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Cooperative Education & Careers Division

Instructions for completion of Pre and Post Cooperative Education Forms


	Before completing the forms
	Before completing the forms, please select the following link: https://www.ul.ie/cecd/students/reflective-assessment. This introduces the Learning During Coop section, lists and describes the skills to be assessed, explains how best to approach the forms, and outlines the role of the forms as part of Coop Assessment. 


	Accessing the forms 
	Please access the relevant form using the following instructions:

For the Pre-Coop form, open the following link: https://www.ers.ul.ie/coop/coop/students/pre_coop_skills.php 

For the Post-Coop form, open the following link: https://www.ers.ul.ie/coop/coop/students/post_coop_review.php


	Signing up to the form 
	Before completing the forms, you must sign-up on the website. When you access the forms initially, entry fields for an ID Number and password display, as shown in Figure1. 

[image: ]
Figure 1: Screenshot showing webpage where students enter their ID Number and Password. 

1. To create your account, select the Sign-Up link. 
2. A Sign-Up option is displayed, as shown in Figure 2. Enter your Student ID Number, Password (please assign your own password), and email to which you want your password to be sent as a reminder.
3. Select OK.
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Figure 2: Screenshot showing webpage with Sign-Up fields

Your password will be sent to the email address you provide; please note that this may not reach your account immediately, and so it is advisable to make note of your password elsewhere.

After you have signed up, you will be prompted for your ID Number and password each time you access this section. 

Note: Should you need to reset your password, the system will reset and forward to you an automatically-generated password. Select the following link to use this facility: https://www.ers.ul.ie/coop/coop/students/resetpassword.php


	Completing the form
	When you log-in to the form, a page of instructions displays, as shown in Figure 3. Please read through the instructions before you begin to complete the form. To proceed to the next screen, select the ‘Next’ option. 
[image: ]
Figure 3: Screenshot of webpage listing instructions for form completion.


	
Entering personal details
	The Personal Details screen displays, as shown in Figure 4. 
1. Please complete the required fields. Please note that each field must be filled.
2. To proceed to the next screen, select the ‘Next’ option.
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Figure 4: Screenshot of webpage showing entry fields for personal details.

	
Completing the 7 or 8 skills
	
Each skill must be completed. Please read the overview of the skill category, and the skills examples, as shown in Figure 5.
[image: ]Figure 5: Screenshot showing sample of skill category i.e. overview and samples.

1. In the 'Skill 1' text-box, enter an example of a skill which you currently have or would like to acquire during Coop. Please note that you can use the skill examples listed, or provide your own. 
2. Give a brief description of the skill-example. 
3. Rate your competence in that skill-example using the rating scheme provided. 
4. Repeat steps 2 - 4 for the second skill-example, the title of which should be entered in the 'Skill 2' text-box. 
5. To proceed to the next screen, select the ‘Next’ option.

	Moving between skill categories
	Move between stages using the navigation buttons at the bottom of each page. You can move between stages without losing entered data. 

	
Submitting the form
	
After completing the relevant number of skill categories, submit the form by selecting ‘Submit’ at the end of Stage 7 (for non Engineering and Computer Systems) or 8 (for Engineering and Computer Systems), as shown in Figure 6. 
[image: ]
Figure 6: screenshot showing webpage with ‘Submit’ option i.e. Stage 7 or 8.


	Printing the form
	Immediately after submitting the form, a summarised, printable version displays. Please print and retain the form for submission as part of your Coop Report.

	Editing / accessing the form
	You may access or edit the submitted form by logging in using your ID Number and password. By editing and resubmitting the form, you replace the original form with your latest version.

	Logging out of the form
	When you are exiting the form, please select the ‘Logout’ link on the top left of any stage.



	Document Reference
	QF057
	Revision No.
	2
	Date
	14/12/2021


Page 1 of 5

image1.jpeg
UNIVERSITY OF | Cooperative

LIMERICK | Education and

oLLSCOIL LUIMNIGH | Careers Division




image2.png
P ———— |

Search the Web | [Psearch [-] address [ ] opperreed.comiclientsfeoopicoap/studertsipre._cosp_skls.php x| @G0
Urks Clibrary @]Destton [L]ovcom Drectory Encuiies @]Frec Hotmal @)Googe @]Lirery Catdogue @] Windows Heda @ Windows 7|
Gpack - & - (@D [2] A | Qoearch (iiFavortes {ivedia B[ BN S - = 4 [ & ) = 3‘@.

CoOp Assessment Login—|
1D Number.

Password:

=
Eoone I Tnternet
Msat| | e ORBO B @ HOa || [Cb.[Eu. &u.] Qe DSE 1255





image3.png
led by Desktop Servi

rosoft Internet Explorer pros

Fle Edt View Favortes Took Help

[Psearch [-] address [&] rtpificopperresd.comiclentsicaspfeoopistudentsisianup.shp ¥] @G0

Search the Web |
Links (Jibrary @]Deskiop | Jeircom Directory Encuiies & ]Free Hotmal &]Google ] Library Catslogus & Windows Media & windows
Sl -

Gk~ > - @ [ (| Doearch Gravories Biiods BB B vl - H &8O = h

CoOp Assessment Siganp—|
1D Number.

Password:

Re-type Password:

Emal

Al ields are required.

® rternet

I
e doga ||gdeseyadEr ] [SVemas

14537

Elooe
fst| |1 6 © @D





image4.png
Logout
You have completed a Pre CoOp Assessment Form. View
You have completed a Post CoOp Assessment Form. Vie:

Stages: |Instructions) 1 2 3 4 5 6 7 8 9

Introduction

Welcome to the Pre-CoOp Assessment Form. Please complete and submit the form, using the following instructions.
This form is an essential part of your CoOp Report, and must be completed and submitted before you start your
placement. The form has 9 stages (the Personal Details stage & 8 Skills): please note that the final stage applies to all
courses in the College of Engineering, and Computer Systems students, only.

Instructions for completing the form:
Stage 1: Enter your personal details as requested.

Stages 2 - 8 (9 for all courses in the College of Engineering, and Computer Systems, students): Each stage
describes a skill category, and lists examples of such skills. Please complete the stages as follows:

1. Read the description of the skill-category.

2. In the 'Skill 1" text-box, enter an example of a skill which you currently have or would like to acquire during
CoOp. Please note that you can use the skill examples listed, or provide your own.

3. Give a brief description of the skill-example.
4. Rate your competence in that skill-example using the rating scheme provided.
5. Repeat steps 2 - 4 for the second skill-example, the title of which should be entered in the 'Skill 2' text-box.

6. Move between stages using the navigation buttons at the bottom of each page. You can move between
stages without losing entered data.

When you have completed and submitted the form, please print a copy of your completed form. The printed copy
must be submitted in your CoOp Report. Your CoOp Report will not be accepted without the printed form.
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Stage 1: Your Personal Details

Surname: First Name:

Gender: Mature Student (+23 Years):
@ Male O Female OYes @ no

ID Number: Course:

18785867 \ Aeronautical Engineering
Placement Period: Year your CoOp begins:
[January - Summer V| \2000





image6.png
Stage 2: Basic work skills

For many students, your Cooperative Education placement is your first experience of professional work experience
and, as such, developing good work habits should be a standard outcome of the placement. At the very minimum,

employers will expect you to behave in a professional manner, comply with company regulations and conditions of
employment, carry out your placement duties and behave in a manner appropriate to the work environment. In

assessing your basic work skills, can you show evidence of e.g.
© Reporting to work as scheduled and on time.
& Dressing appropriately for work.

o Complying with the company's policy regarding computer usage.

& Complying with the company's telephone etiquette.

& Having an awareness of how formal personal interactions in the employing organisation are.
& Showing a positive and constructive attitude.

& Respecting company policy regarding absence from work.

i

Working within the relevant procedures.

Hide description

Skill 1:
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Skill 2:

[Skill 2:

Rating:

@ 1 - Started but needs more practice
O 2 - Able to do this with some help

O 3 - Competent without help

O 4 - Competent and able to help others

Give example:

Clicking on Submit will record your responses and redirect you to the Code of Practice for completion.
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