
Share a GIF in the chat!

How are you feeling about your upcoming 
work term?

"HELP! HOW DO I 
WORK-TERM?”

Tiffany Chen
(she/her)
Career Advisor

Centre for Career Development

April 7, 2025



WHOSE LAND ARE WE ON?
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The University of Waterloo acknowledges that much of 
our work takes place on the traditional territory of the 
Neutral, Anishinaabeg and Haudenosaunee peoples. 

Our main campus is situated on the Haldimand Tract, 
the land granted to the Six Nations that includes six 
miles on each side of the Grand River. 

Our active work toward reconciliation takes place across 
our campuses through research, learning, teaching, and 
community building, and is co-ordinated within the 
Office of Indigenous Relations.

Curious about the land that you are on? Visit
https://native-land.ca/ 

Office of Indigenous Relations

https://native-land.ca/
https://linktr.ee/uwaterlooindigenous


We aim for this to be safe(r) space
▪ Host yourself!

▪ Principles of Choice, Respect and Care

▪ Session will be recorded; Slides will be shared

▪ Ask questions throughout by raising your hand or using the chat

▪ Q & A at the end
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PLEASE SHARE IN THE CHAT:
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What is one thing you’re hoping to 
get out of this workshop?



PAGE  5

• Your Work Term at-a-Glance

• Supports & Resources

• Q&A

AGENDA
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Your Work Term at-a-Glance

HELP! HOW DO I WORK-TERM?

Post-Match Start of Work Term On the Work Term End of Work Term

❑ Reach out to your new 
employer 

❑ Review onboarding 

paperwork

❑ Get to know your Work 

Term Support is (co-op 
advisor)

❑ Secure housing

❑ Learn what to expect

❑ Update work term 
details, contact and 

travel info

❑ Set work term goals

❑ Professional 

Development (PD) 

course  

❑ Complete e-Check In

❑ Midterm Evaluation

❑ Consider Future Ready 

Talent Framework

❑ Update work term goals

❑ Take initiative and track 

projects

❑ Work Term Consultation  
with co-op advisor

❑ Complete Student 
Performance Evaluation 

(SPE)

❑ Update resume/cover 

letter

❑ Add connections and 
network to social media
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Congratulations! 
So, you’ve secured a co-op… now what?

POST-MATCH
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MIXED FEELINGS ABOUT WHAT TO EXPECT?
You’re not alone! 
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CAREER 
ADVISORS

Résumé, Cover Letter, 

Interview Prep

Career Planning Advice

Further Education 

Planning

Meet with a Career Advisor

ACADEMIC 
ADVISORS

Questions about co-op 
degree requirements / 

sequence changes

Academic Program

Course Selection

Work Term Report

Find my Academic Advisor

CO-OP 
ADVISORS

Questions related to 
co-op

Questions or concerns 

during your work term

Finding your next co-op

Connect on 

WaterlooWorks

We got you covered!

https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/career-action/appointments-drop-ins
https://uwaterloo.ca/registrar/current-students/advisors
https://uwaterloo.ca/registrar/current-students/advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors


Co-op Questions? Contact your Co-op Advisor!



Tips for preparing for your work term
1) Save a copy of your job description to 
update your resume!

2) Ask questions!

Contact your employer to confirm:

▪ Start date and end date

▪ Hours of employment

▪ Whom you report to

▪ Salary

▪ Anything you can do to prepare (e.g. 
paperwork)

▪ Expectations around remote/hybrid/in 
person work
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Working away from home? 
▪ With help finding housing, reach out to….

▪ Your co-op advisor

▪ Your employer

▪ Other students working in your region via 
Co-op Connection on Discord

▪ Other resources…

▪ Finding a place to live on your co-op work term page

▪ Facebook groups / marketplace

▪ Other local universities and colleges in the area

▪ Online websites (e.g. Kijiji, Airbnb, Padmapper, etc.)

▪ Places4Students.com
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Icon

https://uwaterloo.ca/co-operative-education/your-work-term/work-term-resources
https://uwaterloo.ca/co-operative-education/your-work-term/find-place-to-live-co-op
https://uwaterloo.ca/off-campus-housing/looking-for-place
https://uwaterloo.ca/off-campus-housing/looking-for-place


Common questions
When can I reach out to my 

matched employer?

▪ Right away! via phone or email

▪ If you don’t hear back from them in 
5-10 business days, follow up

▪ If they still haven’t replied, connect 
with your co-op advisor
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What is the offer letter supposed to state, and what if I don’t receive one?

▪ Typically states your job title, the start/end date of your employment, working hours per week, 
salary, vacation, conditions of employment and confidentiality clauses (if relevant)

▪ If you don’t receive an offer letter, connect with your employer again for written confirmation

I have questions about my offer letter and would like to go over it with 
someone! Who do I speak to?

▪ As WUSA members, you can utilize the Student Legal Protection Program.

• Legal advice on any subject and representation on issues relating to academic rights, co-op and 
employment, or housing and tenancy

• Automatically covered (unless you have opted-out of the Legal Protection Program).
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Common questions



What should I expect?

START OF THE WORK TERM
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Update your information
▪ Work-term details: 

confirm basic information about your role & edit employer contact/supervisor 

information

▪ Emergency contact and location information: 
where and how to contact you throughout the work term
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https://uwaterloo.ca/co-operative-education/waterlooworks-student-help/your-work-term


Intro to the Work Term
▪ You may spend the first week(s) completing 

workplace orientation/training.

▪ Pre-work term trainings should still be paid.

▪ You may not have access to everything you need 
to perform your job on day one.

▪ Set goals and learning objectives for yourself to 
make the most of your work term.

▪ Start your Professional Development (PD) course, 
if you are enrolled in one.

▪ Discuss expectations with your supervisor.

▪ CareerHub: Success At Work – Exploring 
workplace culture/ Strategies for workplace success
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https://uwaterloo.atlassian.net/wiki/spaces/CCDCH/pages/44028002402/Success+at+work


Common questions

How often should I be meeting with my supervisor?

▪ What feels like the right amount for you? We suggest to meet with your supervisor 
and/or mentor at least once a week, perhaps more if you’re working remotely.
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Common questions

▪ “I haven’t been paid yet”

▪ “I don’t really have any work to do”

▪ “My employer is on vacation, 
and I haven’t been set up yet”

▪ Safety concerns

▪ “It’s hard communicating with my employer”

▪ Discrepancy between the job description and 
what you’re doing
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Connect with your co-op advisor regarding any of these 
potential questions or concerns: 

When in doubt, reach out!



What should I be thinking about?

ON THE WORK TERM
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eCheckIn
▪ Month 2: fill out the eCheckin!

▪ This mandatory & confidential form helps us know how to support you

▪ Identify competencies from the Future Ready Talent Framework (FRTF)

▪ Verify information (job title, salary)

▪ Employers receive a brief eCheckin request as well

▪ Student meeting expectations? Questions/concerns?

▪ Account Managers do reach outs if support is needed

▪ Your co-op advisor may reach out to you for a virtual (online) work-term 
consultation. These work term consultations are a way to support you through your 
co-op work term.

▪ If you have a concern – reach out ASAP!

https://uwaterloo.ca/co-operative-education/node/70


Future Ready Talent Framework (FRTF)

❑ A tool to understand key 
competencies to navigate the 
future of work and learning

❑ A guide to honing your 
talents to stay competitive in 
the workforce

❑ Choose a few to focus on 
(eCheckIn)

❑ See more info here
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Expand 
and 

Transfer 
Expertise

• Discipline and Context-Specific Skills
• Information and Data Literacy

• Technological Agility

Develop 
Self

• Lifelong Learning and Career Development
• Self-Management

• Self-Assessment

Build 
Relations

hips

• Communication
• Collaboration

• Intercultural Effectiveness

Design 
and 

Deliver 
Solutions

• Innovation Mindset
• Critical Thinking

• Implementation

https://uwaterloo.ca/future-ready-talent-framework/


STUDENT 
PERFORMANCE 
EVALUATION 
(SPE)
❑  Outstanding

❑  Excellent

❑  Very Good

❑  Good

❑  Satisfactory

❑ Marginal

❑  Unsatisfactory

(Read more on page 5 of the PDF)

https://uwaterloo.ca/co-operative-education/your-work-term/work-term-evaluations


Midterm Review (Book a midterm check-in meeting with your supervisor!)

▪ Optional, but highly recommended to 

receive and share feedback from your 
supervisor using the SPE form!

▪ You can arrange an informal mid-

term evaluation/check-in with your 
supervisor and ask about your current 
rating/ how to potentially improve it; your 
final rating will be less of a surprise!

▪ Nothing to submit – not recorded on 
WaterlooWorks (for reflection purposes)

▪ Find a PDF copy of the SPE here
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https://uwaterloo.ca/co-operative-education/your-work-term/work-term-evaluations
https://uwaterloo.ca/co-operative-education/your-work-term/work-term-evaluations
https://uwaterloo.ca/co-operative-education/sites/ca.co-operative-education/files/uploads/files/spe_accessible_version_06-24-2022.pdf


How a student might make the most out of 
their work term?

Here are some best practices to consider:

▪ Take initiative! Often there are opportunities to make your work 
term more than what you thought it could be.

▪ Use time outside of work to start thinking about your next co-op work 
term and what you can do now to work toward your next goals.

▪ If you’d like to work for the same employer, look out for opportunities 
and discuss this possibility with your supervisor.

▪ Keep track of projects and/or responsibilities listed outside of the 
scope of the job description. This will help you update your resume 
and identify topics/examples to discuss in interviews.
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Common question
What if I have trouble communicating with my supervisor?

You want to book a midterm evaluation/ midpoint check-in and go over the SPE form 

with your supervisor but you’re not sure how to make that happen:

▪ “My Work Term Support said it is highly recommended for us to do a midterm evaluation 
and suggested we use the SPE form to discuss my performance so far…”

▪ “I’ve finished X project, and was wondering if you’d be able to comment on or provide me 
with some feedback…”
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How should I wrap up?

FINISHING THE WORK TERM

HELP! HOW DO I WORK-TERM? PAGE  27



End of term Evaluation: SPE Form (Mandatory!)
Email(s) to complete the Student Performance 
Evaluation (SPE) form will be sent to your employer; 
make sure your Work Term Details section is updated!

You can review and add in your own personal comments 
after your supervisor has completed the end of term 
evaluation/ the SPE form.

Your evaluation should be submitted before you leave so 
you have a chance to go over it together and discuss 
feedback.

Your work term, company, location, job title, rating will 
be carried over on your official work term history for 
future potential employers to see.
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https://uwaterloo.ca/co-operative-education/your-work-term/work-term-evaluations


Before you go…
❑  Ensure that your supervisor completes the final evaluation/submits the SPE form

❑  Fill out the Work Term Recap form on WaterlooWorks to reflect on your term

▪ Contribute anonymously to the “rate my work term” feature

❑  Update and revise your application documents (cover letter, resume, portfolio) 

▪ Tip: This is a great time to book an appointment with the Centre for Career 
Development!

❑  Create a profile on LinkedIn to add some of the connections you’ve made!
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https://uwaterloo.ca/career-action/


Self-Reflection
Ask yourself some of these questions to help you refine your career 

path and determine next steps for potential future work terms:

▪ What did I learn about myself? 

▪ What skills did I use and develop?

▪ What projects did I enjoy/not enjoy?

▪ How did this role align with my career goals or program? 

▪ How did my work term align to the FRTF key competencies? 

▪ What did I learn about the role, the industry or the organization? 

▪ What type of management style/working environment do I like/dislike? 

▪ What kind of role(s) am I looking for in my next work term(s)?

HELP! HOW DO I WORK-TERM? PAGE  30



Common questions
I’m interested in working at this company for another work term. 
How do I arrange this? 

▪ That’s great to hear! Connect with your co-op advisor and we can get the process started for 
you. 

What are the deliverables to get to a higher rating? 

▪ Ask your employer what they are in a midpoint evaluation! Don’t wait until the last minute 
in the final evaluation to find out. 

I’m disappointed with my overall rating… can I negotiate? 

▪ Unfortunately, no, it is not professional to try and negotiate your final work term rating and 
we encourage you to accept your evaluation as-is. The best way to manage your rating is to 
have that midpoint review and ask questions to see if you are tracking and working towards 
your goal. 
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SUPPORTS & RESOURCES
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Workplace Rights
▪ You have rights to ensure that you are treated fairly and equally by your employer

▪ In Ontario: Ontario Human Rights Commission (OHRC) under the Ontario Human Rights 
Code 

▪ Outside provide: Consult relevant provincial legislation

▪ International student? Employment Rights and Obligations for Foreign Nationals

▪ Connect with your co-op advisor immediately if you have concerns about: 

▪ Unequal treatment (e.g. discrimination); Harassment; Bullying; Hostile environment; Health & 
Safety; Pay and overtime 

▪ When in doubt about any concern, reach out! 

▪ Everything you discuss with us is confidential and you get to decide on what 
actions you would like to take – if any
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https://www.ohrc.on.ca/en/ontario-human-rights-code
https://www.ohrc.on.ca/en/ontario-human-rights-code
https://www.ontario.ca/page/employment-rights-and-obligations-foreign-nationals


Co-op embedded
Counsellors

• Confidential mental 
health support during 

your recruitment 
terms and work terms

Find a Co-op Counsellor

Int’l Employment 
Specialists

Immigration 
Consultants

• Co-op Work/Study 

Permits
• Electronic Travel 

Authorization (eTA)

• Social Insurance #
• Bank Accounts

Find a Consultant

Other Supports

Int’l visas/ permits:
ceeinties@uwaterloo.ca

USA J-1 visa info:

ceeusaies@uwaterloo.ca

Find a Specialist
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AccessAbility
Services

• Co-op support if you 
have any permanent, 

temporary or 
suspected disabilities

• Accommodations, 

support plans, etc.

Book an appointment

https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/contact-co-operative-education/your-co-op-advisors
https://uwaterloo.ca/co-operative-education/supports-and-resources/mental-health-resources
https://uwaterloo.ca/co-operative-education/supports-and-resources/mental-health-resources
https://uwaterloo.ca/student-success/international-student-resources/immigration-consulting
mailto:ceeinties@uwaterloo.ca
mailto:ceeusaies@uwaterloo.ca
https://uwaterloo.ca/co-operative-education/work-abroad
https://uwaterloo.ca/accessability-services/


Work Term Resources

Resource What it is 

Campus Wellness Support for your health and wellness during school and co-op

Co-op Connection Connect with other students working in your area on Discord!

Health, Dental, Travel Coverage and Legal 
Protection

Coverage provided by WUSA for (co-op) students

CareerHub Online portal with lots of topics for success in the workplace 

Mental Health Resources For (co-op) students to maintain a healthy work-life balance 
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https://uwaterloo.ca/campus-wellness/
https://uwaterloo.ca/co-operative-education/your-work-term/work-term-resources
https://wusa.ca/services/student-supports/health-and-dental-plan/
https://wusa.ca/services/student-supports/student-legal-protection-program/
https://wusa.ca/services/student-supports/student-legal-protection-program/
https://careerhub.uwaterloo.ca/
https://uwaterloo.ca/co-operative-education/supports-and-resources/mental-health-resources
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Advice for first work term students

• UW Article: 5 Tips for a successful co-op work term

• UW Blog: Co-operative Education – Blog

• UW Video: Advice for first work term students

https://uwaterloo.ca/future-students/missing-manual/careers/5-tips-successful-co-op-work-term
https://uwaterloo.ca/co-operative-education/blog
https://youtu.be/BDuxA80yA5s?si=Mb6g-YFTKrYVxbzq


Keep in mind…
▪ Navigating the co-op process on top of 

schoolwork and other life demands can 
be challenging. 

▪ We’re here to help!

▪ Your co-op term now does not determine 
your future success 

▪ Valuable experience to develop 
transferable skills; learn what you like 
and what you don’t like
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We will stop the recording now!

What questions do you have?

Q&A
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PLEASE SHARE IN THE CHAT:
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What is one thing you’ll take away 
from this workshop?
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Thank you for joining!
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