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Introduction
As a learning-centered university, Cal Poly Pomona provides students with the
highest quality education, ensuring that they are well-prepared to enter the work
force or graduate school. Distinguishing hallmarks of a Cal Poly Pomona education
include our signature polytechnic identity or “learn by doing” philosophy. We
deliver high quality programs that promote integrative learning, discovery, and
creativity. All Cal Poly Pomona students engage in experiential applied learning
across all disciplines resulting in graduates that are some the country’s most
sought after professionals.

Mission
Cal Poly Pomona: We cultivate success through a diverse culture of experiential learning,
discovery, and innovation.
Center for Community Engagement. To advance a culture of meaningful engagement by
promoting service-learning, volunteering and cooperative education through sustainable
partnerships with community and industry.

Core Values










Academic Excellence – We demonstrate academic quality, relevance, and excellence
through our teaching, learning, scholarship, and creative activities with student centered
faculty in an evidence-based culture.
Experiential Learning – Our polytechnic identity fosters an integrative approach to
education through collaboration, discovery, learn-by-doing, and innovation. Our approach
encourages reflection, informed risk-taking, and continuous learning.
Student Learning and Success – We are deeply committed to educational experiences and
supportive services that engage our students, enhance personal well-being and growth,
provide career opportunities, and foster ethical citizenship.
Inclusive – Our diversity across multiple dimensions reflects and enhances our community.
We are welcoming and respectful, and we value diversity.
Community Engagement – We nurture mutually beneficial and meaningful relationships
with community partners and stakeholders.
Social and Environmental Responsibility – As global citizens, our individual and collective
actions reflect our commitment to one another, society, and the environment.
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Basic Information
What is Cooperative Education?
Cooperative Education is a long-term paid internship/educational program designed for students who want to obtain practical work experience while pursuing a degree.
Cooperative Education is administered by the Center for Community Engagement (CCE) at
Cal Poly Pomona. Student interns are considered part-time employees of the Cal Poly Pomona
Foundation.
This program prepares students for the work force by combining academic knowledge and work
experience to produce an overall learning experience.

Basic Information...
 Students must complete the co-op program application form online in order to be eligible to

apply to a Co-Op Position. https://app.calstates4.com/cpp/co-op-program-application
 After completing the co-op program application, eligible students may apply for co-op posi-

tions posted on Cal Poly Pomona CCE website, Career Center “Handshake” system or other
university job posting systems.
 Co-Op positions usually last a minimum of two quarters (six months) to three years.
Note: Some academic departments have course unit caps, students are responsible to verify eligibility to register for
the subsequent course throughout the duration of their employment.

 Co-Op internships are part-time 20 hrs/week) during the academic year and/or full-time (40

hrs./week) during the summer (or winter breaks if allowed by Co-Op partner).
 Partners determine student pay based on the student salary scale (majority of co-op salaries

fall between $12.00-$16.00+ per hour)
 There is no fee for students to participate in the Co-Op Program. However, students hired

through the program must enroll in a Co-Op/Internship course to obtain course credit.
 Co-Op/Internship courses are typically a 1-2 units per semester, depending on student’s

higher educational institution.
 Industry partners usually prefer junior or senior applicants, but occasionally sophomores are

requested. Partners usually require a minimum 2.0 GPA (Undergrad) or 3.0 GPA (Grad) with
at least part-time academic enrollment status (some partners may prefer full-time status)
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Basic Information (Cont.)
What are the Benefits ?
Benefits to Industry Partners










Talent. The opportunity to engage with our most ambitious and enthusiastic students. Industry
Partners working with the CCE Cooperative Education office can count on a large pool of very
qualified candidates from over 20 universities.
Innovation. Co-op students can help your company with fresh ideas, new strategies and
techniques.
Cost-Effective. The Co-op program provides your company with a cost-effective way to hire
young, educated and eager talent.
Mentoring. Co-Op partners have the opportunity to develop students in specific methods and
processes.
Vital Support from the Center for Community Engagement Internship & Co-Op Office (ICO)
assisting with recruitment, new hire paperwork, payroll (timesheets) and terminations.
Flexibility of offering academic year internships, year-round internships and summer-only
internships.
Exposure. Co-op students are excellent representatives and recruiters for your company on our
campus.

Benefits to Students












Enhances the “learn by doing” education philosophy due to the work experience offered by the
partnership.
The program provides paid practical work experience for students preparing to enter
the workforce.
Provides connections and networking opportunities with those in the industry.
Provides students with a competitive edge over others who have not had previous
experience in their field of study.
Develops skills by bridging the gap between theoretical study and the professional
world during the Co-op assignments.
Students can apply their classroom learning to the workplace.
Allows student to develop professional behavior and soft skills.
The Co-op course is shown on the student’s academic record.
Students gain self-confidence and motivation and develop expertise in interacting with
people.
Improves job level positions and salary offers upon graduation.
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Unit Responsibilities
Center for Community Engagement


Provide information to students and Industry Partners with all processes related to the
Cooperative Education Program.



Run the day-to-day operation of the Internship & Co-Op programs.



Assist companies with student recruitment and job posting to various local universities.



Inform students of available co-op opportunities.



Act as liaison between student (co-op student employee), Industry Partner, University
and Cal Poly Pomona’s Foundation Office.



Process new hires, terminations and timesheets for industry partners.



Maintain contact with co-op student employees and industry partners in order to
provide updates regarding any changes to policy, processes, and payroll schedules.



Build partnerships with local universities and faculty.

Cal Poly Pomona Foundation






Human Resource Office:
 Assist with International Student new hire process
 Injury protocol
 Employee performance issues
Payroll Office:
 Resolve any payroll issues that the Internship & Co-Op Office cannot perform
 Process Stop payment and Re-issue pay checks
 Resolve Direct Deposit issues
 Kronos timekeeping issues
Contracts and Grant Office:
 Process new Co-Op contracts and renewals with Industry Partners
 Invoice Industry partners
 Contract issues or concerns
 Approve Co-Op grant position posting
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Unit Responsibilities (Cont.)
Industry Partner (Employer)
Companies assume the same responsibilities as those associated with a part-time employee
program including supervision and performance evaluation. Industry Partners are expected to:


Provide students with productive, supervised work and the appropriate amount of
training.



Give students an orientation to the workplace.


Discuss any agency confidentiality issues.



Discuss injury protocol or emergency procedures.



Discuss work expectations and company guidelines with students.



Provide feedback and student evaluations once a quarter/semester and at end of internship term.



Review the “Student Learning Plan” with student.
(The learning plan is available on the CCE, Co-Op website: www.cpp.edu/cce)



Provide students with increased responsibility as they progress in their internship
assignment



Participate in a site-visit by CCE, ICO Analyst.



Maintain contact with the CCE, Internship & Co-Op Office during the student’s work
term.



Inform CCE, Internship & Co-Op Office, as early as possible, of any unforeseen circumstances or student dismissal.



Adhere to CCE, Internship & Co-Op Office deadlines and guidelines.



Select final co-op candidate from applicant pool from the assigned recruitment
position. (selecting applicants from another application pool is unacceptable due to that it limits
the internship opportunities to other students who would have applied).



Approve and submit student timesheet/hours worked according to the timesheet
schedule on page 20.
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Unit Responsibilities (Cont.)
Co-Op Student (Employee)
Co-Op students are employees of the Cal Poly Pomona Foundation. Therefore, they are responsible
for following the program guidelines and procedures as stated in the Cal Poly Pomona Foundation
Employee handbook and Cooperative Education student employee handbook.
Co-Op students are expected to:


Dress appropriately for their work environment, presenting a professional image.



Be polite, courteous and professional.



Be punctual and adhere to their work hours and schedule.



Report absences and tardiness to supervisors, adhering to company policy and expectations.



Complete assignments to the best of their abilities.



Enroll in an approved Co-Op/Internship course every quarter/semester for the duration of the
cooperative education internship.



Maintain part time/full time academic status, depending on position requirements.



Complete worked hours in Kronos, submit to your supervisor and CCE ICO for approval by the
pay period deadline, according to the CPP Foundation payroll schedule (see page 20).



Maintain 3.2/2.5 GPA requirement and quality of school work.



Inform CCE, Internship & Co-Op Office and the Industry Partner representative regarding any
special circumstances or contact information changes.



When injured, contact Nora Fernandez at (909) 869-4378 and follow CPP Foundation injury protocol (see page 17-18 or CPP Foundation Handbook on CCE, Co-Op website). http://www.cpp.edu/
~cce/co-op-education/industry-partners/CCE_CoOp_InjuryProtocol_cmd_Updated_8.1.2017.pdf



Resignations should be communicated with the CCE, ICO at least two weeks before last day
worked.
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Unit Responsibilities (Cont.)
Faculty
Faculty are responsible for following the program guidelines and procedures set by CSU
Chancellor’s Office Executive Order 1064.
Faculty are expected to:


Develop the syllabus for the co-op class, detailing all required actions and deadlines.



Provide a syllabus, teach the class, and award academic credit.



Complete any additional procedures as required by department/college/university
policy.



Distribute and collect the Internship Learning Plan form from all students and store
them in the department.



Distribute and Collect student evaluations to/from site supervisors.
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Procedures
Job postings
HOW TO POST AN INTERNSHIP POSITION:



Contact the CCE, ICO to receive a detailed timeline at co-op@cpp.edu
Create Internship/Job description flyer
(You may use the Co-Op Internship Information form found on our website)
 Job description must include the following:
 Internship Title
 Internship Assignments/Duties
 Pay Rate
 Indicate the Duration of Internship
(e.g. Summer, Year Round, August 21 until June 10, 2017)








Recruitment beginning and end date
Location of Internship
Name of Immediate Supervisor
Indicate academic disciplines/majors needed
Position Requirements (skills, courses taken, GPA, etc)
 Indicate desired class standing (Sophomore/Junior/Senior status, Undergraduate or Graduate students)

Submit a completed job description to the CCE, ICO at co-op@cpp.edu

*PLEASE NOTE: The hiring process must coincide with Cal Poly Pomona class enrollment
dates/deadlines/
2018-2019 General Timeline
Recruitment
(Includes 2 week
posting period)

Interview

New Hire Processing

Student Start Date

Fall Hire

June 25 to July 20

July 23 to August 3

August 6 to August 22

August 23, 2018

Spring Hire

August 23 to Nov. 9

Nov. 13 to Dec. 7

Dec. 10 to January 18

January 22, 2019

Summer Hire

January 22 to April 19

April 22 to May 3

May 6 to May 24

May 28, 2019
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Interviews
Who Interviews the Students and Where?
The Center for Community Engagement, Internship & Co-Op Office will submit completed co-op position applications via email or hard copy to the Industry Partner on a
weekly basis or at one time after the application deadline.


Once the job posting has closed and the industry partner has reviewed and selected
their candidates, they can proceed with two options to conduct interviews:




OPTION #1: Industry Partner site
The industry partner can be responsible for contacting their selected interview candidates and coordinating the interview phase.




OPTION #2: On campus
The CCE, ICO can reserve interview rooms through the Cal Poly Career
Center and make all necessary arrangements for parking.
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Hiring a Student
I selected my co-op student intern...Now What?


Industry Partner will inform the CCE, ICO of final selected co-op student candidates.
IMPORTANT NOTE: Final selected co-op candidate MUST be from current assigned
recruitment position application batch. You may NOT pull applications from a closed
position or other position to bypass recruitment process. (selecting applicants from
another application pool is unacceptable due to that it limits the internship
opportunities to other students who would have applied).



The ICO will contact the selected candidate and schedule an appointment for the new hire
processing (located at the CPP Campus). ICO will copy supervisor on new hire notification
email.



Once the new hire documentation (I-9) has been completed, the CCE, ICO will enter all
new hire student employees into the Kronos payroll system.

Please Note:
 This process typically takes approximately 2 weeks.
 The co-op student employee may not begin their co-op internship until they have
been officially hired by the Cal Poly Pomona Foundation and their profile is set up
in the Kronos system.


Once all approvals have been completed and information entered in Kronos, co-op student employees will be able to begin work and enter hours worked in Kronos.



Firstt day of work: The new hire co-op student employee will be responsible for contacting the industry Partner supervisors to arrange a work schedule, if nothing has been
discussed
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Paying a Student
The Co-Op student employee will be responsible for entering actual hours worked in
Kronos and supervisor will approve in Kronos . Student are paid bi-weekly through the Cal Poly Pomona Foundation. A Timesheet/Payroll Schedule is enclosed with pay period dates, due dates,
and pay day information (see page 20) and available on our website. (www.cpp.edu/cce)

Timesheet


Students must clock “In” for the day and “Out” for lunch, “In” back from lunch if working more
than 5 consecutive hours, then “Out” for the day. Note: If they forget to clock in or out, supervisor with Kronos access may enter/modify hours in Kronos.



After entering hours worked in Kronos, students must complete and save their hours before the
payroll deadlines.



For partners without manager approval: Once the timesheet has been completed and approved
by a supervisor, Co-Op student employee or industry partner must submit to CCE ICO via email
at co-op@cpp.edu or morenodonato@cpp.edu (hard copies can be accepted and submitted to
office in Building 1 room 318) according to CPP Foundation Payroll schedule (see timesheet
schedule on page 20).
Note: If submitted late, it will be entered on the next pay period



Industry Partners will be responsible for proper approval and submission of Co-Op student Kronos hours before payroll deadline (see timesheet schedule on page 20).

HOLIDAY SCHEDULES
The CCE, ICO will notify Industry Partners of holiday schedules and other changes in payroll schedules. Note: the University and Foundation are both closed in late December/early January, and no
timesheets can be processed at that time. In these cases, the
Co-Op Office will provide options for timesheet submission before and/or after holiday breaks.
SICK LEAVE
Part-time employees including part time, seasonal, and temporary workers, earn sick leave credits
at a rate of 1 hour for every 30 hours worked after the employee has worked a total of 240 hours
from their initial start date (see page 16 of The CPP Foundation Handbook for details).
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Terminations: Voluntary & Involuntary
Voluntary Termination
Voluntary termination is when students have completed their internship program due to graduation
or limited program time frame (e.g., summer only program)





Please notify the CCE, Internship & Co-Op Office (ICO) at least two weeks in advance, via email, in
order to start the termination process with Foundation.
Your notification should include the student name and termination date.
Co-op student will need to enter final forecasted hours worked in Kronos, on the Monday before
final day worked.
Supervisor MUST approve final hours in Kronos, on the Monday before 10 am before final day
worked.

Note: If you do not allow your students to forecast hours, the student’s last day worked MUST be
on Monday, Tuesday or Wednesday. Therefore, final hours should be submitted before 10am on
those days where last day is worked.

Involuntary Termination
Involuntary termination (disciplinary action /student dismissal) consists of a verbal warning, written
warning, suspension and/or immediate discharge depending on the situation.








Industry Partners should work closely with CCE, ICO and Cal Poly Pomona Foundation Office to
monitor student issues.
Co-Op students are employees of the Cal Poly Pomona Foundation and must follow the work
guidelines and standards of conduct as stated in the Cal Poly Pomona Foundation Employee
Handbook found on the CCE, Co-Op website.
Industry Partners should inform the Cal Poly Pomona Foundation Human Resources Manager and
the CCE, Internship & Co-Op Office of any pending disciplinary action or dismissal prior to it taking place.
The Cal Poly Pomona Foundation manager will meet with the student to discuss disciplinary
actions or dismissal and ensure that the proper protocol is followed.
Any questions or concerns should be directed to the Cal Poly Pomona Foundation Human
Resource Office at (909) 869-2953.
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Course Requirements
Students participating in the Cooperative Education Program will need to meet specific
requirements and expectations every quarter/semester that they participate in a Co-Op
Internship.
CO-OP/INTERNSHIP COURSE ENROLLMENT:
Co-Op student employees are required to enroll in a Cooperative Education or Internship
course every semester for the duration of their internship.
Note: No mandatory class enrollment during Summer semester.




Each university has specific requirements for students participating in an internship. It is the responsibility of each student to acquire the proper paperwork,
course enrollment and faculty advisor approval to participate in
Cooperative Education.
Unit Limit: Please refer to the Registrar’s Office website:
http://www.cpp.edu/~registrar/registration/index.shtml

OTHER INTERNSHIP DOCUMENTS NEEDED:
 Supervisors will be required to sign the Student Learning Plan, conduct student
evaluation and/or submit a report about the student’s performance.


Students who fail to enroll in the proper course and/or do not follow the appropriate process required by their university, will be removed from their internship.

If students have questions, they may contact The Internship & Co-Op Office
at (909) 869-4637 or co-op@cpp.edu
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Evaluations:
Cooperative Education Student Review


Co-Op professors/faculty should distribute the Cooperative Education Student Review
Form to the Industry Partners.



Industry Partner supervisors MUST complete and submit the Cooperative Education
Student Review Form every quarter/ semester after student’s cooperative internship.
(see form template on page 21 & 22)



If faculty do not provide a Cooperative Education Student Review Form to Industry
Partners, Industry Partner supervisors can request the evaluation form from by the
ICO at co-op@cpp.edu or complete a fillable PDF form found on our website:

http://www.cpp.edu/~cce/co-op-education/industry-partners/2014-03-05-student-review
-form.pdf
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Injury or Illness Protocol
Cal Poly Pomona Foundation
Injury Protocol for Student Foundation Employee
In case of an accident involving a personal injury, regardless of how trivial or how serious, it is important
that the appropriate supervisor and Foundation’s Employment Services/Human Resources Department be
notified immediately. CPP Foundation employees injured on the job are, in most cases, entitled to benefits
under Workers’ Compensation Insurance.

Within 24 hours of the injury
Failure to report accidents can result in a violation of legal requirements
and can lead to difficulties in processing insurance and benefit claims.

· On Campus Foundation employee( s) (Co-Op student) who accrue an injury requiring minor treatment
(First Aid) should use the Student Health Center in Building 46 during regular university hours (8 a.m. to
6 p.m.).
Be sure to identify yourself as a Student Foundation employee upon your arrival.

· ALL Foundation employee (s) (Co-op students) with minor or serious injuries that occur should first contact Foundation HR representative Nora Fernandez before you see a physician at the locations listed
below:
· DURING REGULAR UNIVERSITY HOURS (7:30am—6:00pm)
U. S. HealthWorks Medical Group, Pomona,
801 Corporate Center Dr., Suite 130 Pomona, Ca. 91768
Phone: (909) 623-1954
· AFTER HOURS CONTACT:

U.S. HealthWorks Medical Group, Industry East
17487 E. Hurley St. City of Industry
Phone: (626) 965-0959
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Injury or Illness Protocol (Cont.)
INJURY FORMS
See page 23 for sample of Injury forms.
Fillable forms may be found on CCE, Co-Op or Foundation website
1. Foundation employee/Co-Op student MUST complete and submit the following three forms to CPP
Foundation HR Nora Fernandez. Phone: (909) 869-4378 email: nfernadez@cpp.edu
1.

Medical Service Order form and submit to CPP Foundation HR, Nora Fernandez ASAP.
You will need to present the approved copy of this form to the clinic for examination.

2.

Employee Injury or Illness Report Form: (FYI: Supervisor completes PART II )

3.

Workers Compensation Claim Form (DWC1)

2. Employer/Supervisor MUST complete the following two forms and submit toCal Poly Pomona Foundation HR Nora Fernandez , and copy Internship & Cooperative Education Analyst, M. Christina MorenoDonato phone: (909) 869-4637 email: morenodonato@cpp.edu
1. PART II of the Employee Injury Report
2. Illness Report Form Employer’s Report of Occupational Injury (form 5020)

IN ORDER TO RETURN TO WORK
1. Upon release from U.S. HealthWorks, the Foundation employee (Co-Op Student) MUST submit
the Work Status Report from US HealthWorks to Nora Fernandez . Please copy supervisor and Co
-Op Analyst, Christina Moreno-Donato (morenodonato@cpp.edu)
NOTE: The Injured foundation employee should not be allowed to return to work without first
providing this documentation to CPP Foundation HR or their immediate supervisor.
2. If the employee is released to work with restrictions, a Modified Work Agreement may be prepared and signed by the employee, supervisor, and the Workers’ Compensation Coordinator before
the employee is allowed to return to work.
Once all the forms have been submitted to the Cal Poly Pomona Foundation Human Resource Office, they
will approve, process and authorize return to work status.
For more information about Foundation’s Injury Protocol please contact Cal Poly Pomona Foundation Human Resource Office, Attention: Nora Fernandez phone: (909) 869-4378 email: nfernandez@cpp.edu or
Angelique Hernandez phone: (909) 869– 2953 angeliqueh@cpp.edu
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FYI & FORMS

Page 19

Rev. 8/2018

Payroll Schedule

The Cal Poly Pomona Foundation reserves the right to change the above dates
to meet holiday deadlines
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Forms: Student Evaluation Form 1 of 2
PDF version found on Co-Op website/Industry Partners/Forms
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Forms: Student Evaluation Form 2 of 2
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Forms: Injury and Illness Report
*These forms are available in PDF fillable format on the Cal Poly/CCE/Co-Op website or CPP Foundation website
http://www.cpp.edu/~cce/co-op-education/industry-partners/Industry-Partner-Forms.pdf
https://foundation.cpp.edu/es/safety-workers-compensation.aspx
#1 Student Completes , submit to Nora in Foundation to see Physician @ US HealthWorks

#2 Student & Supervisor completes this form and submits to Nora
in Foundation

Bronco Billy
1/1/2018
Foundation will enter info

Foundation will enter info

#3 Student Reads Page 1 &2 and complete page 3 and
submit to Nora in Foundation
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#4 Supervisor completes this form and submits to
Nora in Foundation

Rev. 8/2018

IN ORDER TO RETURN TO WORK from Injury
1. Upon release from U.S. HealthWorks, the Foundation employee (Co-Op Student) MUST submit the
Work Status Report from US HealthWorks to Nora Fernandez . Please copy supervisor and Co-Op
Analyst, Christina Moreno-Donato (morenodonato@cpp.edu)
NOTE: The Injured foundation employee should not be allowed to return to work without first
providing this documentation to CPP Foundation HR or their immediate supervisor.
2. If the employee is released to work with restrictions, a Modified Work Agreement may be prepared
and signed by the employee, supervisor, and the Workers’ Compensation Coordinator before the employee is allowed to return to work.

Billy

Bronco
12/25/1999
(555) 123-4567

(555) 123-4567

(555) 123-4567
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Contact Information
Center for Community Engagement Cal Poly Pomona Foundation Office

Main Office
3801 W. Temple Ave., Bldg.1-108
Pomona, CA 91768
Tel: (909) 869-4269
Interim CCE Coordinator
Megan Samaniego
Bldg. 1-108
Tel: (909) 869-3129
mcmcdanel@cpp.edu
Internship & Co-Op Analyst
M. Christina Moreno-Donato
Bldg. 1-318
Tel: (909) 869-4637
morenodonato@cpp.edu
Internship & Co-Op Coordinator
Alice Tokunaga
Bldg. 1-318
Tel: (909) 869-3434
aitokunaga@cpp.edu

Main Office
3801 W. Temple Ave., Bldg.55
Pomona, CA 91768
Tel: (909) 869-2950
Fax: (909) 869-3716
Human Resources
Nora Fernandez
Tel: (909) 869-4378
Fax: (909) 869-3716
nfernandez@cpp.edu
Angelique Hernandez
Bldg. 55
Tel: (909) 869-2953
Fax: (909) 869-3716
angeliqueh@cpp.edu
Payroll Services
Gloria McAllister
Bldg. 55
Tel: (909) 869-2962
gdmcallister@cpp.edu
Monticha Imsuksri
Bldg. 55
Tel: (909) 869-2246
mimsuksri@cpp.edu
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