Cooperative Work Experience/Internship Program

Employer Handbook

Allan Hancock College ● 800 South College Drive ● Santa Maria, CA 93454-6399

Mission Statement
Allan Hancock College provides quality educational opportunities that enhance student learning and
the creative, intellectual, cultural, and economic vitality of our diverse community.

Vision Statement
Allan Hancock College will be the recognized leader in student success through excellence in
teaching, learning, and services in an environment of mutual respect.

Allan Hancock College’s
Six Factors for Student Success
Directed:

Students have a goal and know how to achieve it.

Focused:

Students stay on track, keeping their eyes on the prize.

Nurtured:

Students feel somebody wants them to succeed and helps them achieve.

Engaged:

Students actively participate in class and campus activities.

Connected: Students feel like they are part of the college community.
Valued:

Students’ skills, talents, abilities and experiences are recognized by
others; they have opportunities to contribute on campus and feel their
contributions are appreciated.
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Overview - Cooperative Work Experience/Internship
W hat is Cooperative W ork Experience?
Cooperative Work Experience Education is a work-based learning program in which employees or volunteer workers
earn college credit for what they learn on the job.
Any employee or volunteer, whether a trainee or long-time, experienced worker, can earn up to 4 units in one
semester, and can earn a total of 16 units of degree applicable college units that transfer to 4-year universities.
Units are awarded based on the completion of learning objectives that have specific and measureable outcomes.
Learning objectives are created by the college instructor, employee/student, and employer working cooperatively.
The learning objectives must be appropriate for the job, meet the needs of the employer, and meet the
requirements of a college-level learning experience. Learning objectives can be selected from pre-written learning
objective (determined by individual college programs) or unique learning objectives written specifically for the job
and the employee.
The typical CWE student is an employee who enrolls in CWE and then meets with the supervisor to enlist the
supervisor’s involvement and to discuss potential learning objectives. This benefits the student by earning them
college credit; it also benefits the employer by having a more capable and versatile employee. There are other
benefits, as well…

Value to Students
•
•
•
•
•
•
•
•
•
•

An internship provides students an opportunity to make informed decisions about their career.
Provides opportunity to use the knowledge gained in the classroom and relate it, with hands-on experience,
to the real world.
Produces a specific, measurable evaluation of work related skills and abilities.
Increases the potential to advance by improving skills.
Provides opportunities and contacts for permanent employment.
Students who complete an internship often do significantly better in both salary and opportunities after
graduation.
Will continue to learn or improve employment skills under actual working conditions.
Students build self-identify and confidence as a worker through individualized attention.
Equips the student with knowledge and attitudes necessary for successful job performance by learning the
different behaviors, roles, skills and expectations of the working world.
Provides experience that can be included on the resume.

Value to Em ployers
•
•
•
•
•
•
•

An internship allows an employer to assess the intern as a potential employee, without obligation of hiring
the intern.
Provides an avenue for hiring student employees who have a dedicated and proven interest in a particular
occupation.
Experiences lower recruiting and training costs. Nationally, more than 60 percent of Work Experience
students go to work permanently for their Work Experience employers after graduation.
Experiences less employee turnover since adjustments to the job can take place during the CWE activity.
CWE students are often more motivated, enthusiastic employees because their work is evaluated and
translated into college units.
Assists in the training of potential personnel in occupational and career fields.
Employers establish a cooperative relationship with the college, providing an opportunity to influence
vocational education and address industry training needs.
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Value to the College & Com m unity
•
•
•
•
•
•
•

CWE helps students become more effective productive workers.
The economy benefits from an increased number of skilled workers.
Students tend to remain in the community after graduation, creating a more stable work force.
Increases student motivation, retention, and future employment potential.
Provides faculty with current information on employment developments and trends through direct contact
with the industry and business community.
Promotes better school/community relations through a cooperative approach to education.
Provides the opportunity for faculty to interact with students on a one-on-one basis with greater flexibility
than the traditional classroom.

How CW E W orks
Students earn college credit by developing and achieving specific, college-level learning objectives related to their
jobs. These objectives are developed in cooperation with work site supervisors and with the support of college
faculty. The achievement of these objectives is evidence of the student’s attainment of new or improved
knowledge, skills and abilities.
To establish an objective, a student must answer the following in specific, measureable terms:
•
•
•
•

What am I (w/ approval of employer/supervisor) attempting to accomplish?
How will fulfillment of the objective be measured?
What specific steps need to be taken to accomplish the objective? (the learning process)
When will the objective be completed? (All objectives must be completed by or before the end of the
semester).

Each student is expected to have three college-level learning objectives. Each 75 hours (paid) or 60 hours
(volunteer) per semester qualifies the student for 1 unit. There are typically 3 sections a semester (17, 13 & 8
week terms).

Student Qualifications
There are no prerequisites or requirements for co-enrollment in other courses other than the specific CWE course.
Students can be volunteers or paid employees for both non-profit agencies and private employers. Self-employed
students can also qualify with appropriate supervision. Students must attend a mandatory CWE Orientation before
enrolling.

Em ployer Qualifications
Students can participate in CWE education with any employer, as long as the following conditions are met:
1. Qualified and adequate supervision must be provided.
2. Employers must be willing to sign a Jobsite Agreement (Refer to Appendix A).
3. Employers must be willing to assist students in developing work experience objectives, and must approve
the final draft of the objectives.
4. The supervisor must sign the time sheet provided by the CWE office (Refer to Appendix C).
5. The supervisor must meet with the CWE Instructor in person at least once at the beginning of the semester
and be willing to discuss the student’s progress in achieving the approved learning objectives ocassionaly
throughout the semester.
6. The supervisor must complete a mid-term and final evaluation of the student’s effort (see appendix).
7. If the student is an unpaid CWE student working for a private employer, the employer must meet pertinent
Fair Labor Standards Act criteria (Refer to Appendix K).
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Types of W ork Experience Education
General Work Experience (CWE 302):
This Work Experience course for students who are typically new to the work force and are intended to assist
students in acquiring desirable work habits, attitudes and career awareness. This is appropriate for supervised
employment extending classroom-based learning to an on-the-job learning environment not directly related to
student’s major. Maximum of 3 units per semester.
Occupational Work Experience (CWE 149):
This Work Experience course is appropriate for supervised employment, extending classroom-based learning to an
on-the-job learning environment relating to the student’s career and educational goals . To enroll in
Occupational Work Experience, students’ jobs must be in a specific discipline and the learning objectives must be
directly related to that discipline. Maximum of 4 units per semester.
Both CWE 302 and 149 work experiences improve the student’s basic work skills and professional competencies by
creating career awareness, improving work habits and fostering positive workplace attitudes.

I nternships
An internship is a variation of CWE that is college or employer initiated, and has predetermined learning objectives.
College Initiated Internships:
A specific program, typically a vocational certificate program, may offer a CWE course as a “field experience” in
order to provide students with the opportunity integrate classroom learning in a real-world work setting. Learning
objectives for the course, based on knowledge and skills learned in the classroom as well as the requirements of the
employer, are developed by discipline faculty in consultation with employers or an employer-based advisory
committee.
Employer Initiated Internships:
A directed program of work-based learning developed by an employer, or industry group, which wishes to be
involved in training the workforce, whether for existing positions, future positions, or to generally create a more
robust and effective workforce. Learning objectives that either relate to a specific place of employment or, more
broadly, to the industry, provide interns with skills and knowledge that are both immediately applicable as well as
transferable. Ideally, a “progressive learning plan” is also developed that organizes learning objectives into
beginning, intermediate, and advanced objectives. Interns can be a valuable addition to your team, injecting fresh
energy and creativity to the workplace. They bring enthusiasm and a “beginners mind” perspective to the job.
Mentoring employees/interns often creates opportunities for employers to re-examine policies, procedures and
attitudes when instructing or supervising interns.
Some employers have a “paid” intern job classification, in which case interns are employees and have all the rights
and responsibilities of an employee. However, many internships are “unpaid”. If the employer is a for-profit entity,
unpaid interns are not allowed to supplant a paid employee or otherwise occupy an essential position. The
internship in this situation must clearly be educational in nature. That’s not to say that the education is not
productive, but that it must clearly be for the benefit of the intern. Read more information on unpaid internships
and the Fair Labor Standards Act in this handbook.
Refer to Appendix K for the Fair Labor Standards Act Fact Sheet 71.
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Getting Started
Becoming a Work Experience Site
An employer automatically becomes a Work Experience Site when an employee enrolls in CWE. Of course, the
employer must agree to provide the employee/student with the support he/she needs to succeed in the program.
Refer to Appendix A for the Jobsite Agreement Form.
Many employers first learn about CWE when an employee/student enrolls in CWE. Upon completion of the
mandatory orientation and enrollment, students are required to complete a CWE Student Data Form which identifies
the employer, jobsite supervisor and associated contact information. Employers must agree to a jobsite visit by the
CWE instructor. Students will be required to help facilitate this meeting with their jobsite supervisor and CWE
instructor.
Employers who wish to receive CWE student referrals should contact the CWE office at 805-922-6966 ext. 3820.
Employers will be asked to complete the CWE/Internship Position Description form (refer to Appendix H). A
meeting will be scheduled for the purpose of providing a brief orientation to the program, and to determine the type
of student(s) who would best meet the needs of the individual organizations. The job will be posted on the
Career/Job Placement Center website and appropriate Allan Hancock College departments and faculty will be
notified of potential work experience opportunities for their students.

I nterested in Developing a CW E-Based I nternship P rogram ?
•
•
•
•
•

The CWE program will assist you in creating an Internship Education Program specific to your workplace,
helping assure that you are not in violation of labor laws regarding uncompensated employees (the Fair
Labor Standards Act).
A cooperative relationship between the College, the employer and the intern will maximize the educational
value of the internship to the intern and the productive value of the intern to the employer.
Allan Hancock College will market your workplace as an internship site and partner on our website, if
commitment extends to at least one semester a year. Refer to Appendix J for Letter of Agreement.
Allan Hancock College will ensure that internship opportunities are marketed to the appropriate faculty and
students.
Allan Hancock College will provide worker’s compensation and liability insurance for “Unpaid” interns
enrolled in the College’s CWE program.

Supervising the CW E Student
Orientation
It is very important that interns be warmly welcomed and introduced throughout your organization, just as you
would welcome a new full-time employee. Not only are interns new to your organization, in many cases, they are
new to the professional work world.
Many students are unfamiliar with the activities, environment and objectives of your organization. Even though
interns may be working part-time to support their education, these experiences don’t always expose them to
organizational politics, the need for confidentiality, the importance of teamwork, or the profit-making nature of
business. It is the orientation and training of the internship experience that emphasizes these issues and provides
information about the organization. The sooner your intern understands your organization and how it operates, the
sooner he or she can assume assigned responsibilities and contribute to your organization.
Students who are new to your workplace should receive a work site orientation (all students new to CWE will
receive a CWE course orientation provided by the instructor). The orientation can serve as one of the

required CW E learning objectives.
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You can help in this process by providing the following kinds of information about your site/organization:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

How did the organization start? Why?
What is unique about your product(s) or service(s)?
Who benefits from your product(s) or service(s)?
What are the organization’s current objectives?
How may the intern contribute to those objectives?
Is there any special, relevant jargon that should be made known?
What are the specific work standards and procedures?
When will the supervisor be accessible (days, times, duration) to the intern?
How should they process requests?
How do the mail and telephone systems work?
What are the approved forms for correspondence?
By what safety regulations must they abide?
What periodic forms or reports need to be completed?
Are there security or confidentiality issues of which the intern should be aware?

In an internship, having mutually agreeable goals among the business and student is essential. Students may
choose suitable internships on the basis of an organization’s pre-established goals. If the company or department
does not have pre-established internship goals, the student, the CWE Instructor and organization may work
together to articulate clear, measureable goals. Refer to Appendix F for Learning Objective Examples.
Refer to Appendix I for a Sample Orientation Checklist.

Establishing Objectives
Learning objectives are the focus of the student’s learning experience. Learning objectives are goals to be
accomplished within the Work Experience Term. Objectives are very specific, measurable, have defined goals and a
completion date. Three objectives are required of all CW E students. Based on the purpose of the objectives,
the degree of difficulty, and the student’s ambitions, additional objectives may be set.
A large part of the grade depends on the achievement of the objectives. Objectives must be done in cooperation
with the work site supervisor, and the support of college faculty. Student input is important and the following are
guidelines to help in establishing objectives:
1. Make sure each objective is achievable within the time frame of the Work Experience.
2. Make sure each objective is specific enough to be evaluated.
3. Objectives must involve new learning and/or expanded responsibilities, beyond those experienced in
previous employment or Work Experiences.
4. Make sure the objective is designed to meet particular needs.
To establish an objective, a student must answer the following questions in specific, measurable and attainable
terms:
•
•

What is the student attempting to accomplish? What does the student wish to learn, or in what way does
the student wish to improve? At the end of the semester, this is what the student will have attained. Start
with words like “The ability to…” or “The completion of…”
How will attainment of the objective be measured? What observable evidence will exist indicating that the
student has attained the objective? What is the “proof” the student accomplished what she or he set out to
do? If the objective is a behavioral one, e.g., “improve customer service skills”, then evidence of attainment
will be based on supervisor’s and co-workers’ observations.
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•

•

What is the learning process involved in accomplishing the objective? What is the actual “lesson plan”
involved in attaining the objective? What will be the student’s learning resources – books, videos, etc.?
Who will the student observe and who will coach the student? In what ways can the student practice skills
in order to develop proficiency?
When will the objective be completed? All objectives must be completed by or before the end of the term.

Objectives must be new or expanded job skills or knowledge, not routine tasks already mastered by the student.
One place to find objectives for current employees is in the most current employee evaluation (areas identified as
being in need of improvement). New employee orientations, especially when the student/employee is evaluated on
their attainment of new skills or knowledge as a result of the orientation, can also be an acceptable CWE objective.
In-service training or career advancement learning modules can also serve as the learning processes used to
accomplish the learning objectives.
The learning experience must also be considered “college level”. College level courses:
•
•
•
•

Place an emphasis on understanding and applying principles which enable students to adapt to new
situations.
Require students to apply critical thinking skills in recognizing concepts, perceiving relationships presenting
contrasting viewpoints, and critiquing subject matter.
Expect students to work independently in completing complex assignments that require planning, organizing
and implementation strategies.
Require students to demonstrate predetermined tasks or disciplines reflecting skills and vocabulary
consistent with higher levels of education.

Refer to Appendix E for Creating Learning Objectives.

I nform al Evaluation and On-going Supervision
Observation and feedback are critical to student success. In many cases, the best way for a student to learn or
improve a work-based skill or function is by first observing an experienced worker perform the skill, then by
practicing the skill under direct supervision, with immediate feedback, and then by practicing repeatedly, under
observation, until deemed ready to perform the skill independently. Even after the student has shown the ability to
perform the skill without direct supervision, it is recommended that the student have opportunities to periodically
discuss with the supervisor any successes or concerns he or she has in performing the skill or function.
It is recommended that supervisors regularly meet with interns to receive and provide feedback concerning their
performance.
During these meetings and informal discussions the students may:
•
•
•
•
•
•

Report on a project status
Ask questions
Learn how their work is contributing to the organization
Participate in evaluating their strengths
Discuss areas needing growth and development
Get insight about what work lies ahead

The intern will seek feedback throughout the duration of the internship. It is up to the employer to provide
constructive input and feedback periodically in support of the student learning.
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CW E I nstructor R equired Jobsite Visit
The CWE Instructor with the assistance of the student will schedule a site visit at a time convenient for the
supervisor. At this meeting the CWE policies and procedures will be reviewed, the Jobsite Agreement and Objective
Worksheet forms will be reviewed and signed.
The CWE instructor is available to meet with the student on an as-needed basis. If there is a change in the work
responsibilities of the student and a new set of CWE learning objectives, or a modification of the existing objectives
becomes necessary, the student should contact the instructor immediately. If at any point the supervisor feels the
student is not performing according to expectations, in addition to the supervisor’s intervention with the student,
the supervisor should notify the instructor. The instructor will contact the student and help the student address any
issues that may interfere with successful completion of the objectives.

R equired M id-Term and Final Evaluation
The supervisor’s evaluation of the student is a significant part of the student’s grade. At the mid-term and as the
CWE/Internship draws to a close, the intern should undergo a more formal evaluation by the supervisor to provide
concrete feedback in a manner that benefits the student. Mid-term evaluations provide an opportunity to correct or
address issues, or to re-direct the intern into a more beneficial path thereby avoiding a negative outcome. The final
evaluation includes your assessment of the student’s success in achieving each of the approved objectives. You
may evaluate all the objectives at the end of the semester, or you may evaluate the objectives individually as they
are completed. Refer to Appendix D for Employer Evaluation of Student Performance Form. The mid-term
and final evaluations should be completed on the same form. Please feel free to write comments directly on the
form or attach a separate sheet if more space is needed for comments.
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In Short…
Jobsite Supervisor’s Checklist

 Orient New Employee/Student

 In the first week

 Meet with the CWE Instructor

 First/Second Week

 Sign Jobsite Agreement

 First/second week

 Approve and Sign the Objectives

 First/second week

 Approve and Sign Time Sheet

 End of the semester

 Provide Supervision and Feedback

 As needed

 Complete a mid-term evaluation

 Half way through the term

 Complete a final evaluation

 By the end of the term
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Accomplished
at the
jobsite visit

Documented
on the same
form
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Creating Learning Objectives
A learning objective is a specific and measurable goal. It is a statement of what will be accomplished within the
Work Experience Education course. The learning objectives reflect what new skill and/or work habit a student
will learn and/or new information they may gain.
Learning objectives are established by the student and direct work supervisor, and are approved
by the Work Experience Education Instructor.

An objective MUST be S.M.A.R.T.

◊ Specific ◊ Measurable ◊ Achievable ◊ Relevant ◊ Time-Based
Specific:

Describe a precise or specific outcome linked to a rate, number, percentage or frequency, and
identify the learning or action process. Technical terminology is appropriate if it is
understandable to both student and supervisor.

Measurable Describe the system put in place to measure or evaluate progress or achievement of the
objective. There needs to be an end-product or behavioral change that can be observed and
evaluated.

Achievable: Ask the following questions:




Relevant:

With a reasonable amount of effort and application, can this objective been achieved within
the timeframe?
Has personal or professional limitations and constraints been considered?
If training is necessary, will it be provided within the timeframe?

Can an impact be made on the given situation? Is the objective important to the student’s
education, to the supervisor and/or employer?

Time-Based: Provide a specific date or timeframe for completion of the objective. The date must be prior to
the end of the semester or term.

S.M .A.R.T. Learning Objectives Format
S.M.A.R.T. Learning Objectives have six elements:
1. Start with an action word. (Refer to appendix G for Action Word List.
2. State what student wants to learn, change or improve with a rate, number, frequency or
percentage.
3. State how the objective will be learned, changed or improved and what resources will be needed.
Refer to appendix G for Learning Process Word List.
4. State how the results will be evaluated or measured. Refer to appendix G for
Measurement/Evaluation Word list.
5. State when the objective will be completed.

Appendix E
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A NEW LEARNING EXPERIENCE: Objectives cannot be a repetition of some task or skill that the student
has already mastered. For example, “enter all new customer data in a customer data base” is not an
acceptable objective if the student already knows how to do this. However, if the student has never done this,
it could represent a new learning experience for the student and would be an acceptable objective. Students
cannot repeat objectives from prior CWE courses unless the objective is revised or expanded.
COLLEGE-LEVEL: The objective should be challenging, just as you would expect in a college course.
“College-level” learning means:







Taking ideas or concepts the student has learned in the classroom and asking them to apply
them to the work place. This may mean taking principles of good customer service, for example, and
applying them at work by changing specific behaviors towards customers.
Examining the work a student is doing by asking them to think critically about how to
accomplish a certain tasks, how they might do it differently, and whether they completed the tasks with
the desired outcomes.
Students working independently in completing complex assignments that require planning,
organizing and implementing new tasks, skills or behaviors.
Demonstrating skills the student has learned in the classroom like creating a spreadsheet or
leading a group counseling sessions, and doing it in a professional manner with appropriate conduct
and vocabulary.

Appendix F

Examples of Effective S.M.A.R.T. Learning Objectives
Objective:

Create 3 reading lesson plans for third grade students by researching and reviewing
available materials and potential methods.
Evaluation Method: Supervisor will review all lesson plans and observe me teach one lesson.
Completion Date:
May 26, 20XX
Objective:
Develop a safety checklist by investigating all accident reports and gathering data.
Evaluation Method: Submit list to supervisor for approval
Completion Date:
November 15, 20XX
Objective:

Produce a calendar of office events by learning in-house word processing software through
tutorial manual.
Evaluation Method: Office manager will review and evaluate produced calendar.
Completion Date:
May 26, 20XX
Objective:
Learn about ordering and billing process by completing 3 orders from estimate to invoicing.
Evaluation Method: Supervisor will evaluate for accuracy.
Completion Date:
October 15, 20XX
Objective:
Research information and develop one individual financial plan for a new college graduate.
Evaluation Method: Supervisor will review and critique financial plan
Completion Date:
December 4, 20XX
Objective:

Improve the training program in order to more effectively provide information and knowledge
to new electricians.
Evaluation Method: Electricians will be tested for knowledge through the use of job training worksheets to
competency level.
Completion Date:
December 17, 20XX
Objective:

Reduce errors on completed work orders and timesheets by 100% by checking and editing
work prior to submitting forms.
Evaluation Method: Lower percentage errors on forms and review by supervisor.
Completion Date:
October 30, 20XX
Objective:

Identify and submit a list of all stock items that have had no demand for 6 months or more
by reviewing stock and sales records.
Evaluation Method: Improved stock management
Completion Date:
By the end of the semester
Objective:

Familiarize myself with product library by spending 1 hour per day filing, pricing, and
organizing samples and selecting products.
Evaluation Method: Supervisor will evaluate organizational skills and product selection
Completion Date:
By the end of the semester

Appendix G

ACTI ON W OR D LI ST
Activate
Adjust
Aid
Analyze
Apply
Arrange
Articulate
Assemble
Assist
Build
Calculate
Categorize
Change
Check
Collect
Combine
Communicate
Compare
Compile
Complete
Compose
Compute
Conduct
Construct
Contrast
Convert
Coordinate

Create
Decrease
Define
Deliver
Demonstrate
Describe
Design
Detect
Develop
Direct
Display
Devise
Edit
Establish
Estimate
Evaluate
Expand
Explain
Gain
Identify
Illustrate
Implement
Improve
Increase
Indicate
Inspect
Institute

Instruct
Insert
Introduce
Investigate
Learn
Lengthen
Limit
List
Locate
Maintain
Match
Modify
Monitor
Motivate
Obtain
Perform
Permit
Place
Plan
Process
Produce
Provide
Prepare
Rearrange
Record
Recruit
Reduce

Remove
Repair
Replace
Report
Reproduce
Research
Restructure
Review
Revise
Rewrite
Select
Separate
Set up
Simplify
Summarize
Supervise
Train
Translate
Transfer
Update
Verbalize
Verify
Write

M EASUREM ENT OF ATTAI NM ENT W ORDS
Accuracy
Client/customer feedback
Company evaluations
Comparisons
Co-worker feedback
Control process
Critique

Cross-checking
Drills
Meeting standards
Improved performance
Increased accuracy
Increased efficiency
Increased safety

Inventory checks
Invoices
Observation
Participants’ review
Program review
Progress report
Quizzing

Reductions
Review
Sale receipts
Surveying
Testing verification

W ORDS DESCR IBI NG A LEAR NING PROCESS
Adapting classroom knowledge
Analyzing
Applying new/current skills
Asking
Assisting
Attending meeting/workshops
Consulting
Customer response
Demonstration
Experiencing
Following policies & procedures
Gathering information
Researching
Interpreting

Investigating
Observing
One-to-group sessions
One-to-One session
On-the job training
Operating
Organizing information
Participation planning
Practicing
Reading
Receiving
Recording
Increased product knowledge
Obtaining feedback

Seeking Information
Seeking input
Studying
Surveying
Using a journal or report
Training
Trial and error
Updating
Visitations
Using necessary materials
Working with co-workers
Increased communication
Reviewing
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