Cooperative Education (Co-op)

STUDENT ELIGIBILITY SHEET

PRIVATE 

OFFICE SYSTEMS TECHNOLOGY

(A25360)
1. Eligibility Requirements:  Student enrolled in a Co-op approved curriculum should meet the following eligibility requirements prior to placement:
A. Maintain a minimum 2.0 program GPA.

B. A minimum of twelve (12) semester hours credit (12 SHC) must be completed within the appropriate program of study before a student can be considered eligible to receive co-op credit.  A minimum of 3 SCH must come from the core within the student’s major.

C. Have satisfactorily completed the following courses:
1. 
OST

131
Keyboarding

2. 
OST

134
Text Entry & Formatting

3. 
OST

136
Word Processing

4. 
OST

164
Text Editing Applications

5. 
OST

220
Notetaking

6. 
OST

184
Records Management

7. 
ENG

111
Expository Writing

8. 
ACC

110
Ten-Key Calculator

9. 
COM

110
Introduction to Communication

10. 
ENG

114
Professional Research & Writing
D. Be recommended for placement by Faculty Coordinator in the Office Systems Technology Program (who has had the student in class); and the Co-op Coordinator.
2. In addition, the following requirements must be observed during completion of the Co-op Work Experience semester:

A. The student must enroll in an additional 3 SHC (semester credit hours) as minimum, while completing their Co-op Work Experience (except during the summer semester or if they have completed all course requirements for graduation).

B. A student who selects an alternating Co-op assignment will be requires alternating between full-time Work Experience status and full-time Student status.

