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Introduction

Welcome to the Nicola Valley Institute of
Technology (NVIT) Co-operative Education
Program! This handbook is intended to

provide employers with information about the
partnership between themselves, students and

NVIT. The commitment of NVIT staff and faculty
to Co-op is a reflection of NVIT’s overall vision,
mission, values and strategic direction.

CO-OPERATIVE EDUCATION

NVIT's Co-operative Education department is committed to assisting students
gaining relevant industry work experience and in achieving career success. Students
are eager to learn, help and grow your business! We sincerely thank all of the
employers who have decided to participate as partners and co-educators in NVIT's
Co-operative Education program. Your commitment in assisting students to achieve
learning outcomes in the work place is much appreciated by all involved!

Co-operative education blends on-campus learning with practical applied learning.
We link highly motivated students with employers in various fields. Co-op students
have the opportunity to alternate their study terms with paid, monitored work
terms in industry, nonprofit, private business, and public sector organizations.
Co-op is a flexible, cost-effective partnership between employers, educators and
students.

Typically, Co-op work terms are 4, 8 or 12 months of full-time, paid employment
beginning in May, September or January. Our Co-op coordinators assist
organizations with finding the most suitable candidate for a work term. They will
post your position, organize and host multiple forms of interviews, assist with
follow-up and offers of employment.
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Benefits of Co-op
for Employers

Employers have found Co-op to be an effective
recruiting model, providing many benefits to
their organization!

Reduced Recruitment and Hiring Costs

- Employers enjoy access to a year-round
supply of highly motivated and capable
students from many different disciplines to
perform specific tasks or projects.

« Employers can select from a group of
applicants who have already met above-
average academic requirements and have
completed some post-secondary training, :
as well as some preparation for operating
effectively in the workplace.

« Students can be employed for work terms of
4, 8, or 12 months and, depending on their
academic schedule, may be available for
2 to 4 consecutive work terms.

« Employers have a cost-effective means of
evaluating future employees — an extended
interview.

Effective Human Resource Management

«  Employers can meet short-term needs due
to vacation schedules, transfers, promotions,
training commitments, peak workloads, or
special projects by hiring co-op students.

« Employers have the ability to increase
the effective utilization of permanent
employees and an opportunity for employee
development in the area of co-op student
supervision.

Co-op students bring enthusiasm and a host
of new ideas and approaches that can have a
positive effect in the workplace.

Investing in Our Future

Employers share in the training and
development of our students to help them
become productive members of society and
potential leaders.

Employers provide learning opportunities
beyond the bounds of the classroom.
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EMPLOYER RESPONSIBILITIES

Hiring a Co-op student does not require much more work on
the employer’s behalf than hiring a non-Co-op student. Added
responsibilities include:

« Completing an evaluation of the student’s work term

« Participating in a site visit by a Co-op education coordinator
around the middle of the student’s work term

« Applying for wage subsidy funding, if available.
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Employer/Employee Relationship

For a Co-op work term to be successful, both the supervisor and the
student must establish an effective working relationship. In most
placements, the student becomes an employee of the organization and
is expected to be treated like any other temporary employee regarding
benefits and other employment requirements as defined by the
Employment Standards Act or a Collective Agreement. Consequently, the
employer assumes responsibility for the student as they would for any
other employee during the Co-op employment period, and the student
accepts the responsibilities of an employee.

In order to increase the student’s productivity and facilitate learning for
a successful work term, we recommend that employers:

« Advise the student with regard to all issues of confidentiality in
the workplace and ensure that any non-disclosure agreements are
signed prior to the commencement of work;

« Prepare the student’s co-workers and other staff for the arrival of
the student;

« Provide the student with an orientation to the workplace,
including an overview of the organization (e.g., mission statement,
products, etc.), the physical layout, relevant personnel, safety
practices, and the duties or tasks expected during the work term;

« Provide a supervisor for the Co-op student who will oversee the
student’s work and discuss expectations for the work term with
the student and, on a regular basis, give the student feedback on
how he/she is doing, including areas of strength and areas which
require improvement.
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Assist students to set realistic learning
objectives and provide relevant learning
opportunities;

Acquaint the student with relevant
resources and materials.

Participate in the work-site visit or follow-
up measures by the institution to assess
the student’s progress and performance;
Complete a final evaluation of the
student’s performance during the work
term, which they are encouraged to
discuss with the student;

Discuss with the student the topic of the
work term report and, if necessary, may be
required to evaluate the work term report
if considered confidential.
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WAGE SUBSIDIES

Wage subsidy programs provide temporary wage subsidies to employers who hire and provide
work experience and skills enhancement of eligible program candidates. To be eligible for a
wage subsidy program, BC employers typically must meet the following criteria:

Be a registered business with a legal business name and number
« Have been in business for at least one year
Have an open position that is normally part of ongoing business operations
Confirm that the client would not have been hired without a wage subsidy
- Offer a full-time position (minimum of 35 hours per week)
Offer the likelihood of long-term employment
Pay a reasonable, competitive wage
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Where to get funding?

Considering hiring a Co-op student for your organization? Both the Provincial and Federal
governments have a commitment to encourage opportunities for Co-operative Education and
Work Integrated Learning and you may be eligible for a subsidy.

ACE-WIL

Association for Co-operative Education and
Work-Integrated Learning BC/Yukon (ACE-WIL)
maintains a website of current wage subsidy
opportunities. ACE WIL Funding

Student Work Placement Program (SWPP)

The Student Work Placement Program provides
post-secondary students in science, technology,
engineering, math (STEM), and business
programs across Canada with paid work
experience related to their field of study.

Employment and Social Development Canada
works with Employer Delivery Partners. These
partners are recognized associations and
organizations that represent the interests of
employers across various industries.

They work with businesses and post-secondary
education institutions to:

« Provide wage subsidies to employers that
offer quality student work placements; and

« Create partnerships with colleges,
universities, polytechnics and CEGEPs to
recruit students for these placements.

How much you can get:
+ Up to $5,000 for every student you hire
through the program
+ Up to $7,500 for every student you hire
that is in their first year or is from an
underrepresented group including:
« Women in STEM
« Persons with disabilities
- Newcomers
« Indigenous students

NVIT Grants

NVIT has secured funding through the RBC
Future Launch Program, which will enable NVIT
to offer eligible employers the opportunity to
apply for a grant to help offset costs associated
with hiring an NVIT Co-operative Education
student. This grant is a financial incentive
designed to encourage small businesses

and non-profits to hire a Co-op student if

they cannot access funding from a federal or
provincial program.

The NVIT Employer Grant for Co-op students

is partially funded by the RBC Foundation, in
support of RBC Future Launch, a commitment to
helping young Canadians prepare for the jobs of
tomorrow.

Employers must meet the following criteria to

be eligible for the grant.

« Have a business registration number;

« Proof of comprehensive liability insurance;

« Must not be eligible for other wage subsidies
or grants.

Please submit your application directly to

the NVIT Co-operative Education Coordinator.
Applications will be reviewed on a first-come,
first-served basis. If the employer’s application
is approved, a cheque will be issued before the
end of the student’s work term.
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FREQUENTLY ASKED QUESTIONS

Student Availability

Students are available for work placements throughout the year. Employers may submit job
postings year-round. Employers can submit job listings directly to the Co-op Coordinator, Beverly
Currie-Mclean, at bcurriemclean@nvit.ca. You may also visit the national portal at OQutcome
Campus Connect.

The Hiring Process
The Co-op placement process is administered through the Co-op Education Department.

1. Employers submit their job descriptions to 5. Staff will then assist with the necessary

the Co-op Coordinator. interview arrangements. NVIT can also
arrange recruitment facilities for the
employer on campus and can organize
telephone interviews or video conferencing
for non-local employers.

2. Co-op students view employer postings.

3. Staff forward the resumes, cover letters, and
other requested documents of interested
students to the employers.

4. Employers then shortlist the students they
wish to interview.
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Placement Process

Upon completion of the interviews, employers
are asked to inform the Co-op Coordinator of

their hiring choice(s). The Co-op Coordinator will

then confirm acceptance with both the student
and the employer.

Acceptance of Offer

NVIT requests that the employer provide

an offer that includes salary, start and end
dates, and any other relevant conditions of
employment. We also ask that the students
respond to the employer within a twenty-four-
hour period.

Student Job Development

If employers have not previously employed Co-
op students, we recommend that they contact
the Co-op Coordinator to discuss the position
and hiring procedures.

The Responsibility for Securing
a Work Placement

It is the goal of NVIT’'s Co-op Program to make
the work placement period as structured,
engaging, and relevant as possible. To this
end, Co-op Coordinators will assist students
in finding appropriate work placements and
monitor the students’ progress on the job.

Co-op Coordinators assist in identifying work
experience opportunities for the students, but
ultimately, it is the responsibility of the student
to work with their Co-op Coordinator to find a
meaningful work experience.

Evaluation/Grading/Employer Feedback

NVIT establishes formal feedback tools and
methods during the work term involving

the student, the Co-op Coordinator, and the
employer. This is necessary to ensure that

the learning needs and expectations of both
employers and students are met. Ultimately, but
not necessarily, work term experience should
complement the curriculum content of the
program in which the student is enrolled.

Formal feedback mechanisms include:

+ On-site visits (wherever possible) are
arranged by the Co-op student and the Co-
op Coordinator. On-site visits may also be
conducted by phone or video conferencing.
These are normally done once per work
term to review the student’s performance
and progress. On-site visits may include
discussions with the student and the
employer regarding learning outcomes,
performance, and job satisfaction.

«  Written work term reports are required from
students for each work experience. The
evaluation of the work term report forms
an integral part of the student’s work term
course grade.

« At the end of each work term, the supervisor
is asked to complete the Employer’s
Evaluation of the Co-op Student’s
Performance form provided by the Co-op
Coordinator.
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The Work Term Report

Co-op students are required to submit a
satisfactory work term report for each work
experience, which is forwarded to the Co-op
Coordinator for review and grading. The purpose
of the report is for the student to reflect upon
and describe the knowledge, skills, and learning
outcomes that they have gained from their

work experience. It is also an educational tool
for students to further develop their analytical,
reporting, and writing abilities.

All Co-op students are issued work report
guidelines prior to the commencement of
their work term. Students are encouraged to
discuss the work term report with their Co-op
Coordinator and their employer during their
work term. The work term report may take

a non-traditional form, such as a video or
PowerPoint presentation.

Confidentiality

NVIT expects that employers will make Co-op
students aware of company policies regarding
confidentiality. Authorization from the employer
may be required for the release of information
by the student in their work term report.
Students should consult with their employer or
supervisor about the proprietary nature of any
information used in their work term reports.

Employers are encouraged to review the
work term report and either sign off on it or
refuse the release of confidential information
as appropriate. If the employer deems the
content of the work report confidential, the
Co-op Coordinator can, upon request, initiate
procedures for the employer to evaluate the
work report.




General Information
and Workplace Issues

Salaries and Benefits

The salary paid by the employer will be

within the standards for the industry and
commensurate with the student’s skills and
abilities. Salaries are generally set by the
employer within the pay structure of that
organization. Co-op Coordinators are able to
provide current wage ranges for their respective
Co-op programs. Benefits are the responsibility
of the employer and will be provided in
accordance with the terms of the Employment
Standards Act and /or relevant Collective
Agreements.

Work Term Duration

For most students the Co-op work term is
approximately four months in length.

Subsequent Work Terms

Co-op program students have the option of
completing a second work term, immediately
following the first. Often students in their
second concurrent work term are given
increased responsibilities and their salaries may
be adjusted accordingly.

Evaluation of the Work Term

All Co-op students and their employers are
visited whenever possible during each work
term. At the end of each work term, the
supervisor is asked to complete the Employer’s
Evaluation of the Co-op Students Performance
form provided by the Co-op Coordinator.

Challenges at the Workplace

Should any circumstance arise during the

work term, (behaviour problems or medical
emergencies) employers will immediately
contact the Co-op Coordinator who will help

to facilitate a resolution. Should an employer
consider dismissing a Co-op student, they are
required to immediately consult to consult with
the Co-op Coordinator as early as possible to
discuss their concerns.

Lay-offs and Strikes

If employers foresee a lay-off or strike that
will directly affect the Co-op student will
immediately notify the Co-op Coordinator as
soon as possible.
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Interested in Contact: Beverly Currie-Mclean
participating? bcurriemclean@nvit.ca
Office: 250-378-3384

Experience

The NVIT
Difference

FOLLOW US ON SOCIAL MEDIA
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nvit.ca




