Guidelines and Procedures for Co-op Oral Presentations

Only students who have previously completed a co-op and written a technical report may opt for an oral
presentation. In addition to the minimum 15 minute presentation, students are also required to write a paper
answering three essay questions of their choice from the list provided on the next page.

Students must do the following well in advance of the scheduled technical report deadline:

1. Obtain permission from advisor or instructor to present material for an audience, and return signed
permission form to the Co-op Office

2. Provide company supervisor with your presentation materials (notes, Power Point slides, etc.)

3. The supervisor must sign the Proprietary Statement (see below), and return this statement to the
student. Students are not authorized to give a presentation without this form

4. Inform the Co-op Office of the finalized presentation date, place and time

5. Complete the brief written requirements, and give them to your instructor before your
presentation:
o title page (see below)
¢ hardcopy of the presentation slides, or typed notes
e the Proprietary Statement
e your typed response to three essay questions of your choice from the list provided on the next

page.

6. The academic advisor, or designee, must attend and grade the presentation, and return all
documents, including the completed grade sheet, to the Co-op Office.

Title Page Information:

A. A title page contains the following information typed in the upper left corner:
e Your name
o |D#
e Major
e Semester on co-op
e Employer
e Employer location

B. Centered on the page should be your presentation title, under which you will include the words
“Oral Presentation” and the date and location of your presentation.

C. Below this title information, type the following statement and provide a space for your supervisor’s
signature:

“I have read the materials intended to be presented and agree that this material contains no
proprietary information. This material may be included in a presentation to the general public.”

Supervisor’s signature:

Supervisor’s title:
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Required Information for Co-op Oral Presentations

Presentations must be a minimum of 15 minutes. Question and answer sessions (if permissible by the
instructor) may be added to the end of the presentation, but may not be used as part of the 15 min.

presentation.

The company at which you worked:

Provide the name, location, and division of the company at which you worked. (If your division
is part of a large parent corporation, provide this information as well).

What is/are the major product(s) of the division or company in which you worked?

In which department or unit did you work?

What are the primary responsibilities and objectives of the department?

Your co-op work assignment

Describe your job and how it related to the objectives of the department in which you worked.
Provide a description of the objectives of your job assignment and the technical approach
employed.

Describe in some detail the specific project (or projects) on which you worked. Some figures
may be useful here. If a final project report was written to the employer, it (or parts of it) may
be attached to this report as an appendix. Do not include information that is proprietary to your
employer.

Provide overall assessment and impact of the co-op program on your professional
development.

Students must discuss at least 3 of the following essay questions in their presentation:

1.

How have your co-op assignments adequately prepared you to enter the industry you plan to
pursue upon graduation?

How can the MTU co-op program be improved to meet the demands of industry and our
students?

Describe how cooperative education has enhanced your understanding of professional and
ethical responsibility.

How has cooperative education influenced your ability to identify, formulate, and solve
problems?

Describe how your co-op experience exposed you to the use of techniques, skills, and modern
tools necessary for your career. Which of these items were you exposed to at MTU, and which
were you only exposed to through your co-op experiences?

How has your co-op experience helped you to develop social, team building, and written and
oral communication skills?

Undergraduates: Would you recommend cooperative education to a sophomore student? Why
or why not?

Graduates: Would you recommend cooperative education to other graduate students? Why or
why not?

November 08 Page 2 of 2 http://www.career.mtu.edu/coop



Co-op Oral Presentation Evaluation

Student’s Name: M#:
Company: Term(s):
Major: Presentation Date:
Presentation Content
Required Areas: Points Comments:
Received/
Maximum
Points
Adequate coverage of
company background
/15 pts
Adequate discussion of
duties and
responsibilities /20 pts
Adequate discussion of
at least 3 essay topics
/30 pts
Overall assessment of
presentation
/20 pts
Presentation Mechanics
Clarity, organization and
proper documentation
/10 pts
Presentation slides,
notes, or handouts
/5 pts
Total report points
received: /100 pts
3O0OPAOOEOIT 06 ¢
Evaluation: Pt. Value?
Report Grade:
Eval uator’'s Name: Date:
Additional Comments:
Coop office use only:
Report Turned In:  Report Due: # Weeks Late: Co-op Grade: Picked up:
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Cooperative Education Oral Presentation Permission Form

| authorize to give an oral presentation in a class setting or
arranged seminar in lieu of a Cooperative Education Technical Report.

Please supply the following information if possible. Once presentation arrangements are finalized, the student
must update this information with the Co-op Office.

Presentations Details:

Date:

Time:

Location:

Advisor Signature Date



