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Handbook of the Cooperative Education Program, 
Faculty of Architecture and Environmental Design
For Workplaces
Meanings
There are two main principles that stem out the model of cooperative operation and they are as follows:


1) The realization of the importance of the preparation in the occupation (Career Development) and entering into the working system of the graduates (Employability) before their graduation.
2) The development of the quality of graduates according to the needs of the labor market.

Cooperative Education was initiated by workplaces to cooperate with the university to give students the opportunity to perform the actual work in the workplace for a period of not less than 16 weeks before their graduation. This is to provide them an opportunity to gain knowledge, skills and experience from actual working. The students can use what they have learned to improve themselves as qualified graduates according to the needs of the labor market. It is a combination of the world of education and the world of reality together.
Objectives
1. To prepare the readiness of the students on career development (Career Development), working skills and experience before entering into a working system
2. To provide them more experience on academic, professional and self development aspects in a way that has more values than just training
3. To provide an opportunity for both private and public workplaces to participate in the development of quality graduates
4. To modernize the curricula and instruction
5. To build the relationship among many workplaces and higher educational institutes through the Cooperative Education of students and their supervisors and this can lead to an extensive cooperation.
The importance and benefits
Cooperative Education is gaining more and more importance. Higher educational institutes all over the world use Cooperative Education as a guideline for the management of education at a degree level in almost every field. Their main objectives are more or less the same in that they are to enhance the quality of their graduates through working experience in a workplace. This is to improve the quality of the graduates in accordance with their academic and professional standards and to meet the needs of the labor market. It is regarded as an importance part of the graduate preparation to be ready to choose a career and to enter into a working system right after their graduation. Besides this, it makes them "Know themselves, know other people and know work."
The benefits of Cooperative Education
1. For the students
1.1 To have professional experience in the field
1.2 To have higher achievement from a higher educational institute after taking Cooperative Education
1.3 To have self-improvement and gain more self-confidence
1.4 To have communication skills on information and data reporting
1.5 To have an opportunity to be offered a job before their graduation
1.6 To choose their professional career correctly
1.7 To receive payment while studying
1.8 To be a graduate and very ready for a potential job
2. For the educational institutes
2.1 To have good academic cooperation and a good relationship with workplaces
2.2 To have useful feedback to improve their curricula and instruction
2.3 To make their institutes recognized by the labor market
3. For the workplaces
3.1 To have the students work in their workplaces throughout the year
3.2 To make their regular employees have more time to work on more important duties
3.3 To make them have a better way to recruit more suitable employees
3.4 To have a chance to establish academic cooperation with an educational institute
3.5 To build a good image of the workplace in the promotion of education
Job characteristics as Cooperative Education
1 The students perform the task according to the project that the workplace and their advisors agree upon under the supervision of the consultant employees during their practice.
1. 2. Students are responsible for certain duties (a qualified task) and may be assigned to do other related tasks.
2. They are working full time as a temporary employee.
3. Their work duration is one semester (not less than 16 weeks).
4. They may get paid a considerable amount of money.
5. They get supervision from their supervisors of the course that they belong to.
If you are interested in the project, then what should you do? (the workplaces)
· The employees who are responsible for the project complete the proposal form of the workplace (Form Ach 497-03) to offer a job to the students whose qualifications fit their requirements. Have the form sent to the Cooperative Education Committee, Faculty of Architecture and Environmental Design (if you have never accepted any Cooperative Education students before).
· When the students contact the workplace, the employees who are responsible for the project tell them about the job descriptions sufficiently for them to fill in Form Ach 497-05.
· Coordinate with the Cooperative Education advisors to determine the scope of the project work.
· Assign some consultant employees to take care of the performance of the students for a period of 16 weeks.
· The consultant employees record the assignment logs, work performance and performance evaluation of the Cooperative Education students (Form Ach 497-12) every week during their internship (They will hand these in to you on the self-report day).
· The consultant employees complete the performance evaluation form (Form Ach 497-11) to evaluate the work performance of the students and send it to the Cooperative Education Committee of the Faculty of Architecture and Environmental Design when the internship is completed (The faculty will send it to you later).

Therefore, if any workplaces are interested in the project, they should have both employees who will be responsible for the project and the employers who can be consultants. Their duties are as follows:
The staff responsible for the project

· Fill in the form for presenting the work of the workplace (Ach: 497-03).

· Provide the information on the jobs needed for students to fill in the Ach: 497-05.

The staff working as consultants

· Monitor and take care of the students all throughout the project for 16 weeks.

· Coordinate with the student’s advisor during his/her supervision.

· Fill the data and information in the performance evaluation form for the Cooperative Education program (Ach 497-11) and record assignments, outcomes and performance evaluation of the student in the Cooperative Education Program (Ach 497-12).

The qualifications of the students selected to have their internship in the Cooperative Education Course

1. They must be students of good conduct, have studied courses according to the plan set by the faculty, got no F or I grades in any courses and got GPAX at least 2.25 up until the day expressing their desire to have their internship.

2. They must have been trained in Cooperative Education Orientation and Preparation before joining the internship as required by the Faculty of Architecture and Environmental Design.

3. They can attend their professional training throughout the training period continuously.

4. They must be healthy, have no contagious diseases or diseases that cause social stigmatization or diseases that can obstruct their internship in a workplace. 

5. They can be responsible for various expenses needed during their internship in a workplace.

Registration for the course of Cooperative Education

1. The students must be in their last year in the Faculty of Architecture and Environmental Design and have been screened by the Working Committee for the Course Ach 497: Cooperative Education of the Faculty of Architecture and Environmental Design, Maejo University.

2. They must registration for the course of Cooperative Education in the semester that they want to have their internship which consists of 3 semesters.

2.1 Semester 1, during August and December.

2.2 Semester 2, during January to May.

2.3 Semester 3, during June onwards for 16 weeks

(For the left-behind and the final-year students)
Guidelines and penalties for the Cooperative Education students
1.  The guidelines for the Cooperative Education students
1.1
  They must go to the workplaces at the specified time made by the faculty to report their presence.

1.2
  They have to perform their duties and strictly follow the rules and regulations of the workplace.

1.3
  During their internship they have to pay attention to their duties and work with their full capacity. 
They are also required to behave politely. If they behave so inappropriately that it causes damage to the university or the workplace, they will be called back and will fail the internship of the Cooperative Education

1.4
If they have to have a business leave, they must ask for permission from the workplace first. They then have to make a copy of the letter for leave with the approval as evidence and send it to the Cooperative Education Committee of the faculty immediately. 
1.5
In the case of asking for a sick leave for more than 2 days, they must have a medical certificate sent to the workplace where they are working. They also have to send a copy of the letter asking for a sick leave and the medical certificate to the Cooperative Education Committee of the faculty immediately. 

1.6
The number of days for business and sick leaves must not exceed 10% of their total internship length of time for the Cooperative Education.

1.7
In the case of faults from working and cause of damage because the students do not follow rules and regulations as suggested by the consultant employees, the students must be responsible for the expenses.

1.8
In the case where the students cannot work fully on the project or have some serious problems that they cannot continue working, they have to inform the faculty of the matter immediately. 
1.9
If there are some changes to the internship program apart from what is officially approved, they have to inform the faculty about the changes immediately.
1.10
In the case of the students abandoning their internship earlier than the set date, they will be considered as failing the Cooperative Education Course.
1.11   The students must not be involved in asking for any claims on the employees or personnel of the workplace where they are working.

2. Penalties

During the professional training, the students who violate the rules and regulations will be taken into consideration in order to be given a warning or probation or to make them fail the Cooperative Education Program in the area of Landscape Architecture or Technology of Landscape. They also may be considered for disciplinary action as specified in the regulations of Maejo University in the articles on students’ disciplines.

The activities of Cooperative Education Program can be divided into 5 phases in succession as follows:
Phase 1: Student Preparation (Cooperative Education Orientation and Preparation)
Orientate the students to understand the Cooperative Education Program and its benefits. Train them to improve their personality and inform them to know about career networks that they may be interested in. This phase is mainly devoted to making the students ready to enter into a wider society and labor market.

Phase 2: Searching for a Job
The students contact the workplace for an application to work in the Cooperative Education Program as temporary employees. Their job characteristics must be written in a project form and approved by both the employee consultants of the workplace and the Cooperative Education advisors from the university.
Phase 3: Self-Preparation before Working
The students will be trained on personality development before working, namely presentation techniques, organization cultures, how to face various situations in the workplace, how to behave in society as a representative of the university and getting ready for the professional practice that they will be in charge of.
Phase 4: While Working at the Workplaces.

The students will be working at the workplaces for 16 weeks under the supervision of the consultant employees and the advisors from the Cooperative Education Program. They will be supervised by their advisors at least once a week.
4.1 They students are required to record their performance logs with the details as specified in the assignment form, results from their performance and also their performance assessment (Form Ach 497-12). 
4.2 Making a performance report of their Cooperative Education
According to the curriculum, it requires the students be trained on communication skills by writing a report to present to the workplace. This report may consist of content that can be used by the workplace later. It could be characterized as follows:

4.2.1  Be a project or a research study. If the tasks for the students are assigned in the form of a project or a research study, they must write a report on the topic of the mentioned project or research.

4.2.2 In the case where their assignment is a routine, such as working in a production line, maintenance work or quality inspection, their report may be as follows:
· Report on methods and steps in doing all assigned routine work or some parts of it. 

· Report on a special topic that interests the workplace in the form of a project or a special problem. The students are required to study, investigate, make a conclusion and discuss the topic in depth and then compile their study in a book form for further use. The topics in their reports may relate to their routine work.

The characteristics of the report must conform to an academic report, but some information or data can be added in its appendices if needed. The students are responsible to have their reports printed neatly and send them to their employee consultants at the workplace to examine and evaluateat least 2 weeks before their internship ends.
4.3  Working Supervision
During the students’ internship, the Cooperative Education Committee will make an appointment for the students’ advisors to come and supervise the students at the workplace. The discussion topics with the workplace personnel officers or the employee consultants during the supervision may be as follows:

· The model and philosophy of the Cooperative Education Project and its curriculum
· Job types assigned to the students to perform
· Operational plans during the internship
· Topics of the Cooperative Education report and its progress
· Students’ self-development
· Outcomes of the students’ performance and their conduct
· Various problems that the workplaces found during the students’ internship
Phase 5: When the 16-week Internship is Completed
The faculty will hold a seminar on Cooperative Education. The students are required to present their practical experiences in joining the Cooperative Education Program and the representatives from the workplaces may be invited to present the students’ work. This is to give an opportunity for any other students who are interested in the program to attend in order to learn something about it.

The Forms Used in the Cooperative Education Program

Ach 497-03: Form for Presenting the Work of the Workplace

Ach 497-05: Cooperative Education Program Project

Ach 497-09: A Form for Supervising Logs of an Advisor

Ach 497-10: A Sample of a Report on Outcomes from Cooperative Education and its Cover

Ach 497-11: A Performance Evaluation Form for the Cooperative Education Program

Ach 497-12: A Form to Record Student’s Assignments, Outcomes and Evaluation

*******************************************************

Example

For the Workplace (Ach 497-03)

Form for Presenting the Work of the Workplace

Cooperative Education Course, 

Faculty of Architecture and Environmental Design, Maejo University

*****************************
1. Name and address of the workplace

Types of organization

( Government

( Enterprise

( Private


( Personal/Family 
( Others …………………………
Types of business:

( Designing



( Management & Construction Controlling

( Contraction



( Building Management
( Real Estate


( Materials & Construction Techniques
( Others …………………………….
Address

..................................................................................................................................................................

...................................................................................................................................................................
Telephone no....................................................................... Fax no.........................................................
e-mail............................................................................
2. Names and positions of the employee consultants (at least 1 person for a job for the students)


2.1 Name and Last Name ..........................................................................................................

Name of the position in the organization................. ..................................................................

2.2 Name and Last Name ..........................................................................................................

Name of the position in the organization................. ..................................................................
3. Job positions assigned to the students to perform during their internship (at least for 16 weeks)


3.1 Job position 1………………………………………………………total number……………


3.2 Job position 1………………………………………………………total number……………

4. Basic agreements that you can offer to the students


( no. of working hours

( Accommodation
( Payment


Payment in the form of money

( Wage
( Salary
( Overt-time payment


( Others. Please specify.....................................................................................................

Payment in the form of benefits

( Insurance
( Training
( Study tour

( Certificate
( Others. Please specify.....................................................................................................
5. Details of the position(s) that the students will be practicing during their internship for 16 weeks

 ..............................................................................................................................................................
...............................................................................................................................................................
...............................................................................................................................................................
Type of work


( Full time



( Part-time



( Contractor or subcontractor

( Temporary employees

( Others. Please specify.............................................................
Main duties and responsibilities

    (   1.  Pre-Design Stage



(  Inventory, Analysis, Synthesis and Programming Study


(  Project Feasibility Study


(  Conceptual Design

(   2.  Design Stage


(  Schematic Design


(  Preliminary Design


(  Detail Design


(  Design Development)


(   3.  Pre-Construction Stage


(  Bidding



(  Contracting


(  Surveying Construction Site


(  Surveying Sources of Products and Prices of Materials and Vegetation
· Designing, Landscape Drawing and Report Writing for the Design

· Cost Estimating and Document Preparation for Bidding or Presenting to the Owner

 
(   4.  Construction Stage


(  Construction Management


(  Construction Supervisor


(  Construction Planning


(  Construction Controlling


(  Landscape Construction Lay-out


(  Hardscape Construction 


(  Construction of Special Systems, e.g. lawn lights, waterfalls plums, fountains, sprinkles 


(  Softscape Construction

(   5.  Post Construction Stage


(  Planning for Landscape Maintenance


(  Controlling and Maintaining Landscape


(  Taking-care and Propagating Plants in the Greenhouse 

(   6. Others (e.g. training, study tour). Please specify……………………………………………
Signature ................................................................






( ............................................................. )






........../................................../..............
