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Co-op designation requirements:

You must be enrolled full-time in honours co-op from
admission through to your graduation. Unless otherwise
approved, you must follow the prescribed work/study
sequence for your plan.

International co-op students are advised that changes to
their work/study sequence may impact Canadian
Immigration Study or Co-op Work permits so are strongly
encouraged to schedule an appointment with an
immigration consultant before submitting this

form. https://Juwaterloo.ca/student-
success/students/international-student-resources/immigration-
consulting.

To earn the co-op designation you musthave:

(a) completed all your academic degree requirements;

(b) accumulated the minimum number of work term, work term
report/reflection and WatPD credits required by your Faculty
(see Study/Work Term Sequence Chart).

Each four month period designated as a work term counts as a
work term regardless of a creditbeing earned that term.

A double workterm (eight months) counts as two work terms.
Your sequence must end with an academic term.
Sequence change information and directions:

A typical co-op sequence (beginningin Yr. 1) normally
involves, and does not exceed, eight academic terms and six
work terms. When admitted following Year 1, the number of
scheduled and required work terms is adjusted accordingly.

Many departments are unable, due to limited resources, to
offer courses in multiple terms. In addition, the undergraduate
calendar maynot always indicate the availability of a course in
a particularterm;therefore, you mustinvestigate, before you
submityour request, all possible impacts your proposed
change mighthave on your future access to the courses you
need or want.

The challenge ofaccumulating courses for additional academic
credentials (e.g., minors, double majors, etc.) does not
constitute grounds for changing the sequence prescribed for
your primarymajor (Plan 10).

Consult first with your academic advisor(s) before agreeing
with an employerto make a change to your sequence. This
includes applying for 8-month jobs when you do not have a
scheduled 8-month work term.

Note: approval of your requestdoes notprevent future
changes to course availability; therefore, you mustschedule
your courses carefullyas your new sequence unfolds. In some
instances, you may find it necessaryto make a subsequent
change to your sequence to accommodate unforeseen
changes in course scheduling.

Submit your completed requestto your Academic Advisor

who will then sign and forward it to Co-operative Education on

your behalf. You may be contacted by Co-operative Education
for clarification and/or additional information.

Co-operative Education, January 2019

Academic/Work Term Sequence Policies and

Procedures for Co-operative Education Students

Additional notes:

1. Requests that(a) combine more than two consecutive
academicorworkterms;(b) reduce the number of
academic orworkterms required;or, (c) exceed the
number ofwork terms prescribed for your sequence, will
not normallybe approved. You may not apply for 8-month
jobs if you only have one 4-month work term left in your
sequence.

2. Students seeking to defera scheduled work term after
failing to secure employment for that originallyscheduled
work term may have their access to WaterlooWorks
restricted or denied for the newly deferred term. Consult
with your academic advisor for further clarity.

3. Co-opfees are assessed on full-ime academicterms. The
number offees assessed varies by planto a maximum of
eight. Co-op fees are non-refundable.

4. Normally,a sequence change requestmustbe submitted
no laterthan one month before the date the proposed
sequence change would occur (refer to the dates for course
selection). Forms should be submitted atleasttwo weeks
priorto the date by which you mustselectcourses foryour
next scheduled academicterm.

5. Should you wish/need to cancel any course enroliments for
your currentor next scheduled academic term because of
the change in your sequence, you mustdo so through
Questor at the Registrar’'s Office. It is your responsibilityto
investigate any impactyour sequence change request
mighthave on your enrolimentin a WatPD course. Add or
remove required WatPD courses as necessary(e.g., a
sequence change thatdelays the timing of your first work
term will require you to change the term you enrolin PD 1,
2,11,12,200r21).

6. If approved for a double workterm, you are advised to
arrange any necessaryextensions to your Feds Health and
Dental Plan coverage or your own private health care
coverage as well as your studentloan status (if applicable).

7. Any sequence change requestthatremoves awork term in
which you are already employed will not normallybe
considered regardless of how the work term was arranged
(i.e., anemploymentmatch using WaterlooWorks ora
match arranged external to the co-operative education
employment process).

8. Processedforms will be retained by Co-operative
Education until 2 years after graduation or inactivation.
Approved changes will be stored in your interaction tracking
file in WaterlooWorks after your requesthas been
processed.

Note: Itis your responsibility to retain hard and/or soft
copies of all your paperwork until you have completed your
degree studies.
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