisor Signature ____________________________________________________ Date _______________________

form 3

Above Avg. Requirement



Stude nt Name

Student Eva luation o f Learning Objectives
Instructions - Read Carefully

Please rate yourself according to how well you achieved each learning objective
according to the following rating scale:

1 = Failed to meet minimum requirements 2 = Limited accomplishment
3 = Average or expected accomplishment 4 = Exceeds average performance

5 = Unique or outstanding performance

Please wri te/type learning o bjectives below or a ttach a sheet listing o bjectives .

Learning Objectives Rating

1

2

3

4

5

Student’s Signature __________________________________________ Date _________________

form 4



Student Name

Student Evaluat ion o f Work Performance
Instructions - Read Carefully

This rating sheet provides a practical method through which the ability of the individual can be judged with a
reasonable degree of accuracy and uniformity. Indicate your opinion of your performance by placing a X on
the phrase in the block which seems best to fit you. If you can’t make up your mind between two phrases,
place your X in the narrow space between two blocks. Please follow instructions carefully.

1. Use your own independent judgement.

2. Disregard your general impression and concentrate on
one factor at a time.

3. When rating yourself, call to mind instances that are
typical of your work and way of acting. Do not be
influenced by UNUSUAL SITUATIONS which are not
typical.

Knowledge of work

Effect on workers

Promptness

Responsibility

Accuracy

Quantity of work

Initiative

Application

Practically
None

Often Breeds
Trouble and

Dissatisfaction

Always Tardy

Careless
and

Negligent

Is
Highly

Inaccurate

Amount of
Work

Unsatisfactory

Must Always
Be Told

What To Do

Indifferent
and
Lazy

Excellent

Below Average

Sometimes
Causes

Dissension

Must be
Reminded

Occasionally

Not
Very

Reliable

Is
Often

Inaccurate

Turns Out
Just Enough
To Get By

Needs
Considerable
Supervision

Tendency
Toward

Indifference

Very Good

Acceptable
Knowledge

No Outstanding
Effect on

Co-workers

Usually Prompt

Accepts
Responsibility
When Asked

Makes
Occasional

Errors

Turns Out
Fair

Amount

Needs Direction
and Help in

Some Cases

Average
Application

Average

Somewhat
Above

Average

Better
Than

Average

Never Late
Without Good

Excuse

Accepts
Responsibility
w/o being told

Somewhat
Above

Average

Always
Finishes

Allotted Amount

Needs
Little

Supervision

Interested
and

Diligent

Marginal

Well
Informed

Promotes
Coooperation
and Good Will

Almost
Never
Late

Accepts
Responsibility

Above Avg. Requirement

Rarely
Makes

Mistakes

Turns Out
More Than

Average Amount

Pushes Work
Through on Own

Initiative

Puts Extra
Effort

Into Work

Poor

Extremely
Well

Informed

Outstanding for
Loyalty and
Cooperation

Always
Prompt

Exceptionally
Reliable

Never
Makes

Mistakes

Consistently
Outputs Unusually

Large Amount

Always
Finds Extra
Work To Do

Works
Continuously and
Ethhusiastically

Overall Rating:

Time and Work Veri ficat ion
In order to justify credit awarded, each student must verify the total number of hours worked. Complete the following:

Rate of Pay __________________ Total Hours Worked __________________ Total Wages Earned ________________

Student Signature: _______________________________________________ Date: _____________________________

form 5



Cri ter ia             Excellent            Good Average           Poor Very Poor   No Observation

Work experience relates to field of study

Adequacy of employer supervision

Helpfulness of supervisor

Cooperativeness of fellow workers

Opportunity to use academic learning

Opportunity to develop human relations skills

Provided levels of responsibility

consistent with student ability and growth

Opportunity to develop communication skills

Opportunity to develop creativity skills

Opportunity to solve problems

Opportunity to develop critical thinking skills

Helpfulness of faculty coordinator

Overall evaluation of Co-op Experience

Confiden tia l Student Evaluation of the Work Experience

Please type or print your responses to the following questions regarding your work experience during this past work period.
Make additional comments if you wish. The purpose of the form is to provide opportunity for frank appraisal of the job location
in the interests of the employer and future students.

Did you share this evaluation with your employer/supervisor? Yes • No •

Would you work for this organization again? Yes • No •

Would you recommend the Cooperative Education Internship Program to other students? Yes • No •

List ways you have benefited from this experience.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

What did you learn about yourself, personally, as a result of this experience?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

If you were to make one suggestion to improve the Cooperative Education Internship Program, what would it be?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

Additional Comments:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________

Please emai l your responses to donna .cro w@usu .edu or turn this form in with your fina l report .

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

form 6

Student Name Major Student ID

Faculty Co-op Coordinator Name Campus Phone

Company/Business Immediate Supervisor’s Name

Work Address


