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Overview of the Experiential Learning Program  
 
The experiential learning program provides opportunities for all students in secondary school, including 
adult learners, to apply, refine, and extend, in the classroom and in the context of a community outside the 
school, the skills and knowledge outlined in the co-operative education curriculum.  
 
Learning beyond the classroom 
Today's students need learning that goes beyond the classroom. School-work programs expand students' 
learning by helping them: 

• understand more about the industries they may want to pursue in the future 
• get exposed to career options in industries they may not have known about or even considered 
• develop essential workplace skills 
• see how their in-class learning can be applied in the workplace 
• make more informed decisions about their education and career path so they make a successful 

transition into the job market. 
 
Giving students the chance to explore different career options and build their skills will help them prepare 
for the jobs of tomorrow.  
 
How students can learn beyond the classroom 
Students can learn about the world of work by exploring different careers and industries through: 

• workplace tours 
• job shadowing 
• mentoring 
• co-operative education 
• school-work transitions 
• Ontario Youth Apprenticeship Program. 

 
http://www.edu.gov.on.ca/eng/general/elemsec/job/passport/index.html 
 
This manual will focus primarily on Co-operative Education. For information pertaining to single day 
experiential learning experiences, (i.e. job shadowing, Take Our Kids to Work Day) please refer to SO15.  
 
Two co-operative education courses are included in the Ontario curriculum: 
 

• Co-operative Education Linked to a Related Course (or Courses) 
• Creating Opportunities through Co-op  

 
The inclusion of these two courses in the curriculum is intended to ensure that all students have access to 
co-operative education, to meet the diverse needs of individual students, and to support a broad range of 
experiential learning opportunities. Schools are encouraged to offer both co-operative education courses.  
 
The Ontario Curriculum, Grades 11 and 12: Co-operative Education, 2018 sets out curriculum and 
implementation policy related to co-operative education. It replaces Co-operative Education and Other 
Forms of Experiential Learning: Policies and Procedures for Ontario Secondary Schools, 2000. Schools 
offering co-operative education are required to implement the policy outlined in this document beginning 
September 2018. 
 
http://www.edu.gov.on.ca/eng/curriculum/secondary/cooperative-education-2018.pdf 
  

http://www.edu.gov.on.ca/eng/general/elemsec/job/passport/index.html
http://granderie.ca/application/files/1415/0102/0812/SO15_Out_of_Classroom_Field_Trips_and_Excursions.pdf
http://www.edu.gov.on.ca/eng/curriculum/secondary/cooperative-education-2018.pdf
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Program Administration 
 

Central co-ordination of the overall co-operative education (co-op) program shall ensure consistency in 
dealing with employers and the community. Each school shall have a co-op teacher to represent the school 
in matters pertaining to co-op programs. 
 

a) Access:  
Every effort shall be made to ensure that no student is denied access to a co-op program on the basis 
of personal financial constraint. 

 
b) School Board Representative: 

The representative for Business Services for the Grand Erie Board is the Superintendent of Business 
and Treasurer. Where indicated, business forms should be forwarded to the Office of the 
Superintendent of Business. 

 
c) The Board encourages ongoing efforts to promote dialogue with other partners involved in Co-

operative Education (e.g. Conestoga, Fanshawe and Mohawk colleges, Laurier University, Brant 
Haldimand-Norfolk Catholic District School Board, District School Board of Niagara and W. Ross 
Macdonald School). 

 
d) Open and ongoing communication between schools and between each school and its co-op 

employers is encouraged. Communication shall include sharing of placements within the system. 
 
e) To encourage information sharing and feedback with employers, schools will invite employers to 

participate in program evaluations, workshops and sharing sessions. 
 

f) Ministry Data Collection: 
The Ministry of Education requires the following data from school boards annually: 
 
i) The total number of hours, during the school year (September 1- August 31), for which the 

Ministry has supplied Workplace Insurance coverage. This amount is to be compiled from the 
cumulative totals on students' log sheets. It is important that the hours reported are the actual 
hours during which a student was at a training placement. The number of hours must be tracked 
in the Co-op Writer software and the auto populated Training Station Hours forms (Appendix B) 
are to be printed off, signed by the teacher and principal, at the end of each semester including 
summer school. The forms are to be housed in a secure location at the school for a minimum of 
six years for audit purposes.  
 

ii) The total number of hours, during the school year, for which training organizations have supplied 
Workplace Insurance coverage. 

 
iii) The names of the students for whom reports were filed with the Workplace Safety Insurance 

Board, the dates of injury, and the assigned claim numbers. 
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Program Implementation 
 
Where system plans, resource documents and manuals, software such as Co-op Writer, and/or forms are 
approved, all schools are expected to use them. 
 

a) Co-operative Education courses may consist of a classroom component and a community 
component, which are described in detail in Co-operative Education, Grades 11 and 12, 2018. 
 

b) Each student will receive: 
i) Pre-course Counselling and Interviewing 
ii) Classroom Component may include pre-placement orientation, workplace preparation, and 

health and safety 
iii) Community Component 
iv) Student’s Co-operative Education Learning Plan (Appendix E) 

 
c) Placement Assessment Checklist (Appendix D) 

 
The Co-operative Education teacher must conduct an assessment of each placement, including placements 
at businesses or institutions owned and operated by students’ families, taking into consideration the 
following:  

i) information, site-specific training, and ongoing supervision to protect students’ health, safety, 
and well-being, as required by the Occupational Health and Safety Act, the Employment 
Standards Act, the Workplace Safety and Insurance Act, the Ontario Human Rights Code, and 
the Municipal Freedom of Information and Protection of Privacy Act; 
 

ii) a suitable physical environment for the student to engage in a range of relevant learning 
opportunities and experiences, including those related to the use of technology, equipment, and 
tools; 

 
iii) an educationally rich learning experience based on the Student’s Co-operative Education 

Learning Plan; 
 

iv) adjustments based on the learning needs of the student, including those of students with special 
education needs. 

 
v) All co-operative education placements are to be approved at the discretion of the school 

administrator. Placements involving any of the following activities are not acceptable: 
• working in the student’s home school, except under special circumstances 
• working in the school store 
• participating in dramatic presentations in the home school 
• serving on the student council 
• working at part time jobs 
• participating in Junior Achievement projects 
• playing on a school or community athletic team 
• working on the school yearbook 
• replacing paid employees 
• completing the community involvement requirement for the OSSD (see Ontario School 

K-12, section 6.1.4)  
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d) It is expected that the vast majority of students will have one work placement per Co-operative 
Education experience. In cases where a student is placed in more than one work placement, such 
placements should be complementary in nature and the student should spend enough hours in each 
placement to ensure a valuable learning experience which meets expectations set by the Ministry. 
Creating Opportunities through co-op may be scheduled for 110 hours or 220 hours, and a student 
may earn, respectively, one or two co-operative education credits for successful completion of the 
course. When this course is scheduled for 220 hours, students’ learning related to the expectations 
will be deeper and broader. Students taking the course Co-operative Education Linked to a Related 
Course (or Courses) may earn a maximum of two co-operative education credits for each credit 
earned from a related course (or courses) previously completed or taken concurrently, to a maximum 
of four credits for the co-operative education course. 

 
e) Students whose placements are interrupted by reason of collective actions in a unionized work 

environment, will be placed in their home school for the duration of the work stoppage, unless the 
length of time they are out of the placement jeopardizes the student's placement hours and/or credits 
at which point an alternate placement or activity will be found to meet the expectations of the related 
course and co-operative education expectations. 
 

Health and Safety 
 
Each secondary school shall develop a written procedure to resolve safety and/or health hazards at the work 
placement, to include: 
 

a) provision that the School Administrator be informed by the teacher immediately of any concerns 
related to health and/or safety hazards; 
 

b) the understanding that upon notification, the School Administrator in consultation with the co-op 
teacher will remove the student from the workplace until the concern is resolved 

 
c) assurance that all students in co-op programs and other forms of experiential learning  

offered by the Board receive appropriate training at the discretion of the co-op teacher.  
All employer-related training is to be recorded and time-stamped within the Student’s Co-operative 
Education Learning Plan prior to starting their work placement. 

 
Procedures for Reporting Student Injuries: 
 

Student 
The student must report the injury to his/her workplace employer and co-op teacher immediately 
(whether or not the student received professional medical attention). In emergency cases, where the 
student has been transported by ambulance to the hospital, then the student's workplace supervisor 
must contact the co-op teacher immediately. 
 
Co-operative Education Teacher 
The teacher must immediately notify the school administrator and complete the following forms in Co-
op Writer and email them to the executive assistant to the Superintendent of Business within 24 hours’ 
notice of the accident:   

1. Form 7 - WSIB - Employer's Report of Injury/Disease (Appendix G) 
2. Copy of student's Work Education Agreement contract (Appendix C) 
3. If the student does not require medical attention, please refer to section 3 C Reportable Injuries. 
4. Coverage Provided Under the Workplace Safety and Insurance Act, 1997, see Section 4 
5. OSBIE form 



Experiential Learning Programs Manual  7 

 

 
For Critical Injuries see the Health and Safety quick guide: 

https://staff.granderie.ca/application/files/9915/0352/1507/Critical_Injury_Information.pdf  
 
For more detailed information, please refer to:  

Injury/Incident/Disease Investigation and Reporting Procedures  HR121 
 
WSIB 
 
Before a student is placed with an employer, the co-op teacher should determine whether the student will 
be covered by the employer. 
 

i) Obtaining WSIB Coverage  
 
As per Bill 18, Stronger Workplaces for a Stronger Economy Act, 2014, in order to ensure Workplace 
Insurance coverage, a Work Education Agreement must be completed and signed by the parties 
concerned before the student begins the placement at the training station. Forms are required for 
each student in a Co-operative Education, Supervised Alternative Learning (SAL), Ontario Youth 
Apprenticeship Program (OYAP), or work experience. 
 
The student's signature must appear, indicating consent to the conditions of coverage in the 
agreement. The consent of a parent or guardian is also required if a student is less than eighteen 
years of age. (This requirement is still valid despite the fact that the Municipal Freedom of 
Information and Protection of Privacy Act gives students who are sixteen years old the right to 
protection of their personal information.) 
 
The Training Station Hours Forms are generated in Co-op Writer based on the hours tracked by the 
co-operative education teacher. The forms are to be printed, signed by the principal and filed at the 
school. 
 
WSIA coverage arranged through the Ministry is for the time and dates indicated on the WEA form. 
The WEA form should only allow for 15 minutes extra before or after the planned work day. For 
special circumstances, the WEA extension form (Appendix J) must be completed. i.e. attending a 
trade show outside of regular hours. If the employer of the student wishes to modify the regular hours 
at the placement, a new WEA should be created.  

 
ii) Job Shadowing or Job-twinning 

 
A Work Education Agreement form must also be completed for students who are participating for 
more than one day in job shadowing, in which they are involved in hands-on work, provided that 
they are at least fourteen years of age. 

 
Coverage is not provided for students under fourteen years of age. Job-shadowing or job- twinning 
experiences lasting one day should be treated as field trips and all necessary forms that apply to 
SO15 Out of Classroom Trips and Excursions should be completed for students involved in these 
experiences. 

  

https://staff.granderie.ca/application/files/9915/0352/1507/Critical_Injury_Information.pdf
http://www.granderie.ca/application/files/9815/1741/7652/HR121_Injury_Incident_Disease_Investigation_and_Reporting_Procedures.pdf
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iii) Conditions of WSIA Coverage 
 
a) Students are covered during the time that they are performing the duties assigned to them under 

the supervision of the placement employer. 
b) Students are covered when their work placement is located on school board property, and when 

they are supervised by teaching or non-teaching staff members (e.g., teachers, building 
custodians, electrical maintenance supervisors, audio-visual technicians, or purchasing officers). 

c) Students who participate in the Ontario Youth Apprenticeship Program (OYAP) and who are not 
paid an hourly wage or salary are covered. If an OYAP student is on an employer's payroll, the 
employer assumes responsibility for the student's WSIA coverage. 

d) Students whose work placement is outside the province – for example, students participating in 
international co-operative education – are covered for up to six months while at their work 
placement in the host province or country. If the work placement continues beyond six months, 
the school board must send a written request to the WSIB for approval of an extension of 
coverage. A copy of this request must be sent to the Ministry. 

e) Students are covered if they are required to travel as part of their learning and if travelling is 
considered an assigned duty during their work placement. 

f) Students are generally covered while they are being transported from the work placement to 
receive health care as the result of a work-related injury or disease. 

g) Students are generally not covered while they are travelling to and from the work placement. 
h) Students are not covered during the time they are in training for, or are participating in, individual 

or team sports. Amateur or professional athletes are not covered under the WSIA. 
 

Further information can be found on page 4 of Workplace Safety and Insurance Coverage for 
Students in Work Education Programs PPM 76A.  

 
iv) Benefits 

 
For the purpose of Workplace Insurance coverage, students are deemed to be employees of the 
Ministry of Education, although they do not receive wages. For the purpose of calculating Workplace 
Insurance benefits, the deemed rate of pay for an injured student is the general hourly rate according 
to current minimum-wage legislation.  
 
For paid work placements, benefits are based on actual wages to calculate the loss of earnings 
benefits. 

 
If a student has an accident during unpaid Co-op hours that results in loss of time from a part-time 
job not connected with the Co-operative Education program, and if the accident results in loss of 
wages from that job, the student is entitled to compensation for the hours missed based on the actual 
rate of pay for that part-time job. Details regarding the number of hours worked weekly and pay rate 
must be provided to the Workplace Safety Insurance Board on Form 7 (Appendix G) 

 
v) Reporting Procedures and Claims 

 
Social Insurance Numbers 
Note: Since accident reporting procedures require students’ SIN, all students involved in Co-op or 
work experience are required to have a SIN before beginning the placement. SIN’s must be collected 
for OYAP participants and registrants to be submitted in the Employment Information Ontario 
system. (Appendix I) 

 
  

http://www.edu.gov.on.ca/extra/eng/ppm/ppm76a-en.pdf
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Employer’s Report of Injury/Disease (Appendix G - Form 7) 
Any injury to a student in a work education program, however minor, must be reported by the 
student to the employer and to the appropriate teacher with full details, including when, where and 
how the injury occurred. Accidents that do not require seeking medical attention do not have to be 
reported to the Workplace Safety Insurance Board, but a record of the details must be submitted in 
an OSBIE Incident Report. If medical treatment by a doctor, dentist, hospital, or other treatment 
agency is required, or if an accident results in loss of time from the program, a completed FORM 7 
will be accessed in Co-op Writer and must be sent by the Superintendent of Business for submission 
to the to the Workplace Safety Insurance Board and Ministry of Education. 

 
Submission of Report 
In the case of an accident, requiring medical attention or lost time from work the Employers' Report 
of Injury/Disease (WSIB Form 7) must be submitted along with the completed and signed WEA form 
to the Superintendent of Business within three (3) business days of the student reporting the injury 
or disease to the school. The office of the Superintendent of Business must then submit the form to 
the WSIB and to the Ministry of Education within seven (7) days of the student reporting the incident. 
(Business days are Monday to Friday, and do not include statutory holidays.) Access to WSIB Form 
7 is available through the Co-op Writer program. 
 
Co-op teacher/monitor must ensure that the name and address of the training organization, as well 
as the name and telephone number of the training supervisor, must be completed on the Form 7 
within 48 hours. The Ministry of Education must be identified as the employer and the Firm Number 
250379-FJ must be entered as the firm.  

 
Incomplete reports may be filed to comply with the time frames, if all pertinent information is not 
readily available. However, a completed report must follow as soon as all details have been 
obtained. Students must receive a copy of the accident report that is provided to the WSIB (including 
any additional information provided by the employer). 

 
Fines for Failure to Comply - The WSIB may levy four separate $250 penalties -- one each for 

• late reporting 
• incomplete reporting, 
• not reporting on a pre-approved version of the form, and 
• failing to provide a copy of the Form 7 to the worker. 

 
Insurance  
 
Students who are participating in a co-operative education program are covered under the school boards 
Comprehensive General Liability Insurance while engaged in their duties at the employer’s workplace. The 
student and employer are protected against a law suit arising out of the negligent acts of the student while 
he/she is performing the duties specified in the work program. 
 
The liability coverage also extends to protect against accidental damage to an employer or customer’s 
property while it is in the care, custody and control of the student while performing their duties within the 
co-operative education program. 
Theft or vandalism are not covered. Coverage does NOT extend to protect the employer and other 
employees for their negligent acts, or for the operation of any automobile licensed for the road. Please note 
the coverage is for liability only, and does not cover medical expenses arising from a student’s injury at the 
workplace-the student is covered by the Workplace Safety Insurance Board (WSIB) arranged by the Ontario 
Ministry of Education. 
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Coverage is not extended to situations when an employer involves a student in work or activities outside of 
the program, e.g., an employer has hired a Co-operative Education student to work after hours. As this 
activity is not part of the Co-operative Education program, there is no coverage through the school board's 
liability insurance. 
 

a) Student Accident Insurance 
The Board does not provide insurance for students who are injured accidentally while on the job. 
Students who have or whose parents have purchased student accident insurance through plans 
approved by the Board may be able to make a claim under the policy provided they have purchased 
the option which includes coverage for accidental injury while on a work experience project. 
Student Accident Insurance is valuable coverage, and should be actively promoted to students and 
parents. The Grand Erie Board currently makes Student Accident Insurance packages available 
through the Reliable Life Insurance Company in Hamilton. 
 
Students participating in work education programs may purchase the student accident insurance 
(the Platinum Plan option is recommended) by obtaining an application package from the school 
office, the Board Office or directly from Reliable Life by calling 800-463-5437 or at 
www.insuremykids.com 
 

b) Non-Owned Automobile Coverage 
Definition: a vehicle which is not owned by the school board, the employer, the student or a member 
of the student's household 

 
• Working on a Non-Owned Automobile 

Students will be protected for accidental and negligent damage, but not for intentional 
damage they cause to a non-owned vehicle while working on it in a work experience 
program. Students and parents/guardians may be required to contribute wholly or partly to 
the insurance deductible, which is currently $250.00 (and may be subject to change). See 
Restitution Form Letter, Appendix F. 

 
• Driving a Non-Owned Automobile 

a) Liability Insurance 
The Grand Erie District School Board strongly recommends that students not be 
permitted to drive. However, in cases where it is a requirement for the placement the 
following information must be understood: 

 
The non-owned automobile insurance policy does not extend to protect co-op students 
or their employers from liability claims for injury to others or damage to property of 
others where co-op students are driving an employer's vehicle or a vehicle belonging to 
a customer of an employer. The co-op student would be driving a vehicle on the business 
of the employer, not the school board. Students who drive vehicles of employers or of 
customers of their employers while on Co-op assignment do so at the employer's risk for 
physical damage to the vehicle and for third party liability (student damages other’s 
property or injures a person while operating an employer’s vehicle). 

 
b) Accident Insurance 

Students who are injured as a result of driving an employer’s vehicle would be entitled 
to benefits provided under the Workplace Safety and Insurance Act. 

 
In the event, WSIB is not available, accident benefits would be provided by the auto 
insurance policy of the student or the student’s parent/guardian (if the student is listed as 

http://www.insuremykids.com/
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a dependent). If WSIB is not available and neither the student nor the parent / guardian 
has an auto policy, the benefits of the employers’ auto policy would be accessed. 

 
The Co-operative Education teacher and employer should clearly understand the liability 
and accident benefits for students operating non-owned vehicles and ensure the 
employer is aware the student is insured under the automobile owner’s liability policy 
when operating such vehicles during the work experience placement. 

 
c) Damage to Property of Employers 

The Board's Liability Policy extends coverage to students who damage property in their 
care, custody and control while involved in a work experience project. Students and 
parents/guardians may be required to contribute wholly or partly to the deductible, 
which is currently $100.00 (and may be subject to change). See Restitution Form Letter, 
Appendix F. 

 
It should be noted that there is no coverage for intentional damage or damage resulting 
from the dishonesty of students or from errors and omissions. 

 
Risk Management 
 

a) OSBIE 
• The co-operative education or work experience program must be clearly described before 

placement is made. 
• Work sites must be visited to watch for work environment hazards, poor housekeeping, lack of 

safety culture etc. 
• Ensure students understand that they are responsible for their own transportation to/from the 

workplace 
• Employers are responsible for supervising and training students, both for the protection of the 

students, and for the protection of the employer. 
• Students should be instructed by the teacher and the employer on health and safety issues. The 

use of protective equipment and safety regulations must be stressed. Occupational Health & 
Safety Regulations must be addressed and followed. 

• Students on Co-operative Education or other job assignments should not be allowed to drive 
vehicles. 

• Employers should be informed that if they allow students to drive their vehicles, any resulting 
damage to vehicles must be covered by the vehicle owner's or employer's automobile insurance. 

• However, we strongly recommend that students not be permitted to drive vehicles of any kind 
on co-op placements. This includes forklifts, ATVs, golf carts, snowmobiles, ride-on lawn 
equipment, etc. as well as vehicles licensed for the road. 

• Grand Erie DSB Advisories are available on the Staff Portal – Experiential Learning and are 
accessible by all teachers and principals. 

 
b) High Risk Placements: 

• Exposure to Infectious Diseases Exposure to Infectious Diseases 
Certain co-op placements put students in areas where they may be exposed to infectious 
diseases. Such areas include hospitals, laboratories, dental offices, ambulance services, 
veterinarian offices, day-care centres, and nursing homes. Placements are not consistent in their 
requirements for vaccinations. The Co-operative Education teacher is advised to investigate the 
need for vaccinations or tests in each circumstance. If it is determined that a risk exists, 
vaccination or testing of the student must be a condition of accepting the placement. Further, if 
there are other safety concerns specific to the placement, the Board should decide if any 
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additional pre-placement action is required. 
 

• Emergency Services Placements 
Co-op placements with emergency services, i.e., police, ambulance, security, or firefighting 
crews involving observation in facilities and/or emergency vehicles that may result in possible 
attendance at emergency situations present higher risks for students. While students may benefit 
from participating in certain situations, they are not to be permitted to travel in emergency 
vehicles. 

 
• Placements Requiring Specialized Training 

Specialized training will be required for placements involving roofing, confined spaces, farming 
with machine operations, equestrian, or livestock placements. Students involved in placements 
requiring specialized training must have a completed High Risk Experiential Learning Placement 
Activity Form (Appendix K) and receive the same training as employees. 

 
Student Assessment and Evaluation  
 

a) Student’s Co-operative Education Learning Plan 
The Student’s Co-operative Education Learning Plan outlines the course of study for the placement 
component and the basis for assessment and evaluation and for the granting of one or more credits 
in the specific subject. Co-operative Education and Work Experience students must have Student’s 
Co-operative Education Learning Plans that identify the overall and specific curriculum expectations 
of the related course that describes the knowledge and skills the student will apply and further 
develop at the placement, as well as the employer’s expectations and the expectations of the 
classroom component of the course that apply to the placement. 

 
When a student is earning co-operative education credits related to more than one course, the 
Student’s Co-operative Education Learning Plan must include the learning expectations that relate 
to each course. The learning plan must be developed within the first three weeks of the placement. 
Please refer to Appendix E for a copy of the Student’s Cooperative Education Learning Plan.  
 
Students become OYAP students only once they have been entered as a registrant or participant in 
the MTCU database. OYAP students must keep their provincial OYAP card (auto-populated and 
printed from Co-op Writer) on their person at all times when at the placement site, especially in the 
case of the restricted trades. Students should be prepared to show this card to a Ministry of Labour 
inspector and/or Ontario College of Trades inspector who may request proof that the student is 
abiding by the trade regulations. 
 
In accordance with the Apprenticeship and Certification Act, Regulation 566/99 Exemptions, 
subsection 6.2(a)(b), the participant is permitted to work in the identified trade only during the 
supervised work placement of the Ontario Youth Apprenticeship Program. 

 
b) Granting of Credits 

Please refer to pages 46 and 47 of Co-operative Education, Grades 11 and 12, 2018. 
 

In regard to granting credits when a student is taking a co-operative education course concurrently 
with a related course, and successfully completes the co-operative education course but is 
unsuccessful in the related course, he or she may not be awarded co-operative education credit(s). 
 

  

https://staff.granderie.ca/application/files/1915/3988/9900/P102_Appendix_K_-_RMA_Waiver_Consent_Student_Involvement_in_High_Risk_Activities.pdf
https://staff.granderie.ca/application/files/1915/3988/9900/P102_Appendix_K_-_RMA_Waiver_Consent_Student_Involvement_in_High_Risk_Activities.pdf
http://www.edu.gov.on.ca/eng/curriculum/secondary/cooperative-education-2018.pdf
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Co-op Credits Earned Per Semester 
 

The maximum number of credits that can be earned during a semester must be outlined in the Student’s 
Co-operative Education Learning Plan before the commencement of the co-op course. With respect to 
the integration of student learning throughout the course, teachers should consider a wide range of 
integration activities that will support the achievement of the curriculum expectations. These integration 
activities and the time required will vary depending on the needs of the student and the nature of the 
community component. Learning activities delivered through classroom or e-learning instruction and 
assignments may extend into the community component, through interactions between the student, the 
co-operative education teacher, and the placement employer or placement supervisor in the 
community. 
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Forms 
The following appendices and RMAs are referenced in this manual. The links provided below are to be 
viewed as examples only. The most up-to-date forms are to be accessed through Co-op Writer. 

 
Appendix A – Co-operative Education and Work Experience Roles and Responsibilities 
Acknowledgement Form  
 

Co-operative Education/Work Experience Roles & Responsibilities Acknowledgment form highlights 
the responsibilities of the student, the employer/supervisor and the co-operative education teacher.  
 

Appendix B – Training Station Hours 
 

This form is used to collect data for an annual report by school boards to the Ministry of Education and 
must be auto-completed in Co-op Writer tied to time-tracker submissions. Completed forms must be 
printed and signed by the Principal and retained in secure storage at the school for a minimum of six 
years for WSIB audit purposes. This requirement must be completed in Co-op Writer no later than one 
week following the completion of each semester including summer placements. 
 

Appendix C – Work Education Agreement (WEA) 
 

This is an official contract that must be completed for each student prior to the student starting their 
work placement. The form must be completed, signed, and filed at the school. The form is to be 
produced in Co-op Writer.  
 

The Agreement must be signed by: 
• the student, 
• the student's parent/guardian if student is under 18, 
• the employer/supervisor, 
• the Co-operative Education teacher. 

 

Appendix D – Placement Assessment Checklist (PAC) 
 

The Co-operative Education teacher must conduct an assessment of each placement, including 
placements at businesses or institutions owned and operated by students’ families. The placement 
assessment checklist is used by the co-operative education teacher to ensure the suitability of the 
placement for the co-op student and to ensure that health and safety standards are in place.  
 

Appendix E – Student Co-operative Education Learning Plan  
 

The Experiential Learning Program Manual is where system plans/processes, resource 
documents/manuals, software such as Co-op Writer, and/or forms are approved with the requirement 
that all schools are to access and use them as required.  
 
The Student’s Co-operative Education Learning Plan outlines the course of study for the placement 
component and the basis for assessment and evaluation and for the granting of one or more credits in 
the specific subject. Co-operative Education and Work Experience students must have Student’s Co-
operative Education Learning Plans that identify the overall and specific curriculum expectations of the 
related course that describes the knowledge and skills the student will apply and further develop at the 
placement, as well as the employer’s expectations and the expectations of the classroom component of 
the course that apply to the placement. 
 

Appendix F – Restitution Form Letter 
 

This letter is a board-approved form letter that may be used in cases of property damage at a placement.  

https://staff.granderie.ca/application/files/6615/3988/9901/P102_Appendix_A_-_Coop_Roles_and_Responsibilities.pdf
https://staff.granderie.ca/application/files/6615/3988/9901/P102_Appendix_A_-_Coop_Roles_and_Responsibilities.pdf
https://staff.granderie.ca/application/files/5415/3988/9901/P102_Appendix_B_-_Reporting_of_Training_Station_Hours.pdf
https://staff.granderie.ca/application/files/8815/3988/9901/P102_Appendix_C_-_Work_Education_Agreement.pdf
https://staff.granderie.ca/application/files/9115/3988/9901/P102_Appendix_D_-_Placement_Assessment_Checklist.pdf
https://staff.granderie.ca/application/files/8615/3988/9901/P102_Appendix_E_-_Student_Cooperative_Education_Learning_Plan.pdf
https://staff.granderie.ca/application/files/8415/3988/9902/P102_Appendix_F_-_Restitution_Form_Letter.pdf
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Appendix G – Workplace Safety & Insurance Board (WSIB) Form 7  
 

The most recent version of the Ministry approved Form 7 will be found in Co-op Writer and should be 
completed online.  
 

Appendix H – WSIB Treatment Memorandum Form  
 

To be completed by the physician and forwarded to WSIB. Physicians and clinics will have these forms 
in stock; larger facilities, such as hospitals will have an electronic version of this form available. 
 

Appendix I – Acknowledgement of Authorization to Collect SIN number  
 

The Ontario Ministry of Education authorizes the Grand Erie District School Board’s Co-operative 
Education teachers to collect the Social Insurance Number (SIN) of those students participating in an 
experiential workplace situation. This collection is required in order to complete the Workplace Safety 
and Insurance Board’s Employer’s Report of Injury/Disease Form 7 should it be required and is a 
requirement for OYAP.  
 

Appendix J – WEA Extension Form Agreement – Extended Hours of Placement  
 

The WEA form should only allow for 15 minutes extra before or after the planned work day. For special 
circumstances, the WEA extension form (Appendix J) must be completed. i.e. attending a trade show 
outside of regular hours. 
 

Appendix K – RMA Waiver – Consent Student Involvement in High Risk Experiential Learning 
Placement Activities Supervised by a Qualified Teacher 
 
Appendix L – RMA - Student Transportation to Experiential Learning Placements 
 
Appendix M – RMA - Student Transportation by Workplace Supervisor 
 
Appendix N – RMA - Declaration by Workplace Supervisor of Vehicle Fitness and Insurance 
Coverage 

 
 

https://staff.granderie.ca/application/files/2915/3988/9902/P102_Appendix_G_-_Form_7.pdf
https://staff.granderie.ca/application/files/9415/3988/9900/P102_Appendix_H_-_WSIB_Treatment_Memorandum.pdf
https://staff.granderie.ca/application/files/9415/3988/9900/P102_Appendix_H_-_WSIB_Treatment_Memorandum.pdf
https://staff.granderie.ca/application/files/7015/3988/9900/P102_Appendix_I_-_Acknowledge_of_Authorization_to_Collection_Social_Insurance_Number.pdf
https://staff.granderie.ca/application/files/7015/3988/9900/P102_Appendix_I_-_Acknowledge_of_Authorization_to_Collection_Social_Insurance_Number.pdf
https://staff.granderie.ca/application/files/9615/3988/9900/P102_Appendix_J_-_WEA_Extension_Form_Agreement_Extended_Hours_of_Placement.pdf
https://staff.granderie.ca/application/files/1915/3988/9900/P102_Appendix_K_-_RMA_Waiver_Consent_Student_Involvement_in_High_Risk_Activities.pdf
https://staff.granderie.ca/application/files/1915/3988/9900/P102_Appendix_K_-_RMA_Waiver_Consent_Student_Involvement_in_High_Risk_Activities.pdf
https://staff.granderie.ca/application/files/9215/3988/9900/P102_Appendix_L_-_RMA_Student_Transporation_to_Experiential_Learning_Placements.pdf
https://staff.granderie.ca/application/files/7515/3988/9900/P102_Appendix_M_-_RMA_Student_Transportation_by_Workplace_Supervisor.pdf
https://staff.granderie.ca/application/files/6215/3988/9901/P102_Appendix_N_-_RMA_Declaration_of_Workplace_Supervisor_of_Vehicle_Fitness.pdf
https://staff.granderie.ca/application/files/6215/3988/9901/P102_Appendix_N_-_RMA_Declaration_of_Workplace_Supervisor_of_Vehicle_Fitness.pdf
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