
   

 

  Mount St. Joseph University 

   Career & Experiential Education Center 
   Cooperative Education (Co-op) 

  Credits: Variable credit option 0-3 credits 

 

 

Course Description:   

Cooperative education (co-op) is a professional work experience related to a student’s major or career 

path in which a student works at least 15 hours per week while obtaining academic credit. 

 

Prerequisites:  

 Sophomore level or above with a declared major 

 Complete the CED 220 Foundations of Professionalism course 

 Maintain a minimum 2.5 GPA 

 Be available to devote at least 15 hours per week, during traditional business hours (Mon. – Fri., 

8a.m. – 5p.m.) to a co-op position 

 

Learning Outcomes: 

1.   Identify and describe how the knowledge and skills gained from classroom 

 learning has been applicable to the co-op position. (Critical Thinking, Integrative Learning) 

2.     Identify strengths and areas of improvement in fulfilling your role as a co-op. 

 (Critical Thinking, Integrative Learning) 

3.   Demonstrate an understanding of concepts of professionalism in the work place. 

 (Critical Thinking, Integrative Learning) 

4. Demonstrate the ability to communicate effective with the co-op coordinator, employer, and 

faculty. (Communication, Integrative Learning) 

 

Special Accommodations: 

Contact the co-op coordinator early in the semester with any specific physical, psychological, or 

learning disabilities. Students must make an appointment with the Director of the Learning Center 

to determine how the university can best accommodate the student’s needs. Additional information 

can be found at http://www.msj.edu/academics/disability-services/. 

 

Registration:   

It is mandatory to register each semester a student co-ops. Co-op is an academic course, so it must be 

added to a student’s schedule/transcript. Co-op can be taken for 0-3 credit hours.  The number of 

credit hours is not dependent on the number of hours worked at the co-op position, it is dependent on 

the student’s schedule and/or major requirements. The co-op coordinator is to be contacted regarding 

number of credits taken for co-op in order for the student to be authorized to register. Note: If co-op 

is taken for 1-3 credits in the summer, the student will pay tuition cost per credit hour. There is a $30 

administrative fee for co-op in all semesters.  CED 394 is the course code associated with taking co-

op for 0 credits.  Co-op for credit will be listed as major course code 396 (example: COM 396, would 

be a communications major taking co-op for credit).  The CEEC reserves the right to register the 

student for the 0 credit option.  

 

Semester Policies: 

Information regarding semester policies and drop dates for the current semester can be found at: 

https://mymount.msj.edu/ICS/MSJAcademics/Catalogs.jnz?portlet=Semester_Policies. 

Withdrawing from co-op after the drop date will result in a ‘W’ on the student’s transcript. 

http://www.msj.edu/academics/disability-services/
https://mymount.msj.edu/ICS/MSJAcademics/Catalogs.jnz?portlet=Semester_Policies


 

 

Co-op Assignments:  

1. Report a Co-op 

 This is an electronic form located on the left hand side of the MountConnect home page 

(accessed through myMount) which details: organization name, position title, term, start date 

and end date, wage, estimated hours worked per week, supervisor name/title/contact 

information, organization address, co-op course code, number of credit hours, learning 

objectives, job duties/tasks/assignments, and fit to major and/or career path. 

 Student will electronically sign this form and then it will automatically be sent to the linked 

supervisor and faculty coordinator to be approved electronically.   

2. Final Student Reflection 

 A link to the reflection will be emailed to student during the last 4 weeks of the semester and 

will also be located on the left hand side of the MountConnect home page (accessed through 

myMount). 

 Student will be asked to reflect on the supervision they received, the learning objectives from 

their Report a Co-op, application of classroom learning, demonstrated strengths, skill 

development, and co-op continuation plans. 

 There is a 500 word minimum when reflecting on application of classroom learning. 

3. Faculty Site Visit 

 Student is responsible to coordinate a face to face, on-site meeting with their co-op site 

supervisor and their faculty coordinator. Faculty coordinators will be assigned at the 

beginning of the semester. 

 This is a 20-30 minute meeting to discuss overall performance, progress and learning in the 

co-op experience.   

 Contact co-op coordinator if unable to reach faculty coordinator.  

   

Due Dates:   

Registration for co-op course No later than February 12th  

Report a Co-op No later than February 26th  

Final Student Reflection Last four weeks of the semester, No later 

than April 29th   

Faculty Site Visit Last four weeks of the semester, No later 

than April 29th   

 

Grading:  

A Pass/Fail grade will be assigned to the student by the co-op coordinator, the co-op student will be 

assessed on: 

 Completion of Report a Co-op  

 Final Student Reflection         

 Coordinating the Faculty site visit  

 Faculty Evaluation  

 Employer Evaluation  

 

If a student is removed for cause by the employer during the semester, the student will fail the 

course and will not be permitted to enroll in co-op during future semesters.  Students who earn a 

failing grade due to incomplete assignments may result in removal from the co-op program and will 

require approval to co-op in the future.  

 

Students must adhere to the Cooperative Education Standards of Professional Conduct, which 

can be found here.  

https://mymount.msj.edu/ICS/Mount_Community/Mount_Groups/Cooperative_Education/Cooperative_Education.jnz?portlet=Co-op_Standards_of_Professional_Conduct

