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In keeping with one of New York Institute of Technology’s missions: “Provide career-oriented 

professional education”, the Cooperative Education (co-op) program is a mechanism to enable our 

students to prepare themselves for the job market while pursuing their undergraduate degrees. 

In partnership with the network of industry and business companies, through the co-op program, our 

students can prepare for the culture and professional conduct required to be productive in the work 

environment, learn about and engage in successful job search practices, gain invaluable on the job 

experience in their fields of study, and earn income while employed in their co-op positions. 

We are excited to offer the co-op opportunity to our students. To make sure both our industry partners 

and our students benefit from the co-op experience, this handbook is created to act as a reference for 

employers as they pursue their journey through the co-op program. 

While this document is intended to be comprehensive, please seek guidance from the co-op coordinator 

for specific needs and questions you might have. 

— 

Babak D. Beheshti, PhD 
Dean, College of Engineering and 
Computing Sciences  

New York Institute of Technology 
Pronouns: He, Him, His 
 
Harry Schure Hall, Room 112, Long 
Island Campus 
1855 Broadway, Room 805B, New 
York City Campus 
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1 Contact Information 
For any questions regarding the NYIT CoECS co-op program, please contact: 

CoECS Co-op Coordinator at the email address: coecs.coopcoord@nyit.edu  

2 Welcome Aboard As A Co-Op Partner!  
Thank you for your support of co-operative education at the College of Engineering and Computing 

Sciences (CoECS) of New York Institute of Technology (NYIT). Your contribution to the program is highly 

valued as the program could not succeed without the participation of employers such as you.  

Co-operative education is a value-added component that blends classroom studies and workplace 

experiences. Your participation allows students to develop and grow as professionals. Co-operative 

education brings together the employer, the student, and the university. The three participants are each 

an integral part of the co-operative education experience.  

 

This partnership has benefits for all parties involved. Once you have completed the job posting process, 

conducted your interviews and a hiring decision has been made, one or more co-op students will be 

joining your team. We hope that you will find this handbook to be a useful tool in preparing for your co-

op student’s arrival and guide you through the process of having a co-op student with you for the term. 

We also hope you will be able to refer to this handbook to answer any questions.  

Please note that we understand that the first time of becoming a co-op employer partner can feel 

complex. The NYIT staff will work closely with you to make this happen, and to make the process a 

smooth and collaborative one! 

Thank you once again for supporting our program, our students, and NYIT! 

   

NYIT Students Employers Co-op 

Program 

mailto:coecs.coopcoord@nyit.edu
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3 What is Co-op and Why Your Company Should Consider it? 
Co-op (or, cooperative education) is an experiential education program in which students alternate 

periods of academic study in the classroom with one or more periods of full-time co-op employment in 

positions directly related to their academic and/or career interests. The New York Institute of 

Technology co-op program in the College of Engineering and Computing Sciences (CoECS) has one such 

period – we call it the “Co-op Experiential Cycle” (CEC). This combination of university studies and full-

time employment provides an integrated learning experience that enhances both the academic 

experience and career development. 

As an undergraduate, students can gain 24 weeks of hands-on, professional experience related to their 

major or career interests. The skills, contacts, and real-world know-how they gain on co-op—combined 

with what they learn in the classroom—create a unique and holistic educational experience and produce 

a better prepared professional. Enrolling in the co-op program is optional, and students must apply for 

placement in the co-op program. 

3.1 Co-op Program at a Glance 
The high-level characteristics of the co-op program at the CoECS are: 

• Enrolling in the co-op program is optional. Students are not required to be a co-op student 

• There are eligibility requirements for enrollment in the co-op program and not all degree 

programs qualify for the co-op program 

• The main component of the co-op program is a full-time (35 hours or more per week) for 24 

weeks in the student’s junior (3rd) or senior (4th) year. During the CEC, students are not allowed 

to take any courses. This is intended to immerse students in their full-time experiential 

education and their full-time employment at your company 

• Students get paid during their employment in the co-op experiential cycle 

• The co-op experiential cycle takes one single term (Summer plus Fall Semester, or Spring 

Semester plus Summer) 

3.2 Benefits of a Co-op Program to Employers 
As an NYIT Co-op Employer Partner your company will have access to the following benefits: 

• Hiring from a secure and stable pool of highly qualified and exceptional talent 

• Access to valuable student workers who have the potential to transition to permanent 

employment with your company 

• Create ambassadors for your organization on the university campus 

• Provide a cost-effective recruitment and training program with no continuing obligation to 

students for permanent employment, unless desired by both parties 

• Enable your organization to participate in and influence the educational process and 

career development of a student 

• Provide you, the employer, with valuable technical and professional assistance and bring 

new talents and ideas into your organization 

• Free high-salaried professionals from time-consuming but essential tasks 

• Enhance the industry-university relationship by creating closer ties between the business and 

NYIT and its CoECS 
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4 Your Responsibilities as a Co-op Employer 
As a co-op employer, you will agree to define and create one or more co-op positions in your company 

slated for the NYIT CoECS co-op students. These positions are full-time positions for the duration of 24 

weeks – 35 hours per week.  The pay rate range for these positions will be negotiated between NYIT and 

your company and the actual rate will be determined within this range based on the specific student’s 

qualifications.  

This commitment can be for one 24-week cycle or for multiple ones over several years. These co-op 

positions must provide a learning environment where the student is assigned projects that provide a 

variety of experiences and a progression of skill development and responsibilities. 

Your company’s responsibilities include planning the student's duties,  providing qualification criteria, 

meaningful training, supervision, and evaluation of the student's performance.  

More specifically, your company will: 

• Submit a job description informing the NYIT Center for Career & Co-op of desired qualifications, 

salary, duties and responsibilities, and other pertinent information. Include any available 

company literature 

• Be a key partner in the education process and provide ongoing supervision and feedback to the 

co-op student 

• Make the student aware of company policies, provide an appropriate orientation, communicate 

expectations and give direction 

• Advise the student of all issues of confidentially in the workplace and ensure any required non-

disclosure agreements are signed prior to the student starting work 

• Treat the student as a regular employee in terms of hiring and labor standard practices 

• Contact the Co-op Office as soon as possible should you have any issues or concerns related to 

the student’s performance 

• Notify the co-op coordinator as early as possible of situations arising from labor negotiations or 

other possible work disruptions during the co-op term 

• Provide a thorough orientation and assign an interested supervisor to initiate, develop and 

maintain a successful co-op program 

• Permit an on-site visit by the co-op coordinator in the student's academic major. 

• Provide a safe work environment for student(s) 

• Instruct the student with respect to company policy and define expected work tasks, outlining 

duties and responsibilities 

•  Evaluate the student's performance by electronically submitting an online evaluation or 

returning the evaluation form to the co-op office at the end of the semester. 

5 University’s Responsibilities 
It is our responsibility to: 

• Monitor co-op terms and complete worksite visits  

• Provide support to employers and students during the co-op term  

• Mediate between employers and students, when necessary  
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• Provide employer feedback to the respective academic department on the content and direction of 

the academic programs and employer needs  

• Provide an ongoing assessment of co-operative education programs  

• Maintain the integrity of the co-op hiring process and abide by  the co-op policies and procedures  

• Ensure that employers are provided with accurate and appropriate information regarding the 

students’ qualifications and interests  

6 Co-op Placement Process 
The overall placement process for students can be summarized in the figure below. 

 

6.1 Procedures for Receiving/Accepting a Job Offer 
1. The Co-op employer will extend a job offer via email (The co-op employer responsibility). The offer 

letter must include: 

• Start/finish date 

• Salary 

2. Student must submit a copy of the offer letter for approval to the co-op coordinator (The student’s 

responsibility) 

• Once the co-op coordinator has approved the offer letter, the student will sign and email a copy 

of the letter to the employer and the co-op coordinator. Student will also submit form CO-003. 

(The student’s responsibility) 

Employer 
defines the 
number of co-
op positions

• Job descriptions

• Supervisors

• Salaries

• Hiring Managers

Co-op 
Positions are 
Posted

• Career Success 
Office

• Co-op 
Coordinator’s 
Office

Student 
Application 
Submission

• Resumes and 
Cover Letters ae 
submitted and 
Reviewed

• Short List of 
Candidates for 
Interview are 
finalized

Interviews 
Conducted

• Candidates are 
Scheduled for 
Interviews and 
co-op 
employees are 
identified

Hiring Process

• NYIT and 
Employer Work 
Together to Hire 
co-op Student 
Employees

Co-op Cycle

• Six month 
period of full 
time 
employment for 
co-op Students

Release and 
Final 

Assessment 
of Co-op 
Student 

Employees

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fforms%2Fd%2Fe%2F1FAIpQLSd8WbyVxZ5vU1PfwDct-GTr_eNhiuOQiZh4jDqJfj5e-4BT8Q%2Fviewform%3Fvc%3D0%26c%3D0%26w%3D1%26flr%3D0%26usp%3Dmail_form_link&data=04%7C01%7Cbabak.beheshti%40nyit.edu%7Cec580ae177db4d1214af08d9988306bd%7C1a561373a3a14beda7c281410491a214%7C0%7C0%7C637708510801240285%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ZfOddnyM4tZF3I3f0AEliJKg%2FlctI1PRSOuhdOnA%2BGI%3D&reserved=0
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3. The student will notify other co-op employers where they have applied and have interviewed that 

they have accepted another offer. (The student’s responsibility) 

4. Student will cancel all courses registrations for in the upcoming semester, and register for the 

course ETCS-301 (CoECS Co-op). (The student’s responsibility) 

5. Contact the Co-op Director to schedule an appointment to review co-op responsibilities and 

procedures. (The student’s responsibility) 

6. The following forms must be submitted prior to the meeting: (The student’s responsibility) 

• Submit form CO-001  

• Submit resume 

• Graduation Advisement Checklist (signed by the department chair) 

• F-1 Curricular Practical Training Application (International students only) 

6.2 CEC Timeline 
Generally speaking, participating in the co-op program will add one more semesters to a student’s time 

to graduation. Students will participate in a CEC, fully employed by a co-op employer partner during 

either their 3rd  or 4th year in their undergraduate studies.. 

7 Academic Programs Eligible for Co-op 
Starting Fall 2022, the following undergraduate programs will offer the co-op option to their qualified 

students. Additional undergraduate programs will be added to the co-op program as we build capacity 

to support them. 

• BS Computer Science 

• BS Electrical and Computer Engineering 

• BS Mechanical Engineering 

• BS Information Technology 

8 Who Qualifies to Apply for the Co-op Option? 
• Students must have completed their first two years of their four-year program (approximately 

equivalent to completion of 60 credits towards the total credits for the program) to apply for 

the co-op option.  (Exceptions can be made for non-traditional aged students like Veterans on a 

case by case basis) 

• Students must possess a minimum 2.75 GPA overall. If in doubt, please check with the co-op 

coordinator.  

• All students are required to complete the course ETCS-300 prior to starting the program.  

• F-1 International Students are eligible to participate if they meet all requirements to obtain 

authorization for Curricular Practical Training (CPT). Students should contact the International 

Education office (Email at oie@nyit.edu) for more information about CPT. Other international 

students should make sure they can participate in the co-op program based on their 

immigration status.  

• Please note that not all qualified applicants will be enrolled in the co-op option for their 

programs. We are limited to the number of co-op positions committed by our industry partners, 

therefore enrollees will be selected on a first come first served basis as well their academic 

performance. 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fforms%2Fd%2Fe%2F1FAIpQLSeyJ5QJsI70GyoOoZN5vtYTbgmvdM6hjjDPXCUNv-4kxad9Lw%2Fviewform%3Fvc%3D0%26c%3D0%26w%3D1%26flr%3D0%26usp%3Dmail_form_link&data=04%7C01%7CBabak.Beheshti%40nyit.edu%7C34233a93af8e401c152908d9987f293d%7C1a561373a3a14beda7c281410491a214%7C0%7C0%7C637708494227127526%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=8BfrdHIC%2FZHyrtLFaYh%2B3URR5yDrytZsr62nm0Y41QA%3D&reserved=0
mailto:oie@nyit.edu
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• Please note that co-op students must interview and subsequently be offered a position by one 

of participating co-op employers. If no employer offers a student a position, that student will 

have no co-op employment opportunity. 

9 Expectations of Students During Their Co-op Experiential Cycle 
Students who participate in the Co-op Program seek practical training in their chosen discipline, develop 

confidence, learn money management, and gain a broader exposure to their field. All co-op students 

work closely with a Co-op Coordinator from NYIT during their work term to ensure they are abiding by 

company policy and completing their assignments in a timely manner. 

9.1.1 Confidentiality  
Confidentiality issues should be discussed and agreed to prior to the job offer and acceptance. Student 

employees must comply with their employer’s policies regarding confidentially and recognize that the 

information they work with, including the results of any research undertaken, belong to the employer. 

9.1.2 Enrolling in ETCS 301: CoECS co-op 
All co-op students are required to enroll in the 0 credit course ETCS-301 during their CEC. Students are 

also expected to comply with the deliverables and requirements of the course. 

9.1.3 Professional Conduct 
While employed as a co-op employee, students are ambassadors for New York Tech. Their professional 

conduct will not only be a benchmark for the standards by which New York Tech students are measured, 

but also will have a positive or negative impact on the co-op partner company to decide on continuing 

to offer co-op positions to New York Tech students.  

9.1.4 Requesting Vacation 
During their CEC, students are not entitled to any vacation time. They should not request vacation days 

from their co-op employer. However, if students have a commitment that they are aware of and will 

require a few days off during the work term, it is the student’s responsibility to discuss this during the 

interview process. If this is not discussed during the interview, the employer has no obligation to 

consent to time off once the work term starts. 

9.1.5 Absenteeism 
Students should not be missing time. If they are, this should be treated according to your organization’s 

policies and procedures. If you have issues with the student’s performance, you should contact the Co-

op Office immediately and we will work with you to help resolve any issues. Co-operative education is a 

learning experience for the student and we are here to facilitate the process. 

10 Important Information About the Co-op Experiential Cycle 
10.1.1 Taking Courses 
Students are not allowed to take any courses at New York Tech or elsewhere towards their major’s 

degree requirements during their CEC. The only course you must be enrolled in during this period is 

ETCS-301. 
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10.1.2 Negotiating Compensation 
When New York Tech’s Industry/business partners set up co-op positions, the hourly rates and 

compensation ranges for each co-op position were set at that time. Students are asked not to attempt 

to negotiate their pay rate or compensation outside of these ranges. Employers generally provide a pay 

rate range where students could negotiate within that range based on their skills and experiences. 

11 Disclaimers to Students 
Students are advised of the following prior to applying for co-op positions to employers: 

1. Some companies who hire New York Tech students in their designated co-op positions may require 

background checks and other tests for their employees. It is the company’s right to require these 

background checks, and New York Tech is not responsible if a student applicant is not offered a 

position because of the results. 

2. Each co-op student will be selected and interviewed by the prospective co-op employers. There is 

always a possibility that a student may not be selected for a position in any company as a result of 

either their resume review or the ensuing interview. 

12 Relevant Federal and State Laws 
1. Fair Labor Standards Act 

Employers are expected to comply with all relevant federal, state and local labor laws and 

regulations, including, without limitation, the federal Fair Labor Standards Act.  

2. Discrimination and Sexual Harassment 

NYIT does not condone or tolerate any form of discrimination toward students on the basis of 

race, color, national origin, religion, creed, ethnicity, disability, age, marital status, sex, gender, 

gender identity or expression, sexual orientation, veteran status, reproductive health decisions, 

or any other legally protected status, either on or off-campus. Co-op employees are entitled to 

the same protection of federal, state and local anti-discrimination laws as other employees. Co-

op employees may also be protected under Title IX due to their student standing within the 

University. 

3. The Americans with Disabilities Act (ADA) 

Employers are expected to comply with all relevant laws and regulations related to disability 

discrimination and required accommodations,including, without limitation,  the Americans with 

Disabilities Act.  

4. Immigration Reform and Control Act of 1986 (IRCA) 

All co-op employees, regardless of their citizenship status, must provide the required 

documentation to co-op employers under the IRCA with respect to identity and authorization to 

work.  Employers who encounter difficulty in securing proper IRCA documentation for any 

student co-op employee should contact the co-op coordinator.  

5.  Workers’ Compensation 

Co-op employees are employees of the co-op employer and are therefore are entitled to 

applicable workers’ compensation coverage just as other employees. Co-op employers are 

expected to comply with their state’s laws with respect to workers’ compensation. In the event 

of an accident or injury on the job, co-op employees should inform their supervisor immediately 

and notify the co-op coordinator.  
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6. Wages and Taxes Wages  

Generally the co-op employer is responsible for withholding deductions required by federal and 

state income tax laws from the wages of all co-op employees. International students on F-1 and 

J-1 visas are subject to withholding payment of federal, state, and local taxes unless they are 

exempt by the provision of a tax treaty.  

In cases where a tax treaty applies, co-op employees must provide documentation to the 

employer on the appropriate IRS form. Information regarding tax treaties may be found in 

Internal Revenue Service publications, such as IRS Foreign Students and Scholars Website 

available at: http://www.irs.gov/Individuals/International-Taxpayers/Foreign-Students-and-

Scholars    

F-1 and J-1 visa holders are not subject to Social Security (FICA), Medicare, or Federal 

Unemployment (FUTA) deductions, if claiming non-resident status for tax purposes (see IRS 

Publication 15, Circular E, Employer’s Tax Guide, and IRS Publication 519, U.S. Tax Guide for 

Aliens, ‘1. Nonresident Alien or Resident Alien?’ https://www.irs.gov/pub/ irs-pdf/p519.pdf). 

Additionally, W-4 guidelines for these students can be found in IRS Publication 519, ‘With-

holding on Wages.’ International students are responsible for showing their employer 

documentation of their visa status. For more information, please visit: 

http://www.socialsecurity.gov/employer/hiring.htm 

   

http://www.irs.gov/Individuals/International-Taxpayers/Foreign-Students-and-Scholars
http://www.irs.gov/Individuals/International-Taxpayers/Foreign-Students-and-Scholars
http://www.socialsecurity.gov/employer/hiring.htm
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13 Definition of Terms 
 

Co-op Coordinator - A member of the Co-op Program team who advises students enrolled in the 

co-op program 

Co-op Experiential Cycle (CEC) - A 24-week period within which a co-op student is fully employed 

as part of requirements of their co-op program 

Co-op Program  - The Cooperative Education Program at the College of Engineering and 

Computing Sciences (CoECS) of New York Institute of Technology 

Co-op Employer - An organization interested in hiring an undergraduate CoECS student enrolled in 

the co-op program 

Co-op Student -  A student who has formally enrolled in the co-op track within their degree 

program 

NYIT Co-op Employer Partners – Employers that have formally entered into an agreement with 

NYIT to offer co-op positions to CoECS co-op students 

Resume - A one-page snapshot of an applicant’s education, skills, and work experience 
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15 Appendix A - Securing Employment through non-NYIT Co-op 

Employer Partners (Independently secured by the student) 
Students also could find a co-op position that was advertised outside of New York Tech. Students must 

get approval from their co-op coordinator. The following are the guidelines that the co-op coordinator 

will assess to approve such positions: 

• The employer site must have the proper infrastructure to ensure a safe, properly guided 

learning experience. 

• The position must provide an on-site work location, which means that the work site may not 

be in someone’s home, nor can the position be an on-the-road position. (Remote work 

situations will be considered independently of this requirement) 

• The position must provide daily supervision. 

• The company or agency must be registered with the appropriate Department of Labor. 

• The site must also have a published/working telephone number and if requested, 

promotional literature. 

• The following types of positions will not be approved: jobs based on commission, 

entrepreneurial positions. 

• A student may not be permitted to work for a relative. 

• The position must provide meaningful work experience related to the student’s major 

and/or career objectives. 

The overall process to secure employment in a non-co-op employer partner company is as follows: 

1. Student Approval Submission 

o Student submits all required documentation regarding an offer from a non-NYIT partner  

to the co-op coordinator for approval 

o If the co-op coordinator approves, the process continues 

2. Hiring Process 

o NYIT and Employer Work Together to Hire co-op Student Employees 

3. Co-op Cycle 

o 24 weeks of full-time employment for co-op Students 

4. Co-op employer is subject to all provisions of this Employer Handbook 

5. Release and Final Assessment of Co-op Student Employees 

 


