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To:
COOP Employer
From:
Monterey Peninsula College


Cooperative Work Experience Education Office
Re:
Employer/Supervisor COOP Program Letter of Understanding
The employee delivering this letter to you has demonstrated an interest in improving job skills by enrolling in the Cooperative Work Experience Education (COOP) program at Monterey Peninsula College.  The purpose of our program is to encourage students to seek new or expanded learning opportunities on their jobs that will make them more efficient, valuable employees.  Through COOP students have opportunities to utilize many of the skills learned in the classroom.  The program gives you, the employer, the opportunity to make a contribution to your employee’s college education in a way that will directly benefit you and your organization.

In order for this contribution to be documented for college credit, workplace-learning objectives must be written at the beginning of the term.  Workplace learning objectives are skill- or project-based learning opportunities that take place on the job during the normal work schedule.  The objectives should involve new or expanded responsibilities for your employee and must be briefly documented on a form entitled “Cooperative Work Experience Education Agreement,” which the student will provide.  We are asking you to participate with your employee in selecting meaningful objectives.  This is an opportunity to encourage your employee to develop new skills that may be valuable to your organization.

Your partnership in this program is critical.  Your assessment of progress makes up 25% of the student’s grade.  Recognizing your time is as valuable as your involvement, we have streamlined your required participation.  The following activities summarize your important contributions to this program:

· At the beginning of the term 
· Sign and return the attached “Acknowledgement Statement” to your student/employee.
· Collaborate with the student/employee to develop objectives/projects, sign and date the “Cooperative Work Experience Education Agreement” form.
· During the term
· Meet with the faculty advisor, at your facility, to briefly discuss the student/employee’s progress.  The meeting will take no more than 15 to 30 minutes.  Also, verify the student/employee’s work hours throughout the semester.

· By the end of the term or upon completion of the projects
· Rate the project accomplishments, verify the number of hours worked, and again date and sign the “end-of-term evaluation” on the “Cooperative Work Experience Education Agreement” form.
We look forward to working with you as a supervisor with the Work Experience Program.  Please call me at (831) 646-4074 or email me at kclark@mpc.edu if you have any questions about our program.  Your suggestions are welcomed.

Respectfully,

Kathleen Clark, COOP Instructor/Program Coordinator
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Employer’s COOP Program Acknowledgement Statement

I have read the attached Employer/Supervisor COOP Program Letter of Understanding.  This employee’s job/internship complies with all federal and state employment regulations and offers a reasonable probability of continuous work during the current term.  

I am willing to serve as a COOP work supervisor by providing the supervision and guidance necessary to ensure the maximum educational benefit from this work experience.  

	Student/Employee’s Name:  ____________________________________________


Please Print
Company/Organization Name:  ____________________________________________




Please Print
Physical Address of Company/Supervisor:  ____________________________________________





     Please Print
Employer/Supervisor Name: ____________________________________________




Please Print
Employer/Supervisor Phone & Email Address: ____________________/________________________


Please Print
Estimate of Student/Employee’s Average Hours of Work per Week:  __________

Employer/Supervisor Signature:  __________________________________  Date:  _______________




MPC does not discriminate on the basis of ethnic group identification, race, color, national origin, religion, sex (including sexual harassment), sexual orientation, handicap (or disability), or age in any of its policies, procedures, or practices, in compliance with Title VI of the Civil Rights Act of 1964 pertaining to race, color and national origin and Title IX of the Educational Amendments of 1972; section 504 of the Rehabilitation Act of 1973 and the American Disabilities Act of 1975, pertaining to age.  Limited English language skills will not be a barrier to admission to and participation in vocational education programs.

