E&U

CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

Spring 2015 Cooperative Education/
Internship Program Application

Co-op/Internship Course Registration Deadline: Friday, January 9, 2015

STUDENT CHECKLIST:
[0 COOPERATIVE EDUCATION/INTERNSHIP PROGRAMAPPLICATION,Pages 1-4

[0 Complete page 5a if in the College of Arts & Letters

[0 Complete page 5b if in the Colleges of Design & Social Inquiry, Science,
or Business

[0 Complete page 5cif in the College of Engineering and Computer Science
0 COMPLETE YOUR STUDENT PROFILE IN THE OWL CareerLink DATABASE
a. Go to https://www.myinterfase.com/fau/student/home.aspx
b. Sign in with your FAUNet ID and Password
c. Complete the empty fields
d. Upload your most current resume with your FAU degree and expected
date of graduationincluded

Experience for tomorrow!

Attachedare the formsnecessaryto completeyour application.
If you have questions, please contactthe Career Development Center.

Boca Raton/Jupiter Campuses: Boca Raton, Room SU 220, Phone: (561) 297-3520, Fax: (561) 297-2740
Davie Campus: LA 203, Phone: (954) 236-1214, Fax: (954) 236-1213




B&U

CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

COOPERATIVE EDUCATION/INTERNSHIP PROGRAM APPLICATION

Please printortype clearlyforall fields.

ApplicantInformation
FullName: 7#: Date:
Last First M.1.

Current Address:

StreetAddress Apartment/Unit #

City State ZIPCode

Perm.Address:

Street Address Apartment/Unit #

City State ZIPCode
HomePhone: ( ) FAU E-mail Address:
CellPhone: ( )

Education Information

B.B.A.

[l

B.F.A.

[l

DegreeinProgress:

FAU Program:

Graduate
L]

Expected Graduation Date:

Dorothy F. Schmidt College of
Arts & Letters

[l

Harriet L. Wilkes Honors

College for Design & Social
Inquiry

[l

Engineering & Computer

College:

Science College
Sophomore Junior Senior

Classification:

0 0 0

Total Numberof Credits Completed:

Month Year

Charles E. Schmidt College of
Medicine

[l

Christine E. Lynn College of
Nursing

[l

College of Business

[l

Charles E. Schmidt College of
Science

[l

College of Education

[l

The Graduate College

[l

Graduate Student

FAUCumulativeGPA:

[l

Are you willing to relocate for a full-time Cooperative
Education/Internship Program?

Cooperative

Education/Internship Part-time Full-time
ProgramWorkPreference: D D
Yes No

0 0

Citizenship Status

US Citizen

[l

Status:

International Student

[l

Permanent Resident

[l

Statistical Information

Thefollowingdatais optional& confidentialandis used onlyforstatistical purposes:

Male

[l

American Indian / Alaska Native

Black / African American

[l

Gender/Sex:

Race/ Ethnicity:
(Checkallthat apply)

Female

[l

White / Caucasian

L]
Other

[l

Asian / Pacific Islander

[l

Hispanic/ Latino

[l

If Other, specify:

Pagel



E&U

CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

SIGNATUREANDAPPROVALFORM

TOBECOMPLETEDBY STUDENT:

lamapplyingto participatein the Florida Atlantic University Cooperative Education/Internship Program. |
certifythat:

1. Amadegree-seeking studentat FAU and amin good standing (not on probation; suspension or
dismissal);

2. Ampotcurrentlyon a GA, TA or RA contract with my academic department;

3. Haveatleasta 2.7 undergraduate FAU cumulative GPA and completed 30 credits (sophomore
status);

4. Ifagraduate student, have a FAU cumulative GPA of 3.0 or higher and have completed 9 credits;

5. Internationalstudents (F-1 status) musthave maintainedvalid F-1 status and full-time enroliment
for atleasttwo consecutive semesters priorto the Co-op/Internship startdate;

6. Havebeen enrolledin my current programfor at least one semester;

7. Ammakingdemonstrative progresstowards mydegree evidenced by completing program
requirements.

8. Havereadandunderstandthe Cooperative Education/Internship Program StudentAgreementand
agree to abide by the regulationstherein;

9. Doconsenttotherelease of personallyidentifiable educationalrecords and otherrelevant
informationregarding my academicperformancewhile a studentat FAU;

10. If seeking credit or if an International Student, will register for the required departmental
Cooperative Education/InternshipProgramcourse uponacceptanceofa Cooperative
Education/InternshipProgramassignmentperdepartmentalapproval;

11. Will, if receiving financial aid, check with the Financial Aid office before beginning a Cooperative
Education/Internship Program assignment.

Student Signature Date

INTERNATIONAL STUDENT OFFICE APPROVAL

TOBECOMPLETEDBYINTERNATIONALSTUDENTAPPLICANTS:

This studenthas been informed of USCIS (formerly BCIS and previously INS) policies and procedures that affect
International Cooperative Education/Internship Programstudentsandthathe/shemustreceive, inwriting,
CurricularPractical Trainingworkauthorizationfor Cooperative Education/InternshipProgramfromthe OISSS
priortobeginningany Cooperative Education/InternshipProgram employment. He/sheunderstandsthat
employmentmay not begin before, norextend beyond, authorized dates on his/herl-20ID.

Student Date Office of International Student and Scholar Services Date
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CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

STUDENTFINANCIALAID OFFICE

JOBECOMPLETEDBY STUDENT:

All students must be degree-seeking and enrolled at least half-time at FAU to be eligible for financial
aid (6 credits for undergraduates — including 2" bachelors students, 5 credits for graduate students)
during fall and spring semesters. Full-time enroliment is defined as 12 semester hours for
undergraduates and 9 semester hours for graduate students during fall and spring semesters.
Students must be attending half-time (defined as 6 or more credits for undergraduate students and 3
or more credits for graduate students) to be eligible for financial aid during summer semesters.
Federal Pell Grant recipients may be eligible to receive a Pell Grant with less than half-time
enrollment. Your initial award offer has been based on your enroliment projections for the first
semester you indicated attendance during the academic year. Any changes in your anticipated
enrollment may result in the revision or cancellation of your financial aid award. Audited classes are
excluded from the determination of eligible enroliment for purposes of receiving financial aid. If you
withdraw from a course, you must provide documentation from your professor that you attended.
Failure to provide documentation may result in repayment of Title IV funds.

Student Date
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E&U

CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

STUDENT AGREEMENT

Student

College Maijor

As a participantin the Cooperative Education/Internship Program at Florida Atlantic University | agree to the following:

¢ lauthorizethe CareerDevelopment Centerto releasemy unofficialtranscriptand resumeto prospective employersas
necessary.

o lwillparticipateinmy Cooperative Education/Internship Program jobsearch by maintaining contact withthe Career
Development Centerand will return all telephone calls and emails to employers as well as research the company prior to an
interview.

o | acknowledge that my acceptance of a Cooperative Education/Internship Program job offer is a serious commitment to the
university and the employer, and furthermore | am accepting this position for the duration of the semester (I will not continue

to interview or accepta job offerwith anothercompany forthe same semester).

o Oncel am offered a position | will notify the Career Development Center immediately for position approvalin the
Cooperative Education/Internship Program. If | am seeking credit | will register for the appropriate course formy
Cooperative Education/InternshipProgramWorkExperienceeach semesterl participateinthe Cooperative
Education/InternshipProgrampendingdepartmentalapproval.lflamaninternationalstudent, lunderstand that
lam requiredto registerforcredit. Failureto registerforeach Cooperative Education/InternshipProgram period
(one semester) willbe causeforterminationofmyCooperative Education/Internship Program assignment.

¢ lwillcomplete andsubmita Cooperative Education/Internship ProgramPlacedForm.

o lwillsubmittwo StudentCooperative Education/InternshipProgram Evaluation Reportsand myEmployerwill submit
an evaluationto the CareerDevelopment Centerin accordance withestablished deadlines.

o lwill talktowith my Supervisorfromthe company and we will determine three objectives I will learn this
semester.

o The above reports and my Employer’s evaluation will be used to determine my grade of Satisfactory/Unsatisfactory, which
will be entered on my academic record for each assignment period, in accordance with my college/department regulations.
No grade will be given until each assignment period and all college/department requirementsare completed. These reports
will be forwarded to my faculty advisor if | am registered for credit.

*  Myparticipationinthe Cooperative Education/InternshipProgramis entirelyvoluntaryandin noway constitutes
employmentwith Florida Atlantic University or the State of Florida.

e lam afully matriculatedstudentat FAUduring this Cooperative Education/Internship Program assignmentand, as such,|
am not entitledto unemploymentcompensationbaseduponanyCooperativeEducation/InternshipProgram employment
period.

¢ lunderstandthatthe Career Development Center will make every effort to refer me to a Cooperative
Education/InternshipProgram position, but is unable to guarantee Cooperative Education/InternshipProgram

employment.
o | will be responsible for paying for credits earned through the Cooperative Education/Internship Program course.
¢ | understand it is my responsibility to check with my employer regarding any supplemental paperwork that is

required Prior to meeting with college representatives.

* | understand that | need to allow ample time for all offices to process my paperwork, especially during peak activity periods. |

understand | need to allow three to five business days to secure an appointment and/or hear back regarding the status of
submitted materials. | further understand that repeated inquiries may further delay a response.

¢ |l willnotifythe Career Development Centerimmediately of any significant changein my employmentstatus or work
environment(i.e. change of supervisor, misunderstanding on the job, etc.). If | do not complete the hours and weeks of
employmentstipulated in my offer letter | am aware that | may receivean UNSATISFACTORY for the course.

ASSUMPTION OF RISK STATEMENT AND RELEASE: | understand that there are certain physical risks inherentin every form of
employment. | understand the risks associated with my proposed Cooperative Education/Internship Program assignment. |
nonetheless agree to assume those risks so as to gain the benefits from participation in this valuable work/learning experience. |
hereby release the State of Florida, the Board of Trustees, Florida Atlantic University and its agents and employees from any and all
liability associated with my participation in the Cooperative E d u c a ti o n /Internship Program at Florida Atlantic University and at the
employer’s site.

Signature Date
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E&U

CAREER DEVELOPMENT CENTER
Division of Student Affairs
Florida Atlantic University

H ApplyforC iveEducation|l hioP Credi

These instructionsare for studentsin the College of Arts and Letters. Pleaseread the informationbelow:

1. PerUSCIS (formerlyBCIS and previouslyINS) requirements, internationalstudents mustregister(and p a 'y ) for
at least1 creditin orderto work through the Cooperative Education/Internship Program. The Cooperative
Education/Internship Programis an opportunityfor internationalstudentsto participatein CurricularPractical
Training.

2. ForU.S. citizens and permanentresidents, registering (and paying)for credit is optional.

3. Therearetwokinds of CooperativeEducation/Internship Programcredit, additiveand elective.

a. Additive credit does not counttoward your graduation requirements; it is added to the total number
of credits needed to graduate. For instance, if your programrequires 120 hours to graduate, you
would graduate with 121 credit hours after taking your Cooperative Education/InternshipProgramfor
1 additivecredit
Some

departmentswnl reqwre you to complete addltlonal aSS|gnments morderfor your Coope ratlve
Education/InternshipProgramto counttowardgeneraleducationelectives.
TheCooperatlveEducatlon/I nternshipProgramis gradedona Satlsfactory/U nsatlsfactorybaS|s

ok

6. Pleasebe aware that a studentmay take the Humanities Co-op/Internship course (HUM 3949)for 1-4 credits up
to four times for a maximum of 8 credits.

Please review the information below and sign and date this page.

As a studentin the College of Arts & Letters | understandthat the following 3 steps will need to be completed (in
numerical order)to register for elective credit through the Humanities Co-op/Internshipcourse (HUM 3949).

1. I mustsecure a position that meets the Co-op/Internship Program requirements and that the position must be
approved by the Career DevelopmentCenter.

2. Oncemy positionis approved and all related employer documentation provided, | will receive the required
supplementaldocumentfromthe CareerDevelopmentCenter.

3. Afterlreceive the required supplemental document| will visit Student Academic Services for completion of the
supplemental document. | will not visit/contact Student Academic Services until | have this document. |
understand that it may take up three to five business days to secure an appointment with Student
Academic Services and repeated inquiries may further delay a response. If an appointment is sought
during drop/add, this timeline may be extended.

| have read the above information concerning the Cooperative Education/Internship Program credit options and the steps
| will take to register for elective credit. | also understand that these steps must be completed in order.

Student Signature Date
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CAREER DEVELOPMENT CENTER

Division of Student Affairs
Florida Atlantic University

H ApplyforC iveEducation|l hioP Credi

Theseinstructionsare for studentsinthe Colleges of Design and Social Inquiry, Science, and Business.
Forstudentsinthe College of Business, Cooperative Education/Internship Programcreditis always additive
(i.e.itdoesnot counttoward graduationrequirements).

1. PerUSCIS (formerlyBCIS and previously INS) requirements, internationalstudents mustregister (and
pay)foratleast 1 creditin orderto work through the Cooperative Education/Internship Program. The
Cooperative Education/Internship Programis an opportunityforinternationalstudentsto participatein
CurricularPracticalTraining.

2. ForU.S.citizens and permanentresidents, registering (and paying)for creditis optional.

3. Therearetwokinds of Cooperative Education/Internship Programcredit, additive and elective.

a. Additive credit does not count toward your graduation requirements; itis added to the total
number of credits needed to graduate. Forinstance, if your programrequires 120 hours to
graduate, you would graduate with 121 credit hours aftertaking your Cooperative
Educatlon/InternshlpProgramfor1 addltlvecredlt

Some departmentswnl requwe you to complete addltlonal aSS|gnments in orderfor your
Cooperative Education/InternshipProgramto counttowardgeneraleducationelectives.
4. The CooperatlveEducatlon/InternshlpProgramls gradedona Satlsfactory/Unsatlsfactory baS|s

To gain elective credit approval, you must complete the information below with your college academicadvisor:

TOBECOMPLETEDBY YOURCOLLEGEACADEMICADVISOR
Semester/Year: Spring Summer Fall

Current FAU GPA: Co-op/Internship Course Number:
(Do not include transfer credits)
Maximum # of credits the student may register for this Co-op/Internship course during this semster:

[ ] [[]2 []s []4 [ ] other

This Co-op/Internship Experienceis the Student’s 1t 2nd 3rd

College Academic Advisor Signature Date

College Academic Advisor Printed Name:

Additive  Elective Other
How are these credits being applied to the student’s degree?
[] [] []

| have read the above information concerning the Cooperative Education/Internship Program credit options. |
understand that | must present written authorization from the academic advisor of my college to the Career

DevelopmentCenterin my application packet. | am aware of how these credits will be applied to my degree.

StudentSignature Date
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Florida Atlantic University

H ApplyforC tive Education/| hioP Credi

Theseinstructionsare onlyfor studentsinthe College of Engineeringand Computer Science.

1. PerUSCIS (formerlyBCIS and previously INS) requirements, internationalstudents mustregister (and
pay)foratleast 1 creditin orderto work through the Cooperative Education/Internship Program. The
Cooperative Education/Internship Programis an opportunityforinternationalstudentsto participatein

CurricularPracticalTraining.
2. ForU.S.citizens and permanentresidents, registering (and paying)for creditis optional.

3. Therearetwokinds of Cooperative Education/Internship Programcredit, additive and elective.
a. Additive credit does not count toward your graduation requirements; itis added to the total
number of credits needed to graduate. Forinstance, if your programrequires 120 hours to

graduate, you would graduate with 121 credit hours after taking your Cooperative
Educatlon/InternshlpProgramfor1 addltlvecredlt

ok~

Togain elective credit approval, you must complete the informationbelow with your college academicadvisor:

Some departmentswnl reqwre youto complete addltlonal aSS|gnments in orderforyour
CooperativeEducation/InternshipProgramtocounttowardgeneraleducationelectives.
The CooperatlveEducatlon/InternshlpProgramls gradedona Satlsfactory/Unsatlsfactory basis.

TOBECOMPLETEDBYYOURCOLLEGEACADEMICADVISOR
Semester/Year: Spring Summer Fall

Current FAU GPA: Co-op/Internship Course Number:

(Do not include transfer credits)
Maximum # of credits the student may registerfor this Co-op/Internship course duringthis semester:

[]+ [[]2 []s [[]4 [ ] other

This Co-op/Internship Experienceis the Student’s 15t 2nd 3

4th

College Academic Advisor Signature Date

College Academic Advisor Printed Name

Associate Dean for Academic Affairs Signature (Graduate Only) Date

Associate Dean for Academic Affairs Printed Name
Additive Elective Other

How are these credits being applied to the student’s degree? |:| |:| |:|

| have read the above information concerning the Cooperative Education/Internship Program credit options. |
understand that | must present written authorization from the academic advisor of my college to the Career

DevelopmentCenterin my application packet. | am aware of how these credits will be applied to my degree.

Student Signature Date
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Sample Resume:
Chris C.Chronological

(561) 555-4242 chrischron@fau.edu
13 FAUBoulevard
Boca Raton, FL 33431

OBJECTIVE

Seeking an internship where I can utilize my skills in communications, public relations, and event planning.
EDUCATION

Bachelor of Arts in Multimedia Studies August 20XX
Major: Multimedia Journalism

Florida Atlantic University Boca Raton, FL

Overall GPA: 3.5/4.0

RELEVENT COURSEWORK
Mass Communication Theory Public Opinion and Modernity U.S. Journalism
Television Production Video Production Photojournalism
U.S. Telecommunication Industry Communication and Social Power Political Communication
EXPERIENCE
Spring Concert Coordinator September 20XX — Present
Associated Students, Inc. Productions Boca Raton, FL

o Allocatedabudget of over $115,000 for the event

o Communicated with various individuals within the company to ensurethe participationoflocal artists
o Createdadetailed publicity plan as well as public relationstactics

o Attended weekly contact meetings with the advisor and staffto ensurethe success of the event

Union and Special Programming Coordinator May 20XX — August 20XX
Associated Students, Inc. Productions Boca Raton, FL

¢ Managedabudgetofover$15,000

¢ Plannedand coordinated three small scale and one large scale event per semester
* Maintainedexcellentcommunicationwithagentsandtalent

o Attendedweekly staffand streetteam meetings

Crew Leader May 20XX — April 20XX
Sherry’s Muffins Fort Lauderdale, FL

o Superviseda crew of seven workersand managedbakery’s daily operations, while providing superior customer

service.

o Trained20+employeesand created schedulesfor allunder-managementemployeesresultingin an effective

schedulingprocedure.

*  Respondedto customerquestionsand complaints,and oversaw the sales and baking processes to provide the

optimalbakery experience.

MEMBERSHIPS
Lambda Pi Eta 20XX — Present

COMPUTER SKILLS
Microsoft Office (Word, Excel, PowerPoint)
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