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CO-OP-502

REPORTS ON UNDERTAKING STUDENT’S CO-OP PERFORMANCE, POSITION, JOB DESCRIPTION AND
JOB SUPERVISOR

(Respondent: HR Manager/Job Supervisor)

Attn : Head of UTCC Co-op Project

Below are the records on undertaking the student’s co-op performance with our company, position, job description and

job supervisor. .

1. Student’s Undertaking Co-op Performance

This is to inform you that Mr/Ms

StUdENt’s ID NO. o from the department/major Of ...
SCROOL OF e undertakes performance at our company under the UTCC Co-op
project on ............ Y ZS Y SO

Student’s Residence during Performance

Address......ocvenieininn. ROA. ... SUBISTHCT/TAMBO e
District/AMPRAUN. ... CIty/PrOVINC ...
Postal Code....c.uiineieeeeen, Tel. NO. e €Ml
Person’s Name and Address for Urgent Contact...................... 0ttt
AdAress......vvveneeneen ROA. e SUBAISTACE/ TaMBOL.......eiiii e
District/AMPRUN. ..o CItY/PIOVINCE. ...
PoStal COE.....iiiiiieeeeee e Tel. NOu o E©-MaILeieie

2. Company’s Name and Address

Company’s Name (Thai)

(BIIGUSN). ettt
(Please fill in with the company’s formal name for accurate certification.)
AdAress...c.ceveeeeneereens RO, SUDAISTICE/TAMDOL. ..o
DIStriCt/AMPRAUN ... City/ProVinCe. ..o Postal Code ..o,
TEL NO. s FaX NO. oo €-Mail oo
1/2
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3. Manager/Assigned Coordinator

For supervision visit and other related matters, please contact
L] Manager
] Assigned Coordinator

Signature
( )
HR Manager/Job Supervisor
Y SR /
(Company Seal)

Remarks: Please send CO-OP-S02 back to the Co-op Project, Academic Affairs Division, UTCC, within the 2 week of

the student’s performance. Thank you very much for your cooperation.

2/2
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CO-OP-S03

UTCC CO-OP PERFORMANCE PLAN

(Respondents: Student and Job Supervisor)

Student’s Name

Department/Major........ciinnereseeee e School

COMMIP@NY .ttt e bbb oot h et e et et et h b et b e bbb e bbbt bbbttt

Student’s Co-op Performance Plan

Period Assigned Jobs

First Month
(Month.....ccveveeee. Year. .. )

(Month...o.ceeeeeeeee. Year...... )

(Month..ooveeeee, Year. ..., )

(Month.....ccocrinriianns Year. s ) s
Student’s Signature ... Job Supervisor’s Signature ..o
(s ) (e )
POSItiON ...cocoiieieiicicreee
............... S SO
................ Y S SR
(Company Seal)

Remarks: Please send back CO-OP-503 to the Co-op Project, Academic Affairs Division, UTCC, within the 3™ week of the

student’s performance. Thank you very much for your cooperation.
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CO-OP-504

PERFORMANCE REPORT PROPOSAL NOTIFICATION

(Respondent : student and job supervisor)

Instruction

This report is a part of the Co-Op performance. It is aimed to train the student’s communication skill and establish
useful data for employer. Student must apply for counseling from job supervisor to fix the suitable title by mainly considering
the demand of the employer. The example of report are the student’s research output , interesting academic report , summary
of data or relevant statistics, data evaluation and analysis.

If the employer does not want the above report title, the students have to find the title of their interests after
advising their job supervisor. The report titles are interesting academic report, report of job assigned or plan or method of job
performance to achieve the learning objectives and reaching the students’ goals. When the title is fixed, the student are to
make the proposal of the content report as per performance report proposal notification after advising their job supervisor.
After that the student will return this form to CO-OP , University of the Thai Chamber of Commerce within the first 4 weeks of
the performance.

The CO-OP will collect the forms and hand them to the co-op supervisor. If the co-op supervisor has additional
suggestions, they will send it to the students within 2 weeks. As soon as the students receive the suggestion from the supervisor,

they should start to write the report promptly.

Attn:  Head of Co-operation Education

Work Term Information

Name-Surname(Student)

A ST o SOttt SUB-DIStriCt..voiieceeeeeeeee
DISEIICT vt PrOVINCE. ...t Postal-Code....coiiiiieeeeeeeeeee
T et FAX ittt E-maili.cececeeeeeeeeeeeeeeee e

Below are the detail of performance report .proposal :

1. Report Title (can be changed or adjusted later)

1/2
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2. Detail of Job Description (can be changed or adjusted later)

(SIGNALUIE oo (Student) (Signature ..o, (Respodent/evaluator)
(et ) (e )
Date. e POSITION. ...
DAt Date .

(Employer ‘s stamp)

We will appreciate it if you would return this form to Co-Op Education , Academic Division, University of the Thai Chamber

of Commerce within the fourth week of the students’ performance.

2/2
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CO-OP-CO2

CO-OP STUDENT PERFORMANCE APPRAISAL

Instruction
1. The respondent/evaluator must be the students’ job supervisor or the person assigned to response the appraisal.
2. This appraisal has 18 items. Please response all them to make the appraisal complete.
3. Please fill the score in this square [ in each item of the appraisal. If data is not available, mark and give additional
opinion (if any)
When the appraisal is done, the evaluator can either send it by mail or put the document in the envelope, stamp
“confidential” and ask the student to bring it to co-op Project, University of the Thai Chamber of Commerce

as soon as the student return to University of the Thai Chamber of Commerce.

Attn : Head of Co-Op

Below are co-op performance appraisal result :

Work Term Information

NaME=SUIMNAME(STUAENT). .. ..ot Code of StUAENT ..o

ENIPLOY I NAMIE ..ot h s
EVALUBEOT NBMIE ..o b bbbttt
POSTTION. 1.ttt DePartMENT ...

Below are the performance report proposal :

Work Achievement
[tems
1. Quantity of work
20 points
Quantity of work that the student achieved in their duty or as assigned within deadline
2. Quality of work
20 points
Correct, complete, neat , carefully do the job, finish the job without problem followed,
no pending Job, finish the job on time or before deadline.
Knowledge and Ability
ltems
3. Academic ability )
10 points
The student has enough academic knowledge to do the job assignment.

1/4
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Items

4. Ability to learn and apply knowledge 10 voint
points
The speed of learning, understanding data and information and method of working and applying the
knowledge to the job
5. Practical ability )
10 points
Such as field and lab operation.
6. Organization and planning
10 points
Efficient organizing and planning.
7. Judgement and decision making
) o 10 points
Thoroughly analyzing data and problems before making decision ,good,correct and fast decision
making, And good at solving facing problem,
8. Communication skills
. o . " . 10 points
Easily understandable, clear, concise, in good order speaking, writing, presentation and
communication which make the job smooth and convenient. Have the regular practice of questioning
and reporting difficulty and result performance.
9. Ability of using international language / international culture 0
oints
Ability of using international language / international culture in job performance and communication. &
Ability of self adjustment to work with foreigners.
10. Suitability for job position ]
10 points
Ability of suitable self-development as required to operate in the position and job description as
assigned. Is this position suitable for the student?
Responsibility
ltems
11. Responsibility and dependability
- Getting the job done by mainly considering the goal and achievement.
- Ability of rationally acceptance the consequence of work.
- Being dependable for increased jobs responsibility in regular circumstances and every circumstance.
12. Interest in work
Having enthusiasm, diligent to get the job done. Being undiscouraged when facing obstacles
or problems.
13. Initiative or self starter
Ability to initiate job after getting the suggestion without waiting for order (if necessary),
always offer to helping handling more job without wasting time.
14. Response to supervision

Willingness to get order, suggestion, criticism and don’t react to criticism, speed of taking

action after receiving order. There is self —adjustment as suggested or according to suggestions.

11

2/4
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anwaizduyana / Personality

ltems

15.

Personality
Have good personality and well behavior such as dressing, attitude, maturity, good manner of

speaking, having humility.

10 points

16.

UYWEFUNUS (Interpersonal skills)
Ability to work well with others. Having good human relationship. Enhancing unity and harmony

in organization

10 points

17.

Discipline and adaptability to formal organization
Interest in learning, studying rules and regulations (starting work ,taking leave). Following the

plant security rules and 5 S quality controlling.

10 points

18

. ANFTINUATIIFTTU (Ethics and morality)

Being honest and truthful, generous, sacrifice, unselfish

10 points

Please give comments on the student

Strength Improvement

Once the student graduate, will you be interested to offer him/her a job ?
( ) Yes ( ) Not sure ( ) No

Other comments

A
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Evaluator’s Signature

(

AnLwe/Position

5’1417; / Date......

Remark : If the Co-Op don’t receive this
Performance appraisal within schedule, the

student will not pass the appraisal
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CO-OP-C03

CO-OP REPORT APPRAISAL

Instruction
1. The evaluator must be the student’s job supervisor or the person assigned to evaluate the appraisal.
2. This appraisal has 4 items. Please response all of them to make the appraisal complete.
3. Please fill the score in the square L in each item of the appraisal. If data is not available, please mark and give
additional opinion ( if any)
4. \When the appraisal is done, the evaluator can either mail it or put this document in the envelope , stamped “Confidential”
and ask the student bring it to CO — OP Project, University of the Thai Chamber of Commerce as soon as the student

return to the University of the Thai Chamber of Commerce.

Attn : Head of Co-Op

Below are the performance appraisal result.

Work Term Information

Employer Name
Evaluator Name

POSTTION. ..t DepartmMent.......coc e

Report title

ltems
1. Content correction
40 AZLUU
2. Conclusion
20 AZLUU
3. Recommendation
25 AZLLUU
4, Pattern
15 AgLUU
1/2
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Other comments

Evaluator’s Signature )
( ) ° 5'/ v Y a = C _ l
Position Total score, item 1-4 = .............. points
Date

Remark : If the Co-Op do not receive this performance appraisal within schedule , the student will not pass the appraisal.

2/2
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Instruction

CO-OP PROJECT APPRAISAL

CO-OP-C04

fusuinAnen

M lATIUYINT

1. The respondent/evaluator must be the students’ job supervisor or the person assigned to response the appraisal.

2. This appraisal has 14 items. Please response all the item, to make the appraisal complete.

3. Please fill the score in the square [ in each item of the appraisal. If data is not available, mark_and give additional

opinion ( if any)

4. When the appraisal is done, the evaluator can either send it by mail or put the document in the envelope, stamp

“confidential” and ask the student to bring it to CO-OP Project, University of the Thai Chamber of Commerce as soon

as the student return to University of the Thai Chamber of Commerce .

Attn : Head of CO-OP

Below are the student performance appraisal result :

Work Term Information

ltems
1. Acknowledgement 5 Points
2 . Abstract ................................................................................................................................................................................ 5 P Omts ....................
3 . Tableofcont ents ............................................................................................................................................................. 5 P Omts ....................
4Objectlves ............................................................................................................................................................................ 5 Pomts ....................
SMethOdofEducatlon ....................................................................................................................................................... 5 Pomts ....................
1/2
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Items
6. Result 10 Points
7. Analysis 20 Points
8. Conclusion 10 Points
9. Recommendation 5 Points
10. Idiom and meaning 10 Points
11. Spelling 5 Points
12. Pattern 5 Points
13. References 5 Points
14. Appendix 5 Points
Other comments
m‘?ia/Evaluator’s Signature
( ) amsumiiianiadng1/Co-op staff only.
Position Total score, item 1-14 = .............. points
Date PN = AZLLUU

Remark : If the CO-OP do not receive this performance appraisal within schedule, the student will not pass the appraisal.

2/2
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Cooperative Education Project Evaluation
University of the Thai Chamber of Commerce

Objective: To evaluate UTCC Cooperative Education Project. Your responses/feedback will be useful for improving the project’s

operations, and this will, in turn, benefit your company/organization and our students as well.

Section I: General Information
Please give your personal information by putting v in each block and filling in the space provided.
1. Gender L Male [ Female
2. Status 2.1 Instructor of SChool Of.......ccceviririinienn.
O committee of UTCC Cooperative Education Project
O] Chairperson of Co-op Project/Supervisor of Co-op Project
O] Not directly involved but interested in Cooperative Education Project
L] Others (Please identify)......ccoo...
2.2 Student of School of ...
2.3 Representative of the organization
2.3.1 Position [J Manager ] Division/Department Head
[ Job Supervisor L] Others (Please identify).....
2.3.2 Organization Type

O] civil Service Dealing With.....ccoceirereee e
[ state Enterprise Dealing with......cccooviiviiccicc
L] Private Sector Dealing With......coooevieiiieeeee

L] others (Please identify) Dealing With. ...,

Section ll: Overall Project Operations

Please put v in each level of satisfaction reflecting your opinions towards the operations of UTCC Cooperative Education Project.

Details Scale

Project Operations Excellent | Very Good | Good Fair Poor

1. Steps of project operations are appropriate.

2. UTCC Cooperative Education Project staff act as facilitators and

regularly coordinate with you.

3. Information about the cooperative education project is clearly and

correctly given.

4. The length of coordination is appropriate.

5. The cooperative education handbook is comprehensible.

Coordinators/Cooperative Education Project Staff

6. Our coordinators have a good knowledge of cooperative education project.

1/2
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Details Scale

Excellent | Very Good | Good Fair Poor

7. They clearly provide you with information about the cooperative

education project.

8. They are attentive in coordinating with you and following up.

9. They are able to solve problems promptly and effectively.

10. They are friendly and polite.

11. They have service mind.

12. They use appropriate language for communication.

13. They have appropriate manners and expression.

Students (Thi rt is for only advisors and representatives of th
organization.)

14. Students have adequate knowledge to carry out the work assigned.

15. They are responsible for the work assigned.

16. They enthusiastically and attentively do the work assigned.

17. They quickly learn about the work assigned.

18. They follow the regulations of the organization and its corporate culture.

19. They are punctual.

20. They are dressed politely and behave appropriately.

Satisfaction towards Cooperative Education Project

21. Benefits gained from UTCC Cooperative Education Project

22. Satisfaction towards the student’s/students’ performance

23. Satisfaction towards UTCC cooperative education curriculum

24. Satisfaction towards how much the students have developed

their career readiness skills

25. Overall satisfaction towards operations of UTCC Cooperative

Education Project

Section lll: Suggestions/Comments
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Thank you for your cooperation.
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RECORD OF CO-OP STUDENT PERFORMANCE

University of the Thai Chamber of Commerce

Semester.....eeveeeeeeeenenes Academic Year......ccoeveveveeennen
Student’s Name Student’s ID No
School Department/Major
Employer’s Name Section/Department/Division
Month Year
Job Supervisor’s
mm/dd/yy Assigned Jobs Student’s Signature Signature Remarks
Summary:
1. Total Nos. of Work Days
2. Total Nos. of Absence/Leave .........cevreeeurene.
3. Others
Signature
(
Position
/.
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