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Experiential Learning & Professional Engagement Staff

Anyone of the ELPE staff can assist any student, but see breakdown below for specialized 
services/assistance:

Chris Ann Frankovic, Director, Co-op & Internships 
caf54@pitt.edu, 412-624-9883 

(Assists COE, EE, IE, Engr. Science, ME, MSE)

Tyler Kimmel, Associate Director, Co-op & Internships 
tjk58@pitt.edu, 412-383-0501

(Assists BIOE, ChemE, CE, Environmental)

Valerie Kerr, Associate Director, Graduate Engineering & Professional Development 
vek32@pitt.edu, 412-648-1493

(Assists Graduate Level MS and PhD students)

Nora Dougherty, Assistant Director, Global Experiences & Engagement 
ncd37@pitt.edu,412-648-7722

(Assists any students interested in Global co-ops/internships, and BioE, ME)

Kristie Fraizer, ELPE Administrator 
kmw257@pitt.edu , 412-624-9826

Office Location: 152 Benedum Hall (first floor)
Office Hours: 8:30 a.m. – 5:00 p.m. M-F

https://www.engineering.pitt.edu/coop/

Log into SSOE Select to schedule an appointment or stop by for walk-in advising
https://engineering-pitt-csm.symplicity.com/students/?signin_tab=0
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Welcome to

The Swanson School of Engineering’s Office of Experiential Learning and Professional Engagement 
provides resources to help students in their personal and professional development. The goal of the 
ELPE office is to connect engineering undergraduates with alumni, employers, global/domestic 
experiences, and other resources within SSOE.

In the Co-op and Internship division of ELPE, our advising philosophy for engineering students is to 
consider both types of positions (Co-ops and Internships) while networking with employers to see which 
opportunities are best for you. Positions can also incorporate global experiences.

It is important to read this handbook to understand what student services are available through the 
ELPE office, how to get started working with the Co-op and Internship Division, as well knowing what 
resources are available for resume, cover letter, and interviewing resources. Understanding what the 
Co-op program entails, knowing the difference between co-ops and internships but being flexible with 
both types of opportunities will give you more options to consider. A FAQ (Frequently Asked Questions) 
section regarding the Co-op program is also available, and finally information on what happens after 
you accept a co-op or an internship is listed.

Students can visit the ELPE Co-op and Internship Division office located on the first floor of Benedum 
Hall, behind the orange front desk in the lobby. You can contact staff directly or sign up for an 
appointment via SSOE Select (see below). Walk-In advising as well as scheduled appointments are 
available with our team. We are also able to set up virtual meetings in teams or zoom. We are here to 
advise on resume writing, interviewing skills, job development and to answer any questions that you 
might have about co-op or internships.
The ELPE office utilizes SSOE SELECT as a career management platform for Co-op and Internship 
(domestic and global) postings, research opportunities, and employer information. Go to 
https://engineering-pitt-csm.symplicity.com/students/?signin_tab=0 to get started. You can complete 
your profile, review the Experiential Learning agreement, upload your resume (we suggest making sure 
someone has reviewed your resume to ensure you are marketing yourself the best way possible), and 
start applying to positions.

We look forward to working with you!
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Gain professional external experience outside of SSOE; the Co-op and Internship division of ELPE can 
help you with two main types of positions:

Co-op Internship
• Be a part of a formal Academic Program 

within SSOE
• Timeframe: Can be two 6-month rotations 

or three 4-month alternating rotations
• Gain 3 credits towards an elective, once 

all rotations are complete
• Most Second year students can start 

either in the Spring semester (alternating), 
Summer (alternating) or work July- 
December

• Third year students can start in the fall 
(alternating) or work Jan-June

• Work longer, get more involved in work 
projects and responsibilities

• Graduate with a year’s worth of work 
experience and one less class to take

• You can stay with the same employer for 
all your rotations or work at 2 different 
employers

• You can also incorporate a rotation of 
research to complete the program instead 
of all rotations being in industry

• Pay Co-op and part-time University fees 
while on a rotation, while earning credit, 
Co-op certification, and an honor cord at 
graduation

• All positions are full-time and paid
• Does push graduation date back by a 

semester or possibly two
• The 6-month rotations provide a 2-month 

time frame in the summer to possibly 
incorporate a short study abroad, classes, 
or just a break before returning to studies.

• Timeframe: 10-12 weeks
• Normally summer only
• No credit earned
• No direct affiliation with SSOE
• Can return summers or work at different 

employers
• Normally does not delay graduation (if that 

is a concern)
• Should still be paid opportunities

Please note

The Cooperative Education Program requires that you complete co-op work 
rotations at a company/facility which is most likely external to the University of 
Pittsburgh, and such company/facility will or may require a Criminal Background 

Check, an ACT 33/34 Clearance (if applicable) and perhaps a drug screen to 
determine whether you are qualified to work at the company/facility in question. 

Additionally, to become employed at the company/facility, many states will 
inquire as to whether the applicant has been convicted of a misdemeanor, a 
felony, or a felonious or illegal act associated with alcohol and/or substance 

abuse. This can also relate to internship hires as well.
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Copy of the Experiential Learning Agreement:
Students will agree to this when they start using SSOE SELECT. Any questions can be directed to the 
ELPE staff.

1. From time to time, the ELPE office may forward resumes to employer partners. If there are 
other parts in the application process such as verifying grades and such, you hereby authorize, 
pursuant to Section 438(b) of the Family Educational Rights and Privacy Act of 1974, the Co- 
op/Intern Division of ELPE to obtain and release on my behalf to actual and prospective 
employers such information contained in my academic records as necessary to aid such 
employers in assessing my potential and eligibility for Co-op and/or Internship positions. I 
understand that it can be normal policy of the Co-op program to furnish grades of participating 
students each semester to their co-op employers.

2. I understand that while I am on a co-op or internship, I will adhere to SSOE’s Academic 
Integrity policy, as well as the National Society of Professional Engineers Code of Ethics. The 
Academic Integrity policy: Student’s representing the University will be expected to comply with 
the SSOE Academic Policy. Cheating, plagiarism, or any act of dishonesty will not be tolerated. 
This policy applies to all parties involved in the incident. Never take credit for anyone else’s 
intellectual property, be it on an exam, assignment, research paper, or project. Engineers are 
educated professionals, and every engineer is expected to subscribe to a professional canon of 
ethics. Paramount among these is the canon that engineers shall not affix their signatures to 
documents that are not their own work.

3. If I accept an internship with assistance from the ELPE office, I understand I am still 
representing Pitt SSOE and will remain professional and adhere to NSPE’s Code of Ethics 
even though I am not gaining academic credit. I understand I need to report any internships 
accepted to the ELPE office.

4. I understand that once I verbally accept or sign my offer letter for a co-op or an internship, I 
have made a commitment to that opportunity, and I will not continue to interview for other 
positions for that same timeframe. Reneging on an offer may cause dismissal or suspension 
from all ELPE services. Apprise the Co-op/Intern Division of all offers, and the staff can assist 
you with your decision-making process.

5. When participating in a Global Co-op, Internship or Research opportunity, I understand that I 
am also held to the Study Abroad Student Code as detailed by the Global Experiences Office. 
This will be reviewed with you as part of the selection process for these experiences.

6. Appointed graduate students (GSR/TA/TF/GSA and PDT/PDF): I understand that I must 
receive written approval from my PI before accepting a co-op/internship offer and that I must 
report an accepted co-op/internship office to my PI, the ELPE Co-op/Internship Division, my 
department’s graduate administrator, and my department administrator.

7. International Students: I understand that I must report a co-op/internship offer to the Office of 
International Services (OIS) and the ELPE Co-op/Internship Division. Furthermore, I 
understand that I am not permitted to begin working in a co-op/internship role before receiving 
work authorization from OIS.

8. I understand that the Co-op/Internship Division of ELPE reserves the right to remove applicants 
who demonstrate a pattern of non-responsiveness, or unprofessionalism to staff or employers. I 
am aware that the ELPE office has a student professionalism and attendance policy in place 
and adhere to them to the best of my abilities.
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Resources as You Start the Recruiting Process

We advise all students to make sure they have their resume reviewed by an ELPE staff 
member, main career services, or other professionals to ensure your resume or cover letter 
is appropriate and marketing yourself the best way possible. The resume is the first piece 
in the recruiting process that you need.

Our student intranet is the main place to access our resources to help you as you start 
applying for opportunities and networking with employers, alumni, etc. Go check out 
SSOE’s ELPE Co-op & Internship intranet for resources on resumes, cover letters, 
applications, interviewing, and more!

Creating a professional LinkedIn page is also recommended, as well as following our ELPE 
page for employer and student highlights, tips and updates.

Other resources:

RESUMES:
Resume Builder – go to SSOE Select and click the button with your initials in the top menu 
> My Documents > Resume Builder. Templates and styles are provided for easier resume 
creation and prep.

INTERVIEWING:

Mock Interviews – take advantage of the mock interview events each fall sponsored by the 
ELPE office, as well as mock interviews throughout the semester.

There is also a mock interview module in SSOE Select to practice, record a video, and 
submit for review and feedback. Go to the Resources tab to get started.
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Pitt Resources for Engineering Students:

Engineering students can utilize 2 platforms for co-op and internship postings:

ELPE’s SSOE SELECT:
https://engineering-pitt-csm.symplicity.com/students

SSOE Select is only accessible to SSOE undergraduate and graduate students. You will 
find co-op and internship postings that are engineering focused, so no time wasted on 
searches that provide generic results. The companies in SSOE Select partner with the 
school, or ELPE is trying to create a partnership by advertising their opportunities. This is 
also where you go to RSVP for events, as well as schedule an appointment with an ELPE 
staff member.

Note that from time to time you will receive email notifications on new postings and other 
opportunities in the simplicity system. You can opt out of receiving notifications, but we 
highly suggest you receive and read the emails, so you don’t miss any opportunities.

Graduate students can also receive full-time placement assistance from our office, so you 
may also see some full-time postings as well. Note that main career services provides full­
time assistance for undergraduate engineering students.

Career Service’s Handshake:
http://www.studentaffairs.pitt.edu/cdpa/

Main career services located in the William Pitt Union maintains a platform called 
Handshake that employers use to post co-ops, internships and full-time openings. This is 
also a good resource to use when searching for opportunities to apply to.

Other sites to consider:

LinkedIn

Indeed

Glassdoor

7

https://engineering-pitt-csm.symplicity.com/
http://www.studentaffairs.pitt.edu/cdpa/


Pitt’s Co-op Program

ELPE manages the Swanson School of Engineering’s Co-op Program, which is an academic program that offers an 
exciting opportunity allowing you to learn, gain experience, professional development, and financial remuneration! 
Co-op is truly a return-on-investment opportunity to enhance your academics and increase the value of your degree!

With the first degrees of "Engineer" awarded in 1846, Pitt was established as the nation’s sixth earliest engineering 
program. Keeping in stride with their “cutting edge,” Pitt’s Swanson School of Engineering was among the first three 
established Co-op programs in the country. Although the Depression forced its suspension in the 1930’s, cooperative 
education at the University of Pittsburgh was re-established in 1987. Soon afterward, the university’s nationally ranked 
chemistry and computer science departments were added to the program, as well as students from our regional 
campuses. The graduate Co-op program was introduced in 2011.

Since 1987, over seven thousand students have benefited from this exceptional program. Although the program is not 
mandatory, about a third of undergraduate students in engineering opt to participate.
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What is Co-op?

Co-op provides students with work experience relating directly to their field of study. By alternating work and school 
terms, the program enables students to complement classroom studies with practical experience, technical 
knowledge, and financial reward. Co-op is an academic program where students earn credit while working in their 
field of study. Students can work 3 alternating work rotations, or 2 six-month rotations.

All Co-ops are paid a competitive wage. The average pay range for 2025-2026 was $4023 monthly for 
undergraduate students. Please keep in mind that this is an average, and some employers pay more or less 
than the average.

Nuts and Bolts of Co-op at Pitt

• Students earn one and a half (1.5) credit for each 6-month term worked or 1 credit for each alternating 
term worked: upon completion of terms, credits can be used toward departmental graduation 
requirements.

• Participating departments determine how the credits will be used.
• Students can remain with the same employer while participating in Co-op. It is possible and not difficult to 

change companies for the second 6-month rotation or remaining alternating rotations, but our philosophy is 
that by staying with the same company, you will receive more in-depth and challenging assignments. If on 
the alternating rotation schedule, students can switch employers one time (complete 2 rotations with the 
same employer).

• We recognize that students might wish to complete another Co-op rotation in a completely different 
environment, and the following experiences can be included as an additional Co-op rotation: 
Students can:
1. Complete research at the University of Pittsburgh, including the summer research program sponsored 

through SSOE
2. Complete a term of research that is full-time and paid at another university. SSOE Co-op review 

required.
3. Complete a relevant full-time internship/Co-op with another company that is willing to complete our 

Co-op evaluation and pay our students. If the internship is only 10 weeks involving a formal structured 
summer program, approval will be considered by the Director if acceptable.

4. Remain with your current Co-op employer for another 6-month rotation of work, or additional 2 
rotations.

5. Complete international work experience that is full-time. SSOE Co-op review required.
• Our positions are with employers who are local, national and international.
• Students who complete the Co-op requirements receive a cord and certification on their transcript. Please note 

that 78% of students who begin the Co-op program will complete it!
• Transfer students can and do participate in Co-op.
• The for-credit Co-op course keeps you enrolled with full-time student status.
• Students do not pay tuition while on a Co-op assignment, but a modest fee.
• Financial aid and scholarships are received during the school terms only, not on a rotation.
• Participation in Co-op will not impact your participation in a study abroad program or other student 

activities.

Program Requirements

Students must possess a minimum overall 2.0 GPA and should not be on term probation. If you are in doubt, please 
check with us or a faculty advisor. Also, required coursework for each department must be completed, as well as a 
Co-op schedule that is signed by the student and faculty co-op advisor. Some departments require that sophomore 
year be completed before the first Co-op rotation. If you are in doubt regarding your academic status, see the co-op 
advisor in your department. A listing of our co-op coordinators is on page 11 of this booklet. Students can begin the 
program up until the mid-point of junior year and still satisfy the three-term co-op requirement.

International Students

Before registering with Co-op, international students are required to check with the Office of International Studies 
(OIS) to determine eligibility to co-op and start date. Their website is http://www.ois.pitt.edu/ and appointments are 
made online.
Eligible students accepting a co-op offer must complete the necessary forms for OIS and the Co-op office; 
additionally, the student must inform both offices of any changes in visa status, work status or work rotations.
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Work Schedules

Students can complete the co-op program by working 2 six-month rotations, or 3 four-month alternating work 
rotations. Sophomores can start an alternating rotation schedule the spring term of sophomore year, the summer in­
between sophomore/junior year, or the fall of Junior year. Note the earliest that a CE/Enviro or IE student can start a 
co-op is the summer after sophomore year.
Students have a few options of completing two 6-month rotations. While the earliest most departments suggest 
starting a Co-op is the summer after your second year of studies, sample schedules are available to review from 
each department. You can obtain them from the ELPE office, or via the SSOE intranet. These sample schedules 
should be followed, unless there are exceptions requested by the employer or by your faculty advisor. Any changes 
to your already approved work schedule must be requested in writing to the Co-op office and approved by the Co-op 
office.
Some employers also offer year-long co-ops, which are better suited for students farther along in their studies. This 
schedule would also need to be approved by your Co-op faculty advisor.
You should plan to extend your graduation date when participating in Co-op, but remember you are gaining more 
consecutive experience, and financial gains with competitive wages that can help with living expenses and other 
costs while being in school.

University Co-op Certification

SSOE students who participate in the cooperative education program at the University of Pittsburgh must complete a 
minimum of two 6-month work rotations satisfactorily, 3 alternating terms of co-op satisfactorily, or one consecutive 
year-long Co-op satisfactorily to receive a certificate of completion, a co-op cord at graduation, and certification on the 
transcript.

Co-op Fees

Students who are placed through the efforts of the Co-op office are required to register for the Co-op fee for both 6- 
month rotations, 3 alternating rotations, (or one consecutive year) of employment. In fairness to the many hundreds of 
students who participate in our program each year, we cannot negotiate or waive the Co-op fees. Changing your status 
from Co-op to intern will not preclude you from paying the fee.

Current fees per term for Oakland students are a Co-op fee of $335 plus pro-rata charges for the activity fee, wellness 
fee, and computer fee. Students pay the full safety and transportation fee. Students Co-oping more than 75 miles from 
campus are eligible for waivers of the safety and transportation fee as well as the wellness fee. The Co-op fee is the 
same for resident and non-resident students.

Standard university tuition rates may be found at www.ir.pitt.edu/tuition/pghpafirst.php . The Co-op fee maintains full­
time status and is not negotiable.

Students earn 1.5 credits for each 6-month rotation, or 1 credit per alternating rotation, so 3 credits total, which count 
toward departmental graduation requirements. There is no fee for the credit(s) earned.

Specific Employer Interest

If you have an interest in a specific company but are not sure if the ELPE office partners with that employer, ask. If we do 
not, we can offer to reach out to that company on your behalf. You can also be proactive and apply to companies on your 
own. Employers will need to be open to the rotation schedules and will agree to submitting an end-of-rotation evaluation.

Reviewing companies in SSOE SELECT and reviewing the industry information in the intranet will be a great starting 
point to see who the office partners with, but employer development is happening constantly, so check regularly or speak 
to an ELPE staff member for information.

http://www.ir.pitt.edu/tuition/pghpafirst.php


Departmental Co-op Advisors

The Co-op faculty advisor from your department (MEMS, IE, etc.) must approve a Co-op schedule once you have 
received a position, but we will accept your signed version until that time should you care to submit one. Sample 
schedules are available through the ELPE office, your department, or posted on the SSOE intranet. It is highly 
suggested you review them to see what schedule might work best. See the advisor list below for each department.

If you have any questions regarding whether a Co-op can fit in with your academic schedule, please make 
an appointment with the Co-op advisor in your department (listed below). Your Co-op advisor is here to assist you 
with scheduling, advice, and successful completion of program requirements.

Steven Abramowitch Bioengineering 412-383-9618 Sdast9@pitt.edu

Suzan Sterk Bioengineering 412-624-7279 bioeugad@pitt.edu

Taryn Bayles Chemical Engineering 412-383-9970 tbayles@pitt.edu

Steven Sachs Civil & Environmental Engineering 412-624-7312 Sgs15@pitt.edu

Anna Okuda Computer Engineering 412-624-8003 coeugrad@pitt.edu

Sam Dickerson Computer Engineering 412-624-2163 dickerson@pitt.edu

Robert Kerestes Electrical Engineering 412-383-5251 rjk39@pitt.edu

Erin Rhodes Electrical Engineering 412-624-9120 Err88@pitt.edu

Paul Ohodnicki Engineering Science 412-624-8002 Pro8@pitt.edu

Renee Clark Industrial Engineering 412-648-5359 rmclark@pitt.edu

Markus Chmielus Materials Science Engineering 412-624-8176 chmielus@pitt.edu

Will Slaughter Mechanical Engineering 412-624-8479 wss@pitt.edu

Heather Manns Mechanical Engineering 412-624-9780 Hlm40@pitt.edu

Tony Kerzmann Mechanical Engineering 412-383-5064 TKerzmann@pitt.edu

11

mailto:Sdast9@pitt.edu
mailto:bioeugad@pitt.edu
mailto:jjmcc@pitt.edu
mailto:Sgs15@pitt.edu
mailto:coeugrad@pitt.edu
mailto:dickerson@pitt.edu
mailto:rjk39@pitt.edu
mailto:Err88@pitt.edu
mailto:Pro8@pitt.edu
mailto:rmclark@pitt.edu
mailto:chmielus@pitt.edu
mailto:wss@pitt.edu
mailto:Hlm40@pitt.edu
mailto:TKerzmann@pitt.edu


Co-op/Internship Job Fairs

ELPE hosts a job fair each fall and spring term. It is strongly recommended students attend to meet employers 
virtually or in person. Students should speak to as many employers as they can during the fair, as well as 

request interviews. If you miss the fair, you miss many opportunities.

Normally a list of companies will be posted and advertised in SSOE Select. Make sure you research the 
companies ahead of time and plan on dressing professionally. Even if the job fairs are virtual, you still need to 

do both to make a great first impression and maximize your time connecting with employers.

Commitment and Ethics

Students who apply and then accept a position through the Co-op Program should be aware that it is a commitment. We 
expect students to honor the commitment to their employer and to the university. This means that we expect students to 
adhere to the Co-op schedules that are prepared for them by their faculty advisors. Any requests for changes to the Co­
op schedule must be in writing to the Co-op director. When considering requests for changes, we will look at the 
individual as well as the impact on the whole program. Please bring all concerns to someone on our staff.

Participants are expected to serve as ambassadors of the University of Pittsburgh, working to the best of their 
abilities, and acting in an ethical manner, both during the interviewing process and work rotations. In a recent 
employer survey, it was noted that employers highly value ethics in an individual. We have found that it is a 
rare occurrence for a student to lose a Co-op position due to lack of technical ability. Simply stated, 
employers look for “A” level effort.

During your job search, it is expected that you to respond to any employer inquiries within 24-48 hours. It 
is expected that you will also respond in a timely manner to offers and decision deadlines with employers.

The office reserves the right to remove applicants who demonstrate a pattern of non-responsiveness.

Remember to make the most of your opportunity.

Success In Co-op or Internship

For some, a Co-op or Internship may be your first professional experience. You will not be expected to know 
everything engineering-wise, but how you act as a professional will make a significant impact on your success 
as a Co-op or Intern. Have a positive attitude. One of our employers once noted that he looks for “A” level work. 
That means:
Have a positive attitude, be willing to work, and anxious to learn.

You never have a second chance to make a first impression!

10 Things that Require Zero Talent:
Being on Time Work Ethic
Effort Body Language
Energy Attitude
Passion Being coachable
Doing Extra Being Prepared
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FREQUENTLY ASKED QUESTIONS ABOUT CO-OP

What is Cooperative Education?
Cooperative Education is the rotation between school and full-time work assignments that relate directly to your 
engineering discipline. This program enables students to complement classroom studies with practical experience, 
technical knowledge, and financial reward.

Do I work full-time or part-time?
At the University of Pittsburgh, the student works full-time during a 6-month rotation or during any of the three alternating 
4-month rotations, and then returns to school for full time study.

How many terms do I work?
To complete the program requirements and receive certification, engineering students must work a minimum of two six­
month rotations, three alternating 4-month rotations, or an approved year-long Co-op. If you remain with your Co-op 
employer, you are considered a Co-op student. Students who participate in the Program do not have the option of 
changing their status from Co-op to intern to avoid paying the Co-op fee. Students pay the Co-op fee for each term on a 
rotation. This maintains your full-time student status while working toward receiving all three Co-op credits.

When Do I Begin?
Co-oping begins for many students upon completion of the sophomore year. Students who opt for the alternating 
rotations can start as early the spring of their sophomore year (except for IE or CE/Environmental Majors).
If you opt for the 6-month rotations, work sessions begin at the end of June/July, or Junior-level students can still 

participate midway through the year and start in January.

What are the eligibility requirements?
Students must possess a minimum 2.0 GPA and should not be on term probation. Also, the required coursework for each 
department must be completed. If you are in doubt regarding your academic status, see the Co-op advisor in your 
department. (Some Co-op employers will set a higher GPA requirement.)

Is Co-oping mandatory?
No, Co-oping is an option for any qualified student.

What types of positions are there?
The Experiential Learning & Professional Engagement office is committed to assuring practical work experience for 
each student in their field of study. We work with a wide range of companies including public and private, small, and 
large. We have placed students nationally as well as in the Pittsburgh area. Some students have had international 
assignments with their Co-op employers.

I am a transfer student; can I co-op?
Yes! We have successfully placed many transfer students from regional campuses and other colleges and universities. 
Most transfer students begin at the main campus after the sophomore year and can begin Co-op assignments after one 
term at the main campus. See your advisor as soon as possible to ascertain your Co-op schedule. Sometimes transfer 
students will need a schedule that varies from the traditional model to ensure a timely graduation.

What are the primary benefits of the Co-op program?
Practical experience, technical knowledge, financial remuneration, confidence, assurance, and better understanding of 
academics are all benefits of the Co-op experience in addition to the academic credits earned by the student. The Co-op 
experience has also immensely benefited graduating students in their job search. Although many students eventually 
accept permanent employment with their Co-op employers, many others find that they have multiple offers to select from; 
many with a higher-than-average starting salary. Students who choose to co-op instead of interning can stay longer with an 
employer to gain more experience and responsibilities.

How do I know what Co-op opportunities are available?
Students who are eligible for Co-op will gain access through ELPE’s SSOE SELECT and will be able to view Co-op 

postings and apply. You will be asked to update your profile, accept the terms in the Professional Learning agreement, 
and submit a resume via the system. We advise students to have their resume approved before uploading in the 
system, as well as reviewing the sample Co-op schedules, and asking questions about Co-op to an ELPE staff 
member, or the Departmental Co-op Advisor before applying.
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How long will it take to get a position?
We cannot guarantee anyone a Co-op position (or internship), or guarantee that you will receive an offer within a specific 
period. You may be one of those students who interviews for one position, receives an offer from the company, accepts 
it, and thus completes the interviewing process. Most students find, though, that securing a position is a waiting game. 
Most offers are tendered toward the end of the term, and many students find themselves deciding between two offers. 
Keep in mind that it may take more than one term to secure a position. You may want to connect with the ELPE office 
as early as possible in your college career. It is our experience that if you are interested in only certain industries or 
certain geographic locations, your job search can become more difficult.

Do not give up! Students sometimes think that because they have not heard from an employer that they are not 
desirable candidates. That is simply not the case. Employers are extremely busy with varied responsibilities; the Co-op 
or Internship program is just one area for many of them. Again, most students will receive offers if they apply for a 
variety of opportunities and work with the Co-op staff.

Will there be a job fair?
Yes! The ELPE office hosts two annual job fairs for co-op employers and student applicants during the fall and spring 
terms of each year. By attending this job fair, you will significantly increase your opportunities of finding a Co-op 
position. Participating companies will be advertised in SSOE SELECT. Please check with the ELPE office for details 
on these events. Not all companies attend the job fair. The ELPE office works with many employers and continues job 
development efforts throughout the term.

How will I know which companies interest me?
You should research any company that interests you online. You can use SSOE SELECT. We also have a list of 
participating companies in the ELPE Co-op/Internship intranet, but please keep in mind that this list changes constantly.

In addition, the ELPE office has information on employers. We may be able to connect you with a current Co-op. We 
also have salary information on most of our partners. Please ask us for this information if it is important to you!

What if I do not have the GPA or discipline the company requests? Can I still apply?
It is important that we follow guidelines established by the employers. However, if you are interested in a company for 
which you do not meet criteria, please let us know. We can try and contact that company on your behalf. Many employers 
will agree to consider those candidates, and some have received offers!

How will I know which companies are interested in me?
Once you apply, or we forward a resume, one of several things might happen:

• The company schedules an on-campus recruiting visit. You will be notified by email of the interview schedule. 
We will expect a timely response from you.

• The company contacts you by telephone and discusses the position with you.
• The company offers you a plant trip based either on your resume or telephone interview. (It is imperative that 

you have your voicemail set up on your phone. Companies will call during business hours when you are often 
not available. The greeting on your phone needs to be professional. If an employer is offended by a message, 
they may not continue the interview process).

• The company will usually notify you by telephone or in writing to offer you a position. If the offer is verbal, be sure 
that you are not committing to it unless you are certain you wish to take the position. You can state that you are 
‘interested and look forward to receiving the offer letter’ if you are not 100% sure. You can also ask when the 
company needs a firm decision.

• Please note: All offers, and plant visits should be reported to the Co-op office.
• Do not forget to check your spam. Every now and then an employer’s email or offer letter is found 

there!

I have never interviewed with a corporation before. Do you assist us in preparation for an interview?
Yes. We strongly encourage all students to mock interview with our staff members or someone in the Career Services 
Office. Additionally, we will host a mock interviewing session during the fall semester that can accommodate 100 
students. We have found that most students who utilize this service not only feel more comfortable during the 
interviewing process, but receive job offers. Co-op employers sometimes offer interviewing skills workshops through 
Career Services or our ELPE office. Check out our important dates to see if there are any professional development 
workshops coming up. It is important!

Is it appropriate to send "Thank You" notes after an interview?
Yes! Particularly if you are interested in the position. A sample thank you and guidance can be found via the ELPE 
student intranet. It is appropriate to send by email or regular mail. The notes can be handwritten if sent by regular 
mail.
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If I get an offer, do I have to take it?
No, you do not. However, it is critical to turn down the position in a professional manner. There may come a day 
when that same company might be of great interest to you. Be truthful but professional. If you have absolutely no 
interest in the position, do not take up the interviewer’s time by accepting a plant visit.

Here are two examples: we have had students register, interview, and then decline a position by saying that they 
will have trouble completing coursework if they Co-op. Academic schedules for Co-ops are in place to ensure 
successful completion of coursework. If you have any questions about your Co-op rotations, please speak with either the 
ELPE office or your academic advisor. Saying that Pitt does not offer the courses is not true and only serves to hurt 
other applicants as well as the school.

Another example: After receiving an offer, some students have said that they do not want to move out of town, or that 
their parents do not want them to move. These are issues that should have been resolved before the student's first 
interview. We suggest that you be open, but realistic. If you absolutely know you cannot leave Pittsburgh, let your ELPE 
advisor know. Yes, it will limit you, but it is only impeding the chances of other students who are more interested.

What if I interview and then decide that Co-oping is not for me?
The first thing you need to do is notify the ELPE office that you only wany to consider internships. We will make 
certain that your resume is not circulated to any additional companies, to save you the responsibility of explaining your 
decision to them. Do not continue to interview or go on plant trips. Tell any employers who contact you that you are no 
longer available but thank them for considering you. You may also want to add that you might re-submit a resume to 
them during senior year.

Will I be told if I do not get the position?
Usually. However, some companies just notify the students they wish to extend the offers for Co-op or Internship 
employment. If you have not heard from a company you are interested in, ask someone in the ELPE office. We are 
usually up to date on what is happening with each company.

Are all positions paid?
Yes, all positions are paid. The average starting salary is normally between $20-24 per hour for undergraduate students. 
All positions are full-time.

What happens if I have multiple Co-op job offers at once?
You will have to decide which offer you want to take. You will have to let the other company know that you are 
declining their offer and thank them for their interest. You can ask the ELPE office for assistance with this and advice 
on how to handle having one offer on the table while you are still waiting to hear back from another company as well. 
Keep in mind once you verbally accept an offer, you should no longer be interviewing for that timeframe.

What if I accept a position with a company but a better offer comes along?
We ask that you consider any job offer very seriously before accepting or rejecting. If you have an offer but are waiting 
for an offer from another company, it is perfectly acceptable and in fact a good idea to call them to ascertain your 
status before making a final decision. We are also available to help you obtain any needed information.

Once you have made your decision, however, we expect you to consider that a commitment to the company. Reneging 
on job acceptance may cause dismissal or suspension from ELPE services. We recommend that students ask 
questions and get details regarding the position before accepting. Information can be gained from: 1. Employer

2. Internet 3. Other Students 4. Professors. 5. ELPE office. Take advantage.

Do I remain with the same employer for all work assignments?
Our co-op philosophy is that by completing terms with the same employer, the student receives increasingly 
challenging work assignments, and is typically performing as an entry-level engineer by the last session. This is 
dependent upon both the student and employer's satisfaction with the program. We do recognize, though, that some students 
would like to experience an altogether different opportunity prior to graduation. Here are some different scenarios:
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Students can:
Complete 3 alternating rotations with the same employer

Complete one rotation with an employer but then switch to a new employer to complete 2 
rotations (or vice versa work two and then switch to another). Can also incorporate 
international rotations as well.

Complete 2 alternating rotations in industry, then switch to full-time research for final 
rotation

Complete a 6-month rotation of full-time research at the University of Pittsburgh or another 
Institution, which would need to be full-time and paid, then complete your second 6-month 
rotation in Industry (or vise-versa)

Complete 2 six-month rotations, but with 2 different employers

Complete both of your 6-month rotations with the same employer

Complete one domestic 6-month rotation, and then another 6-month Co-op internationally

Complete a Year-Long consecutive Co-op if approved by your department.

Please review our section on “changing Co-op employers” which is on page 21 of this booklet. We expect our students to 
continue to follow the approved Co-op schedule even if changing employers. Please note that employers are not required 
to take back a student whose work performance does not meet their standards. Communication is important with the 
ELPE office, so they are aware of your plans.

Can I turn a co-op offer into an internship?
No. You still pay the Co-op fee if you obtain a co-op position through the efforts of this office, regardless of the number 
of rotations spent with them or when they occur. We will contact the company to be sure of their commitment to our 
program. There is an academic component to co-op, and employers want to hire you longer than just an internship.

What if I lose my Co-op position before I complete all terms?
If you are laid off by the employer for economic reasons, you may re-enter the program and look for another employer 
for the remaining terms, or you may leave the program with an “S” grade if your evaluations are completed. If you lose 
your position for poor work performance, you must meet with the ELPE Co-op/Intern Director. A determination will 
be made regarding any further participation in the program as well as the final Co-op grade. If you are suspended for 
academic reasons, you must raise your GPA before continuing in the program.

If I Co-op, can I still get the courses I need to graduate?
Yes, each student has a Co-op faculty advisor and courses have been scheduled to accommodate the Co-op students. 
Your advisor will approve a schedule form for you. The schedules are to be completed once you accept a position; however, if 
you are a transfer student, or a student who is not on track, you will want to submit a copy of that schedule as soon as possible, so that you 
can let employers know what your work schedule will look like.
It is the student's responsibility to give a signed copy to the Co-op office and their department. You also need to keep a 
copy for yourself.

Will I lose financial aid and/or on-campus housing by participating in the Co-op program?
There are liaisons in both the financial aid and housing offices who will work with you to provide a smooth transition 
from full-time student to co-op student. Since the 2010-2011 FAFSA application, Co-op wages reported on a student’s 
IRS return will be subtracted from any other earnings the student might have had for that tax year. This is the same 
practice that applies to Federal College Work-Study wages. Financial aid is not available to students while they are on co­
op assignments; this aid will be available for the terms when students are in class. State funds (PHEAA) might be affected 
by earnings. You may want to verify your aid eligibility if your schedule has you finishing with 3 consecutive semesters 
of classes.

Students may live in University housing while on a work rotation with a current housing contract. Also, on-campus housing 
is contingent upon participation in the housing office's lottery system. We can obtain a reduced meal plan for co-op 
students if requested. There is not a penalty to break your housing contract if you are moving away for your co-op. 
The housing office supports co-op and has assisted our students as much as they can.
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What if I accept a job outside of Pittsburgh and need temporary housing during either my school or work 
rotations? Accepting a co-op position outside of Pittsburgh is a terrific way to broaden your horizons. It is a fantastic way 
for you to see what it is like to live in another part of the country or even internationally. Most companies will offer some 
form of housing assistance for those positions outside of Pittsburgh. Inquire at the ELPE office or ask the company during 
your interview. When you return to Pitt for classes and need a sublet, you can let us know and we will email your housing 
needs to current co-ops through SSOE SELECT. Please see the housing section on page 18 of this booklet for 
additional details. The housing office will allow students to break their contract and will work to make sure that you 
have a dorm room when you return. They cannot guarantee you the same space but will assist every way they can.

Are there any Co-op fees?
Yes, engineering Co-op students will be registered for a one credit course entitled Engineering 1090P (Pittsburgh 
campus) or 1090J (Johnstown campus) and international Co-op students (working internationally) for Engineering 
1092. The fee for this course is $335 plus the part- time activity fee, wellness fee, and computer fee. The full Safety 
and Transportation fee also still applied. Students will be registered for this course prior to the commencement of 
each work term. If working a 6-month co-op, students will register for ENGR1095 which is the .5 credit.

Note students do not pay the standard university resident or non-resident per-credit charges, the Co-op substitutes 
instead. University tuition charges can be found at www.ir.pitt.edu/tuition/pghpafirst.php.

*Students working more than 75 miles from campus may be exempted from the wellness fee and the 
safety and transportation fee.

Is there any negotiation with the fee?
No. If a student uses the services of this office to gain Co-op employment, the fee must be paid for any Co-op rotations.

Is there any flexibility with the Co-op rotations?
Although most students will work either the 6-month rotations or alternating 3 rotations, some employers have 
programs that require deviations from that model, which is usually an extension of the work term. If academic 
schedules permit, the Co-op office and academic departments will usually grant approval for a change in the 
rotations under those circumstances. If something comes up during your tenure in our program that interferes with the 
standard 6-month rotations or alternating 3 rotations, please email the Co-op/Intern Director.

Can I have a work study position during Co-op work rotations?
No. Students who are on Co-op rotations are unable to simultaneously hold employment positions as student workers or 
federal work study positions with the University during that term.

Will I be drug tested before beginning an assignment?
You will more than likely be drug tested. Companies have the right to rescind the offer in the event of a positive testing. 
Also, many companies complete background checks, and can also rescind an offer based on the results of that check.

Can I participate in a Global Experience as well as Co-op?
Yes, but it takes planning. When developing your Co-op schedule, the ELPE office has staff that can help you 
figure out what programs and schedules can work best for you, in addition to your departmental Co-op faculty 
advisor.

What if I decide I do not want to complete the Co-op Program?
If you opt not to complete 2 six-month rotations, all 3 alternating rotations, nor complete a yearlong Co-op, you will 
not receive the 3 credits toward your elective, or certification on your transcript, and you will not receive the 
certificate and honor cord at graduation.

What happens if I have multiple Co-op job offers at once?
You will have to decide which offer you want to take. You will have to let the other company know that you are 
declining their offer and thank them for their interest. You can ask the Co-op office for assistance with this and 
advice on how to handle having one offer on the table while you are still waiting to hear back from another company 
as well.
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AFTER ACCEPTING A CO-OP POSITION
Congratulations on being accepted as a Co-op Professional!
The privilege of participating in this program will enhance
your academic career while affording you an opportunity to gain 
practical work experience and financial reward.

Before beginning your Co-op position, notify the Co-op office of your acceptance. 
We will have some final paperwork and instructions for you. 
Please make sure that you have submitted your approved Co-op 
schedule before completing the acceptance paperwork.

Housing Guidelines

Housing Agreements for Engineering and School of Arts and Sciences students participating in Cooperative 
Education will be implemented through the following procedures:

• All participants with current housing contracts must identify themselves to the ELPE office.

• Students who are on a work assignment during the fall or spring terms who wish to cancel their 
housing contract for that term will require a memo from the ELPE office requesting the cancellation. 
Please keep in mind that the housing office also has deadline dates, and that we need to abide by 
those dates as much as possible. Please contact the ELPE office if you need a memo.

• Additionally, fall term co-op program participants must contact Panther Central to request a 
Housing Agreement for the spring term as soon as you are sure that you will require spring 
term housing. Please note that the housing office cannot guarantee the same room upon 
your return.

• Process the Housing Agreement by the due date with the required housing deposit.

• If you are out on co-op in the spring and plan to live on campus the following academic year, you must 
meet all applicable deadlines to maintain any applicable housing guarantee through Panther Central.

This means that you will still need to pay your housing deposit, sign your contract, and submit your application 
by February 1st to continue to be guaranteed housing for the next year. Please contact Panther Central with any 
questions.

• Students who wish to remain in the dorms during a work rotation may do so, but all students must be 
registered for classes to stay in the residence halls. The co-op course satisfies this requirement.

• Co-op students who have on-campus housing and are out on a co-op work rotation can request exemption 
from purchasing a full meal plan but will still be required to purchase a modified reduced meal plan which is 
comparable to a commuter meal plan.

The Housing office address is: Panther Central / Litchfield Towers Lobby / 3990 Fifth Avenue / Pittsburgh, PA 15213, 
Phone: (412) 648-1100

Additional Helpful Housing Hints

*Co-op employers are not obligated to provide housing for students, although many will assist in relocation.

*During interviews and when inquiring about opportunities with an employer, ask them if they offer any assistance for 
housing. If the position is in Pittsburgh, they might not offer anything for local students.

*Ask employers if they have recommendations for finding housing if they do not provide it.
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*Ask ELPE office if other students have or are currently co-oping at the company where you are going to work.
We might be able to contact these students and see how they found housing or connect you with them.
*If you know of friends or classmates who have been on a co-op, ask them how they found their housing.

*Use Facebook if your employer has a page for students, or pages that are local to your site location. Please 
remember to be cautious about potential scams!

*Contact the Co-op offices at colleges and/or universities near your employer to see if they have 
any recommendations.

*If you are co-oping in summer - Contact the housing offices at colleges and/or universities near your employer to 
see if they allow summer housing for outside students.

*Try contacting Alumni Office to see if they can reach out to/connect you with alumni who now live around the 
area of interest.

* Ask employers if they have employees who will rent out rooms to co-ops.

*Ask to connect with a current co-op at the company who may be from another school, if possible.

Wellness Fee

Local co-ops less than 75 miles from campus will pay a part-time wellness fee which enables you to visit 
the Student Health Center, located on the first floor of Nordenberg Hall.

Cooperative Education Financial Aid Procedures

1. If you receive financial aid, make an appointment with Karen Sciulli in the Financial Aid Office by calling 412­
624-4758. You are responsible for contacting Ms. Sciulli every semester that you are out on a work rotation to 
ensure correct financial aid. Karen’s email address is When preparing financial aid forms, 
list anticipated registration for fall and spring as full-time. If you know which summer will be full-time 
academics and then list that as such too.

 ksciulli@pitt.edu. 

2. The School of Engineering will provide the Financial Aid Office with a roster of names of students who will be out 
on co-op each term.

3. The Financial Aid Office will make every effort to ensure that co-op students receive an annual aid package 
comparable to other students within specific financial aid program limitations.

The following guidelines apply:

1. Students must have a complete University of Pittsburgh Financial Aid Application on file with the Financial 
Aid Office by the published deadline each year, April 1 of each year.

2. Students should have a complete state grant application on file with PHEAA or their respective state agency 
by the agency's published deadline.

3. Students attending classes during the summer term must complete a separate University of Pittsburgh 
summer Aid Application. The Financial Aid Form and family tax documents need not be filed a second time 
for the summer term.

4. Students are advised that University requirements for normal academic progress and satisfactory academic 
standing apply to co-op students. Details are available in the Financial Aid Office.

Students receiving financial aid under the following specific programs should note:

1. Pell Grant* -- Pell Grants are awarded for a 12-month period. Students who are eligible and have a validated SAR on 
file with the Financial Aid Office can receive a payment for any term for which they enroll based on actual credits of 
enrollment. No student can receive more than two full-time terms payments per year or the equivalent in part-time 
payments. Deferrals are available on a Pell Grant by contacting the Financial Aid Office.
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PHEAA Grant -- PHEAA Grants are typically awarded for the fall and spring terms. Students who are eligible for a PHEAA 
Grant should advise the Harrisburg agency directly concerning their co-op plans. Students who want to receive the PHEAA 
Grant for the summer term must file a separate PHEAA application for that time. Summer term payments are made to 
students at the close of the summer term, in August. Deferrals for pending summer PHEAA Grants are not available and 
students must make alternate arrangements to pay their invoices for summer.

2. Stafford Student Loan -- Stafford Student Loans are available to students during any term of enrollment. Depending on 
the student's year in school and academic standing, separate complete applications (including parents' 1040, student's 
1040, FAF and University Financial Aid Supplement for a Stafford Student Loan) may need to be filed for specific 
terms of enrollment. Students are advised to discuss their individual eligibility for a Stafford Student Loan with a 
financial aid counselor. Students who may become liable for repayment of their student loan should contact the Office 
of the Registrar for certification of enrollment of their lender.

3. Supplemental Educational Opportunity Grant, Perkins Loan, College Work Study, Provost Scholarship, 
Chancellors Nominee Scholarship, Impact Grant -- Awards from any of the above programs will be made to 
eligible students in equal amounts for any combination of two terms during any academic year. Placement in a 
specific College Work Study Job is not guaranteed; however, there are employment opportunities available during 
three terms.

4. Other miscellaneous grants, scholarships, or loans -- regulations governing grant, scholarship, and loan 
programs other than those mentioned above may vary. Co-op students are urged to discuss the specific 
details of each of these types of awards they may be receiving in an appointment situation with a financial 
aid counselor. Co-op students may need to contact some agencies directly concerning payment of funds during their 
co-op enrollment.

Engineering and University Scholarships:

Email Karen Sciulli at ksciulli@pitt.edu to have university scholarships applied prior to each academic term.
*Students are not eligible for financial aid while they are working except for a pro-rated Pell Grant.

Class Registration Process

Students on a rotation will be registered for the 1 credit (ENGR1090P) during each rotation if on the alternating 3 rotation 
schedule. For 6 month rotations, students will be registered for the one credit co-op course ENGR1090P either your 
fall or spring rotation, and you will register for a ½ credit during your 2-month timeframe during the summer. 
International co-op experiences register for 1092 (working internationally). The student does not pay for the credits but 
does pay the $335 Co-op fee plus miscellaneous fees listed in this handbook (the summer co-op fee is $167.50 
during the 6-month rotation). The co-op office will provide permission numbers to participating students to enroll in the 
co-op course. Permission numbers are required for student self-registration and change every semester. The 
permission numbers will be sent to you via email before registration opens for the semester. While participating in the 
co-op program, you are to follow your co-op schedule and will be enrolled in either co-op or full-time classes until 
graduation.

The credits that you earn from your co-op experience can count toward your departmental graduation requirements 
if:

• The required number of terms are completed (2 six-month rotations, 3 alternating rotations, or a full 
year for engineering students)

• A final paper or project that is determined by your co-op faculty advisor is completed
• All evaluations are completed and returned

Many students will receive a letter grade for their co-op experience. You can check with your department 
to determine how the credits will be utilized and graded.

Sometimes students will work more than the above-mentioned required number of terms. It is not necessary to 
register for the co-op course for additional terms, however, it is important to remember that if this work session 
occurs during a fall or spring term, that you might wish to be registered to be considered a student with full-time 
status. You will earn at the most a three-credit grade for co-op, and if the student registers for additional terms, it will 
appear on the grade report as an “S”
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PEASE NOTE: If you are add/dropped into the co-op engineering course, you will not receive a second invoice. You 
can verify the amount you owe by checking your account through my.pitt.edu, or by contacting student accounts 
(412-624-7575, 201 Thackeray). You are responsible for settling your invoice by your due date, or you will be assessed a 
late fee.

While you are on a co-op work assignment, you will register for classes for the following term through your individual 
departments. The undergrad coordinator will be in touch with you! Students are responsible for registering for their 
academic classes and responding to departmental emails and notices in a timely manner.

Fee Waivers
Students who work more than 75 miles from campus can receive refunds for the wellness and safety and transportations 
fees. We will email the co-op registrants each term to verify your location. If you do not respond, you may not receive 
your refund. Be sure to sign up for eRefunds to receive yours.

Summer Flat Rate

Students will receive a flat rate of tuition during the summer term if it is to their advantage.

Changing Co-op Employers

While some of our students remain with the same company for both 6-month or all three 4-month 
rotations, other students either wish to change companies, or find themselves needing to find a new 
employer.

If your assignment at your current employer warrants any concerns (increased responsibilities, change in 
department, etc.), contact us as soon as possible during the term in order that we can try to remedy the 
situation. We also have a six- week evaluation in place to circumvent such concerns and are often 
successful in dealing with any problems the student may have.

If at the completion of the rotation you still want to change companies, you are free to do so.

It is important to discuss your plans for your next rotation (6-month or 4-month alternating) to your employer 
in a timely manner. Each employer may recruit differently, and it is up to you to communicate professionally 
and clearly as this is your co-op. At the end of term evaluation, ask what the employer’s expectations are of 
you returning, and discuss that timeframe.

Under no circumstances will we work with a student on a “wait and see” premise; in other words, the 
student cannot hold onto his or her assignment until something better comes along. Resignation letters 
must be submitted to the ELPE office and the co-op employer within a month of the student leaving the 
work site. It is easy to change employers the right way. You do not want to risk losing a good 
recommendation from your previous employer or put yourself in jeopardy with the co-op program.

If things do not work out with your first employer, as earlier stated, students have the option to resign and 
seek another position. We will assist the students in finding another position with the expectation that they will 
be adhering to their initial approved co-op schedule and have officially resigned from their co-op employer. If 
a student decides to deviate from the approved schedule and obtain another opportunity on their own, the co­
op office will determine if the offer can be accepted for the subsequent rotations.

In the event of layoff, a student is strongly encouraged to use the ELPE office to find another position 
to complete program requirements.
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Resigning from Co-op

For those students who want to resign from the program altogether, we will require your resignation within 
30- days of you leaving the work site. We have had some unfortunate situations where students have 
applied for other positions, study abroad, and research, only to tell us and the companies extremely late in 
the term that they will not be returning, because they wanted to see if the other positions would come 
through before they resigned. Not only could this impact a positive reference, but it can also leave the 
employer without a co-op and sometimes very frustrated.

This practice is not professional and satisfactory grades might not be issued as final grades under 
these circumstances. Please remember this is an academic program, and a three-way partnership.

Global Experiences
It is possible to participate in both Global Experiences and to co-op; however, this takes planning. When 
formulating your co-op schedule, it is important to talk to a co-op staff member as well as a Global representative in 
the ELPE office. Your faculty co-op advisor in your department is also a needed resource to help answer questions 
and plan out your schedule to include both experiences.

Student and Work Study Positions during the Co-op

Students who are on co-op rotations are unable to simultaneously hold employment positions as student workers or 
federal work study positions with the University during that term.

Changes to Your
Co-op Schedule

Co-op encompasses 2 six-month rotations, 3 alternating 4-month rotations, or a year-long consecutive co-op. You 
are expected to work the approved rotations, and any requests for changes in the schedule must be communicated 
to the ELPE office first, and approved by the Director, your faculty coordinator, and the company. Just because your 
employer agrees to the change does not matter. You still need approval from the ELPE office and the faculty 
advisor. All requests should be submitted in writing by January 30th for the summer term, May 31 for the fall 
term, and September 30 for spring term.

Please understand the rationale behind the scheduled rotations; the school offers courses when needed 
and we must have the students in the classroom to offer the courses; we have many students awaiting a 
placement, and by someone remaining in the position, or asking for additional summer work other than 
those already scheduled, it can hurt those waiting for their chance to participate. For these two reasons 
we are strict about students changing rotations. If your employer requires the change, please have your 
company contact us.

Academic Major Changes

Placement with an organization is based on several factors, including academic major. Any change in major should 
have approval of the employer.

Evaluation of Co-op Assignments and Satisfactory Co-op Grade (“S”)

Students are required to complete and submit two evaluation forms to the ELPE office per rotation. The first 
is emailed 6 weeks into the term and should be completed and returned as soon as possible. If there are 
any concerns with your assignment, both the ELPE office and faculty coordinator would like to be of 
assistance. Many issues can be easily resolved, and this six- week evaluation provides us with a mechanism 
to assist the students in a timely manner. In this review we will ask for your supervisor’s email, for the 
purpose of asking them to submit the end of term review as your rotation completion draws near.
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At the beginning of the last month of your work rotation term, you and your manager will receive an email 
which will give you instructions regarding our online registration process through which you and your manager 
will submit end-of-term evaluations.

End of term evaluations must be completed each term by both the student and the employer. You cannot 
receive a satisfactory grade or credit for the rotation without the completion of the forms. We encourage 
your manager to go over the Employer Evaluation of Student with you. You will be sent a copy of your 
review by email. Be sure to ask for your employer’s review meeting before you leave the work site. 
It is the student’s responsibility to ensure completion of the required evaluations, but we will 
certainly help when needed.

Taking Coursework while on a Co-op Assignment
Students are not encouraged to take coursework in addition to co-op during the first work term 
unless they have been scheduled to do so by their co-op advisor. If it is necessary for a class to be 
taken, we do not expect the student to leave work early or reschedule work hours.

Daytime classes are not permitted while a student is on co-op except in an extreme circumstance. 
*If the course is at another university, you must have approval beforehand.

Part-Time Work

Students are discouraged from working part-time with the co-op employer during academic terms. Students put 
themselves at academic risk and the practice of juggling part-time work and full-time academics is a practice which is 
not in the spirit of cooperative education.

Best Practices at the Work Site

We strongly discourage the use of excessive vacation or personal time while on assignment. Students 
are expected to work the full work term of 25-26 weeks in a 6-month rotation, and as close to 15 weeks 
as possible for an alternating rotation.

Work terms are July through December, and January through June for 6-month rotations. A year­
long consecutive co-op can start January, May, or September, as does the 3 alternating rotations.

Please let us know if an illness precludes you from completing your assignment. Our employers 
have been very understanding in these circumstances.

Consider disclosing any disabilities that might help you succeed in the workplace with special 
accommodation requests.
Be certain to check with your employer to discern and abide by their Internet Usage Policy. Same applies to 

policies regarding the use of ChatGPT.

Be mindful of your phone usage while on the job. Limit texts/messages and personal use.

Supplemental Assistance
Occasionally we have students who wish to accept a position, but the pay is lower than average, or the lack 
of housing assistance makes it difficult to accept an otherwise wonderful opportunity. Our office may have 
limited funds to assist students. The grants are not more than $500, and they are limited in number. Please 

write to the Co-op/Internship Director if you find yourself in need financially.
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Grading
Policies

Listed below are policy updates and clarifications regarding co-op credits and term paper/senior project 
requirements for each engineering discipline involved in co-op.

Engineering co-op students will be registered for Engineering 1090P or 1090J, international co-op 
experiences for Engineering 1092, and Computer Science co-op students for Engineering 1093.

Be sure that all evaluations have been completed to receive an “S” grade.

Final grades are as follows:

Students completing the 2 six-month work rotations, 3 alternating four-month rotations, or a year-long consecutive co­
op successfully and departmental final project requirements will receive a letter or “S” grade for these three credits. 
Each engineering department will develop the specific objectives and requirements for the term paper and/or final 
project. The co-op office does not issue the final grade; your final grade is determined by your co-op faculty advisor. 
Credits count toward departmental graduation requirements.

In most departments a final project is required to use the credits as either a technical or professional elective.

Students who opt out of the final project but who have successfully completed the co-op work sessions will maintain their 
“S” grades for co-op and will receive certification.

“U” “G” or “NC” grades can be given for the following reasons:

• Work term not meeting enough weeks of work. The co-op term is 15-weeks in length. That is the 
expectation for the term. Let us know if your work term will not meet that criterion. We do realize that 
a study abroad program or an employer program date might interfere, but we would expect a 
minimum of 12-weeks under these circumstances.

• Unsatisfactory completion of assignment, including poor work performance, missed days, or other 
unprofessional work practices

• Failure to return for a work rotation without properly and promptly notifying the co-op director 
and the employer of your resignation. Again, this resignation needs to be received within 30- 
days of you leaving the most recent work term.

• Not abiding by co-op regulations as detailed in this booklet.

Students who voluntarily leave the co-op program in good standing after one 6-month rotation will retain their "S" 
grades, but the credits will not count toward departmental graduation requirements until the minimum 2 six-month 
rotations and the final papers/projects are completed. Good standing also includes a timely resignation as detailed 
above. Same for any student who only works one or two alternating rotations but does not complete all 3 required 
rotations.

Students who lose their co-op positions for reasons beyond their control (i.e., strikes, layoffs) can be issued an "S" 
for the term or terms worked. We can also try and help you find a new position for the remaining term(s) to 
receive full credit and grade for the co-op experience.

Please feel free to call our offices if you have questions on any information regarding the term paper or 
handling of co-op credits. We do understand that sometimes situations arise including sickness, 
hospitalization, etc., and we are willing to work with students under these circumstances.

*Per University policy, "G" grades cannot be changed after one year. If you have a "G" grade from spring to spring 
for instance, you will then receive an "NG" grade and that grade cannot be changed to an "S."
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Removal from the Co-op Program

Automatic removal or an unsatisfactory grade may result from the following:

• Changing rotations or terms of co-op agreement without approval of co-op office.
• Receiving less than a 2.0 term quality point average for two consecutive school terms.
• Being dismissed by employer for poor work performance, failure of drug testing or other unprofessional work 

behaviors.
• Resigning from your position without following the proper steps.
• Reneging on a commitment to an employer to take a position with another company without going through 

the ELPE office.
• Taking an overload of coursework while on co-op.
• For International Students, failing to notify the OIS office and to abide by OIS and university policies

Co-op Probation

Probation will result if the student fails to maintain a 2.0/4.0 term grade point average.

Cooperative education students receiving less than a 2.0 grade point average for any term, regardless of the overall 
GPA, will automatically be placed on probation with the Cooperative Engineering Education Program. The student’s co­
op employer will be notified if a work rotation is immediately following the probation.

Students need to alert the co-op office immediately upon receiving their grades for the term if they earned 
below a 2.0 GPA. Failure to do so can put your co-op in jeopardy.

Students on probation for one term may still participate in the program if they have permission from: The ELPE Office, 
The Undergraduate Co-op Coordinator, and The Company of employment.

Any student who receives less than a 2.0 for two terms can be dismissed from the Cooperative Education Program. A 
student on probation who begins a work term may still be dismissed even if they are already at the worksite. Dismissed 
students forfeit all Cooperative Engineering Education Fees once the add/drop period has ended.

Layoffs/Strikes

Co-op students will be treated the same as regular employees in the event of layoffs. The student is then encouraged 
to use the co-op office to find another position to complete the Program requirements.

Conditions of Employment

Students are responsible for confirming all conditions and dates of employment, keeping in mind that a term is about 
15-weeks in length for alternating rotations, and 25-26 weeks for 6-month rotations.

Legal Requirements

Students must have a social security number and have social security tax deducted from their salaries. Students who 
are not U.S. citizens or permanent residents must have approval from the OIS office to co-op.
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Term Paper/Project

To complete the academic requirements of the Cooperative Engineering Education Program, each student must submit 
a term paper and/or poster presentation to the co-op advisor from their department. The departments decide upon the 
co-op letter grade or a pass/fail grade.

If submitting a paper, it must be on cooperative engineering education both in general terms and specific terms 
regarding their own co-op experience. The general section should discuss the student's own work experience including: 
the educational value of the co-op; the relationship between the job and college; which courses were the most helpful; 
and the overall value of participating in co-op. The student will then receive a final grade for the cooperative engineering 
education credits. Please note: Specific details and grading procedures from each department on what the paper should 
encompass are available on each department’s website.

Co-op Certification

Students completing 2 six-month rotations, 3 alternating 4-month rotations, (or year-long consecutive) in good 
standing under the co-op Program are eligible for certification upon graduation from the University of Pittsburgh. 
This certification is noted on the student’s transcript. You will also receive an honor cord when graduating.

Post Graduate Report

We will ask you to complete a post graduate survey. This survey is confidential, but we do ask for salary information so 
that we can give an average range to our graduates when they are receiving full-time offers. We appreciate the 
completion of this form. We hope to hear from you over the years!
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Assistance with your Internship Search

Along with your co-op search, you can also consider internships. It makes sense to consider all options to increase your 
chances of gaining professional experience and growth, even before you graduate!

Keep in mind that a summer internship is not structured like a co-op. You will only work 10-12 weeks during the summer, 
and there is no for-credit component. Your internship should still be a paid position though.

The ELPE office can also connect you with employers that are hiring for summer internships in addition to co-ops. The 
same application process applies, you can log into SSOE SELECT, upload a resume, and apply for internships.

Starting the fall of your sophomore year is the ideal time to begin your search (first-year students can too, but some 
employers may expect you to have some of your core courses already completed). As a first-year student you may want to 
apply to government organizations that require lengthy clearances that can take 6-8 months.

Guides to help during your internship search:

• Fall is the time to apply for as many internships as you can. Most companies recruit early and in the fall for 
upcoming summer needs. Have your resume ready and take advantage of the virtual or on-campus recruiting 
events to help you network and learn about companies.

• Be open to relocating and open minded with opportunities. Just as a co-op search, if you limit yourself to only one 
location and just one industry or one type of role, you are taking a chance. Talk to your support systems at home 
to see what is feasible to consider (do you have access to a car, can you consider moving, etc.)

• We understand the fall term (and spring for that matter), keeps you busy, and classes are a priority, but you need 
to find the time to check SSOE SELECT, read emails from the ELPE office, and make the time to attend information 
sessions, recruiting events, etc. to maximize your chances. Treat this as a learning experience to gain information 
on employers. It will help you figure out what your interests may be.

The ELPE office hosts a job fair each fall and spring term. It is strongly recommended students attend to 
meet employers in person. Students should speak to as many employers as they can during the fair, as 
well as request interviews. If you miss the fair, you miss many opportunities.

• ELPE staff are on hand to help you during your search. We can follow up with employers, reach out to companies 
on your behalf, and can answer any questions or concerns you have with your search. The timeframe in finding a 
position varies for everyone, but if you communicate and work with the ELPE office, hopefully your search process 
will be an easy experience.

• Utilize resources like mock interviews and have your resume reviewed, there are tools in place within SSOE and 
the University to make sure you are marketing yourself the best way possible.

• Please report if you obtain and accept an internship to the ELPE office. We track students and can keep updated 
information. This also strengthens SSOE’s relationships with the employers, and your success as a Pitt engineer 
can also “pave the way” for others by increasing Pitt hires at a company. We have seen this happen a lot over the 
years.
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TITLE IX

The University of Pittsburgh’s Title IX Office is committed to ensuring that students, staff, and faculty are 
not only provided with all options available to them related to the Title IX process, but also are supported 
over the course of this process. Title IX prohibits sexual violence and sexual misconduct which can 
affect the educational or campus environment. The University has a responsibility to ensure the safety of 
our students and campus community.

Whether or not a person chooses to participate in a university investigation, he or she still has the right to 
interim measures to assist in getting back to class and work. Additionally, anyone coming forward under 
Title IX will be protected from any form of retaliation related to the matter.

If you have any questions regarding the Title IX process, you can contact the Title IX office directly.

Web site is https://www.diversity.pitt.edu/civil-rights-title-ix-compliance

Options for filing complaints and seeking resources, which can be pursued simultaneously:

• File a report with the Title IX office. You can do so via the report form link via the website or 
or 412-648-7860. The Title IX office can provide you with options 

and resources available both at the University and in the community.
titleixcoordinator@pitt.edu 

• Filing a report with the University of Pittsburgh Police. They are in the Public Safety Building 
at 3412 Forbes Avenue, Pittsburgh, PA 15260 or 412-624-2121. The University of Pittsburgh 
Police investigates all reported and potential criminal activity.

• Filing a report with the Office of Student Conduct. The office is located at 738 William Pitt Union, 
3959 Fifth Ave, Pittsburgh, PA 15260 or 412-648-7910. All cases are heard on campus by a 
Judicial Board to determine if a person is or is not responsible for alleged violations of the Code 
of Conduct based on the preponderance of evidence standard. This is NOT a criminal 
investigation.

• Supportive services are offered at the University’s Counseling Center. The Counseling Center 
offers sexual assault services designed to assist students who have experienced sexual assault, 
dating violence, stalking and harassment. They are located at the Wellness Center, 2nd Floor 
Nordenberg Hall, 119 University Place, PA 15260 or 412-648-7930.

• Pittsburgh Action Against Rape is a community resource that offers both supportive and 
advocacy services to victims of sexual misconduct. PAAR is located at 81 South 19th 
Street, Pittsburgh, PA 15203 or 412-431-5665.

• The Women’s Shelter of Greater Pittsburgh is a community resource that offers both supportive 
and advocacy services to victims of domestic violence. You can contact the Women’s Shelter at 
412-687-8005. Their location is confidential.
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Disability Services

If you have a disability for which you are or may be 
requesting an accommodation, you are encouraged 
to contact both the Co-op office and
Disability Resources and Services (DRS), 140 William Pitt Union, 
(412) 648-7890, drsrecep@pitt.edu, (412) 228-5347 for P3
ASL users, as early as possible in the term.
DRS will verify your disability and determine reasonable 
accommodations for this course.

Diversity and Inclusion

The University of Pittsburgh does not tolerate any form of discrimination, harassment, or retaliation based on 
disability, race, color, religion, national origin, ancestry, genetic information, marital status, familial status, 
sex, age, sexual orientation, veteran status or gender identity or other factors as stated in the University’s 
Title IX policy. The University is committed to taking prompt action to end a hostile environment that 
interferes with the University’s mission. For more information about policies, procedures, and practices, see: 
http://diversity.pitt.edu/affirmative-action/policies-procedures-and-practices .

Everyone in the ELPE office strives to help ensure that other members of the program can learn in a 
supportive and respectful environment. If there are instances of the issues, please contact the Title IX 
Coordinator, by calling 412-648-7860, or emailing titleixcoordinator@pitt.edu. Reports can also be filed 
online: https://www.diversity.pitt.edu/make-report/report-form . You may also choose to report this to a Pitt 
faculty/staff member; they are required to communicate this to the University’s Office of Diversity and 
Inclusion. If you wish to maintain complete confidentiality, you may also contact the University Counseling 
Center (412-648-7930).

Academic Integrity

All students are expected to adhere to the standards of academic honesty. Any student engaged in 
cheating, plagiarism, or other acts of academic dishonesty would be subject to disciplinary action. Any 
student suspected of violating this obligation for any reason during the semester will be required to 
participate in the procedural process, initiated at the instructor level, as outlined in the University Guidelines 
on Academic Integrity http://www.provost.pitt.edu/info/ai1.html.This may include but is not limited to the 
confiscation of the examination of any individual suspected of violating the University Policy.
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