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NEW CO-OP STUDENTS
SEPT/JAN/MAY

Student Email: The Co-op oGce communicates with
students via their prstname.lastname@student.ufv.ca
email accounts. Co-op applicants, candidates, and
students must check these accounts on a regular basis.

Information Session: Students who plan to apply to the
Co-op program are encouraged to attend a co-op
information session held at the beginning of each term.

Application Deadline: Students must apply to the
Co-op program through CareerLink by the applica-
tion deadline: The last Monday of September, January,
or May.

OCT/FEB/JUN

NOV/MAR /JUL

RETURNING CO-OP STUDENTS

Co-op students can apply to co-op jobs anytime.
Students should check CareerLink on a regular basis,

as some employers post jobs a year in advance.

Co-op Coordinators provide one-on-one coaching,
pre-employment preparation, and feedback to students
during their participation in the program. For this
reason, it is important students keep in touch with their
Co-op Coordinator on an ongoing basis. Coordinators
can assist students with their job search, cover letters,
resumes and interview skills. Contact your Coordinator
to book an appointment.

To remain in the program, students must meet the
co-0p program continuance requirements. https://

OCT/FEB/JUN

DEC/MAY/AUGUST


/calendar/current/General/COOP.htm
/calendar/current/General/COOP.htm

How to apply to the Co-op Program

(Application timeline)

_ Applications accepted 3 times a year
September - Fall Semester
January - Winter Semester
May - Summer Semester

* Deadline to Apply: https://www.ufv.ca/jobs/co-operative-education/
** Check eligibility requirements: https://www.ufv.ca/calendar/current/General/COOP.htm

** Now you will UHFHLYH D OHWWHU IURP WKH &R RS 23-FH to apply for your Co-op Work Permit


/jobs/co-operative-education/
/calendar/current/General/COOP.htm

APPLYING TO
CO-OP

COMMUNICATIONS

The Co-op Ed occe will send all oGcial email messages
to your UFV Email Account. The Co-op occe will also
only respond to inquiries sent from your student
account. it is your responsibility to check your email
account on a regular basis.

Keep you phone number in CareerLink up to date.
This is how your co-op coordinator will contact you on
behalf of the employer

APPLYING TO CO-OP

The Co-operative Education oGce holds online

co-op information sessions at the beginning of every
semester. Students are encouraged to attend an online
co-op information session and apply to the co-op
program as soon as the admission requirements are
met. {deally students should apply after their second
semester at UFV and no later than two semesters
before the planned graduation.

Students fulplling the admission requirements must
complete an online application form through the Centre
for Experiential and Career Educationis (CECE) online
CareerLink system. At the time of application students
must also upload an unoccial transcript and a resume.

Applications are accepted in the Fall, Winter, and
Summer semesters. Deadlines are posted on the co-op
website. Visit the website for details ufv.ca/jobs

All Canadian citizens, permanent residents, and
international students holding a valid study permit are
eligible to apply to the Co-operative Education program.

Be enrolled full-time and remain enrolled full-
time in one of the academic programs listed in
the academic calendar ufv.ca/calendar/current/
General/COOP.htm


http://ufv.ca/jobs
http://ufv.ca/calendar/current/General/COOP.htm
http://ufv.ca/calendar/current/General/COOP.htm
https://cewilcanada.ca/CEWIL/Resources/Employer-Community-Partners/Employer-Tool-Kit-Folder/Co-operative-Education
https://cewilcanada.ca/CEWIL/Resources/Employer-Community-Partners/Employer-Tool-Kit-Folder/Co-operative-Education
https://cewilcanada.ca/CEWIL/Resources/Employer-Community-Partners/Employer-Tool-Kit-Folder/Co-operative-Education
https://www.cewilcanada.ca/common/Uploaded%20files/Public%20Resources/CEWIL_Accreditation_Standards_and_Rationale_July_2018.pdf
https://www.cewilcanada.ca/common/Uploaded%20files/Public%20Resources/CEWIL_Accreditation_Standards_and_Rationale_July_2018.pdf
https://www.cewilcanada.ca/common/Uploaded%20files/Public%20Resources/CEWIL_Accreditation_Standards_and_Rationale_July_2018.pdf

APPLICATION PROCESS

CO-OP AND CAREER
EDUCATION COURSE


http://ufv.ca/jobs.
/jobs/co-operative-education/

STUDENT/COORDINATOR
ADVISORY MEETING

The meetings are held individually. Students must
complete the homework activities assigned before two
days prio to the meeting:

Signed copy of THE CO-OPERATIVE EDUCATION
AGREEMENT FOR STUDENTS.

e The Co-operative Education Agreement is part
of the Co-op and Career Education course and
students will be asked to read, and sign the
document at the end of the course. Students will
not be able to view job postings until the signed
agreement is returned to the Coordinator.

UNSUCCESSFUL CANDIDATES



https://www.canada.ca/en/employment-social-development/services/sin.html
https://www.canada.ca/en/employment-social-development/services/sin.html
http://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/work/intern.html
http://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/work/intern.html
http://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
http://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
https://am.ufv.ca/ramonline/Appointment?AGID=271&P=146&C=C&T=G&AU=1&AG=0&D=-5000ttp://international.ufv.ca/ current-students/info-sessions/
https://am.ufv.ca/ramonline/Appointment?AGID=271&P=146&C=C&T=G&AU=1&AG=0&D=-5000ttp://international.ufv.ca/ current-students/info-sessions/




Co-op job applications usually require three documents:
a position-specinc cover letter, a taylored resume, and
an unoccial academic transcript. The mandatory Co-op
and Career Education Course includes a section on
cover letter and resume. Additional resources can be
found on CareerLink under 3Resourcesj .

Submit a cover letter and resume by the deadline
indicated on the job posting. Co-op job postings
usually require you to apply via CareerLink or indicated
in the job posting. Consequently, you must upload

the required documents into CareerLink (refer to
Application Process on page 3)

You can apply to as many jobs that interest you in your
area of study. f successful, you must be willing to work
wherever the job requires, and at the oFered rate of
pay. Applications are stored in your account. in some
cases, you may be required to apply on the company
website with the link provided in the posting. Un this
case, we ask that you upload a copy of the application in
your CareerLink account.

JOB INTERVIEWS

Students who pass the primary selection in the

job application process are invited to an interview.
Employers inform the Co-op Ed oGce which students
they want to interview. The Co-op Ed oGce will then set
up an interview date, time, and location.

The mandatory Co-op and Career Education Course is
designed to teach students successful interviewing
techniques. Additional resources can be found on the
Centre for Experiential and Career Education website.

Note the standard hiring communications procedure:

After the deadline: An employer will only contact
the Co-op Ed oGce/the applicant if the candidate
has passed the primary selection and is invited to an
interview. Consequently, if your application has been
unsuccessful, you will not be notiped.

JOB OFFER

Job oFers from employers to students must be in
writing and contain the following:

1. A brief job description outlining the main job duties
2. Worksite address
3. Working hours

4. An assurance of a minimum employment of 420
hours for the work term

5. Salary details

The employer sends the work contract to the Co-op Ed
oGce; the Co-op Ed occe informs the co-op student of
the job oFer; the co-op student reviews the work
contract and signs a letter of acceptance, which is then
sent back to the employer.

Students are expected to accept co-op job oFers on a
nrst-come nrst-serve basis. If a student has a concern
about a co-op job oFer, they must discuss this with
their co-op coordinator immediately. if a student
decides to drop out of a competition before an oFer
has been made, the student must inform their Co-op
Coordinator immediately.

The employer, The Co-op Ed oGce, and the wCo-op
student will all hold a copy of the work contract.
Students must provide the Co-op Ed oGce with a copy
of their work contract.

Once you have accepted a Co-op job oFer from an
employer all outstanding applications to co-op posi-
tions will be withdrawn. Accepting a job ofer means
committing to the job; consequently, once you have
accepted a position, you must not seek alternative
co-op employment. Furthermore, you cannot combine
a Co-op work term and a work-study position.



While on a Co-op work term, full-time student status is
maintained. However, students are reminded that they
are not guaranteed a Co-op work term for the semester
they wish to work.

To ensure full-time student status in the event that

a student does NOT secure a co-op work term, it is
recommended that students register for courses
following the usual deadlines. if a student does secure
co-op employment thereafter, they may drop the
courses in which they registered with no penalty.

Students may only drop courses without penalty if they
are placed in an approved co-op work term.

The complete original text from The Co-operative
Education and Work-Integrated Learning Canada:
Recruiting Ethics http://cewilcanada.ca/common/
Uploaded%20fles/Public%20Resources/
RecruitingEthics.pdf

3The successful recruitment of co-operative education
students depends upon the collective activities of


 http://cewilcanada.ca/common/Uploaded%20files/Public%20Resources/RecruitingEthics.pdf
 http://cewilcanada.ca/common/Uploaded%20files/Public%20Resources/RecruitingEthics.pdf
 http://cewilcanada.ca/common/Uploaded%20files/Public%20Resources/RecruitingEthics.pdf

THE CO-OP
WORK TERM

After you have accepted the co-op job oFer, the Co-op
Ed OGce will authorize the Admissions and Records
0Gce to accept your registration for the relevant co-
op work term. The Co-op oGce will email the course
registration number (CRN) to your UFV student email
address.

You may register through MyUFV until the day classes
start. Once classes have started, you must register in
person or by phone. https://www.ufv.ca/registration/
deadlines/

Additional, semester-based fees may apply. For de-
tails in regard to co-op tuition fees, please refer to the
Academic Calendar. https://www.ufv.ca/calendar/cur-
rent/General/COOP.htm

For Co-op work terms, upon registration you must
withdraw from any academic courses have already
registered in. Prepaid course fees will be applied toward
your co-op tuition. in consultation with your Co-op
Co-ordinator, you may register in one academic course
provided this course will not interfere with your work
duties.

if you are unable to pay your tuition fees you must con-
tact the Department for Financial Aid and Awards and
arrange for a tuition deferral. ufv.ca/fneaid/

Co-op students on a co-op work term that have not
registered by the fee payment deadline will be regis-
tered by the Co-operative Education oGce. They will be
required to meet with their co-op co-ordinator.


 /calendar/current/General/COOP.htm
 /calendar/current/General/COOP.htm
/fineaid/










PROJECT APPROVAL AND
FINAL EVALUATION

Work terms reports will be evaluated according to the
following criteria:

1. Content: Relevance to the discussion topic; length.

2. Organization: Clear introduction; setting out the
central topic(s) or question(s); systematic exposition
of ideas; conclusion.

3. Critical renection: There should be good evidence
of renection of the experience. You are expected
to demonstrate insights and awareness of what
knowledge you contributed to the work term
(academic courses, projects, lab experience etc.),
and how the experience has helped you to develop
knowlwedge and competencies.

4. Next Steps: Explain any gaps in your knowledge/
skills and what future experience (courses,
certipcates, work experience, projects) you need in
order to achieve your career goals.

5. Quality of writing: Style: grammar, literacy;
intelligibility of expression.

FINAL PERFORMANCE
EVALUATION BY SUPERVISOR

The work place supervisor will be evaluating the
studentlis performance at the end of their co-op work
term. Students will receive the Employer Evaluation
form and submit it to their supervisor. The student
should meet with the supervisor to discuss the
outcome of the evaluation.

Upon both parties agreeing on the contents, the form
must be signed by the supervisor and the student. The
form must be submitted by the last Monday of the last
month of the work term.

RESIGNATION OR TERMINATION

Uif a student considers resigning from a co-op posi-
tion, the student must consult with the appropriate
Co-op Coordinator BEFORE taking action. The Co-op
Coordinator will then review the employment situation
and determine appropriate action.

if the employer terminates the employment contract
prematurely, the student must inform their Coordinator
immediately. The Co-op Coordinator will then review
the circumstances surrounding the termination and
determine appropriate action.

Failure to inform the Co-op oGce may result in the
studentis expulsion from the Co-op Ed program.

CREDITS AND GRADUATION

Each completed full-time Co-op work term is worth
six credits. To determine if you Co-op credits count
towards your academic requirements, please consult
your academic advisor.

The Co-operative Education degree designhation
requires the completion of a minimum of 2 full-time
work terms for diploma and 3 full-time work terms
for degree programs. The co-op degree designation
displayed as



WHERE ARE CO-OP JOBS USUALLY LOCATED?

Co-op jobs may be available as close as the UFV
campus or across Canada,; it depends on your neld of
study, your interests, and your sense of adventure.
Most students are placed in the Fraser Valley and within
the Metro Vancouver area.

Please refer to the Academic Calendar. Fees are payable
at the beginning of each work term and are subject
to change.

HOW DO | SIGN UP FOR CO-OP ED?

You can apply to the Co-op Ed program any time.
However, applications are only reviewed after the appli-
cation deadlines on the last Monday of the month in
September, January, and May every year.

WHY DO | HAVE TO PAY TUITION FEES


/fineaid/

HOW MANY WORK TERMS CAN | TAKE IN
A ROW?

The maximum number of consecutive full-time work
terms you can take is four (16 months) as long as two
are in the summer.

HOW MANY WORK TERMS CAN | TAKE
ALL TOGETHER?

The maximum number of work terms a degree co-op


/registrar/records/tax-receipts/#:~:text=A%20T2202%20Tuition%20and%20Enrolment,%2D%20or%20part%2Dtime%20studies.
/registrar/records/tax-receipts/#:~:text=A%20T2202%20Tuition%20and%20Enrolment,%2D%20or%20part%2Dtime%20studies.

CONTACT US IMPORTANT

EXTERNAL
LINKS

UFV Calendar:
www.ufv.ca/calendar/current/

UFV Financial Aid and Awards:
www.ufv.ca/fneaid/

UFV Important Dates ad Deadlines:
www.ufv.ca/registration/deadlines/

UFV Information Technology Services:

https://itservicedesk.ufv.ca/TDClient/52/
ITServicesPortal/

UFV MyUFV:
my.ufv.ca

Medical Service Plan (MSP) or BC Resident:
www2.gov.bc.ca/gov/content/health/
health-drug-coverage/msp/bc-residents

Social Insurance Number:

LEGAL
DISCLAIMER

This webpage contains external links. External links are
labeled and are provided for the convenience of the
user. Please note that the Co-op Ed oGce is not
responsible for the contents of external webpages.

The Co-operative Education Handbook for Students

is not intended as a legally binding document, nor is

it intended to abridge any rights or responsibilities
established by law or the over-riding jurisdiction of the
University of the Fraser Valley Board of Governors and
the Ministry of Advanced Education. The UFV Co-op
Ed oGce reserves the right to change any provision or
requirement at any time.


http://www.ufv.ca/calendar/current/ 
http://www.ufv.ca/fineaid/
http://www.ufv.ca/registration/deadlines/
https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Home/
https://itservicedesk.ufv.ca/TDClient/52/ITServicesPortal/Home/
http://my.ufv.ca
http://www2.gov.bc.ca/gov/content/health/health-drug-coverage/msp/bc-residents
http://www2.gov.bc.ca/gov/content/health/health-drug-coverage/msp/bc-residents
http://www.canada.ca/en/employment-social-development/services/sin.html
http://www.canada.ca/en/employment-social-development/services/sin.html
http://ufv-csm.symplicity.com/students/
http://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/work.html
http://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/work.html

THE CO-OPERATIVE EDUCATION
AGREEMENT FOR STUDENTS

NAME: STUDENT NUMBER:

This agreement outlines the principal terms and conditions governing students enrolled in the Co-operative
Education Program at the University of the Fraser Valley. (t is consistent with the accreditation standards outlined
by the Co-operative Education and Work-lIntegrated Learning Canada (CEWIL).

| understand:

1. Admittance into the program requires the successful completion of the Co-op and Career Education Course
and the student/coordinator advisory meeting.

2. Participation requires active job search through CareerLink, the Centre for Experiential and Career Educationis
online database, the preparation of job application documents, attendance at job interviews, completion of
work terms in accordance with university regulations and the work contract, acceptable employer evaluations,
and the punctual and satisfactory completion of work term reports.

3. All co-op students must obtain a Social iInsurance Number from Service Canada and coverage through the




