






Dear [ Student ’s name] , 

  

W elcome to [ Name of Organizat ion]  and the [ Department  Name]  team! W e are delighted 

to have you join us for the next  [ four/ eight ]  months as a [ job t it le] .  

  

The informat ion in this package is designed to serve as an int roduct ion to [ Department  

Name]  and provide resources that  w ill help you make a smooth t ransit ion into your role. 

A t tached you w ill f ind a department  organizat ional chart , job descript ion, key contacts, 

work templates, and lots of other informat ion that  w ill help you to become familiar w ith 

[ Department  Name] . 

 

It  is my pleasure to welcome you to [ Department  Name] . [ Please enter  

other important  informat ion here such as start  date, t ime, report ing  

locat ion, etc.] . 

  

If  you have quest ions, or need addit ional informat ion, p lease feel free to ask. 

 

  

Best  regards, 

 

  

[ Name]  

[ Tit le, Department ]  

[ Name of Organizat ion]  

[ Phone Number]  

[ Email Address]   



Use this page to enter job descript ion informat ion.



[ Insert  Contact  Name]  

 

[ Insert  Contact  Posit ion]   

 

[ Insert  Contact  Email]  

 

[ Insert  Contact  Phone]  

 

[ Insert  Contact  Office Locat ion]  

 

 

 

 

 

[ Insert  Contact  Name]  

 

[ Insert  Contact  Posit ion]   

 

[ Insert  Contact  Email]  

 

[ Insert  Contact  Phone]  

 

[ Insert  Contact  Office Locat ion]  

 

 

 

 

 

[ Insert  Contact  Name]  

 

[ Insert  Contact  Posit ion]   

 

[ Insert  Contact  Email]  

 

[ Insert  Contact  Phone]  

 

[ Insert  Contact  Office Locat ion]



Use this space to insert  an image or text  to describe the organizat ional chart  of the 

company/ department .





















https://uwaterloo.ca/hire/recruit-waterloo/co-op/reports-evaluations


W hat  d id you like most  about  working here?

W hat  components of the work cont ributed most  to your co-op experience?

Ident ify three skills you can state w ith confidence that  you are going to add to your 

resume based on this co-op experience:



W hat  d id you like least  about  working here? Describe your least  favourite day during 

the co-op experience:

W hat  comments do you have regarding on-boarding/ t raining at  the beginning of the 

term?

In terms of on-boarding/ t raining, was there any workshops or informat ion you did not  

receive that  you feel would have helped you preform bet ter in your role?



W hat  projects d id you work on this term?

W hat  value did these projects add to your role?

How did you find the balance between your job expectaions and addit ional 

projects/ tasks?



Feedback for supervisor:

Advice for next  co-op student :
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