SYLLABUS

MIME-1010  Professional Development – Spring 2009
Course Objectives:   This course is designed to prepare you to function as an engineering professional both during the co-op experience portion of the curriculum and as you enter the workplace after graduation.  At the end of the course you will have accomplished three primary objectives.  First, you will have the necessary skills to effectively seek employment.  These skills include resumé preparation, job market analysis, and interviewing.  Second, you will understand the factors, dynamics and skills that are involved in successfully working in the modern engineering and business environment including in your co-op work experience terms.  Third, you will gain an understanding that a professional engineer is an individual with high work ethics, high moral standards, usually professional registration, and a commitment to life-long learning and service.

Textbook:
Coursepack to be distributed in class.

Professors:
Matthew Franchetti, Tel: 419-530-8051   email: mfranche@eng.utoledo.edu
T A:
Andrew Jones,   email:  andrew.jones@eng.utoledo.edu
Upload Wizard:
Daniel Sexton,     email:  daniel.sexton@utoledo.edu
Prerequisite:
MIME-1000

Goals:   This course provides students with information about professionalism, ethical responsibility, the engineering code of ethics, the importance of, and the need for, lifelong learning, contemporary issues, the impact of engineering in a global and societal context, working on multi-disciplinary teams, and what it's really like out in the business and engineering world.  Students also gain experience in resumé preparation and interviewing techniques.

Cell Phones and Other Electronic Devices:  Cell phones and other electronic devices must be turned off during our class.  Penalties range from being dropped from the course to receiving an F grade if caught.

Topics:
Co-op resumé preparation, the job market, interviewing techniques.

The job market, salaries, trends, supply and demand, the value of different degrees.

Professionalism, the Code of Ethics, ethical responsibilities such as whistle-blowing, conflicts of interest....

Contemporary on the job issues such as networking, labor unions, sexual harassment, and discrimination.

What to expect in the real world of engineering and business.

Working on multi-disciplinary teams [with non-engineers, with other cultures, etc.].  

Do's and Don'ts in the business world.

The importance of effective writing skills, communication skills, and non-engineering skills.

The history of engineering, safety codes and standards.

The importance of professional registration, engineering societies and lifelong learning.

Patents and product liability issues.....and much more [see Table of Contents]
Grading:
You may decide how your grade is to be determined by specifying your percentage weighting factors.  The minimum for each category is 25% and the maximum is 50%.  Obviously the total should be 100%.  For example, you may choose Attendance to be 40% and the other two to be 30%.  Multiples of 5% please.  If you do not specify your percents via email and get a confirmation email reply from Dr. Franchetti by January 23, 2008, your weighting factors will be:


Attendance
50%

Resumé in Co-op format
25%


Test on subject matter 
25%


Students taking this course as Honors, please see page 68.

Weekly class Schedule:
Wednesday 4:00 – 4:50 pm

Note regarding attendance:  There will be three alphabetical lists [due to the size of the class] sent around during the period with room for your signature after your name.  You must sign your name to one of these lists to have your attendance recorded for that day.  Further, do not sign someone else's name to give him/her credit for attendance, as this will be considered a case of academic dishonesty.  Such an occurrence did happen two years ago and the penalty was an F in the course and academic probation for the student.  Absences will be evaluated on a case-by-case basis by Dr. Franchetti to determine if they can be considered as excused absences.  In general, a letter from the medical center alone is not a valid excuse; neither is a job interview.  With regard to Missed Class Policy, refer to page 3 of the MIME-1000 coursepack or the appendix in the handbook.  If you do not have the handbook, see Dr. Franchetti before the next class period.

You are expected to be on time:  In the business and engineering world you are expected to be on-time.  Always.  Ditto in this class.  If you arrive six or more minutes into the period, you will be admitted to the mezzanine section but will not receive credit for being in attendance that day.
DEVELOPING YOUR RESUMÉ

A resumé is a way of introducing yourself to a company.  It is a concise statement of your academic credentials, work experience and other important information for the company to view and evaluate.  It is usually your first impression on a company.  For your co-op resumé, it should follow a set format because companies will be looking at hundreds of resumés from students from many schools.  The companies requested one specific format from all students.  Therefore, when you are ready to look for a permanent job during your last semester here, you may use any format you wish.  But for now, you must follow the specified format.  Sometimes resumé is spelled with one accent mark [resumé] and sometimes with two accent marks [résumé] so as to distinguish it from the word resume meaning to continue; like resume normal speed.


You may already have a resumé.  If so, a slight modification is all that is needed.  This is the required format for your resumé.  There are several sample resumés on the following pages.  Your resumé must follow this format and stay one page.  If you have so much experience that it goes to two pages, use a 10-point font, use most of the width of the paper, and limit your descriptions in order to stay one page.

Full name centered

Permanent and school address on both sides if different.  Centered if the same.
Phone numbers in this format [note the parentheses and space]:   (419) 530-1111

E-mail Address - all lowercase letters.  You must use your engineering account.

OBJECTIVE - Clear & Concise (Write out Cooperative Education vs. Co-op)

EDUCATION - The University of Toledo, Toledo, Ohio
Bachelor of Science, Mechanical Engineering

Minor:  Business Administration

Anticipated Graduation Date:  December 2011                      <=====for freshmen starting fall 2007.

Grade Point Average: (if your GPA is 2.5 or greater, put it on your resumé)

HONORS & AWARDS – Scholarships, Dean's List, Honors Program
COMPUTER SKILLS -  List or Double list with bullets.  Set and use tabs.  (See examples to follow.)
EXPERIENCE
List jobs in reverse chronological order.

Bold the company name, followed by location (Goodyear Tire & Rubber, Akron, Ohio)

Use present tense if you are still working at the job you are describing.

Use past tense to describe a previous position.

Insert periods at end of statements.
Use power/action words.
COLLEGIATE ACTIVITIES  (ACTIVITIES & ORGANIZATIONS)
List with bullets.  Set and use tabs.

Write out student organizations – (American Society of Mechanical Engineers - Student Member)
SPECIAL SKILLS & INTERESTS  Include if needed to expand resumé to one page. 

It is helpful to list interests that demonstrate transferable skills relative to employment opportunities. 
REFERENCES  Available upon request.
THE RESUMÉ ASSIGNMENT


For your co-op work experiences, you will need a suitable resumé in a format acceptable to the Engineering Career Management Center [hereafter called ECMC].  So, the assignment is:  Develop your resumé using the format that the ECMC requires and with no errors in your resumé.  Then upload it onto the website by the deadline.


Sample resumés are included on pages 7 through 10.  In addition, I will email you these files which will serve as templates.  You will be developing your resumé using Microsoft Word and any one of the resumé templates.  When you modify one of these resumés, save the resumé as _____.doc so you will keep intact the files I have sent you.  After you have developed your resumé in the required format, it will be submitted for a grade based on the assignment on the next page.  After it is completely correct, you are to upload and submit your resumé onto the web using the method described.


continued . . . . . . . . . .

Resumé Assignment – continued from previous page.


It is imperative that these resumés have no errors because you will be competing for co-op jobs with students from Michigan, Purdue, Cincinnati, Ohio State, Michigan State and many other schools.  Because of this, you certainly would want your resumé to be perfect.  My teaching assistants and I will carefully check your resumé and if errors are found, you will have to correct these errors until the resumé is absolutely perfect.  This includes major errors as well as minor errors such as having an extra space someplace, or not having a space where one is needed, or not having proper tab alignment, etc.  Seems real picky maybe, but this is important.  Whenever you correct your resumé you must submit all previous versions with the newest version on top.  This is so that we can see if the corrections were made and not have to review the entire resumé again which takes a good deal of time.


Next Wednesday [January 21st] Ms. Vickie Kuntz, the Lead Director of ECMC for MIME students will be here to explain resumés further, but I suggest you get started on your resumé today.  The completed and totally correct resumé is due one week after that [on January 28th].  In case there are errors, you will need to correct them and resubmit the resumé until it is perfect.

POINT VALUES: [notice these values are non-linear]
The resumé will be graded out of 25 points with a possible 5 points extra credit.  If you have selected another weighting factor, your score will be adjusted by the appropriate factor.  Here are the points schedule and instructions:

30 points if:
Your resumé is perfect when handed in on January 28th.  It can be picked up in class February 4th.  [This gives you 25 points plus 5 points extra credit, for a total of 30 points.]  The last step is to upload it [see below].  If it is not completely correct, the revision is due no later than Friday at noon Feb. 6th in Dr. Franchetti's office.  Remember to submit both versions stapled with the newer one on top.

25 points if
Your resumé handed in by Feb. 6th is perfect.  It can be picked up in class February 11th.  If it is completely correct, the last step is to upload it.  If it is not completely correct, the revision is due no later than Friday at noon Feb. 13th in Dr. Franchetti's office.  Remember to submit all versions stapled with the newest on top.

20 points if
Your resumé handed in by Feb. 13th is perfect.  It can be picked up in class February 18th.  If it is completely correct, the last step is to upload it.  If it is not completely correct, the revision is due no later than Friday at noon Feb. 20th in Dr. Franchetti's office.  Remember to submit all versions stapled with the newest on top.

14 points if
Your resumé handed in by Feb. 20th is perfect.  It can be picked up in class February 25th.  If it is completely correct, the last step is to upload it.  If it is not completely correct, the revision is due no later than Friday at noon Feb. 27th in Dr. Franchetti's office.  Remember to submit all versions stapled with newest on top.

9 points if
Your resumé handed in by Feb. 27th is perfect.  It can be picked up in class March 4th.  If it is completely correct, the last step is to upload it.  If it is not completely correct, the revision is due no later than Friday at noon March 6th in Dr. Franchetti's office.  Remember to submit all versions stapled with newest on top.

4 points if
Your resumé handed in by March 6th is perfect.  It can be picked up in class March 18th.  If it is completely correct, the last step is to upload it.  If it is not completely correct, the revision is due no later than Friday at noon March 20th in Dr. Franchetti's office.  Remember to submit all versions stapled with newest on top.

NOTE:  We [the TA, Dr. Franchetti] will make every effort to identify the errors in your resumé.  However, it is your responsibility to find and correct all errors.  This includes errors that we may have missed.  This is because it is your resumé, and you have the resumé writing instructions as well as several examples of correct resumés in this coursepack.

IMPORTANT NOTE: After your resumé has been uploaded, resumé upload wizard, Mike Heminger will check that your resumé came through the upload process without a problem.  He will print it out, check it again and bring it to Ms. Kuntz in the ECMC.  In case there are minor errors, Mike himself will correct them.  In the event he makes a change, he will email you the corrected file for you to keep.  Be sure to delete the old version with this corrected copy and make a backup copy and maybe even another backup copy on your floppy.

STUDENT PROFILE & RESUMÉ UPLOAD PROCEDURE IS ON THE NEXT PAGE
On the next page is the procedure to revise and enter your student profile, and to upload and submit your resumé.  This will enable the ECMC to submit your resumé electronically to potential employers in preparation for your interviews with them.  You will need to use these steps several times between now and graduation.  I recommend you learn this or at least keep this coursepack.
STUDENT PROFILE & RESUMÉ UPLOAD PROCEDURE USING INTERFASE
1.  Log onto website:    https://career-man.eng.utoledo.edu/toledo/student/


[NOTE: The developers of this website, said that "career-man" is an abbreviation for career management.]
· Log onto the system with the address above.  For User ID, use your student ID with no dashes.  For Password, use the three digit PIN you indicated in the Activity Sheet that you handed in.  In the event you cannot login with this PIN, use the first three digits of your student ID.  If that does not work, contact Mike Heminger at mheminge@eng.utoledo.edu.
· Click "Login".  [DO NOT CLICK ON "Click here to register".]  If the page does not automatically take you to the document upload page, roll the mouse over "My Account" and click "My Documents".
2.  Upload and Submit your resumé

· The resumé screen will now show on the screen.  Click "Upload File".
· For "Document name", type: your last name, then first initial, then date, with no spaces, such as: FranchettiFeb08
· Click "Browse" to find your resumé.

· Select your resumé as the file to upload    NOTE: YOUR RESUMÉ MUST BE A WORD DOCUMENT.

· Click "Upload".  This uploads your resumé to the ECMC Office.

· Click "Set as Default" next to this resumé which makes it the resumé that will be sent to employers.


[Be sure to upload the MOST CURRENT resumé for prospective employers.]

3.  Update your profile

Your profile is only used by the ECMC Office to identify the companies that match one or more of your keywords.  Only your resumé goes to potential interviewers.  Even though the Interfase program says your profile is complete, you will still have to complete the rest of your profile.  So.....
· Go to the "My Account" drop down menu, then select "My Profile".  Click "Edit" and complete your profile.
· You will see four boxes: Personal Information, Demographic Information, Skills Preferences and Additional Information.  At this time, the Skills Preferences box is not set-up, so skip that one.  For the three others, you must edit the required (*) fields.  The other fields are optional but it is recommended that you include as much information as possible.  This will enable the ECMC Office to serve you better.

· Click the edit button on the top right to get the fields for editing your Personal Information.  For "PIN Number", enter the three digit PIN that you made with the ECMC Office.  That will be your Password from now on.  Carefully go through each box and fill out the required (*) and requested fields.  Click the save button.

· Click the edit button for the Demographic Information, and change these fields.  In this section is Degree, Major, GPA, GPA in major, Hours completed, and other things.  Click the save button.

· Click the edit button for the Additional Information.  Add anything additional.  Click the save button.
4.  Email Daniel  <=== VERY IMPORTANT STEP

Email Daniel Sexton at: Daniel.sexton@utoledo.edu and say: "I just uploaded and submitted my resumé.  Here's my resumé." and attach the word file of your resumé.  He will check it and get back with you that either: [1] You did everything correctly and are "good-to-go"; or [2] He made a minor correction or two, and he completed the upload for you, and is sending you back the newer version with these corrections; or [3] He did not see your resumé uploaded or submitted and you need to see him as soon as possible.  NOTE: Due to the number of resumés he will be checking, it may be a few days before he gets back to you on this matter. 
DEADLINE FOR UPLOADING YOUR RESUMÉ

Your resumé must be successfully uploaded by March 27th.  In the event it is not, your final average will decrease by one point per day after that date until it is successfully uploaded.  With Daniel  assisting you, there should not be any problem in uploading and submitting your resumé.  When you receive a confirming email from Mike that your resumé has been successfully uploaded, you can rest easy.
CREATING YOUR RESUMÉ - THE ART OF SELLING YOU !

Ms. Kuntz's power-point presentation on resumés is included on the next page.
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the powerpoint presentation on resumés goes here.

FEEDBACK FROM RESUMÉS

The following feedback from last year can be used as another checklist as well as for more ideas, info and suggestions.

· If you are going to be looking for a Co-op, put that in the Objective.  [See some of the samples]

· Objective: To gain experience in _____ while helping your company grow.    [for example]

· Objective: A cooperative education position in Industrial Engineering.   [for example]

· Put Education before Experience.  15 years later you most likely will put Experience before Education. 

· The only thing from High School to include is Valedictorian or Salutatorian.

· Freshmen: Starting Fall 2008, your graduation will be in December 2012 if you stay on schedule.

· Freshmen: Graduation will be in May 2012 if you do the Business Minor or spread out your coursework some more.

· Indicate: 'Freshman status', or 'Sophomore status' if it is not obvious.

· Degree: Bachelor of Science in Mechanical Engineering; not Bachelor's in Mechanical Engineering.

· Include GPA if it's good [2.5 or higher].  Also, include GPA in major if it's very good.

· For ASME or IIE, say  - Student Member of American Society of Mechanical Engineers [spell-out ASME or IIE]

· Computer Skills: Word, Excel, Windows, Matlab, AutoCAD,....  [do not include Internet]

· Some students include way too much writing.  You can expand upon your experience in the interview.

· Use small margins, put a lot on one page and stay one page.  Left justify.

· Make it visually appealing.  Not a lot of white space.  A line is nice. [See above, for example] 

· Printout on a laser printer.  Not dot matrix.

· Tab things to align.  Do not space over.  Use the "paragraph" icon to show tabs, spaces, paragraphs.

· Use white paper instead of gray or charcoal due to photocopying.

· Not recommended to use shading due to photocopying.

· Use bold / not bold / italics / not italics.  But don't overdo it.

· Be sure to spell-check the resumé.

· If Honors, indicate that in the Education section.  University of Toledo Honors Program.

IMPORTANT TO CHECK THESE DETAILS

· Spelling accuracy.

· Bullet consistency and alignment.  All bullets and paragraphs were tab aligned.....not with spaces.

· Capitalize and bold all headings in left hand margin. 

· Dashes are to be the same length.  The following is wrong:   May 2005 - March 2006      May 2006 - March 2007
· Capitalize the word Present when writing: May 2006 - Present

· Dates should be month and year such as:   May 2005 - October 2005
· No abbreviations - State, Street, Road, Cooperative Education Experience and not: St., Rd., Co-op. , etc.


The only exception:  Inc. is okay instead of Incorporated.

· Suggested font is 12 point Times New Roman.  Use 10 point if you have many things to include.  This text is 10 point.
SAMPLE RESUMÉS

The following resumés are samples from students who have given me permission to use theirs.  I will email these files to you so you will have the proper format.  Making changes, creating, uploading and submitting your resumé should not be overwhelming tasks.


Andrew J. Bonderer
PERMANENT ADDRESS
LOCAL ADDRESS
6108 Darrow Road
1033 North Westwood Avenue

Huron, Ohio 44389

Apartment A

(419) 433-3241
Toledo, Ohio 43606

abondere@eng.utoledo.edu
(419) 602-0567

OBJECTIVE 
To obtain a cooperative education position in the field of Mechanical Engineering


to supplement my education and gain real world experience.

EDUCATION 
The University of Toledo, Toledo, Ohio

August 2004 –
Bachelor of Science, Mechanical Engineering
Present


(
Anticipated Graduation Date: December 2008


(
Grade Point Average: 3.728

AWARDS &
(
University of Toledo Tower Excellence Scholarship

HONORS
(
Ohio Academic Scholarship


(
University of Toledo Honors Program


(
Dean’s List 2004-2005 Academic Year


(
Tau Sigma National Honor Society
COMPUTER 
(
AutoCAD 2004

SKILLS
(
Microsoft Windows 98/NT


(
Matlab


(
IDEAS


(
Microsoft Word


(
Microsoft Excel

EXPERIENCE
Dan-Mar Company Inc., Huron, Ohio

May 2005 – August 
Manufacturer
2005
(
Manufactured a variety of electrical equipment and devices.


(
Monitored the quality of certain products before shipping.

(
Worked with a range of hand and machining tools.
COLLEGIATE
(
Student Member of American Society of Mechanical Engineers

ACTIVITIES 
(
Member of University of Toledo College Republicans

SPECIAL SKILLS
(
Learn new tasks quickly.


(
Knowledge of many basic tools including wood working tools.


(
Skilled with computers and numerous computer programs.


(
Communicate well with coworkers.


(
Work well with others to perform job accurately.
REFERENCES
Available upon request.
Elijah L. Miller
4606 Wickford Drive West

Sylvania, Ohio 43560

(419) 345-8108

elijah.miller@eng.utoledo.edu

OBJECTIVE 
To obtain cooperative education experience in the Mechanical Engineering field and


gain valuable work experience.

EDUCATION
The University of Toledo, Toledo, Ohio

January 2005 –
Bachelor of Science, Mechanical Engineering

Present
(
Anticipated Graduation Date: May 2008


(
Grade Point Average: 4.00

January 2003 –
Owens Community College, Toledo Ohio

December 2004
Pre Engineering Transfer


(
Grade Point Average: 4.00
AWARDS &
(
Transfer Student Award

HONORS


COMPUTER 
(
AutoCAD 2002

SKILLS
(
Microsoft Windows 2000/XP-(PRO)


(
Microsoft Word

EXPERIENCE 
Springer Engineering Inc., Fort Wayne, Indiana

August 2003 – 
Drafter / Computer Systems / Construction / Maintenance
Present
(
Responsible for network administration and repair of computers.


(
Complete drafting work when needed.


(
Construct, remodel and repair equipment.

May 2002 –

Steve Smith General Carpentry, Belmont, North Carolina

December 2002

Framer

(
Worked in new home construction.


(
Framed and sheeted new homes.

June 1999 – 
Beverly Healthcare, Charlotte, North Carolina

November 2001
Maintenance


(
Preformed general building maintenance. 


(
Repaired and maintained HVAC systems, nurse call systems, printers, computers,



wheelchairs, dishwashers, washers/dryers, etc.

COLLEGIATE
(
Student Member of American Society of Mechanical Engineers 

ACTIVITIES
SPECIAL SKILLS
(
Rebuild and Repair Automobile Engines.


(
Construction.


(
Computer networking.


(
Computer construction and repair.


(
Refrigerant transition and recovery certified.


(
Working knowledge of tools and equipment.


(
Communicate well with others.


(
Possess introductory German language skills.

REFERENCES
Available upon request.
Casey A. Harms

1127 Pine Valley Lane, Apartment 202

Toledo, Ohio 43615

(419) 539-4287

charms@eng.utoledo.edu

OBJECTIVE
To secure a challenging cooperative education position in the field of Mechanical Engineering


to further my knowledge and gain valuable experience.

EDUCATION
The University of Toledo, Toledo, Ohio

August 2004 –
Bachelor of Science, Mechanical Engineering
Present
(
Anticipated Graduation Date: May 2007


(
Grade Point Average: 4.0

September 1998 –
Northwestern College, Roseville, Minnesota

December 2002
Bachelor of Science, Mathematics/Mathematics Education

(
Graduation Date: December 2002


(
Grade Point Average: 3.92

AWARDS &
(
Summa Cum Laude
(
Dean’s List
(
Academic Tuition Benefits

HONORS
(
Honors Scholarships
(
Allis Scholarship
(
Education Department Acknowledgement

COMPUTER
(
Microsoft Word
(
AutoCAD 2004
(
Microsoft Windows 98/NT/XP

SKILLS
(
Microsoft Excel
(
IDEAS 10
(
Microsoft PowerPoint

EXPERIENCE
Learning Enhancement Center, University of Toledo, Toledo, Ohio

August 2004 – Present
Math Tutor


(
Provide assistance to students in various college-level math courses.

August 2003 – June 2004
Toledo School for the Arts, Toledo, Ohio


High School Mathematics Teacher

(
Taught Algebra, Pre-Algebra and Higher Math Survey.


(
Organized the creation of a National Honor Society chapter as Faculty Advisor.

Summers 1996 – 2004
Shetek Baptist Camp, Slayton, Minnesota


Grounds Crew Assistant/Activities Leader (1996-1999, 2003-2004)


Grounds Crew Supervisor/Activities Leader (2000-2002)

(
Maintained camp property, facilities and equipment.


(
Developed task lists and determined job assignments.


(
Led activities such as the ropes course and campfire cooking.

January 2003 – 
Woodworks, Inc., Minneapolis, Minnesota

May 2003
Custom Cabinet Maker


(
Constructed cabinetry under strict deadlines.


(
Followed specific cut list and assembly plans.


(
Independently operated numerous woodworking tools and machines.

November 1998 – 

Northwestern College, Roseville, Minnesota

December 2002

Computer Lab Assistant
(During Academic Year)
(
Fielded computer-related student inquiries.


(
Assisted students in connecting to the school network.

COLLEGIATE
(
Student Member of American Society of Mechanical Engineers

ACTIVITIES
(
Northwestern College Intramural Basketball League


(
Member of Northwestern College Men’s Chorus

SPECIAL SKILLS
(
Familiar with numerous basic tools.


(
Able to communicate well with coworkers.


(
Strong work ethic.


(
Computer proficient.

REFERENCES
Available upon request.

MICHAEL J. ZIMCOSKY

PERMANENT ADDRESS
LOCAL ADDRESS
1453 Troon Avenue
2241 University Hills Boulevard

Brunswick, Ohio 44212

Apartment D-204

(330) 225-5217
Toledo, Ohio 43606

mzimcosk@eng.utoledo.edu
(216) 410-7166

OBJECTIVE
To secure a challenging cooperative education position in the field of Mechanical Engineering in order to further my knowledge and obtain practical experience.

EDUCATION
The University of Toledo, Toledo, Ohio

August 2004 -
Bachelor of Science, Mechanical Engineering
Present



Minor: Mathematics


(
Anticipated Graduation Date: December 2008


(
Grade Point Average: 3.755

HONORS &
(
Dean’s List, The University of Toledo:  Fall 2004 & Spring 2005

AWARDS
COMPUTER 
(
AutoCAD 2000/2002/2004
(
Microsoft Word 

SKILLS
(
Matlab 6.5
(
Microsoft Excel


(
Microsoft Power Point
(
Microsoft Windows 95/98/NT/XP

EXPERIENCE 
Shiloh Industries-Liverpool Coil Processing Division, Valley City, Ohio

May 2005 -
Mechanical Engineering Intern

August 2005


(
Designed steel processing equipment.


(
Oversaw fabrication of designed equipment.


(
Tested new material.


(
Involved in line start-up.

August 2002 -
Panera Bread, Medina, Ohio

August 2004
Certified Trainer


(
Trained new employees in all aspects of work.


(
Performed daily tasks.

COLLEGIATE
(
Student Member of American Society of Mechanical Engineers

ACTIVITIES
SPECIAL SKILLS
(
Enjoy challenges and take extreme pride in my work.

& INTERESTS
(
Ability to interact and work well with others.


(
Learn at a fast pace.

REFERENCES
Available upon request.

FIND OUT WHY THEY DIDN'T GET THE JOB
This article was in the Toledo Blade January 26, 2003.  My favorite is:  "Qualifications: I am meticulous about derails."
THE CAREER EXPOSITION


In September and February there is an Engineering Career Expo, sometimes called Career Fair, where 60 or more companies can be seen in the Nitschke Hall lobby.  Each company has a table where they display their products and company literature.  Prior to the Expo, web links to all companies are posted on the co-op office website.  It is imperative that you research the companies you plan to visit because you want to make a good impression when talking with company representatives.  [You may be interested to know that some company representatives are UT engineering graduates or even seniors presently on their co-op work terms.]  You will want to meet and talk with these company reps especially if you will be co-oping within the next 12 months.  Use your outstanding communication skills such as listening intently, good eye contact, and so forth.
1.
Do your research before the Career Exposition.  Find out what the company does, their locations, and other pertinent information.

2.
Dress Nicely.  Actually, if you are not dressed properly, you will not be permitted to attend.  We at UT want to make a very good impression on these guests as they go to other schools as well.



WOMEN: Dress, skirt-and-blouse or suit of an appropriate length, comfortable shoes. 



MEN: Suit or slacks, jacket and nice shirt, no sneakers.


Remember: this is your first impression at this company.

3.
Bring sufficient copies of your resumé.  Best to carry them in a nice looking folder with pad and pen with you.

4.
Go to the employer display table, look at their displays and listen to the company representatives while they are talking with other students ahead of you.  When it is your turn, introduce yourself with a firm handshake.  Utilize open-ended questions (see suggested questions below).  Take advantage of this opportunity to speak to as many companies as possible.  Don't just say: "I'm __________. Here's my resumé."
5.
Don't monopolize the representative's time as he/she wants to see many students.  When you are done, close with a smile by saying something like:  "It was very nice talking with you and I hope to meet with you again in the near future.  Thank you for coming to The College of Engineering.  Goodbye."

6.
Perhaps most importantly, you need to show an interest or a passion [if that's possible] in an area of engineering such as: "Ever since my dad and I rebuilt an old Chevy, I've had an interest in automotive design."  Rather than: ""I don't care; just anything in engineering; here's my resumé."  Then you need to listen carefully, even take some notes, and his/her business card.

Sample "Ice-Breaking" Questions to Ask at the Career Exposition

Hello, my name is _________.  What job opportunities exist with your company (summer jobs, internships, co-ops, entry-level professional, etc.)?

I am a freshman majoring in (mechanical / industrial) engineering researching career options for myself.  What opportunities within your organization exist for someone in my major?

My name is __________.  I'm very interested in your company.  Can you tell me about your training programs?

I plan to interview with you through the Engineering Career Management Center during this semester.  Do you have any printed materials on your company that you can share with me?

What are some of the current employment needs of your company?

What does your company weigh most when selecting job candidates?  Grades?  Major?  Extracurricular activities?

Hello, my name is _________, and I am a ________ major.  Can you describe entry-level positions within your company that are commensurate with my educational background?

How long have you been employed with the company?  What was your college major and how did your major coincide with the career path you are currently pursuing within the company?

 B S M E Degree Requirements and the B S M E Flowchart

Although this flowchart and much of the next several pages can be found in your MIME Student Handbook, we are providing them again for simplicity and clarity.
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The semester credit hour requirements for the BSME degree are:
New course replacing EECS-3450

32
hours in Math plus Science 


15
hours in Humanities, Social Science and MultiCultural courses


  6
hours in English [Composition and technical writing]


63
hours in required engineering subjects


12
hours in technical elective courses


128
hours in total

With regard to the flowchart above, note that the first semester in a year does not necessarily correspond to the fall semester [and second semester does not necessarily mean spring semester].  This is because of the Co-op plans. 

Important note about the fees when you register for classes and co-op:

There are a few fees that you can opt out of in order to save you money.  AT THE TIME OF ADVANCED REGISTRATION, [1] you can waive the health insurance if you are on your parents' health insurance or have your own health insurance, and [2] you can waive the legal fee if you don't think you'll be in legal trouble the next semester.  You cannot waive the engineering technology fee nor the special services fee.

B S I E Degree Requirements and the B S I E Flowchart


The semester credit hour requirements for the BSIE degree are: 


32
hours in Math plus Science 


15
hours in Humanities, Social Science and MultiCultural courses [including Psychology-1010]


  6
hours in English [Composition and technical writing]


66
hours in required engineering subjects


  9
hours in technical elective courses


128
hours in total


With regard to the flowchart below, note that the first semester in a year does not necessarily correspond to the fall semester [and second semester does not necessarily mean spring semester].  This is because of the Co-op plans.
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Industrial Engineering Program

Degree: Bachelor of Science in Industrial Engineering  

YEAR 1

YEAR 2

YEAR 3

YEAR 4

First Semester

Second Semester

First Semester

Second Semester

First Semester

Second Semester

First Semester

Second Semester

MATH 1850 

MATH 1860 

MATH 2850 

MATH 3860

MIME 4100

EECS 2340

Technical

MIME 4200

Calculus I

Calculus II

Calculus III

Differential

Manufacturing

Circuit

Elective

Senior Design

Equations

Simulation

Analysis for

Projects

Non-Majors

 

 

 4 Hours

 4 Hours

 4 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

[MIME 2650]

 [PHYS 2140]

  [MIME 3710]

[CR MIME 4010]

[CR MIME 4020]

ENGL 1110

ENGL 1930

MIME 2650

MIME 4000

MIME 4010

MIME 4060

MIME 3780

MIME 4020

College

Engineering

Manufacturing

Engineering

Engineering

Manufacturing

Engineering

Stat. Quality

Composition

Technical

Processes

Statistics I

Statistics II

Engineering

Management

Control &

Writing

Management

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 [MIME 1650]

[MATH 3860]        

[Jr. Standing]

 [MIME 4010]

[MIME 2650]

CHEM 1230

PHYS 2130

PHYS 2140

MATH 2890 

MIME 4080

MIME 3710

MIME 4110

Technical

College

Physics I

Physics II

Numerical

Operations 

Work Design

Production

Elective

Chemistry

Methods and

Research I

and

Planning &

Linear Alg

Measurement

Invent. Cntrl.

 

 4 Hours

 5 Hours

 5 Hours

 3 Hours

3 Hours

 3 Hours

 3 Hours

 3 Hours

[MATH 1860]

 [MATH 3860]

[CR MIME 4060]

MIME 1000

MIME 1010

CIVE 1150

MIME 2300

MIME 4050

MIME 4090

MIME 4160

Technical

Orientation

Professional

Engineering

Engineering

Human

Operations 

Facilities

Elective

to ME & IE

Development

Statics

Dynamics

Factors

Research II

Planning

Engineering

 3 Hours

 1 Hour

 3 Hours

 3 Hours

 3 Hours

3 Hours

 3 Hours

 3 Hours

 [MIME 4000]

MIME 1100

MIME 1650

PSY 1010

MIME 2600

MIME 4070

Humanities

Multi-Cultural

Intro to

Materials

Principles of

Engineering

Computer

Elective

Elective

CAD

Science &

Psychology

Economics

Aided

Engineering

Manufacturing

 2 Hours

 3 Hours

 3 Hours

 3 Hours

 3 Hours

 6 Hours

 3 Hours

[CR CHEM 1230]

[Soph. Standing]

[MIME 2650]

PRE-REQUISITES:

Total hours:

Multi-Cultural

Course Pre-Requisites are

128 Required

Double-Dip

indicated with arrows and/or

Elective

[brackets] below boxes.

[CR means Co-Requisite]

 3 Hours

16 Hours

16 Hours

15 Hours

15 Hours

15 Hours

15 Hours

18 Hours

18 Hours


GOALS OF THE CO-OP PROGRAM


The Co-op Program enables you to work for a company in your field of study to gain experience while still a student.  Based on the plans described below, you will start your Co-op work experience 1 in the spring semester of your Sophomore year [Plan A] or in the summer following your Sophomore year [Plan B].  Co-op experience is very important because companies want to hire experienced graduating engineers.  With the Co-op experience, you will be much more marketable than others graduating at schools without Co-op.  The number one goal of the Co-op is to acquire relevant engineering experience.  Additional goals of Co-op are: (1) You will be able to determine which aspect of ME or IE you are more interested in; (2) Co-op will help you realize the relevance and importance of the course material being covered in your classes; (3) You will be able to better develop the soft skills such as people-skills and communication-skills which are not covered in most of your engineering classes.  In addition to these goals, you get practical experience under your belt and on your resumé, you come in contact with many senior practicing engineers - a great way for a future engineer to network, engineering co-op positions pay very well – enough to cover school expenses in the next term, Co-op experience helps to better see the academic side along with the practical side of engineering, and finally, while on your Co-op work experience, you may want to take an evening class at a local college or at UT via distance learning to get you a step closer to your degree.  However, you must check this out with your Co-op company before hand.  The ECMC Office is located in NI-1040.  Ms. Vickie Kuntz is the contact for all ME and IE students.  Her telephone number is 419-530-8054.

PLAN A FOR MECHANICAL ENGINEERING STUDENTS
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CHEM 1230 General Chemistry I

4

ENGL 1930 Technical Writing for Engineers

3

ENGL 1110 College Composition

3

MATH 1860 Single Variable Calculus II

4

MATH 1850 Single Variable Calculus I

4

MIME  1010 Professional Development

1

MIME 1000 Orientation to ME and IE

3

MIME 2600 Engineering Economics

3

MIME 1100 Introduction to CAD

2

PHYS 2130 Engineering Physics I

5

Total 

16

Total 

16

CIVE 1150 Engineering Statics

3

CIVE 1160 Mechanics of Materials

3

MATH 2850 Elem Multivariable Calculus

4

EECS 2340 Elect Circuits for Non-Majors

3

MIME  1650 Materials Science & Engrg

3

MATH 3860 Differential Equations

3

PHYS 2140 Engineering Physics II

5

MIME 2650 Manufacturing Processes

3

3

MIME 4000 Engineering Statistics I

3

Total 

15

Total 

15

MIME  2000 Measurements Laboratory

2

MIME  2300 Engineering Dynamics

3

MIME  3300 Design Anal of Mech. Systems

3

MIME  3310 Mechanical Design I

3

MIME  3330 Mechanics Laboratory

1

3

MIME  3400 Thermodynamics I

3

Total 

15

MIME  3370 Mechanical Vibration

3

MIME  3380 Modeling and Control

3

MIME  3360 Vibration Laboratory

1

MIME  3440 Heat Transfer

3

MIME  3320 Mechanical Design II

3

MIME  3450 Energy Laboratory

1

MIME  3410 Thermodynamics II

3

Technical Electives

6

MIME  3420 Fluids Laboratory

1

MultiCultural Elective

3

MIME  3430 Fluid Mechanics

3

Total 

14

Total 

16

MIME  4200 Senior Design Projects

3

Technical Electives

6 3

MultiCultural Dbl-Dip Elective

3 1

Soc. Sci or Hum Elective

3

Total  15

Course / work experience

Freshman / Fall

If necessary, this semester may be used to

take Business Minor courses,

Course / work experience

Senior / Spring

Freshman / Summer



Best advice is to make up deficits

in English, Math, Physics

MIME 3940-001

or begin graduate study.

Co-op Experience 3

Co-op Experience 4

or make up course deficits, or

take Business Minor courses.

Junior / Spring

Soc. Sci or Hum Elective while on Co-op

Sophomore / Summer

Courses with credit hours in a border must

be taken in the same semester, such as  ==>

Course / work experience

or make up remaining course deficits,

Co-op Experience 1

Soc. Sci or Hum Elective while on Co-op

Freshman / Spring

Senior / Fall

Junior / Fall

Sophomore / Spring

MIME 3940-004

Sophomore / Fall

Junior / Summer

Pre-Junior/ Fall Pre-Junior / Spring Pre-Junior / Summer

MIME 3940-002

Co-op Experience 2

MIME 3940-003



PLAN B FOR MECHANICAL ENGINEERING STUDENTS

Plan B has the first co-op term after the spring semester of sophomore year.
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CHEM 1230 General Chemistry I

4

ENGL 1930 Technical Writing for Engineers

3

ENGL 1110 College Composition

3

MATH 1860 Single Variable Calculus II

4

MATH 1850 Single Variable Calculus I

4

MIME  1010 Professional Development

1

MIME 1000 Orientation to ME and IE

3

MIME  2600 Engineering Economics

3

MIME 1100 Introduction to CAD

2

PHYS 2130 Engineering Physics I

5

Total 

16

Total 

16

CIVE 1150 Engineering Statics

3

CIVE 1160 Mechanics of Materials

3

MATH 2850 Elem Multivariable Calculus

4

EECS 2340 Elect Circuits for Non-Majors

3

MIME  1650 Materials Science & Engrg

3

MATH 3860 Differential Equations

3

PHYS 2140 Engineering Physics II

5

MIME 2650 Manufacturing Processes

3

MIME 4000 Engineering Statistics I

3 3

Total 

15

Total 

15

MIME  2000 Measurements Laboratory

2

MIME  3370 Mechanical Vibration

3

MIME  2300 Engineering Dynamics

3

MIME  3360 Vibration Laboratory

1

MIME  3300 Design Anal of Mech. Systems

3

MIME  3320 Mechanical Design II

3

MIME  3310 Mechanical Design I

3

MIME  3410 Thermodynamics II

3

MIME  3330 Mechanics Laboratory

1

MIME  3420 Fluids Laboratory

1

MIME  3400 Thermodynamics I

3 3

MIME  3430 Fluid Mechanics

3

Total 

15

Total 

14

MIME  3380 Modeling and Control

3

MIME 3440 Heat Transfer

3

MIME  3450 Energy Laboratory

1

MIME  4200 Senior Design Projects

3

Technical Elective

3

MultiCultural Elective

3

Total 

16

 

Technical Electives

9 3

MultiCultural Dbl-Dip Elective

3 1

Soc. Sci or Hum Elective

3

Total  15

Freshman / Summer

If necessary, this semester may be used to

take Business Minor courses,

or make up remaining course deficits,

MIME 3940-002

Co-op Experience 2

or make up course deficits, or

take Business Minor courses.

Courses with credit hours in a border must

be taken in the same semester, such as  ==>

or begin graduate study.

Best advice is to make up deficits

Senior / Spring

Junior / Spring Junior / Summer

Pre-Junior / Spring Pre-Junior / Summer

Sophomore / Summer Sophomore / Spring

in English, Math, Physics

Course / work experience Course / work experience Course / work experience

Senior / Fall

Junior / Fall

Pre-Junior/ Fall

Sophomore / Fall

Freshman / Fall Freshman / Spring



MIME 3940-003

Co-op Experience 3

MIME 3940-001

Co-op Experience 1

MIME 3940-004

Co-op Experience 4

Soc. Sci or Hum Elective while on Co-op

Soc. Sci or Hum Elective while on Co-op


HOW TO SELECT YOUR CO-OP PLAN


In order to have the number of people on Plans A and B to be about the same [for the reasons of: company scheduling and class scheduling], not everyone will get the plan they wish.  Here is how the selection is determined:

1.
Decide on the plan you wish [Plan A, Plan B, Plan C [see note below], or Plan D].

2.
Communicate this to Dr. Franchetti via email at your earliest convenience starting ____________________.

3.
Dr. Franchetti will consider your request and communicate in writing via email which plan you are on.

4.
The sooner you do this, the better your chances of getting the plan you desire because we need to balance the numbers.

5.
To change plans, contact your advisor with the reason for such a change.  Your request will be considered.

Note on Plan C:  Plan C is for varsity athletes who are not permitted to work during the academic year.  In some instances Plan C could be approved for an international student who prefers a job in his/her home country and can get an engineering job there on his/her own.

PLAN C FOR MECHANICAL ENGINEERING STUDENTS

This plan is for varsity athletes who are not permitted to work during the academic year.
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CHEM

1230

General Chemistry I

4

ENGL

1930

Technical Writing for Engineers

3

ENGL

1110

College Composition

3

MATH

1860

Single Variable Calculus II

4

MATH

1850

Single Variable Calculus I

4

MIME 

1010

Professional Development

1

MIME

1000

Orientation to ME and IE

3

MIME

2600

Engineering Economics

3

MIME

1100

Introduction to CAD

2

PHYS

2130

Engineering Physics I

5

Total 

16

Total 

16

CIVE

1150

Engineering Statics

3

CIVE

1160

Mechanics of Materials

3

MATH

2850

Elem Multivariable Calculus

4

MATH

3860

Differential Equations

3

MIME 

1650

Materials Science & Engrg

3

EECS

2340

Elect Circuits for Non-Majors

3

PHYS

2140

Engineering Physics II

5

MIME 

2300

Engineering Dynamics

3

MIME 

2650

Manufacturing Processes

3

Total 

15

Total 

15

MIME

2000

Measurements Laboratory

2

MIME 

3310

Mechanical Design I

3

MIME 

3300

Design Anal of Mech. Systems

3

MIME

3330

Mechanics Laboratory

1

MIME

3370

Mechanical Vibration

3

MIME

3380

Modeling and Control

3

MIME 

3360

Vibration Laboratory

1

MIME

4000

Engineering Statistics I

3

MIME

3400

Thermodynamics I

3

Hum/SocScience Elective

6

MultiCultural Elective

3

Total 

15

16

MIME

3320

Mechanical Design II

3

MIME

3440

Heat Transfer

3

MIME

3410

Thermodynamics II

3

MIME 

3450

Energy Laboratory

1

MIME 

3420

Fluids Laboratory

1

Technical Elective

3

MIME 

3430

Fluid Mechanics

3

Hum/SocScience Elective

3

Technical Elective

3

 

Total 

13

Total 

10

 

MIME

4200

Senior Design Projects

3

Technical Electives

6

3

MultiCultural Dbl-Dip Elective

3

1

Total 

12

Courses with credit hours in a border must

be taken in the same semester, such as  ==>

course deficits, or begin graduate study.

Sophomore / Fall

Sophomore / Spring

Sophomore / Summer

If necessary, this semester may be used to take

Pre-Junior/ Fall

Junior / Fall

Junior / Spring

Course / work experience

Course / work experience

Course / work experience

Junior / Summer

Best advice is to make up deficits

in English, Math, Physics

Pre-Junior / Summer

Pre-Junior / Spring

MIME 3940-001

Co-op Experience 1

Business Minor courses, or make up remaining 

Freshman / Fall

Freshman / Spring

MIME 3940-002

Co-op Experience 2

MIME 3940-003

Co-op Experience 3

Freshman / Summer

Senior / Fall

Senior / Spring


IT'S A TEAM EFFORT TO IDENTIFY AND SECURE A CO-OP POSITION


With a less than totally healthy economy, it is a team effort to find co-op positions for you.  The ECMC Office will work with you as much as possible.  On the other hand, if you have any contacts with engineering firms, you are welcome to get your own co-op position.  The job must be full-time involving engineering for an entire semester [14 to 15 weeks].  Get it approved by Ms. Kuntz first to insure that it is suitable for your co-op.  After that, there are four tasks that must be done after the work experience: [1] Your evaluation of the Co-op; [2] Your intentions for your next Co-op [which is actually part of number one]; [3] Your supervisor's evaluation of your performance; and [4] Payment of the Co-op fee.  The first three are done on the College of Engineering website www.eng.utoledo.edu/coop/   Click on Evaluations and follow the prompts.  Details a few pages hence.
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CHANGING CO-OP PLANS: "I'm on Plan-A and I Want to Change to Plan-B" [or Vice Versa]


You cannot change your co-op plan just because you want to change your co-op plan.  Many things are affected such as course enrollments, co-op positions available at the co-op companies, the ability of Ms. Kuntz to deal with a certain number of students each term, etc.  If you want to switch plans, contact your advisor first and state your reason.  Chances are 10% your request will be granted.

RULE ABOUT TWO CO-OPS AT SAME COMPANY:
At least two co-op work experiences must be with the same company.  It is recommended that all three work terms should be with that company as it is sometimes difficult to get a co-op if you have only one remaining.  This is because the company wants to bring you along to accomplish more complex tasks in the third term.

FELONIES AND MISDEMEANORS
When applying to companies, you'll need to complete an employment application.  Two questions typically on that application are: Have you ever been convicted of a felony? or convicted of a misdemeanor?  If you lie and they find out, your offer is rescinded, so you don't want to do that.  There was a situation some time back where a student was skateboarding on public property, got a ticket, paid the ticket, and thought nothing of it.  On his employment application he answered "no" to both questions but it turned out that skateboarding on public property was a misdemeanor that he was guilty of.  Result: job offered rescinded.  Moral: don't get convicted, but if you do, don't lie about it.  Finally, please discuss ALL felony and misdemeanor convictions with Ms. Kuntz.  No need to be embarrassed about this.  She has heard it all, so to speak, and for the few people who had a conviction,  Ms. Kuntz was able to help them obtain a co-op position nevertheless.
PLANS A and B FOR INDUSTRIAL ENGINEERING STUDENTS


The reason why Plans A and B are the same for Industrial Engineering is because the IE program is presently much smaller than the ME program.  Thus, all IE students follow the same schedule, which actually has many advantages as you will see when you are in the program.
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CHEM

1230

General Chemistry I

4

ENGL

1930

Technical Writing for Engineers

3

ENGL

1110

College Composition

3

MATH

1860

Single Variable Calculus II

4

MATH

1850

Single Variable Calculus I

4

MIME

1010

Professional Development

1

MIME

1000

Orientation to ME and IE

3

MIME 

1650

Materials Science & Engrg

3

MIME

1100

Introduction to CAD

2

PHYS

2130

Engineering Physics I

5

Total 

16

Total 

16

CIVE

1150

Engineering Statics

3

MATH

2890

Num Meth & Linear Algebra

3

MATH

2850

Elem Multivariable Calculus

4

MATH

3860

Differential Equations

3

MIME 

2650

Manufacturing Processes

3

MIME 

2300

Engineering Dynamics

3

PHYS

2140

Engineering Physics II

5

MIME 

4000

Engineering Statistics I

3

PSY

1010

Principles of Psychology

3

Total 

15

Total 

15

MIME

2600

Engineering Economics

3

MIME

4050

Human Factors Engineering

3

MIME 

4080

Operations Research I

3

MIME 

4010

Engineering Statistics II

3

MIME 

4100

Manuf. System Simulation

3

Total 

15

EECS

2340

Elect Circuits for Non-Majors

3

MIME

3780

Engineering Management

3

MIME 

3710

Work Design & Measurement

3

MIME

4110

Prod. Planning & Inv. Control

3

MIME 

4060

Manufacturing Engineering

3

MIME 

4160

Facilities Planning

3

MIME 

4070

Computer Aided Manufac.

3

Technical Electives

3

MIME 

4090

Operations Research II

3

Hum / Soc Sci elective *

6

Total 

15

Total

18

MIME

4020

Stat. Q. C. & Management

3

MIME 

4200

Senior Design Projects

3

     * Candidate course(s) to take distance 

Technical Electives

6

       learning while on your co-op work term

MultiCult'l DblDip Elective *

3

MultiCult'l Elective *

3

Total

18

or begin graduate study.

Freshman / Summer

or make up remaining course deficits,

If necessary, this semester may be used to

take Business Minor courses,

Best advice is to make up deficits

Sophomore / Fall

Sophomore / Summer

Sophomore / Spring

Course / work experience

Course / work experience

Course / work experience



Freshman / Spring

Freshman / Fall

in English, Math, Physics

Senior / Fall

Junior / Summer

Junior / Spring

Junior / Fall

Senior / Spring

MIME 3940-004

Co-op Experience 4

or make up course deficits, or

MIME 3940-002

Co-op Experience 2

Pre-Junior/ Fall

Pre-Junior / Spring

take Business Minor courses.

MIME 3940-003

Co-op Experience 3

MIME 3940-001

Co-op Experience 1

Pre-Junior / Summer


THE FOUR THINGS THAT MUST BE DONE IN ORDER TO GET CREDIT FOR THE CO-OP

There are four things that must be done for each co-op work term in order to get credit.  [1] Complete your evaluation of the co-op experience; [2] Answer the Intentions-For-Next-Co-op question in your evaluation; [3] See that your supervisor completes the evaluation of your performance; and [4] Pay the co-op fee when billed [which is toward the end of the work term along with your tuition for the next term].  The first three are to be done on the website: www.eng.utoledo.edu/coop/   Click on Evaluations and follow the prompts.  This site can also be reached via the College of Engineering website and then go to Career Management Center, then Evaluations.  Fill in the fields as indicated.  Fields with [ * ] must be filled in.  At the bottom of each page, there is a NEXT button.  On the last page on your evaluation it asks Intentions-For-Next-Co-op, [e.g., stay with same company, try another company, this was my last co-op and I'm done, etc.].  Be sure to complete this field [since it has an *].  After this, press the SUBMIT button and you're done.  Your supervisor must complete his/her evaluation at the same web address.  Again your supervisor should click on Evaluations and follow the prompts.  Then, all you then need to do is to pay the co-op fee by the deadline to get credit for the co-op work experience.
WHEN TO DO THIS:  Both you and your supervisor will need to fill out a student and employer evaluation for each co-op experience.  The evaluations should be done during the last week of your co-op work term or final exam week, whichever is earlier.  This will allow the grade of PS [for "Pass"] to be electronically entered.
PLAN C FOR INDUSTRIAL ENGINEERING STUDENTS  [ Varsity Athletes ONLY]

This plan is for varsity athletes who are not permitted to work during the academic year.
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REFERENCES

At some point you will be asked to provide a list of references.  It usually is offered to the interviewer at the time of the interview.  Or you may need to have a few copies with your resumé during a plant trip.  References should be on one page.  The title should be REFERENCES centered and bold at the top.  You should include three references who should be professional people such as professors, former bosses, etc.  You should first request their permission to use them as a reference before providing their contact information.  The contact information should look something like:



Matthew Franchetti, PhD., P.E.

Director of Undergraduate Studies
Mechanical, Industrial and Manufacturing Engineering Dept.
MS-312   Nitschke Hall - Room 4006

University of Toledo

Toledo, OH 43606

Tel: 419-530-8051
Fax: 419-530-8206

Email:  Matthew.Franchetti@eng.utoledo.edu

PLAN D FOR INDUSTRIAL ENGINEERING STUDENTS


This plan is for students who wish to spread their coursework over nine semesters.  It has Calculus I in the spring semester.  The first work experience term is after five semesters and there is no room for an optional fourth work term.
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STUDENTS RECEIVING SCHOLARSHIPS OR FINANCIAL AID OF ANY KIND


Students need to take ownership of their scholarships.....meaning: take an active role in seeing that they are applied when you need them to be applied, what the requirements for renewing are, and of course, earning them in the first place.


Scholarships cover your tuition and possibly living expenses in the semesters in which you are taking classes.  The Financial Aid Office does not track when you are here and when you are on co-op [because this sometimes changes from the plan you originally selected] so you must let them know.  Therefore, it is important to check with Mrs. Betty Stanford at 419-530-5817 or betty.stanford@utoledo.edu in the Financial Aid Office to insure that your scholarships are adjusted to cover the expenses in the semesters you need them.  Best to handle this a few months before your next co-op begins.  I recommend in the middle of the semester prior to co-op.

MIME COURSES AND WHEN THEY ARE OFFERED


Students find it helpful to know when courses are offered and not offered.  In order to maintain both co-op plans in both programs, the following courses plus technical electives will be offered in fall, spring and summer semesters. 
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* Dual level course exists [for graduate students]

THE CO-OP COURSE THAT MUST BE TAKEN - [MIME 3940 and MIME 3950]


MIME 3940 is the course number that you must be registered for during each of your first three required co-op work experiences.  This one-credit hour has no tuition fee when you register, but there is a co-op fee of $475 for each of these required co-ops and this is paid near the end of each co-op assignment.  You'll see it in the bill with your tuition for next semester's courses.  Registering for MIME 3940 will keep your full time status regarding health insurance if you are under your parent's insurance plan, it will keep your engineering computer account uninterrupted, it will get you a discount if you join the UT Rec center, it will give you access to UT computer labs, library, etc. and it will prevent any financial institution from trying to start getting you to repay any student loans.  All are very important reasons to register for 3940.....plus it is required for each of the first three to get the co-op credit.  For the optional fourth and fifth co-op, register for MIME 3950, section 004 and then section 005.  There is no co-op fee for these two.
WHEN IS IT BEST TO REGISTER FOR 3940 or 3950?


In order to meet graduation requirements for the co-op, you must register for, and complete MIME-3940 three times.   It is best to register during the advanced registration time the semester before you go out on co-op or, at the latest, when you get the job offer you want to take.  One reason for this is that engineering email-lists are generated based on enrollment data.  The MIME Department gets this list just before school begins, and it would be helpful if your email username is on the list.  Another reason is that the state allocation for higher education is based on enrollment as sent on the first week of classes.  In addition, if you are getting a school loan and you are not in classes full-time, and you are not in MIME-3940, then your time-clock starts for loan repayment.  You'll be getting a letter in six months saying: "You can start repaying your loan now. Thank you very much."  You don't want this to happen.  Finally, and perhaps most importantly....it is very difficult to add you to 3940 or 3950 after the semester has begun and there is a substantial late fee that is assessed that cannot be waived.  When in doubt, register for 3940 [or 3950] and then drop it at the last minute if necessary.
So you'll be registering for: MIME-3940-001, MIME-3940-002, MIME-3940-003, MIME-3950-004, MIME-3950-005.
CO-OP COMPARISON TABLE


The following table indicates the advantages / highlights of the plans for comparison purposes:

	Plan A without the 

Business Minor:
	Plan A with the 

Business Minor:
	Plan B without the 

Business Minor:
	Plan B with the 

Business Minor:

	
	
	
	

	Your degree is BSME or BSIE
	BSME or BSIE w "Business Minor"
	Your degree is BSME or BSIE
	BSME or BSIE w "Business Minor"

	
	
	
	

	Same Freshman year as other plans.
	Same Freshman year as other plans.
	Same Freshman year as other plans.
	Same Freshman year as other plans.

	
	
	
	

	After Freshman yr, a vacation
	After Freshman yr, a vacation
	After Freshman yr, a vacation
	After Freshman yr, a vacation

	or a chance to makeup any deficits.
	or a chance to makeup any deficits.
	or a chance to makeup any deficits.
	or a chance to makeup any deficits.

	
	
	
	

	First Co-op in Spring of Soph year.
	First Co-op in Spring of Soph year.
	For MEs: Co-op Sum of Soph yr.
	For MEs: Co-op Sum of Soph yr.

	Then: Fall of Pre-Jr yr, and 

Summer after Pre-Jr yr.
	Then: Fall of Pre-Jr yr, and 

Summer after Pre-Jr yr.
	Then: Spring of Pre-Jr yr and 

Fall of Jr yr.
	Then: Spring of Pre-Jr yr and 

Fall of Jr yr.

	
	
	IEs: Co-op in Spring of Soph yr.
	IEs: Co-op in Spring of Soph yr.

	
	
	Then: Fall of Pre-Jr yr, and Summer after Pre-Jr yr
	Then: Fall of Pre-Jr yr, and Summer after Pre-Jr yr

	
	
	
	

	Priority registration over students in
	Priority registration over students in
	Priority registration over students in
	Priority registration over students in

	Plan B in your semesters 4, 5 and 6.
	Plan B in your semesters 4, 5 and 6.
	Plan A in your semesters 4, 5 and 6.
	Plan A in your semesters 4, 5 and 6.

	
	
	
	

	Spring of Jr yr.= 4th Co-op
	Spring of Jr yr.= 4th Co-op
	Spring of Jr yr.=For MEs: Courses.
	Spring of Jr yr.=For MEs: Courses.

	or time to make up course deficits.
	or time for Business Minor courses.
	For IEs: Time to make up deficits.
	For IEs: Business Minor courses.

	
	
	
	

	Summer after Jr yr. = Semester of courses.
	Summer after Jr yr. = Semester of courses.
	Sum after Jr yr = For MEs: make up deficits or fourth Co-op.
	Sum after Jr yr = For MEs: time for Business Minor courses.

	
	
	For IEs: Courses.
	For IEs: Courses.

	
	
	
	

	8 semesters of full-time study.
	9 semesters of full-time study.
	8 semesters of full-time study.
	9 semesters of full-time study.

	
	
	
	

	If you fail or drop a course, this course is offered next time you're on campus.
	If you fail or drop a course, this course is offered next time you're on campus.
	   <= Course is not offered.

   <= This may present a problem.
	   <= Course is not offered.

   <= This may present a problem.

	
	
	
	

	Full-time status maintained while on Co-op Work Experiences.
	Full-time status maintained while on Co-op Work Experiences.
	Full-time status maintained while on Co-op Work Experiences.
	Full-time status maintained while on Co-op Work Experiences.

	
	
	
	

	BSME full-time loads in 8 sems are:
	BSME full-time loads in 9 sems are:
	BSME full-time loads in 8 sems are:
	BSME full-time loads in 9 sems are:

	16, 16, 15, 17, 15, 18, 15, 16 hrs.
	16, 16, 15, 17, 15, 18, 15, 16 hrs.
	16, 16, 15, 17, 15, 15, 16, 18 hrs.
	16, 16, 15, 17, 15, 15, 16, 15, 18 hr

	
	
	
	

	BSIE full-time loads in 8 sems are:
	BSIE full-time loads in 9 sems are:
	BSIE full-time loads in 8 sems are:
	BSIE full-time loads in 9 sems are:

	16, 16, 15, 15, 15, 18, 15, 18 hrs.
	16, 16, 15, 15, 15, 18, 15, 15, 18 hr
	16, 16, 15, 15, 15, 18, 15, 18 hrs.
	16, 16, 15, 15, 15, 18, 15, 15, 18 hr

	
	
	
	

	December graduation after 4.5 yrs.
	December graduation after 4.5 yrs.
	December graduation after 4.5 yrs.
	December graduation after 4.5 yrs.

	
	
	
	

	May graduation [5 yrs] in case any courses are still needed to be taken.
	May graduation [5 yrs] in case any courses are still needed to be taken.
	May graduation [5 yrs] in case any courses are still needed to be taken.
	May graduation [5 yrs] in case any courses are still needed to be taken.

	
	
	
	


INTERVIEWING TECHNIQUES, STYLES, PROCESSES, QUESTIONS, ANSWERS, MORE

On-campus Interview Success

"The average person puts only 25% of his energy into his work.

The world takes off its hat to those who put in more than 50% of their capacity,

and stands on its head for those few and far between souls who devote 100%."

- Andrew Carnegie -


Consider the on-campus interview for a moment. You will be spending twenty to thirty minutes in a tiny cubicle with a total stranger. This person will subsequently decide whether you will ever have a chance of working for their company. The best you can hope for is to avoid being disqualified, which only takes you one step further into the interviewing maze. One little mistake, one little error, and you could be history. 


Actually, the entire process seems rather absurd, except for the fact that you will not get a job without playing the interviewing game. And on-campus interviewing is often the starting point for the interviewing process. 


On-campus interviewing is not simply meeting with three or five (or even ten) companies and then picking the one you want to work for. To maximize your on-campus interviewing success, you need to first maximize both the quality and quantity of the interviews, and then maximize your interview efficiency. It is not enough to just "show up" for the interviews and hope that someone will miraculously offer you a job. You have to perform at your peak to gain any mileage from on-campus interviewing. So don't just read this Section, but all of the Sections related to interviewing. 


On-campus interviews are a gift. They will be by far the easiest interviews for you to find. But you should not depend exclusively on it to guarantee you after-graduation employment. There are far more companies than just those that are visiting your campus. Many of the best companies may not be visiting any campuses. So make sure to also take note of the additional Sections on how to reach out to these "other" companies.

The Company's Interviewing Process

From the interviewer's side of the desk, there are four distinct steps that they go through in our entry level hiring process: 

1. Marketing - getting the company name out on campus.

2. Screening - reviewing a candidate's qualifications against the company's basic criteria.

3. Assessing - reviewing a candidate's behaviors against the company's critical behavior profile.

4. Selling - encouraging chosen candidates to choose the company over the competition.

The first two steps above take place on campus.  The final two take place at the company-site interview.  It is the fourth step where you want to find yourself - where you are being courted as the employee the company wants.  However, before you get to that stage, you will need to pass the first three steps.

S - O - L - E - R


When interviewing, you want to want to remember to do five things.  Think of "S-O-L-E-R"  

S  is for Square
Sit squarely, facing the interviewer.  This shows you are focused totally on him/her.

O  is for Open
You want to indicate you are "open".  No legs crossed, no arms crossed.

L  is for Lean
Lean forward slightly.  This shows you are enthusiastic and interested.

E  is for Eye contact
Make eye contact when the interviewer speaks, and when you speak.  But don't stare.

R  is for Relax
You want to relax and convey that you are relaxed. That makes the other person relax.


Hence, an excellent interview.

WHAT TO DO IF YOU MISS AN INTERVIEW


Here's some advice.  The only excuse for missing an interview is a funeral.  Your own.  And in that case, you don't need to attend any other interviews.  If you do need to cancel an interview, first contact Ms. Kuntz indicating the reason.  Allow as much time as possible so that the employer can schedule someone else.  If you missed an interview, a letter of apology must be written and sent to the employer within 24 hours indicating the reason.  A copy of the letter must also be sent to Ms. Kuntz and you will not be allowed to interview for any other co-op positions until she receives your letter of apology.  

See page 78 for the Cancellation and No-Show Policy.
The Power Point Presentation on Preparation for Your Interview

48 STANDARD INTERVIEW QUESTIONS

1.
Tell me about yourself. 
2.
What do you want to do with your life? 

3.
Do you have any actual work experience? 
4.
How would you describe your ideal job? 

5.
Why did you choose this career? 
6.
When did you decide on this career? 

7.
What goals do you have in your career? 
8.
How do you plan to achieve these goals? 

9.
How do you evaluate success? 
10.
Describe a situation in which you were successful. 

11.
Are you a team player?
12.
 Do you handle conflict well?

13.
What motivates you?
14.
Why should I hire you?

15.
Are you a goal-oriented person?
16.
What are your short-term goals?

17.
What is your long-range objective?
18.
Do you handle pressure well?

19.
What is your greatest strength? 
20.
What is your greatest weakness?

21.
Why did you choose to attend your college? 
22.
What changes would you make at your college?

23.
Do you enjoy doing independent research?
24.
Who were your favorite professors? Why?

25.
Why is your GPA not higher?
26.
What were your favorite classes? Why?

27.
If you had to live your life over again, what would you change?

28.
Would your rather work with information or with people? 

29.
What do you think it takes to be successful in this career?

30.
Tell me about some of your recent goals and what you did to achieve them. 

31.
What do you see yourself doing five years from now? 

32.
Where do you want to be ten years from now? 

33.
What accomplishments have given you the most satisfaction in your life? 

34.
Have you ever had a conflict with a boss or professor? How did you resolve it? 

35.
What major problem have you had to deal with recently? 

36.
If I were to ask one of your professors to describe you, what would he or she say? 

37.
How has your education prepared you for your career? 

38.
Do you have any plans for further education? 

39.
How much training do you think you'll need to become a productive employee? 

40.
Do you have any location preferences? 
41.
What do you know about our company? 

42.
Why do you want to work in the _____ industry? 
43.
Why are you interested in our company? 

44.
Will you relocate? In the future?
45.
Are you willing to travel? How much?

46.
What qualities do you feel a successful manager should have? 
47.
How familiar are you with the community that we're located in? 
48.
Is money important to you?
**** INTERVIEW QUESTIONS OUR CO-OP STUDENTS FACED LAST YEAR ****
1.
What type of people do you like to work with?

2.
Describe the type of person that you are.

3.
Name your strengths.  and  Name your weaknesses.
4.
What have you done in your classes that you think you'll be doing here at work?
5.
Tell me about a time when you effectively listened to what another person was saying.  What impact did your efforts have on the situation?

6.
Tell me about a time when you made a difficult decision or solved a difficult problem that would have a wide-ranging effect.

7.
Describe a situation where you took initiative to do something that needed to be done, even though it was not your responsibility.

8.
Describe a situation where you were effective in achieving a very aggressive goal.

9.
What would your ideal type of work environment look like?

10.
How would you handle a conflict situation with a co-worker?

11.
Tell me about a situation where you influenced someone's decision.  What methods did you use to influence them?

12.
What is the toughest situation you have ever been in?

13.
How would you make a decision on an issue if you had two people providing you with different information?

14.
How would you handle competition within the same department? 

15.
If you had one problem and two solutions, how would you determine which solution was the better one to implement.

16.
Describe a situation where you felt you convinced someone to change his or her mind and go with your way of thinking.

17.
If you had a set of plans, how would you initiate completing a project?  In other words, what's the first thing you'd do, second thing, etc.

TEN TOUGH INTERVIEW QUESTIONS AND THEIR ANSWERS


In reviewing these responses, please remember that these are sample answers.  Please do not rehearse them verbatim or adopt them as your own.  They are meant to stir your creative juices and get you thinking about how to properly answer the broader range of questions.

1.  Tell me about yourself.  My background to date has been centered on preparing myself to become the very best mechanical [or industrial] engineer I can become. Let me tell you specifically how I've prepared myself . . . 

2.  Why should I hire you?  Because I sincerely believe that I'm the best person for the job. I realize that there are many other college students who have the ability to do this job. I also have that ability. But I also bring an additional quality that makes me the very best person for the job--my attitude for excellence. Not just giving lip service to excellence, but putting every part of myself into achieving it. In _____ and _____ I have consistently reached for becoming the very best I can become by doing the following . . . 

3.  What is your long-range objective?  Where do you want to be 5 or 10 years from now?  Although it's certainly difficult to predict things far into the future, I know what direction I want to develop toward. Within five years, I would like to become the very best _____ your company has. In fact, my personal career mission statement is to become a world-class _____ in the _____ industry. I will work toward becoming the expert that others rely upon. And in doing so, I feel I will be fully prepared to take on any greater responsibilities that might be presented in the long term. 

4.  How has your education prepared you for your career?  As you will note on my résumé, I've taken not only the required core classes in the _____ field, I've also gone above and beyond. I've taken every class the college has to offer in the field and also completed an independent study project specifically in this area. But it's not just taking the classes to gain academic knowledge--I've taken each class, both inside and outside of my major, with this profession in mind. So when we're studying _____ in _____, I've viewed it from the perspective of _____. In addition, I've always tried to keep a practical view of how the information would apply to my job.  Not just theory, but how it would actually apply. My capstone course project in my final semester involved developing a real-world model of _____, which is very similar to what might be used within your company. Let me tell you more about it . 

5.  Are you a team player?  Very much so. In fact, I've had opportunities in both athletics and academics to develop my skills as a team player. I was involved in _____ at the intramural level, including leading my team in assists during the past year--I always try to help others achieve their best. In academics, I've worked on several team projects, serving as both a member and team leader. I've seen the value of working together as a team to achieve a greater goal than any one of us could have achieved individually. As an example . . . 

6.  Have you ever had a conflict with a boss or professor? How was it resolved?  Yes, I have had conflicts in the past. Never major ones, but certainly there have been situations where there was a disagreement that needed to be resolved. I've found that when conflict occurs, it's because of a failure to see both sides of the situation. Therefore, I ask the other person to give me their perspective and at the same time ask that they allow me to fully explain my perspective. At that point, I would work with the person to find out if a compromise could be reached. If not, I would submit to their decision because they are my superior. In the end, you have to be willing to submit yourself to the directives of your superior, whether you're in full agreement or not. An example of this was when . . . 

7.  What is your greatest weakness?  I would say my greatest weakness has been my lack of proper planning in the past. I would over commit myself with too many variant tasks, then not be able to fully accomplish each as I would like. However, since I've come to recognize that weakness, I've taken steps to correct it. For example, I now carry a planning calendar in my pocket so that I can plan all of my appointments and "to do" items. Here, let me show you how I have this week planned out.

8.  If I were to ask your professors to describe you, what would they say?  I believe they would say I'm a very energetic person, that I put my mind to the task at hand and see to it that it's accomplished. They would say that if they ever had something that needed to be done, I was the person who they could always depend on to see that it was accomplished. They would say that I always took a keen interest in the subjects I was studying and always sought ways to apply the knowledge in real world settings. Am I just guessing that they would say these things? No, in fact, I'm quite certain they would say those things because I have with me several letters of recommendation from my professors, and those are their very words. Let me show you . . . 

9.  What qualities do you feel a successful manager should have? The key quality should be leadership--the ability to be the visionary for the people who are working under them. The person who can set the course and direction for subordinates. A manager should also be a positive role model for others to follow. The highest calling of a true leader is inspiring others to reach the highest of their abilities. I'd like to tell you about a person who I consider to be a true leader . . . 

10.  If you had to live your life over again, what would you change?  That's a good question. I realize that it can be very easy to continually look back and wish that things had been different in the past. But I also realize that things in the past cannot be changed, that only things in the future can be changed. That's why I continually strive to improve myself each and every day and that's why I'm working hard to continually increase my knowledge in the _____ field.  That's also the reason why I want to become the very best _____ your company has ever had. To make positive change. And all of that is still in the future.  So in answer to your question, there isn't anything in my past that I would change. I look only to the future to make changes in my life.  

ILLEGAL INTERVIEW QUESTIONS AND HOW TO HANDLE THEM

On the surface some questions seem innocent enough.  And most of the time, they are truly asked in innocence.  Yet the structure and format of the question may be entirely illegal.  So you've just been hit with an illegal question.  What do you do? How do you respond? 

In our politically correct society, we are often ready to cry "foul" at the slightest deviation from the accepted norm. But the reality is that most illegal interview questions are asked in true innocence. Or, better stated, in true ignorance. Ignorance of the law, ignorance of what questions are proper, ignorance of how the information could be used by others in a discriminatory way. 

Ironically, most illegal questions are asked when the untrained interviewer is trying to be friendlier and asks a seemingly innocent question about your personal life or family background.  Therefore, any attempt by the candidate to "assert their constitutional rights" will merely throw up the defense shields and put an end to mutual consideration.  Warning lights go on, sirens sound, and the interviewer begins backing down from what may have been an otherwise very encouraging position. 

So what is the proper response?  The answer is up to you, but my recommendation is to follow one of two courses of action: answer in brief and move on to a new topic area, or ignore the question altogether and redirect the discussion toward a new topic area.  The interviewer may even recognize the personal misstep and appreciate your willingness to put it aside and go on. 

Unless the question is blatant--and yes, blatant discrimination does still take place--your best option is to move on to other things.  But if it is blatant and offensive, you have every right to terminate the interview and walk out. 

While laws vary from state to state, there are some definite taboo areas with regard to interview questions that employers should be avoiding. Following are some of the basic subject areas and questions that if asked during the course of the interview, might be viewed as illegal questions being asked with the intention to discriminate: 

Questions related to location of birthplace, nationality, ancestry, or descent of applicant, applicant's spouse, or parents.  (Example: Pasquale--Is that a Spanish name?) 

Questions related to your sex or marital status.  (Example: Is that your maiden name?) 

Questions related to race or color.  (Example: Are you considered to be part of a minority group?) 

Questions related to religion or religious days observed.  (Example: Does your religion prevent you from working weekends or holidays?) 

Questions related to health or medical history.  (Example: Do you have any pre-existing conditions?) 

DO YOU NEED ADDITIONAL HELP DEVELOPING INTERVIEWING SKILLS?


One of services from the ECMC is mock interviews.   Let Ms. Kuntz know if you would like training in this.  If you feel you are okay one-on-one with an interviewer, then fine.  Since this service is optional, it is your call on whether you need additional help on interviewing skills.

ARE YOU ACTIVELY PARTICIPATING IN THE CO-OP POSITION SEARCH?


Make sure that your resumé is updated by the deadline because if it is not, you will miss out on many co-op oppor-tunities because the bulk of the opportunities are announced early in the semester.  When you start applying for co-op positions [interviews], you want to sign up for many interviews.  Do not limit yourself to only a few.  If you haven't applied for at least five co-op opportunities during the first month of the semester, you are considered "inactive".  This means it will be more difficult to secure a co-op position.  Every semester Ms. Kuntz contacts me and says these students only applied for two or three interviews and it looks like they will not get placed.  To which I say: "That's too bad.  It looks like their graduation may be delayed by two semesters."

THE THANK YOU LETTER


The Thank You letter is your second chance at a first impression.  In order to impress a potential employer, it is strongly recommended that you send a thank you letter to the interviewer.  It is also a good idea to send this to the people after you have made a plant trip.  Put yourself in the interviewer's shoes.  They have just interviewed fifty candidates for five positions.  They get a thank you note from you and two others.  That is going to leave one heck of an impression if they get it a couple days after the interview and the letter is done perfectly.  In addition to reminding the hiring manager that you exist, the thank you letter confirms that you are still interested in the position and the company, it stresses the relevant points that will strengthen your candidacy, it corrects any negative impressions or clears up confusing issues that may have arisen at the interview, and it demonstrates good written communication skills.  Send a thank you note to the interviewer [or everyone you met with at a plant trip].  Do not send copies of the same letter.  The letter should be business-like, friendly but not personal.  Thank the interviewer once.  More than once is over-doing it.  The letter should be brief [half a typed page is about right].  Having it on your word-processor will make this an easy task after you have written the first one.  One note of caution, if there is any error in the thank you letter, you have done yourself more harm than not writing the letter.  Therefore, double-, triple- and quadruple-check that everything is perfect in your letter.  If necessary, get help from someone who knows grammar and spelling better than you.

MAKING UP COURSE DEFICITS AFTER YOUR FRESHMAN YEAR


Entry-level freshmen last fall normally took MATH 1850 (Calculus I) and are taking MATH 1860 (Calculus II) in the spring semester.  However, if you were not able to take MATH 1850, you were likely taking MATH 1330 (Trigonometry) or MATH 1340 (College Algebra and Trigonometry).  You're probably now taking MATH 1850.  To remain on schedule for your Sophomore year and co-op plan which will start during or after your Sophomore year, you need to take MATH 1860 and PHYS 2130 or their equivalent courses during the summer term.

With regard to Chemistry...during the fall semester, freshmen normally took CHEM 1230 (College Chemistry).  However, if you were not prepared for CHEM 1230, then you were likely taking CHEM 1090 (Elementary Chemistry).  In order to remain on schedule, you need to complete CHEM 1230 during the spring semester.


The bottom line is this:  It is important to make plans early in the spring semester so that you are not behind in any of these courses in your Sophomore year.  The next page has course equivalencies for MATH, PHYS and ENGL at various schools.  If the school where you will be making up course deficit(s) is not listed, see Dr. Franchetti this semester with that school's course catalog to have the correct course identified before you go and take it.

TRANSIENT STUDENT STATUS WHEN TAKING COURSES AT ANOTHER SCHOOL


If you plan to take a course at another school, chances are that the school will have you register as a "Transient Student" which means you are not going to their school to get a degree.  Most likely the school needs a letter saying you are a student in good standing at the University of Toledo and have the pre-requisite courses.  I have included such a letter in the letters-and-forms section of the coursepack.  Carefully remove this letter, fill in your name and take it to the school in order to register for the courses.  My contact information is there in case they need verification.  This happened a few times last year.

IMPORTANT NOTE REGARDING THE MECHANICAL ENGINEERING PROGRAM

In the Mechanical Engineering program, there is the following important sequence of courses:

Course name:
  Calculus I  => 
 Physics I   => 
   Statics    =>
Mechanics   =>
Mech Dsn I   =>
Mech Dsn II

Course num:
MATH 1850
PHYS 2130
CIVE 1150
CIVE 1160
MIME 3310
MIME 3320

IT IS VERY IMPORTANT THAT M.E. STUDENTS TAKE STATICS THIS COMING FALL SEMESTER.  WHY?
Students on Plan A should take Statics the Fall 2008 so they can take Mechanics in Summer 2009 after their first co-op work term in Spring 2009.  Students on Plan B should take Statics also in Fall 2008, so they can take Mechanics in Spring 2009 and then start their co-op term in Summer 2009.  To take Statics, you must complete PHYS-2130 which covers vectors.
That having been said.....the Civil Engineering Department will allow students to take Statics concurrent with PHYS-2130 because you have a working knowledge of vectors from the short course on vectors last semester.  If this includes you, then register for section 006 of CIVE-1150 in fall 2008.  Wouldn't be a bad idea to review the short course in vectors too.
For students in the Industrial Engineering program, it is not nearly as critical to have Statics completed in fall 2008.  Several suitable replacement courses can be found in fall 2008 if you have not completed PHYS-2130 by then.
Course Equivalencies from Other Schools for Calculus, Physics and English  [Credit hours in brackets]

( M. I. M. E. Department        December 2007 )

[image: image11.wmf]U TOLEDO [S]

MATH 1850 [4]

MATH 1860 [4]

PHYS 2130 [5]

PHYS 2140 [5]

ENGL 1110 [3]

ENGL 1930 [3]

Adrian Col [S]

MATH 135 [4]

MATH 205 [4]

PHY 205+209 [5]

PHY 206+210 [5]

ENGL 101 [3]

ENGL 201 [3]

Akron Univ [S]

3450:221 [4]

3450:222 [4]

3650:291+93 [4,1]

3650:292+94 [4,1]

3300:111 [4]

3300:113 [3]

B G S U [S]

MTH 131 [5]

MTH 232 [5]

PHY 211 [5]

PHY 212 [5]

ENG 111 [3]

ENG 388 [3]

Clev State [S]

MTH 181 [4]

MTH 182 [4]

PHY 241 [5]

PHY 242 [5]

ENG 101 [4]

MCE 102 [2]

Cuyahoga CC [S]

MATH 1610 [5]

MATH 1620 [5]

PHYS 2310 [5]

PHYS 2320 [5]

ENG 1010 [3]

ENG 2150 [3]

Defiance [S]

MA 201 [4]

MA 202 [4]

NCE

NCE

EN 111 [3]

EN 270 [3]

Henry Ford [S]

MATH 180 [5]

MATH 183 [5]

PHYS 231 [5]

PHYS 232 [5]

ENG 131 [3]

ENG 135 [3]

Hiram Col. [S]

MATH 198 [4]

MATH 199 [4]

PHYS 213 [4]

PHYS 214 [4]

WRIT 110 [4]

WRIT 203 [4]

John Carroll [S]

MT 135 [4]

MT 136 [4]

PH 215,125L [3,1]

PH 216,126L [3,1]

EN 114 [3]

EN 116 [3]

Kent State [S]

MATH 12002 [5]

MATH 12003 [5]

PHY 23101 [5]

PHY 23102 [5]

ENG 10001 [3]

ENG 20002 [3]

Lakeland C C [S]

MATH 2500 [5]

MATH 2600 [5]

PHY 2410 [5]

PHY 2420 [5]

ENG 1110 [3]

ENG 1120 [3]

Lorain C C [S]

MTHM 181 [5]

MTHM 182 [5]

PHYC 251 [5]

PHYC 252 [5]

ENG 161 [3]

ENG 162 [3]

Lourdes Col. [S]

MTH 135 [4]

MTH 136 [4]

NCE

NCE

ENG 101 [3]

ENG 102 [3]

Miami Univ [S]

MTH 151 [5]

MTH 251 [4]

PHY 181,83 [4,1]

PHY 182,84 [4,1]

ENG 111 [3]

ENG 215 [3]

Mich State U [S]

MTH 132 [3]

MTH 133 [4]

PHY 183+191 [5]

PHY 184+192 [5]

NCE

NCE

Monroe C C [S]

MATH 171 [4]

MATH 172 [4]

PHY 251 [5]

PHY 252 [5]

ENGL 151 [3]

ENG 155 [3]

NW State CC [S]

MTH 213 [5]

MTH 214 [5]

NCE

NCE

ENG 111 [3]

ENG 220 [3]

Owens C C [S]

MTH 131 [5]

MTH 232 [5]

PHY 221 [5]

PHY 222 [5]

ENG 111 [3]

ENG 130 [3]

UM-Dearb [S]

MATH 115 [4]

MATH 116 [4]

PHYS 150 [4]

PHYS 151 [4]

COMP 105 [3]

COMP 270 [3]

The following schools are on the quarter system.  See Note below.

Cincinnati [Q]

ENGL 102 [3]

ENGL 103 [3]

Columbus St. [Q]

ENGL 101 [5]

ENGL 204 [3]

Ohio North'n [Q]

ENGL 151 [4]

ENGL 152 [4]

Ohio State [Q]

ENGL 110 [5]

ENGL 304 or 405

Sinclair CC [Q]

Terra Tech [Q]

ENG 105 [4]

ENG 190 [4]

Wright State [Q]

ENG 101 [4]

EGR 335 [3]

[S] means Semester system.       [Q] means Quarter system.      

NCE means No Course Equivalent at this school.          3 credits in Quarters = 2 credits in Semesters        3:2 ratio

* This school is on the quarter system.  By taking the third Math in the series or the first Physics in the series,

   you will be one or two credits short after the conversion [3:2 ratio] and transfer.  However, this is not a problem

   and can easily be made up by a suitable math or science course to be taken at a later date.   See advisor for details. 

   Remember, a C grade or better must be obtained in order to transfer this course to UT. 

   An official transcript must be sent by the school to: Records Office; Rocket Hall, Univ of Toledo, Toledo, OH 43606.

   For additional equivalencies go to the Course Applicability System [CAS] at www.transfer.org

   If you find that a course number is different than indicated here, please bring this to your advisor's attention.

ENG 111 [3], 112 [3], 113 [3] *

MATH 151 [5], 152 [5], 153 [5] *

PHY 131 [5], 132 [5], 133 [5] *

MATH 163 [5], 164 [4], 165 [4] *

PHY 231,4 [5], 232,5 [5], 233,6 [5] *

15-025: 261 [5], 262 [5], 263 [5] *

PHYS 201,02,03 [4] + 211,12,13 [1]

MATH 151 [5], 152 [5], 153 [5] *

PHY 177 [5], 178 [5], 179 [5] *

MTH 229 [5], 230 [5], 231 [5] *

PHY 240,2,4 [4,4,5]+200,202 [1,1] *

MTH 201 [5], 202 [5], 203 [5] *

PHY 201 [5], 202 [5], 203 [5] *

MTH 225 [5], 226 [5], 227 [5] *

PHY 270 [5], 280 [5], 290 [5] *


How to Make Your Summer Engineering Related Job Count as One of Your Co-op Work Experiences


If you have already obtained a summer job that involves engineering, it is possible that this job can count as your first engineering co-op work experience.  This is advantageous for several reasons including: additional income and engineering experience, your graduation may occur sooner, and/or there is room for an additional co-op work experience.  The following steps must be done for your summer job to count as your first co-op.  There are no variations in these steps.

1.
Obtain the engineering related job on your own without relying on the ECMC.  This is because the ECMC places our Sophomores, Juniors and Seniors – and that is a full time commitment for them.

2a.
For pre-approval if you have the engineering-related job before the finals in May:  Submit a letter by May 1st at the very latest to your advisor [email is preferred] saying something like: "I have obtained this full-time engineering related job [describe the job and the company].  The contact person is so-and-so with this address, telephone, and email."  Complete the letter by saying: "I would like this job to be counted as my first co-op work experience."  The reason we must have this letter then is that you must start the job no later than May 21st in order to have the required number of weeks to qualify the job as a co-op work experience.  Also, the job must be full-time.  In addition, have your soon-to-be-supervisor complete and fax the "Student Employment Verification Form" located in the letters-and-forms section of the coursepack to Ms. Kuntz.  If the job is approved, follow steps 3 through 6.  Fax # 419-530-8056
2b.
If you obtain the job during the summer and there is still enough time to get 13 weeks in at the job:  Submit a letter during the summer but no later than August 1st to your advisor [email is preferred] saying something like: "I have obtained this full-time engineering related job [describe the job and the company].  The contact person is so-and-so with this address, telephone, and email."  Complete the letter by saying: "I would like this job to be counted as my first co-op work experience."  Have your supervisor complete and fax the "Student Employment Verification Form" located in the letters-and-forms section of the coursepack to Ms. Kuntz.  If it is judged that the job is engineering-related and the duration is one-semester [at least 13 weeks], then it will be approved.  No requests will be honored after August 1st even if you have been working the entire summer.  If the job is approved, follow steps 3 through 6.

3.
You must register for MIME-3940-001 for the summer before May 8th if you have been pre-approved for the co-op job.  If your approval is granted during the summer, we will register you for this one-credit hour when you contact us by August 1st.  In either case, there is no tuition charge for this credit hour.

4.
Do everything that is expected of you during the first co-op work experience [such as, but not limited to: perform well on the job, observe all rules and regulations at the job including safety rules and regulations, etc.]

5.
At the completion of the job, do the four things that are described on page 19.
6.
The co-op fee will be included in your bill for fall semester around the first on August.  Be sure to pay by the deadline.

Failure to do these steps will mean this engineering summer job will not count as one of your co-op work experience terms.

A TYPICAL OFFER LETTER

Dear _________:  We, at ___________ Corporation have enjoyed the opportunity to discuss career opportunities available at our company.  It is our feeling that your educational achievements, employment history, personal characteristics and enthusiasm toward your career development make you an ideal candidate for our organization.


Therefore, we are delighted to offer you the position of Associate Engineer next semester, reporting to our Chief Engineer at the facility.  The base salary for this position will be $________ per month.  This offer is contingent upon satisfactory results of your pre-employment drug screen.  The offer also includes a Tier 1, College Recruit Relocation Package.  The details are enclosed.  You will also be eligible for participation in our Goal Sharing Program.  You will also be eligible for one of the best benefit programs available, including: Medical Insurance Program, Dental Insurance Program, Travel Accident Policy, Disability Income Program, Supplemental Life Insurance, Vacation Educational Assistance Program, Vision Program, Company-Paid Life Insurance, Dependent Life Insurance, Health Care and Dependent Day Care Spending Accounts, Company Retirement Plan, Company Savings Plan 401K Plan.

This letter does not signify that your employment is for a definite period, but rather your employment is at will.  Either party can terminate employment at any time.  Two copies of this letter have been provided.  Please sign below acknowledging your acceptance and return to me as soon as possible.  The second copy should be retained in your personal records.  We are pleased to make you this offer and feel confident that you will find this new position to be challenging, as well as rewarding.

CRITICAL SUCCESS FACTORS NEARLY EVERY COMPANY IS LOOKING FOR


With all the different questions being flung about, you may wonder what exactly the employer is looking for.  The following is the list of critical success factors that nearly every employer is looking for based on information published in numerous management journals, magazines, and company literature: 

Communication skills
Self-motivation
Flexibility
Proficiency in field of study

Positive work attitude
Responsibility
Leadership
Willingness to be held accountable

Teamwork
Integrity
Enthusiasm
Knowledge of the workplace

Confidence
Sensitivity
Interpersonal skills
Critical thinking and problem solving skills 




Energy [interest, curiosity, independence]

Show your competence in as many of the above critical success factors as possible and you will rise above the competition.

TIPS FOR SUCCESSFUL CO-OPING 

Before you get the position

1.
When seeking a co-op position, be open to location.  The more constraints you put on yourself, the harder it will be to obtain a co-op position.  This is especially true for students with gpa's that are below 3.0.
2.
If you accept a job offer, you are expected to take that job offer.  If you want to wait until another job offer comes in, see Ms. Kuntz for advice and timing on this.  But, you absolutely cannot accept an offer and then change your mind when another one comes in.  The penalty is: the co-op experience does not count and you still must pay the co-op fee.

3.
Most employers make an offer contingent on your passing a drug test.  There have been instances where a student had an excellent job offer only to fail the drug test.  Goodbye offer.  Many companies are using hair samples which can detect marijuana use for as long as 90 days.  The following will not work: "But I was in a room where the others were smoking.  I didn't smoke."  The drug test also can detect other illegal drugs.

4.
When a company invites you for an interview at their company site, don't say: "Can't make it, why don't you come over here."  This is because they want to show you their facilities as well as interview you.  They pay your travel as well.

5.
"Dr. Franchetti: I have decided that it is in my best interest to attend classes next semester [starting in three weeks].  I have scholarship money that may not be available down the road."  WRONG!  When making a decision like this, check with Ms. Kuntz first because [a] a company might be counting on you, [b] the company may still be considering you for the job, [c] scholarship money usually does not lapse if not used by a certain time, and [d] you need to check with Dr. Franchetti to be sure the courses you need are available and that you can get in.  This is because when you try to switch plans, you are not automatically added to a course you need if it is full.  We prefer not to have people switch plans.

When you're on the Job [also, see section entitled: Tips for Success in the Business World]
1.
Maintain a good attendance record.

2.
Orient yourself to the new environment as quickly as you can.

3.
Learn how the "system" works and follow it.

4.
Adapt to communication styles [written, verbal].

5.
Learn safety rules and obey them.

6.
Learn people's names and familiarize yourself with their positions and duties.

7.
Be able to take suggestions and criticism from people because you are in the learning phase on the job.

8.
Establish good work habits: [a] Keep records of the assignments you are given; [b] Pay special attention to detail; 

[c] A job done well is evidence of your ability and readiness for more complex tasks.

9.
Excellence and enthusiasm balanced with the ability to learn through constructive criticism, usually result in assignments with increased responsibility.

10.
Always be tactful and courteous.

11.
Adapt to internal politics.

12.
Don't be afraid to ask questions.

13.
Learn to cope with realities of the work world.  Not everything is going to go your way.

14.
Learn to build on what you know.

TIPS TO ENABLE YOU TO GRADUATE A SEMESTER OR TWO EARLIER

1.
Take a humanities, social science or multi-cultural course at a university or college in the evening while co-oping.

2.
Take a humanities, social science or multi-cultural course distance learning from UT while co-oping.

3.
Take classes instead of the fourth co-op term.

4.
In all cases plan your last two years carefully to avoid pre-requisite problems.  When in doubt, see your advisor.

EXPECTED BEHAVIOR ON CO-OP JOBS

Engineering Career Management Center

The University of Toledo, College of Engineering

There are some basic, unwritten rules that organizations expect all employees, including co-ops, to know. Even if your supervisor never discusses these rules, you will be expected to follow them. You need to:

· Be reliable.  This means you get to work on time, and you don't miss work. If you are forced to miss work for some reason out of your control, you should let people at work know as soon as possible. 

· Be willing to work.  This means doing your job, but it also means doing those extra things to help everyone around you get the job done.
· Be respectful.  You must show respect for the company you work for, for your boss, and your fellow employees. 

· Keep your job separate from your social and personal life.  Don't make dates in the office or take up your boss's or co-workers' time with discussions of your personal life.  Do not visit non-work related websites or send non-work related emails.  Emails to/from Ms. Kuntz and Dr. Franchetti are okay as they relate to job and school.

· Think before you act!  Drinking and partying definitely do not present a professional image, and can also be very detrimental to your health and well being.

Violation of any of these rules will result in a grade of NC (no credit) for your co-op work experience if the violation is sufficiently serious. The decision to award the NC grade will be made by the student's co-op director, undergraduate director, and Assoc. Dean. If the infraction is sufficiently severe, the student may not be allowed to co-op again until remedial action is taken. Typically, the student will be expected to write a letter of apology to the company if the infraction involved inappropriate behavior.  Additional remedial action may be required in particularly serious infractions.

The above is a policy developed in the College of Engineering and adopted in August 2000.

SAFETY IN THE WORKPLACE


It is quite likely you will be around high speed machinery and equipment, hazardous materials, noisy environments, and/or in situations where extreme care is needed.  Hence, safety will be a very important issue for you [as well as everyone] in the workplace.  This may seem obvious, but it does not hurt to mention it here that........


You must follow company policies regarding safety in the workplace.


This includes: wearing safety glasses, wearing noise protection, wearing certain protective clothing, gloves, hats, etc., staying a clear and safe distance from dangerous equipment and machinery, not putting your hands where they shouldn't be – not even as a joke.  The point is, safety is very important for a number of reasons: your health and well-being are the most important reason and I'm sure you can think of other reasons.  Every day there are literally hundreds of lawsuits filed by individuals and companies regarding safety – or lack of safety – in the workplace.  We need to be cognizant of this important issue.


In the event you believe there is a safety violation or safety hazard in your immediate area, the first thing you must do is bring this to the attention of your supervisor.  It is not wise to go to anyone else.  Be sure to do this in a responsible way.  Listen to what he/she says regarding this issue because maybe there are other issues that you may not be aware of.  In the event the safety hazard is not addressed in a reasonable length of time, contact Ms. Kuntz.

ADVICE FROM A FORMER CO-OP STUDENT WHO NOW HIRES CO-OP STUDENTS
[Provided by one of our graduates working locally who interviews and hires co-op students]

●
Think of your co-op as a four-month long interview.


●
The company is looking for someone to do a job above and beyond minimums.


●
You don't want to be a clock-puncher.  You want to get the job done.


●
Finally, but above all, the company is looking for someone with a positive attitude.
ON CAMPUS HOUSING INFORMATION FOR STUDENTS ON CO-OP

Approved by Associate Dean of Engineering and by Director of Residence Life

April 27, 2000  [Revised August 2002]


Students on Co-op wishing to live in the UT Residence Halls will find the following information helpful.  The Office of Residence Life at the University of Toledo will not hold you to the housing contract during the semesters when you co-op.  

There are three scenarios that arise.  

[1]:  You are living in the Residence Hall in fall semester, and plan to leave in December to live somewhere else during your spring semester co-op work assignment.  You wish to return to the Residence Hall in the summer.  You are to inform the Office of Residence Life during fall semester.  The Office of Residence Life will accommodate your request.  The room you get in summer will likely not be the room you vacated in December.

[2]:  You are living in the Residence Hall in spring semester, and plan to leave in May to live somewhere else during your summer semester co-op work assignment.  You wish to return to the Residence Hall in the fall.  You will sign up for a fall assignment during the regularly scheduled sign-up period, and the Office of Residence Life will accommodate your request.  The room you get in fall will likely not be the room you vacated in May.

[3]:  You are living in the Residence Hall in summer semester, and plan to leave in August to live somewhere else during your fall semester co-op work assignment.  You wish to return to the Residence Hall in the spring.  You are to inform the Office of Residence Life during summer semester.  The Office of Residence Life will accommodate your request.  The room you get in spring will likely not be the room you vacated in August.

The Office of Residence Life is very understanding about the needs and requests of our Engineering students.  They have the responsibility of providing cost effective, adequate and safe housing year-round.  The best advice is to make your needs and requests known to the Office of Residence Life at the earliest possible date.

THE RULE ABOUT RETURNING TO A DORM: "If you go off campus from the dorms while local, you can only come back on campus to live on a space available basis."  Since UT will not know if there is space available until the semester starts, assume no occupancy.

HOW TO SHARE AN APARTMENT WITH SOMEONE WHO IS ON

A CO-OP ROTATION OPPOSITE YOURS

Let's say you have this great apartment for the semesters you are in residence at UT, and you want to have someone use it, not trash it, and pay the rent during the semesters when you are in Arizona or California making a ton of money and getting excellent engineering experience.  Alternately, let's say you are looking for an apartment for the semesters you are in residence, and there may be someone who already has a great apartment and would like to share the lease.  In addition, let's say you need a roommate.  How are you going to find out about this?  Here is the answer:  The ECMC has set up a website for engineering students only where you can find out, and post information about apartments.  Kind of like a clearinghouse.  Please understand that UT does not get involved with any arrangements you may make with other engineering students regarding sharing apartments.  This is completely between the renters and the landlords.  To make this successful, we hope you will use the website to place your housing needs.  Since this information is only available to students registered in the ECMC, the logon procedure is:
[1]  Website:  https://career-man.eng.utoledo.edu/toledo/student/

[2]
It will say something like: "Welcome, Please click here to view the list of companies attending the Career Fair or other timely news.  Then it will say: Please click here to access the Engineering Housing page.  It is on the Housing Page where you will see Available Rentals, Rentals which want roommates, Roommates who want rentals, and a way to add to any listing.  This is for "Metro Toledo" as well as "Outside Toledo Area".  This will help you find your rental and/or roommate(s).

[3]
Also, there is a "Tips & Information Page" with info on the following: 


Landlord Duties
Tenant Duties
About Evictions
When Something Goes Wrong


F A Q 's
Sample Lease
Important Phone Numbers
Security and Safety


Steps to Renting
Leases and Terminology
Subletting
Common Rooming Problems


Security Deposits
The Toledo Area 
Furniture Rental
Being a Good Roommate


[timetable of events]
OUTLOOK FOR THE NEXT FEW SEMESTERS


Here's a preview of coming attractions for the next several semesters from students who've been there; done that.  Also, refer to the timetable on page 36.
Summer after Freshman Year:

If you need to complete Calculus II, and Physics I, be sure to get it done and transferred to UT otherwise you'll be behind in every semester hence.  If you work a job, save your money for next school year.  If you co-op [see page 32], be sure to follow those instructions carefully.

Fall of Sophomore Year:

Statics, Manufacturing, Calculus III, and Physics II are four tough courses.  Don't think about taking a fifth course.  Update your resumé with your new gpa and summer work experience.  Save it, upload it, submit it, and make a backup on your floppy disk.  Go to the Career Expo in September.  Schedule summer classes in January even if you are taking MIME-3940.

If you are on plan A: Start monitoring your email every other day and sign up for interviews during the semester (preferably early in the semester).  Communicate regularly with Ms. Kuntz regarding interviews, job offers, etc.

If you are on plan B: Modify your resumé in December or at the very latest, the second week in January. 

Spring of Sophomore Year:

In March or April advance register for the next academic year.  If you need advice, contact your advisor by email.

If you are on plan A: You'll be on your first co-op work term this spring semester.  You may want to take a course via distance learning or at another college in the evening.  If so, best if you have advance registered to insure a space for you.  At the end of the semester do the four required things to get co-op credit.  The bill in May will include the co-op fee plus tuition for summer classes.

If you are on plan B: Start monitoring your email every other day and sign up for interviews during the semester (preferably early in the semester).  Go to the Career Fair in February.  Communicate regularly with Ms. Kuntz regarding interviews, job offers, etc.

Summer after Sophomore Year:
If you are on plan A: If you will be returning to the same company in the fall, you need only concentrate on your summer classes.  The semester is 12 weeks and no Friday classes.  The math classes may be for six weeks each so the material comes real fast but you're done with it in six weeks.  Best to schedule each math in a different six-week session.  This is a full semester of classes and should not be thought of as "part-time" so you can work another job.  Take these important classes seriously.  If you want to go to another company, start monitoring your email every other day and sign up for interviews during the semester.  Keep in contact with Ms. Kuntz regularly.

If you are on plan B: You'll be on your first co-op work term this spring semester.  You may want to take a course via distance learning or at another college in the evening.  If so, best if you have advance registered to insure a space for you.  At the end of the semester do the four required things to get co-op credit.  The bill in August will include the co-op fee plus tuition for fall classes.

USE OF THE REC CENTER WHILE ON CO-OP


Since the UT Recreation Center is funded by a portion of your student activities fee, and you are not paying any activity fee while you are on co-op, the following rules apply to use of the UT Rec center during your co-op semesters:

1.
You get 15 free visits to the Rec Center in the semester you are on co-op.

2.
There is a nominal charge for additional visits depending on the number of credit hours [not counting MIME-3940] that you are taking.  This is reasonable because you are not paying any activity fee during co-op unless you are taking a class or two.  Go to the Rec Center for more information.

WHAT THE CO-OP FEE COVERS


Students often ask what the co-op fee covers.  Many feel this fee is unjustified especially if the student has secured his/her own co-op position.  As you may know we faculty get paid by your tuition dollars plus money that the State of Ohio provides for higher education.  This is not the case for the staff members in the ECMC.  Their salaries and other expenses in ECMC come from the co-op fees.  Starting salaries for the Associate Directors is $35,000 which is far less than you'll be earning upon graduation.  They are here not for the money, but because they believe in what they are doing.  In an effort to explain what the co-op fee covers, we offer the following explanation.

Identifies and recruits companies to visit the College of Engineering to interview and hire our students

1.
Searches for new companies through mailings, webs sites, and phone calls.

2.
Drives or flies to the company to meet with their representatives in order to learn more about the company and its facility first hand. Checks on the area as well as the company for the student’s safety and affordable housing.  Often times this requires more than one day. Therefore, travel accommodations are necessary.  This includes hotel rooms, toll charges, car rentals, plane tickets and meals.

3.
Presents materials about the Co-op program.  These materials are prepared and printed here at the university’s print shop at the expense of the ECMC.

4.
The Co-op director also visits the company from time to time to keep the relationship between the university and the employer active.
Schedules interviews with companies

5.
It takes much time and numerous phone calls to set up the interviews.  We also prepare a folder for the interviewer.  This folder contains the student’s resumé, transcript and evaluation form.  The evaluation form goes into the student’s file after the director has reviewed the information.  The student can request to view these evaluations at any time. 
6.
While the company representative is here conducting the interviews we often buy lunch for them, as they are our guests.  Remember, they are coming here to conduct the interview… this is saving students the cost of traveling to visit them at their facility.
Provides counseling for students

7.
Time spent with the student one-on-one to assist in identifying career choices, resumé preparation, professional conduct, and interviewing skills.
8.
The directors are paid for their education, experience and talents in helping you, the students, succeed in their career goals.  They are available to students throughout your academic career and as alumni.
Maintains employer information

9.
An Information Library is kept in the ECMC.  It is open to all engineering students who wish to search the files for information about companies of interest.  There is also a computer and a copier that the students may use.
10.
We also fax applications, transcripts, resumés and other required information to employers for the student.
Other

11.
Directors belong to various groups/organizations and attend many speaking and teaching seminars to keep continually abreast of what is occurring in the marketplace.

12.
Helps gets a student out of trouble with the company for doing inappropriate or dangerous things.

In Summary, through payment of your co-op fees, the ECMC . . . . . . .

· Identifies and recruits companies to come to the College of Engineering for interviews to hire our students.

· Visits the companies to investigate their facilities and employment opportunities.

· Schedules interviews with companies.

· Counsels students regarding careers.

· Counsels students regarding their professional conduct.

· Helps the student to grow in their social and communication skills.

· Assists students with their resumé.

· Prepares students for their interviews.

· Reviews, interview evaluations with the student, and works with the student on areas where they may need improved interviewing skills.

· Reviews co-op employer evaluations with the student.

· Performs mock interviews with the student.

· Organizes an Engineering Career Fair twice during the academic school year.

· 
Sets up meeting rooms and schedules interviews at the College of Engineering.

· Provides assistance to students in full-time career placement before graduation.

· Provides assistance to students in full-time career placement after graduation.

· Provides a library of company information in which the student may research businesses they have an interest in seeking employment.

· Provides transcripts to companies at no charge.

· Provides the use of a fax machine, copier, and telephone at no charge, for the purpose of seeking co-op experiences and permanent employment opportunities.

· Registers you as a full time student which assists you with matters such as insurance, scholarships and deferring of student loan repayment.

· Maintains your engineering e-mail account.

· Helps get you out of trouble if you mess up.
WHERE OUR STUDENTS CO-OP

When seeking a co-op position, be open to location.  The more constraints you put on yourself, the harder it will be to obtain a co-op position.  This is especially true for students with gpa's that are below 3.0.


40 STATES + Washington D.C. + Puerto Rico

(Over 7,500 Engineering Co-op Placements Since 1997)
Plus......28 Foreign Countries

AFGHANISTAN – BAHRAIN – CANADA – CHINA – DENMARK – FINLAND – GERMANY – GREECE – HONG KONG – INDIA – ISRAEL – JAPAN – JORDAN – KOREA – KUWAIT – LEBANON – MALAYSIA – NETHERLANDS – OMAN – PAKISTAN – SAUDI ARABIA – SENEGAL – SERBIA – SOUTH AFRICA – SWEDEN – SWITZERLAND – UNITED ARAB EMIRATES – VENEZUELA
THE CO-OP MEDALLION


Students who graduate with more than three officially registered and successfully completed co-op work terms are awarded the Co-op Medallion at graduation.  This is an engraved gold medallion by the College of Engineering.  There is no co-op fee for co-ops four and higher.
HOW TO ASK QUESTIONS ON A PLANT TOUR - A RECENT EXPERIENCE


When you go on a plant tour, you need to realize it's another interview.  The company wants to gage your interest and enthusiasm while you see their plant in operation.  Not too long ago one of our MIME students interviewed on campus, and was invited to the plant as the student was one of the finalists.  This is good!  During the tour the interviewer asked various questions - obviously.  The company employee was a recent MIME graduate, and he graciously provided the following narrative and recommendations in order to help current students.  I'll use the name "John" for the company employee, the name "Sam" for the MIME student, and let's say the company is the "Ford Motor Company". [John's comments and recommendations are in brackets.]  Here's John's email which I edited to fit one page.

Dear Ms. Kuntz:  I offer this to help your current students who will be going on plant tours / interviews pretty soon.  Here are a few of the questions I asked, the answers I got, and the answers I would have rather heard.  I certainly am no professional interviewer, and neither are most people they will interview with.     Hope this helps.     "John" from Ford Motor Company

John showed Sam a transmission case and asked, "Are you familiar with Ford's new 6-speed transmission?"  Sam's answer:  "Um... not really."  [It is ok that Sam doesn't know about it, I didn't expect him to, but better answers would have been something like:  "No, what model car is it going into?" or "I did not realize they were developing a six speed.  How long have they been working on that?" or "No, I am unfamiliar with transmission cases, is this what they typically look like?"
"Sam, your resumé says you have experience with Excel, can you explain?"  Sam's answer: "We used it quite a bit at school."  [This tells me nothing. I do not want to have to pry information out.  I am looking for a conversation, not just a question answer session, you will notice the answers I want to hear from the candidate will end with a question, that way we can continue dialog and the interview is more natural.  Better answers would have been something like: "We used it quite a bit at school, how do you use it here at Ford?" or "I used it in Orientation class to do plotting and I remember a problem on determining company profits.  Do you guys do anything like that?"
"Sam, I see you have IDEAS listed as software you use.  Do you have much experience with it?"  Sam's answer: "We just used it at the end of our CAD class."  [I know he is not going to be a CAD expert, but at least he could give me a little insight into what he does know about it.  Or even express that he really enjoyed 3D CAD work, or tell me something, anything.  Better answers would have been as follows:  "We just used it at the end of our CAD class.  I wish we would have done a little more.  Do you use IDEAS?" or "Most of the CAD work I have done was 2D Autocad, is everything you do in 3D?" or "I do not have much experience with it, but what little I did learn, I enjoyed it.  Why do you ask?"
"Sam, your resumé says you repair paintball guns, do you play a lot of paintball?"  Sam's answer: "Not since summer."  [I only ask this question to try to see if there is any passion in the candidate.  It has no bearing on the job, it is just small talk, but the small talk is important.  Most conversations in the work place are small talk.  I am trying to see if he is personable.  His answer leaves me believing that he is not.  Note how short all his answers were, never offering more than what is asked for.  Better answers would have been: "I love paintball, do you play?" or "I used to play, is it popular here?"
"Sam, I see under special skills it says you do computer networking, and computer programming, what have you done?"  Sam's answer: "I networked a couple computers at home.  I just do a little programming here and there."  [Please!!! Just tell me something substantive, believe in yourself.  I do not care if all you did was plug in a network cable, show me a little bit of enthusiasm.  Better answers are:  "Yeah, it is pretty neat, I have all the computers in my house networked, and it works really well." or "I just dabble in networking; I would be interested in seeing how your system is networked." or "I have only done a little, but it interests me a lot.  Would you be using me for anything like that?"
These are just a few examples, but they were typical for every question asked.  I think a good strategy for an interview is to try to make your interviewer enjoy the process.  I certainly do not mean to tell jokes, but anyone conducting an interview would love to talk to the candidate about everything they do.  That is how we engineers are, we are excited about what we are doing, and the candidate should use that to his or her advantage.  The person we hired seemed (and hopefully he really was) excited about what we do.  He even seemed to be chomping at the bit to get started.  He certainly did not act like he knew everything; he was very honest about everything including his GPA, which was the lowest GPA among the five finalists.  He got the job be cause he had passion, personality, and seemed to desire the work.  When he left the interview I had a good feeling, I enjoyed myself.  I wanted him to be part of this company.  That stuck with me.  The other candidates were all pleasant, but it felt like work interviewing them.  One of the main reasons a company hires a co-op is because the company is looking for someone fresh who has a lot of energy and has not been working on the same projects for the last 20 years.  The candidate needs to show that they possess that energy.

When Sam toured the shop he seemed utterly frightened.  I know it is overwhelming; it is ok; even good to look overwhelmed, but you cannot be paralyzed with fear.  He should have treated it like a field trip in elementary school (I know it sounds odd).  He should try to learn everything he can about the facility by asking a hundred questions.  I even would have been appreciative if he had interrupted me if we were walking past something he was interested in so he could look at it.

Candidates must remember that their interviewers are human as well.  Sometimes the candidates think too much, and they weigh every word they say, and they are so frightened to say something wrong that they say nothing at all.  They should be themselves.  If a place does not want to hire them for who they are, they should not want to work there anyway.  Lastly, these young men and women should know that when they are able to be comfortable with themselves, they will have much better success in the interview process.
THE CO-OP EVALUATIONS AND WHEN TO COMPLETE THEM
Both you and your supervisor will need to fill out a student and employer evaluation for each co-op experience.  The evaluations are on line and should be done during the last week of your co-op work term.  This will allow the grade of PS [for "Pass"] to be electronically entered.  The website is:  https://utssl.utoledo.edu/assessment/cgi-bin/qweb.exe?355PXP5 or you can get there via: www.eng.utoledo.edu/coop/
In the evaluation, one of the last questions asks your intention for your next co-op.  If you select "would like to look for another company", then you need to see Ms. Kuntz as soon as you get back to school the next term in order to start the interview process again.

Finally.....The following happened sometime ago:....After completing an excellent co-op experience, a student wrote on his evaluation that: "I can't wait to get the heck away from this dumb company, these stupid people, and this awful town."  Even if that is true, you'll just need to keep it inside of you.  People read what you write and it is important that you be professional in all of your communications.  In a professional environment, one dumb sentence could ruin it for you.  It could also be a violation of the Expected Behavior on Co-op Policy shown above.

LAST MINUTE TIPS AND SUGGESTIONS ON YOUR CO-OP

· Apply early in the semester [September and January] for interviews.  Everyone who has done this has obtained fine jobs.

· If you have any contacts with engineering firms, you are welcome to get your own co-op position.  The job must be full-time involving engineering for an entire semester [14 weeks fall, spring; 12 in Summer].  Get it approved by Ms. Kuntz first to insure that it is, in fact, suitable for your co-op.  After that, the four tasks identified earlier must be done.

· You can't just change your co-op plan because you want to.  You need to have a good reason and the number of students need to balance.

· The way to get on the bad side of Ms. Kuntz and Dr. Franchetti is don't reply promptly to emails, and skip interviews.  If you want to eventually graduate, you don't want to be on the bad side with either of them.

· Don't put yourself in a position where you only have one remaining co-op and you are looking for another company.  Companies are very reluctant to hire someone for only one co-op for many reasons.

TIPS FOR SUCCESS IN THE BUSINESS WORLD [INCLUDING YOUR CO-OP]

Now that you have your first co-op job, you will need a few pointers rather than to learn by trial and error.  Some of you may have experience working with professionals in the business and engineering world, and some may not.  The following are some tips and guidelines to help you gain success.  They were obtained from numerous sources including MIME upperclass students who want to share these with you.  Three years from now, would you please send me your comments for inclusion on this page.

•
Oral Communications.  Communications skills will make or break you.  This is the single most important skill that will have a direct impact on your success and on promotions during your entire career.  The perception is that engineers know about solving problems and know calculus, but they cannot communicate effectively.  This was fairly accurate before ABET put more emphasis on including communications in undergraduate engineering curricula.  What you say and how you say it will mark you as either: intelligent, soft-spoken, gentle, sincere, knowledgeable and capable, or it can mark you as moody, mean-spirited, abusive, vulgar, sexist, and bigoted.  You want to be polite, at the same time let yourself be heard.  Don't be too quiet and laid back.  Do not use words like: "kinda", "sorta", "uhm" and "maybe".  "Because uhm if you do, you kinda sorta sound like you uhm don't really believe in uhm what you're saying, maybe."  People infer that you are unintelligent if you speak with poor grammar, and they infer that you are intelligent if you use good grammar.

•
Written communications.  Same inferences as above with written work.  Be sure to check and double check everything you write.  This coursepack has been checked about seven times and there are still a few errors, I'm sure.

•
Attitude.  This is an overworked word but for good reason.  Your parents used it, your teachers used it, and your supervisors will use it.  No other quality will have as much impact as attitude in regard to your success on the job.  Don't have an over-confident, cocky, or arrogant attitude.  No one likes or admires a Mr. know-it-all.  Be humble and show respect to all people including secretaries, shop workers, administrators.  You don't know who will be able to help you or hurt you months down the road.  People remember attitudes.  Make them remember your good attitude.

TIPS FOR SUCCESS IN THE BUSINESS WORLD [Continued]

Communications and Attitude were listed first.  The following are in no special order.

•
Focus on "results" and not on your "career".

•
What you know is not as important as what you can do.

•
Be willing to travel, work hard, and learn.

•
Go in with the idea that you are going to help others.

•
Pay attention to how your peers perceive you.  People tend to remember negatives more easily than positives.  

•
Don't be too boastful or try to take credit for things.  The credit will come as others recognize your accomplishments.

•
Allow your dedication and commitment to your company to be visible but don't flaunt what you have done.  Be subtle.

•
Know when to be formal [when in meetings, especially with superiors] and when to be informal [varies with the company].

•
Do's and Don'ts regarding proper attire for men:



Do's for men: Nice shirts, nice pants, ties unless told not needed.



Don'ts for men: Sleeveless shirts, gymwear, jeans, body piercing jewelry, heavy dose of cologne.

•
Do's and Don'ts regarding proper attire for women:



Do's for women: Dresses, slacks, appropriate length skirts.



Don'ts for women: very short skirts, revealing bellybutton, body piercing jewelry [earrings-okay], heavy dose of perfume.

•
Calendar/Planner.  Your Calendar / Planner will likely be more use to you at the job than at school.  Use it effectively every day.  Be sure to take it to all meetings.  Keep it open and on your desk all the time.  Recommend using pencil.

•
Ask Questions.  If you do not understand, do not be afraid to ask.  When you ask, you don't want to ask at an inopportune time - like interrupting something.

•
Listen Carefully.  At all times and especially when given instructions, you need to listen and process the information carefully and correctly.  Get everything else out of your mind and concentrate on the task at hand.

•
Accept that you don't know very much but that you can help by bringing your skills and good attitude to the company.

•
Applying your Knowledge.  You are expected to know how to apply what you learned at school.  Either take key books with you, or have a way to get them if you need them [such as someone who can mail them to you].

•
Be Proactive.  Do not sit back and wait for work to come to you.  Always be proactive and ask if there is something you can do when you finish a task.

•
Have the mindset to get something done that is of value to the company.  This results in a win-win situation.

•
Do not refer to females as "girls" or "gals".  "Women" is the appropriate word.

•
Do not use the male pronoun as gender neutral.  Use "he/she" or "s/he", or revise your speech/writing to use the plural "they".

•
Feedback.  In school, feedback is graded homework, graded tests, quizzes, and of course, grades.  In the professional world, feedback is both formal and informal such as weekly meetings, daily statements, annual evaluations, end of semester co-op evaluations.  Some supervisors only tell you when you are not doing something right.

•
Dining Etiquette.  It is possible you will be dining with other professionals - whether at lunch or a dinner and maybe even with customers.  If you do not have proper manners, consult someone who does and take heed.  It will be noticed and remembered.

•
Treat your co-op job as if it were your full-time career position.  It might just become that years from now.  Or you may encounter some of these people someplace else, and they will remember the kind of worker you are.

•
Keep in touch with your co-op contacts while you are searching for your full-time career position.

TIPS FOR SUCCESS IN THE BUSINESS WORLD [Continued]

•
Never underestimate the extent of your professional and ethical responsibility.  Regardless of the size of the company, you contribute in some measure to making decisions which result in the safety and welfare of human beings.  These results can be good, bad, or catastrophic.  By doing your job responsibly, you minimize liability because your judgment is based on your knowledge.  Follow these guidelines:

•
Approach all of your engineering systematically; especially when developing new products and processes.

•
Apply the appropriate expertise to all engineering activities.

•
Be aware of and use applicable codes and standards.

•
Use established procedures for design evaluation and failure analysis.

•
Keep accurate records of your activities in an engineering "logbook" or "professional diary".  


Some companies require this.

•
Keep records of your department's engineering activities - or at least the highlights of those activities with dates.

•
Profanity. Refrain from using profanity in the workplace. It is not at all popular, effective, nor funny.  Rather, it is offensive.

•
Harassment and Discrimination.  There is simply no room for sexual harassment or discrimination of any kind in the workplace.  Blatant infractions get people and companies in big trouble.  Refer to section on sexual harassment and discrimination.

•
Overtime.  Before working overtime and expecting to get paid for it, check with your supervisor that this time will count as overtime.  This includes working through lunch hour and expecting to get paid for it or expecting to be allowed to leave early.  Check it out first!

•
Put it in Writing.  Be very careful of what you put in writing as people may likely see it months and years after you thought it was done and finished.  This goes for negative comments about people, other departments, mistakes that you think were made by others.  There are too many negative consequences to putting the wrong thing in writing.

•
Using Company Resources for Personal Use.  Whether you use a pad of paper provided by the company, or their photocopy machine for personal use, you run the risk of getting into trouble.  I recommend getting this clarified early on.  There was a case recently were a co-op student during working hours was using his PC to view, shall we say, inappropriate websites.  The company can easily check this, so it is best to not do this.  Best advice is to do your job at your jobsite.  

An email from a former student - This is serious - no joke.

Dear Dr. Franchetti, 


A recent situation occurred with a friend of mine the other day that you may want to pass on to your Professional Development classes. He hurt his back at work, and had to be checked out at the hospital.  Along with the checkout, he had to take a drug test per company policy.  He was found positive for morphine.


Due to the fact that he is drug free, he went through a living hell thinking he would lose his job, truck, house, and future for doing nothing wrong.  After going through all his prescription medications with his doctors, pharmacists, and manufacturers for possibilities, he realized what it could have been.  He ate a significant amount of a poppy seed cake he baked that weekend.


After a bit of research on the Internet, he discovered that a rather small amount of poppy seeds (a couple of teaspoons) could cause a positive drug test.  He took a significant amount of information he found, and a piece of the cake he dug out of the trash to work to show what had happened.  After research and deliberation by Human Resources and Safety, he was able to keep his job with the understanding that he was not to eat poppy seeds again, and he would have at least one random drug test within the next year.  My friend readily agreed.


This incident has easily enticed me to give up poppy seeds, as well.  I heard the "old wives tale", but I didn't believe it until now.  You may want to pass on to your students that drug tests are taken very seriously, and some foods can alter the affect of them.  Many students searching for their first co-op have not taken a drug test before, and should ensure that they do not lose a golden opportunity for doing nothing wrong.  My friend was able to keep his job because of his long time good standing with the company, someone interviewing for a job would be passed up without a second thought.

Sincerely, [Name withheld by request]
REPLIES FROM MS. KUNTZ TO EMAILS SENT BY SOME MIME STUDENTS

The following emails are the replies from Ms. Kuntz to students who either didn't do what they were supposed to do, or they did it much after they were supposed to do it.  Names have been removed as we didn't want to embarrass anyone.
It is unfortunate that you waited so long to update your resumé. You have missed numerous employment opportunities. In any event, I have made several revisions to your resumé. Please upload the attached version and notify me when you have done so. I recommend that you devote all your energies to securing a co-op position at the Engineering Career Expo tomorrow. If you do not secure a co-op position for Spring, the next time I will be able to assist you with this task is for a Fall co-op position.
There were several errors on your resumé which I have corrected for you. Please upload the attached resumé and notify me when you have done so. Also, please see me as soon as possible as it is really late to begin the co-op process, therefore, alternatives need to be discussed.
Today I received your student evaluation of your summer co-op. This evaluation was due over a month ago. On this evaluation you stated that you are seeking a new co-op for your second co-op. Since you are over a month late in getting started on finding your second co-op, this will likely delay securing a co-op. If you do not secure a co-op for spring, which is highly unlikely due to your inactivity, the next time I can assist you in securing a co-op position is fall. Please see me immediately. 

I spoke with Dr. Franchetti regarding your situation.  If you decide not to co-op in spring, which as you know it is late, the next time I will be able to assist you with securing a co-op position is fall.  However, if you secure an engineering co-op position on your own for summer, I will be happy to work with you to ensure that it will meet all of the criteria required for an engineering co-op position.  Please let me know what you decide.

The following students are scheduled to co-op Spring 2005 and are considered inactive. Their inactive status is a result of not providing an updated and approved resumé to me. Their updated resumé was due on September 3, 2004. It is September 10 and I still do not have an updated resumé. The following students are inactive: [list of a several students follows]
Being inactive greatly reduces the probability that they will receive co-op positions.

Once you say you are returning to an employer, which you did on your evaluation, you are expected to return.  If you choose to go to a different employer, that co-op experience will not count and you will still have to pay the co-op fee.  If you need clarification, please see me.

We received your student evaluation. Thank you. On the evaluation form you indicated that you would like to find a new employer for your third co-op. Per your co-op contract, you are only allowed to switch co-op employers after your first co-op rotation. Therefore, you are not eligible to switch co-op employers. Please see me as soon as possible.
I understand Mr. Smith from Worthington Steel contacted you regarding his open position and you wondered why he was contacting you. In early September you applied to an open position at Worthington. Please stop in my office so that we can discuss the proper responses when companies contact you.

I was concerned by the comments I received regarding your interview today.  First of all, the interviewer told me you did not know who you were interviewing with.  I am curious to know how this could happen.  Other comments I received from the interviewer were:  "Was not prepared.  Didn't know about our company.  Really didn't have much to say.  He should prepare for his interview and attempt to be more communicative".  I would like to talk to you about all of this because this is one company that does not require a high GPA as part of their requirements.  I really thought this was going to be your chance to shine. However, things did not work out. Please see me about this before you conduct any more interviews.
Dr. Franchetti:  I need your assistance in reconciling the MIME fall co-op registrants one-third of the way through the semester.  Specifically: JT is co-oping fall semester. However he neglected to register for MIME 3940-002.  RK is not co-oping this fall, however, he did register for co-op. This co-op should be removed. Thanks for your help with these registration problems. 

Dr. Franchetti:  The following students are on co-op this semester however they did not register for MIME-3940. If they want to get credit they will have to register. Since it is after the third week, they will be charged a significant late fee. Would you please contact the students and see which of these alternatives they would like.   [NOTE:  Late registration fee is $150.]
Ms. Kuntz estimates that over 40-percent of her time is devoted to dealing with problems such as these.  We strongly recommend you avoid putting yourself in any of these situations.
INTERNATIONAL RULES OF ETIQUETTE

Occasionally co-op students travel to other countries or meet people in the US who are from other countries.  For this reason it is important to be knowledgeable of various International Rules of Etiquette so as not to offend anyone, and to come across as somewhat knowledgeable of the customs in other countries and societies.  Here are some do's and don'ts regarding people from other countries....followed by a few pertaining to the United States.
The overriding rule is: if you do not understand something about the culture, ask.  This shows the people of that country that you care about their culture.

Acknowledgements:  Dr. Bennett and Dr. Marinescu in the MIME Department, several international MIME students.
Several former students and the book: The Lonely Planet Guidebook [ISBN 0-86442-690-9]
In general: cultures in the East and Southeast [Japan, Malaysia, Vietnam, Indonesia...]

Dress discretely.  Remove shoes before entering a home or religious site.

Bring a gift when visiting someone's home.

Ask permission before taking someone's photo.

Use two hands when giving or receiving an important gift, document, etc.
Don't lose your temper as this will cause everyone involved to lose face.

Don't engage in public displays of affection.

Don't use your left hand for eating, shaking hands or giving/receiving gifts.  In many southeastern countries, the left-hand is used for cleaning oneself after going to the bathroom.

Don't touch people on the head because the head is considered sacred.

Don't openly criticize the culture, religion or leaders of the country you are in.

JAPAN:

Dress formally - dark suit, white shirt, conservative tie.  Women: dress suit or dress [not too short] and top [not too low]

Bring a gift for your host / company.

Business cards - English on one side; Japanese on the other.  When you get someone's business card, don’t pocket it.  Keep it on the table for a long time as it shows respect.

Bowing - bowing is appropriate.  A slight bow….or….handshakes are equally appropriate.

Be humble.  Don't tout yourself.

Don't talk business during dinner.

Never shout and never visibly show anger as these show you are weak and lack discipline.

Don't focus on one person in the group even though he/she may be the most competent English speaker.


Source:  Coping with Japan by Randle and Watanabe [ISBN 0631-13443-4]

KOREA:

A slight bow of about 15 degrees is appropriate as a greeting.

Be soft spoken.

At a discussion or seminar or lecture, do not sit on the edge of a desk or table when addressing the audience.  This is rude and particularly so if there are elderly people there.

It is impolite to cross one's arms on the chest while talking to elders.

Do not smoke or drink in front of an elder.

Do not point a finger at a person - especially an elder.

When dining, wait for the eldest person to start first.

The unused arm/hand should not be placed on the table.

When talking, it is improper to put one's hand on the jaw.

Crossing one's legs on a sofa or chair in the presence of an elder is considered impolite.  Best to put your hands together on your leg in front of an elder.

SINGAPORE / MALAYSIA:

Only use your right hand in social interaction.  Why?  In the Indian and Muslim societies, the left hand is used for bathroom chores.  Not only should you eat with your right hand, but you should make sure all gestures, including pointing, are made with the right hand.  When pointing, use your knuckle and not your finger to be more polite.

Remove your shoes before entering private residences and places of worship.

A traditional greeting is a slight bow with your palms pressed together in front of your chest.  Although, these days, a handshake is also acceptable.

While men may offer the common handshake, women are not allowed to touch men unless related by blood or marriage.  A simple smile and nod is fine.

Don't wear all black or all white if you are invited to a festive occasion.  These colors are for mourning.  Same is true for all-blue, and for all-green.  Best to wear reds, pinks, oranges, and yellows.
Gifts should never be knives, clocks or handkerchiefs and do not send anybody white flowers.  The sharp blades of knives symbolize the severing of a friendship.  In Cantonese, the word for clock sounds the same as the word for funeral.  Handkerchiefs bring to mind tears and sadness, and white is the color of mourning.

If you are conducting business, you will likely be exchanging business cards.  When receiving one, make a comment such as "Nice card" or "You're the director of…".  Hang onto it for a while as putting it away promptly is a sign of disrespect.

INDONESIA:

Never hand over or receive things with the left hand as this is used for bathroom chores.
To show great respect to an elder, hand them something [a gift] using both hands.

Talking to someone with your hands on your hips is considered impolite and is a sign of contempt, anger or aggression.

Many Asians resent being touched on the head because the head is the seat of the soul and is therefore sacred.  

The correct way to beckon someone is with the hand extended and a downward waving motion of all the fingers except the thumb.  The western way of beckoning with the hand extended and the index finger crooked upward won't be understood and is considered rude.

Hospitality is highly regarded.  When given something to eat or drink, wait for the host to tell you to begin.

While places of worship are open to all, it is customary to request permission to enter.  Then remove your shoes.

FRANCE

The French expect you to try to speak French, and your accent matters.  Advice to anyone going to work in France: get help with the language before you go.

In restaurants, the tip may be included in the bill under this title: "Service compris". You can add to this and they certainly won't stop you.

Trains run on time and they're wonderful!

Clean up your plate in better restaurants and in family owned cafes or the chef and the wait staff will be insulted.

Once you get to know someone, always ask about their family.  However, with strangers, maintain a polite distance.

The French like to be much more up-close and personal in terms of personal space.  They tend to stand closer together when they speak to each other.

BOLIVIA

It is part of the culture for women to say hello with a kiss on the cheek.  [women to women only]

Try NOT to be on time for a social event.  If you get there on time, you’ll find out that not even the host is ready.
People in Bolivia get very offended if you don't accept the food they are offering to you.
When driving, know that cars don't necessarily stop for a red light.  Need to be real careful.

AND FINALLY, ALTHOUGH NOT INTERNATIONAL.......UNITES STATES OF AMERICA
Courtesy is important - as it is all places.

Showing respect for others is the general rule - as it is all places.

Be on time at meetings, work, other.

Customary greeting is the handshake.  Not too aggressive and not too weak though.

When encountering someone with a disability, ask first before offering help: "May I get the door for you?" because some may need to display their independence and say: "No thanks. I can do it myself" whereas others may say: "yes, thank you".

It is not polite to crack your gum, and in some circles gum itself is not polite and distracting.
Do not use cell phones in public places [restaurants / offices / theaters...]
Generally don't be loud.

When driving, don't cut people off.

THE CODE OF ETHICS FOR ENGINEERS
AMERICAN SOCIETY OF MECHANICAL ENGINEERS

[1999 Version.  Reprinted with permission of ASME]

The Fundamental Principles

Engineers uphold and advance the integrity, honor and dignity of the engineering profession by:


I.
Using their knowledge and skill for the enhancement of human welfare;


II.
Being honest and impartial, and serving with fidelity the public, their employers and clients;


III.
Striving to increase the competence and prestige of the engineering profession; and

The Fundamental Canons

1.
Engineers shall hold paramount the safety, health and welfare of the public in the performance of their professional duties.

2.
Engineers shall perform services only in the areas of their competence.

3.
Engineers shall continue their professional development throughout their careers and shall provide opportunities for the professional and ethical development of those engineers under their supervision.

4.
Engineers shall act in professional matters for each employer or client as faithful agents or trustees, and shall avoid conflicts of interest or the appearance of conflicts of interest.

5.
Engineers shall build their professional reputation on the merit of their services and shall not compete unfairly with others.

6.
Engineers shall associate only with reputable persons or organizations.

7.
Engineers shall issue public statements in an objective and truthful manner.

8.
Engineers shall consider environmental impact in the performance of their professional duties.

THE ASME CRITERIA FOR INTERPRETATION OF THE CANONS


The ASME criteria for interpretation of the Canons are guidelines and represent the objectives toward which members of the engineering profession should strive. They are principles which an engineer can reference in specific situations. In addition, they provide interpretive guidance to the ASME Board on Professional Practice and Ethics on the Code of Ethics of Engineers. 

1. Engineers shall hold paramount the safety, health and welfare of the public in the performance of their professional duties. 


a. Engineers shall recognize that the lives, safety, health and welfare of the general public are dependent upon engineering judgments, decisions and practices incorporated into structures, machines, products, processes and devices. 


b. Engineers shall not approve or seal plans and/or specifications that are not of a design safe to the public health and welfare and in conformity with accepted engineering standards. 


c. Whenever the Engineers' professional judgments are over-ruled under circumstances where the safety, health, and welfare of the public are endangered, the Engineers shall inform their clients and/or employers of the possible consequences. 


(1) Engineers shall endeavor to provide data such as published standards, test codes, and quality control procedures that will enable the users to understand safe use during life expectancy associated with the designs, products, or systems for which they are responsible. 


(2) Engineers shall conduct reviews of the safety and reliability of the designs, products, or systems for which they are responsible before giving their approval to the plans for the design. 


(3) Whenever Engineers observe conditions directly related to their employment which they believe will endanger public safety or health, they shall inform the proper authority of the situation. 


d. If engineers have knowledge of or reason to believe that another person or firm may be in violation of any of the provisions of these Canons, they shall present such information to the proper authority in writing and shall cooperate with the proper authority in furnishing such further information or assistance as may be required. 

2. Engineers shall perform services only in areas of their competence. 


a. Engineers shall undertake to perform engineering assignments only when qualified by education and/or experience in the specific technical field of engineering involved. 


b. Engineers may accept an assignment requiring education and/or experience outside of their own fields of competence, but their services shall be restricted to other phases of the project in which they are qualified. All other phases of such project shall be performed by qualified associates, consultants, or employees. 
3. Engineers shall continue their professional development throughout their careers, and should provide opportunities for the professional and ethical development of those engineers under their supervision. 


a. This "life-long-learning" includes seminars, continuing education, conferences.

4. Engineers shall act in professional matters for each employer or client as faithful agents or trustees, and shall avoid conflicts of interest or the appearance of conflicts of interest. 


a. Engineers shall avoid all known conflicts of interest with their employers or clients and shall promptly inform their employers or clients of any business association, interests, or circumstances which could influence their judgment or the quality of their services. 


b. Engineers shall not undertake any assignments which would knowingly create a potential conflict of interest between themselves and their clients or their employers. 


c. Engineers shall not accept compensation, financial or otherwise, from more than one party for services on the same project, or for services pertaining to the same project, unless the circumstances are fully disclosed to, and agreed to, by all interested parties. 


d. Engineers shall not solicit or accept financial or other valuable considerations, for specifying products or material or equipment suppliers, without disclosure to their clients or employers. 


e. Engineers shall not solicit or accept gratuities, directly or indirectly, from contractors, their agents, or other parties dealing with their clients or employers in connection with work for which they are responsible. Where official public policy or employers' policies tolerate acceptance of modest gratuities or gifts, engineers shall avoid a conflict of interest by complying with appropriate policies and shall avoid the appearance of a conflict of interest. 


f. When in public service as members, advisors, or employees of a governmental body or department, Engineers shall not participate in considerations or actions with respect to services provided by them or their organization(s) in private or product engineering practice. 


g. Engineers shall not solicit an engineering contract from a governmental body or other entity on which a principal, officer, or employee of their organization serves as a member without disclosing their relationship and removing themselves from any activity of the body which concerns their organization. 


h. Engineers working on codes, standards or governmental sanctioned rules and specifications shall exercise careful judgment in their determinations to ensure a balanced viewpoint, and avoid a conflict of interest. 


i. When, as a result of their studies, Engineers believe a project(s) will not be successful, they shall so advise their employer or client. 


j. Engineers shall treat information coming to them in the course of their assignments as confidential, and shall not use such information as a means of making personal profit if such action is adverse to the interests of their clients, their employers or the public. 


(1) They will not disclose confidential information concerning the business affairs or technical processes of any present or former employer or client or bidder under evaluation, without his consent, unless required by law or court order. 


(2) They shall not reveal confidential information or finding of any commission or board of which they are members unless required by law or court order.


(3) Designs supplied to Engineers by clients shall not be duplicated by the Engineers for others without the express permission of the client(s). 


k. Engineers shall act with fairness and justice to all parties when administering a construction (or other) contract. 


l. Before undertaking work for others in which Engineers may make improvements, plans, designs, inventions, or other records which may justify seeking copyrights, patents, or proprietary rights, Engineers shall enter into positive agreements regarding the rights of respective parties. 


m. Engineers shall admit their own errors when proven wrong and refrain from distorting or altering the facts to justify their mistakes or decisions. 


n. Engineers shall not accept professional employment or assignments outside of their regular work without the knowledge of their employers. 


o. Engineers shall not attempt to attract an employee from other employers or from the market place by false or misleading representations. 

5. Engineers shall build their professional reputation on the merit of their services and shall not compete unfairly with others. 


a. Engineers shall negotiate contracts for professional services on the basis of demonstrated competence and qualifications for the type of professional service required. 


b. Engineers shall not request, propose, or accept professional commissions on a contingent basis if, under the circumstances, their professional judgments may be compromised. 


c. Engineers shall not falsify or permit misrepresentation of their, or their associates, academic or professional qualification. They shall not misrepresent or exaggerate their degrees of responsibility in or for the subject matter of prior assignments. Brochures or other presentations used to solicit personal employment shall not misrepresent pertinent facts concerning employers, employees, associates, joint ventures, or their accomplishments. 


d. Engineers shall prepare articles for the lay or technical press which are only factual. Technical Communications for publication (theses, articles, papers, reports, etc.) which are based on research involving more than one individual (including students and supervising faculty, industrial supervisor/researcher or other co-workers) must recognize all significant contributors. Plagiarism, the act of substantially using another's ideas or written materials without due credit, is unethical.


e. Engineers shall not maliciously or falsely, directly or indirectly, injure the professional reputation, prospects, practice or employment of another engineer, nor shall they indiscriminately criticize another's work. 


f. Engineers shall not use equipment, supplies, laboratory or office facilities of their employers to carry on outside private practice without consent. 

6. Engineers shall associate only with reputable persons or organizations. 


a. Engineers shall not knowingly associate with or permit the use of their names or firm names in business ventures by any person or firm which they know, or have reason to believe, are engaging in business or professional practices of a fraudulent or dishonest nature. 


b. Engineers shall not use association with non-engineers, corporations, or partnerships to disguise unethical acts. 

7. Engineers shall issue public statements only in an objective and truthful manner. 


a. Engineers shall endeavor to extend public knowledge, and to prevent misunderstandings of the achievements of engineering. 


b. Engineers shall be completely objective and truthful in all professional reports, statements or testimony. They shall include all relevant and pertinent information in such reports, statements or testimony. 


c. Engineers, when serving as expert or technical witnesses before any court, commission, or other tribunal, shall express an engineering opinion only when it is founded on their adequate knowledge of the facts in issue, their background of technical competence in the subject matter, and their belief in the accuracy and propriety of their testimony. 


d. Engineers shall issue no statements, criticisms, or arguments on engineering matters which are inspired or paid for by an interested party, or parties, unless they preface their comments by identifying themselves, by disclosing the identities of the party or parties on whose behalf they are speaking, and by revealing the existence of any financial interest they may have in matters under discussion. 


e. Engineers shall be truthful in explaining their work and merit, and shall avoid any act tending to promote their own interest at the expense of the integrity and honor of the profession or another individual. 

8. Engineers shall consider environmental impact in the performance of their professional duties. 


a. Engineers shall concern themselves with the impact of their plans and designs on the environment. When the impact is a clear threat to health or safety of the public, then the guidelines for this Canon revert to those of Canon 1. 

Engineers accepting membership in The American Society of Mechanical Engineers by this action agree to abide by this Society Policy on Ethics and procedures for its implementation. 

Responsibility: Council on Member Affairs/Board on Professional Practice and Ethics 

Adopted: March 7, 1976

Revised:  December 9, 1976; December 7, 1979; November 19, 1982; June 15, 1984; (editorial changes 7/84); June 16, 1988; September 12, 1991; September 11, 1994; June 10, 1998

SEXUAL HARASSMENT IN THE WORKPLACE

All companies have a policy on Sexual Harassment.  What is it?  What should you do if it happens? And other questions are covered in this section.  Every state plus the federal government have laws prohibiting sexual harassment.  Unfortunately it happens more than companies care to admit.  Perhaps you've seen news articles about it happening someplace and someone files a lawsuit.


In your company orientation program during the first week, they will cover sexual harassment among other topics.  They may either give you the policy to read on your own, or they may go over it briefly or in depth, or they may show you a video on what sexual harassment is.  Whatever they do, it is important that you take this seriously.  Don't chuckle, don't make jokes, and certainly don't miss it.  To best explain sexual harassment, here are some excerpts from the policy at the University of Toledo, which has the additional component which you won't see at your job; sexual favors for a higher course grade.  Otherwise, the policies are pretty much the same.  After the appropriate review or the matter, not only will the harasser [if found culpable] get punished, but the company will as well if they new about it and did not intervene.  We're talking jail and large fines.

EXCERPTS FROM THE UNIVERSITY OF TOLEDO POLICY AGAINST SEXUAL HARASSMENT

Adopted by Board of Trustees 6-8-94

A.
INTRODUCTION
The University of Toledo affirms its commitment to provide equal opportunity in education and employment.  To fulfill this commitment, the university must maintain an environment in which individuals are evaluated and rewarded solely on the basis of ability, prior experience and accomplishments, effort, and performance.  The environment also must be one in which all employees and students can pursue their work free from humiliation, coercion, or intimidation.  Sexual harassment is a form of discriminatory misconduct that violates Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972 and Chapter 4112 of the Ohio Revised Code.  Sexually harassing conduct by any member or non-member of the university community while on university premises or in any activity affiliated with the university will not be tolerated.  Retaliation against any complainant or participant in a formal or informal investigation under this policy will not be tolerated. 

B.
DEFINITION OF SEXUAL HARASSMENT
For the purposes of this policy, sexual harassment shall be defined as unwelcome sexual advances, requests for sexual favors, or other comments, remarks, gestures or physical conduct of a sexual nature, when:

1.
Submission to such conduct is made explicitly or implicitly a term or condition of employment or status, or academic progress in a course, program or activity; or

2.
An individual's submission to, or rejection of, such conduct is used as a basis for an academic or employment decision affecting the individual; or

3.
Such conduct, in intent or effect, creates an objectively hostile or abusive educational or work environment as perceived by a reasonable person.  Whether such conduct is sufficiently severe or pervasive to create a hostile or abusive environment will be determined on a case by case basis, looking at all of the circumstances from the perspective of a reasonable person under same or similar conditions.

C.
EXAMPLES OF SEXUAL HARASSMENT
Examples of conduct prohibited by this policy include, but are not limited to:

1.
Persistent, unwelcome flirtation, advances and/or propositions of a sexual nature;

2.
Repeated insults, humor, jokes and/or anecdotes that belittle or demean an individual's or a group's gender or sexuality;

3.
Repeated, unwelcome comments of a sexual nature about an individual's body or clothing;

4.
Unwarranted displays of sexually suggestive objects or pictures that are inappropriate to the academic context;

5.
Unnecessary touching, such as patting, pinching, hugging, or repeated brushing against an individual's body;

6.
Suggestions that submission to or rejection of sexual advances will affect decisions regarding such matters as an individual's employment, work assignments or status, salary, academic standing, grades, receipt of financial aid, or letters of recommendation; and finally

7.
Sexual assault.

D.
CONSENSUAL RELATIONSHIPS
Consensual sexual relationships between faculty and students or between supervisors and supervisees cause special concerns with respect to the existence or appearance of exploitation, abuse of position, or favoritism.  In such cases apparent mutual consent does not preclude initiation of a sexual harassment complaint or a finding of sexual harassment. 

E.
RESPONSIBILITIES
All members of the university community are responsible for ensuring that their conduct does not sexually harass any other member of the university.

F.
SEXUAL HARASSMENT COMPLAINT RESOLUTION PROCEDURE

The University of Toledo provides a means to assure a prompt consideration to any employee, applicant for employment, student, applicant for admission or any other person, including visitors, who feels offended by some conduct in the university, which he/she believes, constitutes sexual harassment.  The Director of Affirmative Action is the principal University officer responsible for receipt and investigation of discrimination and sexual harassment complaints.  In addition, Appendix A lists the university's Sexual Harassment Special Advisors.  The list consists of staff and faculty who have completed the comprehensive sexual harassment special advisor training program.  These special advisors are available to assist students and employees in a confidential setting concerning sexual harassment.  Anyone who wishes to complain of sexual harassment should contact one of these persons or the Director of Affirmative Action.  

The following procedures are designed to provide an internal process for the handling of complaints involving claims of sexual harassment.  It shall be the policy of the university to treat all investigations under these procedures as personnel matters requiring the strictest confidence.  The complainant may choose to proceed by formal or informal process.

Informal Process for investigating and resolving complaints of sexual harassment.

1.
Inquiry:  Complainant(s) are encouraged to pursue a complaint as soon as possible but must do so no later than the end of the academic term following the term in which the complainant first became aware of the events giving rise to the complaint.  Once submitted, the case must be resolved or referred for formal review within thirty (30) working days of filing.  This procedure is designed to facilitate resolution of disputes expeditiously at the informal stage.  However, a complaint need not be submitted and reviewed through the informal process prior to initiation of the formal process.

2.
Where to submit a complaint:  Informal complaints shall be made to the Office of Affirmative Action or to one of the specially trained Sexual Harassment Special Advisors, identified in a list published annually by the Office of Affirmative Action.

3.
The Director of Affirmative Action shall appoint one of the Sexual Harassment Special Advisors to conduct the informal process.  The Advisor shall notify the respondent(s) [any member(s) of The University of Toledo Community against whom an allegation of sexual harassment is made] promptly of the complaint.  The Advisor shall conduct an investigation and may hold meetings with all parties jointly or separately.  The Advisor shall help the parties to understand sexual harassment standards and complaint procedures.  The Advisor will obtain relevant information and evidence; and may reach an agreement on the informal resolution of the complaint.  These cases will be handled with the greatest amount of sensitivity and confidentiality.  Complaints should be processed informally within thirty (30) working days of receipt of the complaint.  Informal resolution may consist of an agreement as to future conduct between parties, schedule modification, sensitivity training, etc.  If the informal process does not result in resolution, the complainant(s) and respondent(s) shall be notified and the case referred to the Director of Affirmative Action for further action.

Formal Process [Process of inquiry ending in a written recommendation to the President]


The formal reporting procedure is lengthy and is omitted for brevity.  It can be found on the UT website.

G.
Retaliation
1.
No individual involved in the process shall suffer retaliation as a result of such participation.  Retaliation exists when action is taken against a complainant, or participant in the complaint process which affects his or her academic or employment status and which is motivated in whole or in part by their participation in the process.  Retaliation may be found even if the underlying complaint of harassment is found to have no merit.  Complaints of retaliation may be filed either during the course of an investigation or following conclusion of the process.  

2.
The guarantee against retaliation shall not preclude disciplinary action by the university against a complainant who knowingly gives false testimony or knowingly presents fabricated evidence.

H.
File
The Director of Affirmative Action shall create and maintain a file on each complaint received which shall be confidential to the extent permitted by law.  All information, including records and correspondence pertaining to a complaint, will be kept in this file.  These files will be secured by the Director of Affirmative Action.  On an annual basis, the Director of Affirmative Action shall survey the complaints filed to analyze any trends, repetitive problem areas, and the need for directed training.

I.
Procedure Review

These procedures shall be evaluated annually by the Director of Affirmative Action.  If changes are deemed necessary, the Director of Affirmative Action will seek Faculty Senate involvement in any recommended changes.

End of excerpts from the University of Toledo Policy on Sexual Harassment.

The following are excerpts from: 50 Things You Should Know About Sexual Harassment by Mardi Richmond, Journeyworks Publishing in Santa Cruz, California

DEFINITION AND EXAMPLES OF SEXUAL HARASSMENT

See B and C on previous two pages.

WHAT YOU SHOULD DO IF YOU ARE THE TARGET OF SEXUAL HARASSMENT?

1.
First, do not ignore it as it will not go away.  It likely will continue and may even get worse.

2.
If you are being sexually harassed, tell the person to stop and in many cases this is all that is needed.  Just say firmly: "This is making me very uncomfortable and I need you to stop right now or I will report it to your supervisor."  Then, start a log of the date, time, place, what was done or said, and names of any witnesses.  Hopefully you won't have any more entries and the harassment will stop.

3.
You can ask for help from the Human Resources or Affirmative Action Dept if you are uncomfortable telling the person to stop.

4.
If the harassment continues, go to the person's supervisor - preferably with the log you started.

5.
Alternately, or in addition, go to the Human Resources or Personnel Department of your company.

6.
Talk to a close friend or family member for emotional support.

OTHER IMPORTANT FACTS ABOUT SEXUAL HARASSMENT
Everyone deserves to be treated with respect.
About 90 percent of women reported to have experienced some form of sexual harassment sometime in their careers.

The number is 10 percent for men.  The sexual harassment can be same sex as well as opposite sex.

Sexual harassment can be considered a form of discrimination.

A person who is being sexually harassed at work may not be able to do as good a job.

The person being harassed may feel helpless, angry, frightened or alone.  Problems that have occurred as a result of sexual harassment include headaches, sleep disorders, weight loss or gain, nausea, and lowered self esteem among others.

The sexual harassment doesn't have to be on the company site.  It can be anyplace.

You don't have to be the target of sexual harassment.  You can file a complaint even if you are not the target.

INFORMATION ABOUT UNIONS AND WORKING WITH PEOPLE IN UNIONS
The following information came from students Abby Martin, Bradley Leavitt, Matt Jurski, Jeff Kreger, as well as Dr. Bennett and is based on many, many years of experience in working with unions.

Unions in general:


Unions can be important to many industries, including manufacturing.  Unions are initially designed to protect the worker's rights, ensure adequate pay and benefits, and provide the means of negotiation with management for these and other labor issues, while also ensuring that workers produce high quality work and have the proper training necessary to perform job tasks.  During their inception, unions were formed to improve the safety and fair treatment of labor by uniting the work force and allowing for fair arbitration.  Some examples of unions are: the American Federation of Labor, and the Congress of Industrial Organizations which started as two separate groups but have now joined together to represent many trade unions and worker organizations in North America.  Abbreviation is AFL-CIO.  Other examples include the United Auto Workers (UAW), United Steel Workers of America (USWA), and the Teamsters of America.  There are many others.

Working with Union Members in a Union Facility:


When working and interacting with union members (most members prefer to be called "union members" instead of "union workers"), you must be familiar with union rules.  For instance, in a union facility, non-union personnel are usually not allowed to perform any task that a union member typically does, and union members are only allowed to perform tasks they are assigned to perform in accordance with their job description.  This involves their right to work.  If there is union work to be done, even moving a small box in a warehouse for example, a union member must do this.  As non-union personnel, engineers must acknowledge the fact that many tasks union members perform are reserved to them at that facility according the current labor contract.  As well, union breaks are usually regulated by shift, and they cannot do any work during a scheduled break time.  Also, be aware that union members report directly to a supervisor or foreman and may not be allowed to perform any task without prior authorization from their respective chain of command.  Furthermore, it is the supervisor or foreman's responsibility to resolve any issues that arise between union members and non-union personnel.  Therefore, problems that one may have with a union member should be taken directly to union member’s foreman.  The foreman will be able to judge more accurately how to properly address the situation.  In return, if a union member believes that his or her right to work has been violated, a grievance may be filed against a non-union employee (such as an engineer), or against management.  Grievances are taken seriously and may adversely affect one's employment.  For example, if an individual is being considered for a promotion, a past grievance may be seen negatively, especially in a facility which has a strong union representation within its labor force.

Working with Union Members in a Non-Union Facility:


In a non-union facility, or a facility with a limited union representation, many issues pertaining to union labor are relaxed or do not pertain to the facility employees.  In these facilities, union members are present under a contract between the parent facility and an outside company.  In this instance, union members work hand-in-hand with the non-union employees.  The contract may be confined to a specified project, a list of tasks, or simply additional assistance in facility maintenance and improvements, and continued operation.  Because of this issue, many union members are required and willing to perform tasks outside of their job description in order to help ensure continuous employment at the facility and maintain the progress of the task assigned.  The final decision as to whether or not a union member is to perform these tasks is made by the union company's foreman.  Similar to union facilities, disciplinary issues involving union members and non-union personnel, the issue is brought to the foreman's attention.  Many times this results in the union member leaving the facility, with little or no negative impact on either party.  Disciplinary problems are not common in most cases.  The parent facility employees appreciate the knowledge and extra manpower the union members provide, and the union members acknowledge the fact that they are representatives of their union local and their company; and positive representation aids in continuous job contracts at the facility.

General Guidelines for Union / Non-Union Interaction:


As a member of the plant management, you should never give an opinion to a union member about a union or management issue.


If you are put in charge of scheduling jobs for union employees, be aware of the line of seniority rules per the contract.  In general, the union employee with the most seniority has the option to pick their jobs within their discipline.


Familiarize yourself with the contract.  Never render a decision if you are not absolutely sure that you are making it consistent with the current labor contract.
A BRIEF HISTORY OF THE ENGINEERING PROFESSION

[Steven N. Kramer – MIME Department, University of Toledo]

Ancient Period

Egyptians 
Builders of great pyramids




First engineer named in history - IMHOTEP - built step pyramid at Saggorah in 2550 B.C.




Engineering skills -- levers, levels, simple machines


Greeks

No formal teaching of science and technology




Great interest was architecture -- columns, roofs, and screw pump


Romans

No formal teaching of science and technology




First engineering text: "De Architectura" by Vitruvius - first century AD




Skills: plumbing, gears, piston pumps, roads, water systems, machines of war

Medieval and Renaissance Period


Education
Formal education -- via church - mainly medicine instead of engineering


Training

Engineering training was mainly by crafts – this was considered the lower class




Young men (not women) became craftsmen or clergy


Accomplishments
Agriculture--wind, waterpower, the plow




Military -- armored knight, feudalism, cannon, artillery, mining




Building -- castles, fortifications, flying buttress




Maritime -- navigation, map-making, first practical use of science, ship design




Employment -- master builders for cathedrals, engineering was seen as evolutionary

Modern or Industrial Period  (1750 --)


France -- first school of engineering: Ecole Nationale des Ponts et Chaussees (1797)


England -- started in late 19th century.  Mostly liberal education


United States --
First school that taught a few engineering courses -- West Point




First school of engineering and technology – Rensselaer Polytechnic Institute  (R.P.I.) 





in Troy, N.Y. This school started in 1824 




The University of Toledo -- founded in 1872; became state university in 1967.


First Engineering Honorary society -- Tau Beta Pi Honor Society in 1885


Civil Engineering -- term in wide use by 1800.  First engineering society -- Inst. of Civil Engineers - 1828


Mechanical Engineering -- early 1800s.  steam engine, railroads, use of iron and steel. 



ASME was founded in 1880.  First codes and standards -- ASME 1884.


1860s -- Civil War - military uses of engineering (ROTC).  Land grant colleges were established to teach




mechanical arts and agriculture — the Morrill Act.


Electrical & Chemical Engineering -- late 1800s.

The Twentieth Century (1900s)


Industrial Engineering -- early 1900s. time studies, factories, industries, and assembly lines.


Early 1900s  -- many developments in engineering: telephone, radio, automobile, airplane, motion 




pictures, electric lights.  Some names: Edison, Duryea, Ford, Wright brothers, Einstein


Computers -- 1945: tubes->transistors->chips->integrated circuits->VLSI, microcomputers, PCs.


1950s to present -- Robotics, factory automation, organ transplants, genetic engineering, nuclear power,




artificial intelligence, electronics, radar, jet engines, space exploration (including space shuttle), 




defense industry (high tech missiles, smart bombs), . . . .

The Twenty-First Century (2000s)


Genetic Engineering.


DVD's, HDTV's, Terrahertz rays.


Fuel cells, Hydrogen powered vehicles, Hybrid vehicles.
INFORMATION ON CODES AND STANDARDS

[Steven N. Kramer – MIME Department, University of Toledo]

1.
Codes and Standards began in 1884 by ASME (then 4 years old) as "Performance Test Codes" to help engineering and business be able to specify equipment and materials more clearly.  Since the inception of ASME in 1880, one of its purposes has been "to develop and promote standards, codes, formulas and recommended practices" (Article B of the ASME Bylaws).  This helped prevent accidents and made it possible for mechanical engineers to avail themselves of the accumulated knowledge and experience of the profession.

2.
From the Performance Test Codes starting in 1884, Codes and Standards has evolved to include: a) Safety Codes and Standards,  b) Standardization Codes, c) Pressure Technology codes, d) Transportation Codes and Standards, e) Nuclear Codes and Standards.

3.
A code or standard is a set of technical definitions, guidelines, how-to instructions for designers and manufacturers, as well as standard values of machine parts that people have agreed upon.  For example, a quarter inch diameter bolt has 20 threads per inch.  It would not be smart for some manufacturers to make the bolts with a different number of threads per inch for that size bolt.  That's one of the standards for bolts and screws.  Codes and standards are international and are subject to continuous interpretation and review.

4.
ASME, together with other professional societies such as SAE, IIE, IEEE, ASHRAE,... founded a group to coordinate and administer the efforts of the organizations.  This organization is known as American National Standards Institute (ANSI).  Among all of its members, ASME is the most active because almost half of all engineers are Mechanical Engineers.

5.
The procedure for adopting and modifying standards is based on the premise that in order to be effective, the standard must represent a meeting of the minds of those having substantial concerns, such as the public, manufacturers, users, and distributors.  Engineers are usually significantly involved in this process.  

6.
When you are designing something you must find the appropriate Code and Standard among the 80 or so volumes.  Companies have the Codes and Standards volumes that apply to the products they make.  If you are working on a design or project following existing standards and the standards change before your design goes public (or into use), your design must meet the most current standards.

7.
Safety Standards are especially important.  Did you ever wonder why there is a guard on your bike chain and sprocket?  ANSI Safety Code B15.1 says the "nip point in a chain-sprocket, or gear set must be guarded."  Many lawsuits are filed when someone is injured due to someone not following a safety standard.

8.
A partial list of ANSI Performance Test Codes includes: safety and relief valves, fuels, steam generating devices, steam turbines, flow measurement, compressors, fans.

9.
A partial list of ANSI Standardization Codes includes: screw threads, bolts, nuts, screws and fasteners, limits and shrink fits, metals and alloys.  There is even a standard for the diameter of toilet paper rolls. Honest!

10.
A partial list of ANSI Safety Codes and Standards includes: power transmission apparatus (B15.1), compressor systems, elevators and escalators, automotive brake systems, airbags.

11.
Often in the ASME Magazine in the Codes and Standards section toward the back, they publish a proposed change to be made in a code or standard and invite comments.  Then a review panel addresses the proposed change along with any comments received.

12. WWW addresses for codes and standards info are:    www.asme.org/cns       www.ansi.org
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INFORMATION ON PATENTS               Steven N. Kramer, PhD., P.E.
1.
The patent system in the U.S. was founded in 1790 for the purpose of encouraging industrial progress.  The first patent was an improved method of potash manufacture.  George Washington who was an engineer before he became President signed it.  In 1836 the patent system evolved into the U.S. Patent and Trademark Office which is one of the oldest federal agencies.  As of December 2006 there have been over 7.1 million U.S. patents granted.  The Court of Appeals for the Federal Circuit hears all appeals in patent cases nationwide thereby removing the variance among different state courts in the U.S. [as of 1982].

2.
A patent is a formal legal grant by the government that gives the inventor a legally enforceable right to exclude others from practicing the invention.  Rights can be sold, inherited, assigned, licensed, rented or mortgaged.  The patent is protection for the inventor (or the company) to market, manufacture and sell the invention without someone else copying it and trying to compete with you.  Often people try to do just that and in such case, the patent holder files a patent infringement lawsuit.  The protection is good only in the country in which you obtain the patent.  Thus, it is wise to get patents in the countries where you think the technology exists to duplicate your invention, or in the countries where you sell your invention.  Once you have a patent you can either practice [produce, market and sell] it for income, or you can receive income by selling or licensing.

3.
A necessary condition for obtaining the patent is that it must be: novel, useful and non-obvious.  Novel means it is not already within the knowledge of the public. In other words, it is new.  The inventor discloses the invention in the content of the patent so all can see what it is and is not.  Useful means the invention must have some benefit to some class of people. (Adding coloring to unripe fruit is not useful and is not patentable.)  Non-Obvious means that a person with average intelligence could not come up with the invention.

4.
Patentable discoveries include: devices, processes, composition of matter (i.e., drugs, materials).  In 1980 the Supreme Court (Chakrabarty, 1980) extended patent rights to cover genetically engineered bacteria, plants and animals.  This led to patents on biotechnology products including transgenic plants and animals.  The human genome is being considered.   In 1998 the Federal Court clarified that patent protection is available for software and inventions including business methods.  Software includes codes that lead to a design of a new mechanical device, for example, but would not cover programs such as Word, Excel, Matlab, etc. which are tools.  Not patentable discoveries include: forces or laws of nature, properties of materials, scientific principles, and mathematical formulas.

5.
If patent A includes someone else's invention (patent B) as an integral part, patent B dominates.  So, piggy-backing on something else by making minor changes will not get you a patent.  Further, a patent holder can only practice his/her invention only when it does not practice the invention of an earlier unexpired patent.  For example, suppose inventor A has a patent on a new type of door, and inventor B has a patent on an improved door of this type with a new kind of lock.  Inventor B could not sell the improved locking door since A's patent broadly covers all doors of this type.  On the other hand, inventor A could not use the improved lock on the basic door since B's patent includes this combination.  This is a perfect example of where A and B would want to get together to develop some kind of licensing agreement.

6.
Obtaining a patent takes about two years. The typical cost of obtaining the patent is between $10,000 and $15,000.  The patent used to be valid for 17 years after issue, but in 1995 the law was changed to be 20 years from date of filing.

7.
If you are working for a company and on the design team that is getting a patent, the patent is "assigned" to the company but your name is on it.  This is because the company is paying the patent fees and they need it to carry out their business.  You may not be working there for the next 20 years.  However, most companies have reward systems for their employees who obtain patents.  Might be a good question to ask during your interview.  [See Area Patents on page 78.  There's not enough room here.]
8.
If you are on your own and trying to get a patent, you write up the description, include figures, describe how it works, and make as many claims as you can for your patent.  A patent attorney does the paperwork, submittal and patent search unless you want to do some of those things using the world-wide-web.  The patent examiner is an engineer like you and his/her job is to evaluate your patent application.  Very often the examiner denies your claims for one reason or another.  You then have a chance to rebut the examiner.  That's the general idea of how it works.  The patent is more like a teaching document.  If the examiner doesn't understand it, you will not get the patent.

9.
When you have filed a patent, you can still produce and sell your invention.  The term "Patent Pending" or "Patent Applied For" tells others that a patent has been submitted.  If and when the patent is granted, potential patent infringers must stop producing the copycat product or they could be sued.

10.
The patent does not guarantee the validity of the claims.  However, it does place the burden of proof on the person who disputes it.  In other words, claims of an issued patent are presumed valid until proven otherwise in court.

11.
Web addresses for patent search are:       www.ibm.com/ibm/licensing      www.cnidr.org       www.uspto.gov
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PATENTS AND INVENTIONS

"Any highly advanced technology is indistinguishable from magic."  Arthur C. Clarke

"Progress is measured by inventions.  This is one of the reasons we engineers are so important to progress."  Ronald McMaster

DID YOU KNOW?  In 1803 the steam engine was the first time that power and energy were available and in wide use independent of man and beast.

COMMONLY USED ABBREVIATIONS IN ENGINEERING AND BUSINESS


On your co-op, you will likely encounter people throwing around abbreviations left and right as if everyone knows what they mean.  They should know better.  Here is a list of abbreviation contributed by our upperclassmen from their co-ops.  At least you'll know what the abbreviations stand for, and that's a start.  Some are self-explanatory.  I've divided them into categories of: business, engineering, general, automotive, and safety & quality control.
Business:

COB
Close of Business

EBIT
Earnings Before Interest and Taxes

PCO
Purchase Change Order

PO
Purchase Order

RFQ
Request for Quote

RGA
Returned Goods Authorization

RMA
Returned Material Authorization

TVM
Total Value Management

WO
Work Order

Engineering:

APQP
Advanced Product Quality Planning

CSV
Computerized System Validation

CV
Concept Validation

DFM
Design for Manufacturability

DFMEA   Design Failure Mode and Effects Analysis

DV
Developmental Validation

DVP&R   Developmental Validation Process and Reporting

DVPR
Design Validation Plan and Report

ECO
Enterprise Change Order

ECR
Engineering Change Request

EOL test   End of Line Test

FMEA
Failure Mode and Effects Analysis

Gage R&R   Gage Repeatability and Reproducibility

HVAC
Heating, Ventilation, and Air Conditioning

ISO
International Standardization Organization

MDR
Moving Disc Rheometer

MRR
Material Rejection Report

MVP
Master Validation Plan

NCP
Non-Conforming Product

NPIS
New Part Introduction System

OSHA
Occupational Safety and Health Administration

P&ID
Process and Instrumentation Diagram

PFD
Process Flow Diagram

PFMEA   Process Failure Modes Effects Analysis

PM
Project Manager

PPAP
Pre Production Approval Process

PV
Production Validation

PVR
Process Validation Report

SPL
Sound Pressure Level


General:

BOM
Bill of Material

FIFO
First In First Out

NP
New Product Introduction

OSHA
Occupational Safety and Health Administration

RFI
Request for Information

SCP
Standard Company Procedure

SOP
Standard Operating Procedure

WHO
World Health Organization

WI
Work Instruction

WIP
Work in Progress

Automotive:

ABS
Anti-lock Braking System

DCX
Daimler Chrysler

DVP&R   Design Verification Plan and Report

HMX/HCX   Honda

MTE
Motion Transmission Error

NCX
Nissan

NVH
Noise, Vibration, Harshness

OEM
Original Equipment Manufacturer

PBR
Prototype Build Request

TC
Traction Control

TVD
Torsional Vibration Damper
YSC
Yaw Stability Control

Safety & Quality Control:

IQP
Installation Qualification Protocol

GMP
Good Manufacturing Practice

MTBF
Mean Time Between Failure

MTBR
Mean Time Between Repair

PLCM
Product Life Cycle Management

PPM
Parts per Million

QA
Quality Assurance

QE
Quality Engineer

RCFA
Root Cause Failure Analysis

SPC
Statistical Process Control

SQE
Supplier Quality Engineer

TQM
Total Quality Management

TSLR
Time Since Last Repair

HOW WOULD YOU LIKE TO OWN YOUR OWN BUSINESS?
- BE AN ENTREPRENEUR -

As an alternative to working for a company or going to graduate school, a growing number of engineering graduates are starting their own business.  They are taking an idea for a product they had and are becoming ENTREPRENEURS.  They are starting their own businesses.  Is this new?  Not really.  Bill Gates had an idea, and it's now called Microsoft Corporation.  Michael Dell started Dell computers; Netscape was started this way.  So was E-Bay, Domino's Pizza, Fed-Ex.  Numerous products were developed by entrepreneurs such as: roller blades, 3M Post-It notes.  And let's not forget about a few entrepreneurs by name of: Orville and Wilbur Wright, Henry Ford, and Bill Gates.
There's a lot of excitement, glory, and wealth in owning your own business:  You are your own boss.  You get to call the shots, you control everything, you hire and fire people.  If successful, you make a lot of money.  There are a lot of risks however, but with high risk, there is high reward.  There are plenty of books on this subject, but this page covers the basics.

Definition:  An ENTREPRENEUR is someone who takes the action to pursue opportunities in situations others may fail to recognize.  An entrepreneur has the skill, knowledge, and courage to take an idea and build, market, and sell a product [computers, iPods,...], or to provide a service [how to fix computers, how to use MS Office,...] that people want or even need.
Entrepreneurship involves businesses in all areas: computer businesses, foods and restaurants, personal services, retail, maintenance, etc.  An entrepreneur could be opening another restaurant [a new Chili's or Outback Steakhouse] or providing a service such as home computer repair, or developing a product that changes the way people do things [such as cell phones, video iPod's].

Characteristics of entrepreneurs:  Entrepreneurs are people who like autonomy.  They are hard-working, persistent, and willing to exert extraordinary efforts to succeed.  They are highly motivated and can tolerate situations with high degrees of uncertainty.  They are competent; they believe in themselves and are willing to make decisions and take risks.  They are action oriented, try to anticipate problems and take needed actions to prevent these problems.  They don't waste valuable time.

Who usually becomes an entrepreneur?  Many companies were started by people in their 20's.  Why?  Because 20 year olds can afford to take risks more easily than someone supporting a family and maintaining a house in the suburbs.  Some people work on their idea during evenings and weekends while holding down a job which pays the bills.  Once the idea grows beyond a certain point, it is often impossible to do both jobs.  That's the time to quit your day job.

Entrepreneurship and Small Businesses: A small business is one with less than 500 employees, is independently operated and one that does not dominate its industry.  This accounts for about 99-percent of all businesses in the USA.  Small businesses create many job opportunities and are the source of many new goods and services.  The most common ways of getting involved in a small business is: [1] start one, [2] buy an existing one, or [3] buy and run a franchise.  Problem: about 70 percent fail in the first five years.
The Business Plan: The best way to get started is by developing a business plan.  A business plan describes the nature of the business as well as how you intend to start and operate it.  Developing this plan helps you "think through" the various details of the business and estimate future profits.  This plan can then be presented to banks [who might loan you the money] or to venture capitalists [who might give you money but want a percentage of the business], or to other investors [family or friends].

Factors to consider in the business plan are: [1] Cost of developing your product,  [2] How much should you sell it for?  [3] What kind of profit do you need/want to make?  [4] The timing of your product [e.g., baseball bat, winter coat],  [5] What size building do you need and can afford?  [6] What equipment do you need and can afford?  [7] What materials and supplies do you need and can afford?  [8] An economic analysis such as....what are the market trends, needs, styles, fashions?  [9] A technological analysis such as....new developments.  In other words, can you forecast what technology people will want next year?  [10] What are the tax considerations; both losses and gains?  [11] Are there any political implications or roadblocks?  [12] Intellectual property considerations such as existing patents, copyrights, or trademarks?  [13] Legal aspects such as antitrust laws, startup business laws,  [14]  Demographic analysis....do people really need winter coats in Florida? [15] Industry analysis....what have your competitors done, and more importantly what do you think they will be doing next year?

The success of your business depends on many factors: Success depends on your ability to bring the product or service to market, and for it to sell enough to cover your costs and make a profit.  To do this, you need to be organized, have a well laid-out plan, a process, good leadership, proper financing, and a bit of luck.

INFORMATION ON PRODUCT LIABILITY

[Steven N. Kramer – MIME Department, University of Toledo]

1.
Product Liability law is based on two principal legal theories: negligence and strict liability.  Both theories use a "Risk / Benefit" standard to identify a product hazard or defect for determining liability.  On the other hand, engineers and manufacturers use "Failure Modes and Effects Analysis" (FMEA), or "Fault Tree Analysis" (FTA) which are logic-based risk / benefit tests.  Thus, the standards used in product liability law are those employed by designers to design products, which have the same goal: eliminating design defects.

2.
Product liability law determines whether the seller or the manufacturer of a product [or neither] is liable to a consumer for damages caused by a defect.  Laws from state to state are very similar.  California and Florida seem to be stricter.

3.
Negligence deals with conduct.  Negligence is what one would commonly believe as "doing the wrong thing".  This "something wrong" is defined by whether the person's conduct can be found to be "unreasonable".  If the conduct is ruled unreasonable, that person is liable to pay for any damages he/she may have caused.  If the person's conduct is judged "reasonable" then the person is not liable even if the reasonable conduct resulted in damages.  "Reasonable conduct" is determined by the "reasonable person standard" where a so-called reasonable person could foresee the consequences of their actions.  The measurement may be defined as a risk / benefit analysis, or in legal terminology, risk-utility test.  Example:  The designer must incorporate a cutoff switch in gasoline-powered lawnmowers because when the bagger is removed and engine is running and the blade could cause serious injury.  It is not enough to just put a warning: "Turn off engine before removing bagger."

4.
"Negligence Theory" [not used anymore] places the burden of proof on consumers who must prove that the manufacturer's conduct in designing the product was unreasonable.  This was almost impossible to prove because the consumer did not have access to any of the company's records or design notes.  

5.
What is now used is the "Strict Liability Theory" which disregards the conduct of the parties and instead focuses on the quality of the product that caused the injury.  The consumer only has to show that the product itself is defective.  To do this the consumer must prove three things: causation, damages, and defect.  Causation and damage are the same in NT and SLT.  The difference is in strict liability lies in defect.  To determine defect, there are seven factors that must be analyzed: [1] the product's usefulness, [2] the availability of safer products to meet the same need, [3] the likelihood and probable seriousness of injury, [4] the obviousness of the danger, [5] the public expectation of the danger, [6] the avoidability of injury including the effect of instructions and warnings, and [7] the manufacturer's or seller's ability to eliminate the danger in the product without making it useless or unduly expensive.

6.
All states have product liability laws, which carefully state what a defect is and what must be proven in a court of law.  In Ohio, the Ohio Revised Code [ORC] has laws number 2307.71 through 2307.80, which apply to product liability.  Section 2307.75 is the key statute as it applies to the design of products.  It states that a product is defective in design or formulation if either of the following applies: (1) When it left the control of the manufacturer, the foreseeable risks exceeded the benefits; or (2) The product is more dangerous than an ordinary consumer would expect when used in an intended or reasonably foreseeable manner.  [Examples: pull cord on a elevated platform, chain-sprocket drive with guard.]  

7.
Section 2307.76 deals with inadequate warning or instruction.  "The product is defective if, after leaving the control of the manufacturer, the manufacturer knew or should have known about a risk associated with the product and that allegedly caused harm for which the claimant seeks to recover compensatory damages."  You must place a warning on the device.  [Example: eye protection needed, Do not start on unlevel ground.]

8.
A defective product does not necessarily mean something is wrong with the product.  Rather, the risk / benefit test determines if a product is defective.  In an ideal design, there are no defects.  Designers must always strive to eliminate any defect that may be caused by someone using the product how it was intended to be used as well as how someone might conceivably use it.  This requires a bit of a stretch of the imagination.  [Refer to case of using a lawnmower to trim hedges. A classic case in 1981.]  However, if a defect cannot be eliminated, the next best approach is to place a guard around the danger in the design.  Next, a set of instructions and/or warnings about the risks of the design are to be made known.  Just by putting a warning on a product does not excuse the designer from making an unsafe design.  Why?  Because consumers don't always read the instructions or they don't have them when using the product.  The designer is the one person who can most influence the safety or absence of safety in a design.  Big responsibility!  

As a designer of products for consumer use, we must……


First, try to design out the defect.


Second, place a protective guard over it [chain-sprocket nip-point, gear set pitch-point, etc.].


Third, place a warning on the product.


And always, provide readable and understandable instructions on product usage.

9.
A defective product does not necessarily mean something is wrong with the product.  Rather, it is the risk / benefit test that determines if a product is defective.  

Ref: ASME Mechanical Engineering Magazine - Oct 1995  page 46.         and         Ohio Revised Code

S. Kramer   2/98      rev  7/98,  10/98,  12/99

GROUP ROLES


In a group of people in a professional setting, there are usually people who "fit" into the following roles.  Some are productive and necessary; others are quite unproductive.  They are divided into the following categories: Group task roles, group maintenance roles, and nonfunctional or negative roles.  Do you recognize yourself in any of these roles?
Group Task Roles:

INITIATOR:  Proposes new ideas, procedures, goals, and solutions to get the group discussion started.

INFORMATION GIVER:  Supplies evidence and relates experiences relevant to the task.

INFORMATION SEEKERS:  Asks for information and seeks clarification from other members.

OPINION GIVER:  States his or her own beliefs, attitudes, and judgments.

OPINION SEEKER:  Solicits the opinions and feelings of others and asks for clarifications of positions.

ELABORATOR:  Clarifies and expands the ideas of others through examples, illustrations, and explanations.

ENERGIZER:  Stimulates the group to be energetic and active.

REVIEWER:  Summarizes throughout the discussion.

RECORDER:  Records suggestions and decisions of the group.

Group Maintenance Roles

ENCOURAGER:  Praises and agrees with others; provides a warm, supportive, interpersonal climate, which is especially important during conflict.

HARMONIZER:  Attempts to reconcile differences; introduces compromises and mediates when necessary.

TENSION RELIEVER:  Keeps atmosphere relaxed by reducing formality and interjecting humor.

GATEKEEPER:  Controls the flow of communication by drawing in the nontalkers, tactfully cutting off the monopolizers and negative role members, and making sure that all members get an equal chance to communicate.

Nonfunctional or Negative Roles

BLOCKER:  Constantly objects to ideas and suggestions of others.

AGGRESSOR:  Insults and criticizes others; shows jealousy and ill will.

STORYTELLER:  Tells irrelevant stories which are often very interesting but cause the group to go off track.

RECOGNITION SEEKER:  Calls attention to his or her own achievements and successes.

DOMINATOR:  Monopolizes group interaction; often the best prepared and the most involved in the discussion.

CONFESSOR:  Uses the group as a "sounding board" for personal problems and feelings.

SPECIAL INTEREST PLEADER:  Represents interest of another group regardless of whether it fits the topic being discussed.

PLAYPERSON:  Distracts with antics, jokes, and comments; often the best liked and thus difficult to handle.

MUTE:  Participates little or not at all, possibly due to lack of preparation or nervousness.

Source: Hamilton, Parker and Smith, 1982, Communicating for Results, Wadsworth, Belmont, CA, pp. 197-8. 
S Kramer   March 1998

SEVERAL EMAILS OF IMPORTANCE TO YOUR CO-OP
Hello Ms. Kuntz,
When I visited your office back in January you asked me to send you an e-mail regarding my co-op experience and how it helped me land my new job.  Well, now it's April and my new job in Arizona is going quite well.  Today is the first time in a while that I've had time to kill at work, so I thought I'd make the most of it.  
I currently work at Palo Verde Nuclear Generating Station in the Phoenix, Arizona area.  Daily I work with highly qualified and experienced engineers to renew the operational license of several nuclear power plants in the southwest United States.   As a consulting engineer, I rely on the skills and information that I gained not only in the classroom but especially during my co-op experiences.  While my first co-op experience was with Ulliman Schutte Construction, a mechanical construction company it was there that I really learned the basics of everyday life as an engineer and picked up many of the skills that I now use on a normal basis.  With that experience, I added two semesters of experience in the nuclear power industry at Perry Nuclear Power Plant.  During those two semesters I put to use much of the knowledge that I gleaned in my first co-op experience.  I also learned the procedures, policies, expectations and quirks of the nuclear power industry that many engineers will never face outside of this highly regulated and governed industry.  Although I entered the engineering field to pursue a career in the automotive industry, I kept my options open when it came to finding a co-op and I am quite glad that I did.  My co-op experiences led me to an industry that I enjoy working in and now I don't think I could return to my original goal.  I highly recommend that engineering students keep their options open and be willing to gain experience wherever they may have it and remember that this experience may still be used in many industries even if the co-op experience isn't what they first expected.  I am certain that without my co-op experience I would not have been recruited to fill the good job that I have today.
Thank you very much for your efforts to help me out when I was at the University of Toledo.  I truly appreciate the effort you and the rest of the MIME department put out to ensure that we students were well prepared.  Please let me know if there is anything that I can do to help out the MIME department.  Also feel free to drop me a line occasionally to say hello or let me know what is happening at the university.
THE "HIRING FREEZE" EMAIL [We'll use the name John Smith]
Dear Ms. Kuntz,  I am sorry to tell you we have put a hiring freeze on our co-op program for the next six months.  I would like to interview John Smith, but we will not be able to offer him a position until at least next August, and we may not even be able to offer him a position then.  To further complicate matters, I probably won't receive much notice before then concerning the possibilities. Please relay this information to John and see what he'd like to do.  He has excellent qualifications, and probably should check into other opportunities.  I wish it weren't so, but for now this is it.  Please understand that this is not normal, but does happen every once in a while.  Once again, I am very sorry.

What to do?  See Ms. Kuntz.  Part of what the co-op fee covers is her assistance with situations like this.

THE "SORRY, BUT WE HAVE TO LAY YOU OFF" EMAIL

Dear John Smith,  I know you've been doing a fine job with us this semester, but due to the economic downturn, we are forced to layoff several full-time employees and all of our co-op students immediately (which is the middle of the semester).  We are very sorry about this.

What to do?  See Ms. Kuntz.  Part of what the co-op fee covers is her assistance with situations like this.  The possible solutions are: The MIME Department can hire you as a teaching assistant or tutor for our freshmen students to make up for this time, or some other creative solution by the ECMC Office.

THE ORGANIZATIONAL CHART [shown on next page]


All companies have organizational charts.  These are charts to show who reports to whom, how the manufacturing, research, design, development, sales, marketing, production, and business departments of the company interact with each other.  The Organizational Chart on the next page is one example.  It is the Organizational Chart of the University of Toledo with many lines not shown due to limited space.  When you get to your co-op company, you will be presented with an organizational chart.  It is recommended that you understand the hierarchy and chain of command.


[organizational chart here]

SOME TIPS FOR A GOOD PRESENTATION


Sooner or later, you'll be making a presentation.  It might be to your supervisor, a group of engineers, or maybe some big-wigs at the company.  Here are some Do's and Don'ts.


SOME DO'S
SOME DON'T S
•
HAVE AN INTERESTING BEGINNING
•
CHEW GUM

•
HAVE A WELL PACED TALK
•
DISTRACT AUDIENCE BY UNNECESSARY MOVES

•
USE SHORT SENTENCES
•
EXCEED THE TIME LIMIT

•
MAINTAIN EYE CONTACT
•
HAVE A NEGATIVE ATTITUDE ABOUT YOURSELF

•
MAINTAIN GOOD VOICE MODULATION

•
TRY TO INVOLVE THE AUDIENCE

•
USE OF VISUAL AIDS

•
USE HANDS TO DEMONSTRATE

•
SPEAK TO LEVEL OF THE AUDIENCE

SIX SIGMA, LEAN MANUFACTURING, AND KANBAN
Quality, Speed and Effectiveness are some of the important components of manufacturing in today's globalized industrial environment.  Six sigma, Lean Manufacturing and Kanban are the most popularly applied techniques today. Briefly.......

Six Sigma

Six Sigma at many organizations simply means a measure of quality that strives for near perfection.  Six Sigma is a disciplined, data-driven approach and methodology for eliminating defects (driving towards six standard deviations between the mean and the nearest specification limit) in any process; from manufacturing to putting the product on the market, to servicing the product.  The statistical representation of Six Sigma describes quantitatively how a process is performing.  To achieve Six Sigma, a process must not produce more than 3.4 defects per million opportunities.  A Six Sigma defect is defined as anything outside of customer specifications.  A Six Sigma opportunity is then the total quantity of chances for a defect.
An interesting fact: According to the Six Sigma Academy, Black Belts save companies approximately $230,000 per project and can complete four to six projects per year.  General Electric, one of the most successful companies implementing Six Sigma, has estimated benefits on the order of $10 billion during the first five years of implementation.  GE first began Six Sigma in 1995 after Motorola and Allied Signal blazed the Six Sigma trail.  Since then, thousands of companies around the world have discovered the far reaching benefits of Six Sigma.

Lean Manufacturing


Lean manufacturing is an initiative focused on eliminating all waste in manufacturing processes.  Lean production is aimed at the elimination of waste in every area of production including customer relations, product design, supplier networks and factory management.  A lean manufacturing approach provides companies with tools to survive in a global market that demands higher quality, faster delivery and lower prices. Specifically, 
●
Lean manufacturing dramatically reduces the waste chain. 

●
Lean manufacturing reduces inventory and floor space requirements. 

●
Lean manufacturing creates more robust production systems. 

●
Lean manufacturing develops appropriate material delivery systems. 

●
Lean manufacturing improves layouts for increased flexibility. 

KANBAN

The Japanese refer to Kanban as a simple parts-movement system that depends on cards and boxes or containers to take parts from one work-station to another on a production line.  Kanban stands for Kan- card, Ban- signal.  The essence of the Kanban concept is that a supplier or the warehouse should only deliver components to the production line as, and when they are needed, so that there is no storage in the production area.  Within this system, workstations located along production lines only produce/deliver desired components when they receive a card and an empty container, indicating that more parts will be needed in production.  In case of line interruptions, each work-station will only produce enough components to fill the container and then stop.  In addition, Kanban limits the amount of inventory in the process by acting as an authorization to produce more inventories.  Since Kanban is a chain process in which orders flow from one process to another, the production or delivery of components is pulled to the production line in contrast to the traditional forecast oriented method where parts are pushed to the line.
THE MINI PRESENTATION - SOUND BITE


Often you will have a need to express yourself and you only have 30-seconds in which to do it.  This has been called "The Sound Bite" because people's attention span is often limited for one reason or another.

In that time, you state......

•
What you want

•
Why it is good to do this.  [win-win]

•
Some kind of understanding / agreement.

In communications in the workplace, successful communications have to do with.....


the technology of your request ............
17%


your ability to make your point ...........
18%


has to do with the person's mood ........
65%

Get in groups of two.....

1.
For each question, person A thinks about the question for a minute and makes a convincing talk to person B.  

2.
Person B listens attentively and tells A if s/he made a convincing talk.

3.
Repeat with reversing the roles.



Here are the questions . . . . . . . .

1.
I need the results of an endurance test on an engine in order to evaluate . . . .

2.
Dr. Franchetti, I need to take Mechanical Design I at the same time as Strengths of Materials but Strengths of Materials is required for Mechanical Design I.

3.
I need a few copies of this now because the boss changed the time of the meeting….

4.
Ask for a merit review because it's been 12 months since I started here and it should have been done already.

HOW TO PROPERLY USE A MICROPHONE WHEN GIVING A PRESENTATION

Sooner or later you will be making a presentation or speech, either in front of a group using a lavalier or handheld microphone, or at a podium using a fixed / flexible microphone [hereafter spelled "mic" but pronounced "mike".].  
The following tips are offered to help you:
1.
Get there before the presentation to check that the mic works and the volume is set at the proper level.
2.
The fixed / flexible or handheld mic should be about two inches in front of your chin.  Adjust as needed.

A lavalier mic should be attached to your shirt or tie about four inches below your chin when looking straight ahead.

The following applies to handheld and podium mic's:

3.
During the presentation look around at the audience while you keep the mic two inches in front of your chin.  This may mean that you have to move slightly left when looking to the right.
4.
When you speak, speak clearly and keep your chin the same distance from the mic - give or take an inch.
5.
When turning to the side to thank someone sitting on the front table, don't turn around because the mic won't pick it up.  Pivot your body so your chin remains the same distance from the mic, and the audience will see your profile.
6.
Some speakers have their voice trail off at the end of a sentence, or section of a talk.  Don't do this.
7.
If you have to cough or sneeze, don't do this into the mic.

THE OCTOBER 9, 2001 EMAIL TO MIME STUDENTS - THIS IS AN IMPORTANT EMAIL
October 9, 2001   <===date is correct......this email was sent in fall semester of 2001
TO: MIME Undergraduate Students

If you read one email from me this semester, this should be the one.

     One of the reasons Lead Director of Engineering Career Management Center, Ms. Kuntz has 100% placement of MIME students is that she has been doing her part in finding co-op job openings, lining up interviews, contacting our students, counseling our students, reviewing resumés, and other tasks too numerous to list.  The other reason is that our students have been doing their part in monitoring their email, signing up for interviews, preparing for interviews, getting to the interviews on time, doing their best at the interviews, and many other tasks for sure.  However, she and I seem to have a recurring problem which is: "What to do about students who don't monitor their email, don't sign up for interviews, and expect to have a co-op position waiting for them on the first day of their co-op term."  They seem to come in about a month before the semester of their co-op and say: "Where's my co-op job?"  To which Ms. Kuntz says: "Weren't you checking your emails?  We've already placed everyone."  You wouldn't expect to be successful in your classes if you started in the ninth week of the semester, would you?  Co-op is no different.

     As you know, the Career Management Center is responsible for identifying companies who want to hire ME's and IE's, for scheduling interviews, answering questions, and career counseling.  You are responsible for applying for these positions, attending the interviews, and deciding among the offers.  It's a team effort.  Ms. Kuntz wants to place everyone but this process takes time, effort, and planning.

     Students know from their Orientation and their Professional Development courses that they are to monitor emails, and reply to Ms. Kuntz in a timely fashion regarding co-op issues.  The engineering program at the University of Toledo is different from others in that at other schools you go to classes, do your homework, get the grades, finish all required courses, participate in this-and-that outside activity if you wish, and you are finally an engineering graduate.  At the University of Toledo with our required co-op, we have another important element and that is: "Work with Ms. Kuntz to secure the co-op position that is right for you."  Ms. Kuntz has a difficult enough job placing hundreds of MIME students per semester without having to send numerous emails or make numerous telephone calls to students who do not reply to her requests.  If you are in this group, it is likely your graduation date will be delayed and we do not want this to happen.

Therefore, [and this is nothing new] students seeking a co-op position are required to:

1.  Monitor their email account at least three times per week.

2.  See Ms. Kuntz no later than the second week of the semester prior to your co-op term.

3.  Have an updated resumé ready at the beginning of the semester prior to your co-op term.

4.  Apply for and participate in as many interviews as you think you need to.....but at least ten [10].
5.  Reply to what Ms. Kuntz requests in any emails in a timely fashion.

The following is new:

     By not doing these steps, you are giving us the message that you don't need the assistance of the Career Management Center and that you have decided to secure an engineering co-op position on your own.  Therefore, effective October 22, 2001, students who do not do the above tasks will be responsible for finding their own engineering co-op positions.  If, at a later time, you realize you need the help of the Career Management Office, Ms. Kuntz will do all she can to assist you.

     As you know, three co-op work terms are required and they must be full-time for a semester and approved by the College of Engineering Career Management Office.  Finally, in order to receive credit and keep you on the UT records, you must be registered for course number MIME-3940 during the term of the co-op.  If you have any questions, see Dr. Matthew Franchetti.

Sincerely,

  Dr. Matthew Franchetti
cc: Ms. Kuntz, Dr. Afjeh, Dean Poling

A TYPICAL COVER LETTER FOR A FOR A RESUMÉ

When dealing with companies in the co-op program, a cover letter for a resumé is not needed.  However, when seeking a full-time permanent job, you will need a cover letter to accompany your resumé.  Some key points: [1] It is best to address the cover letter to a person at the company; not just "Human Resources Department".  If you don't know the name, then call and get it along with the correct spelling and address.  [2] Do not make any errors in the letter.  [3] Make your own stationery like the one below.  [4] End it with /resumé attached 

Here is a sample cover letter.

Cynthia K. Silverman
Carter East - Room 343
University of Toledo

Toledo, OH 43606

(419) 526-1941
April 21, 2007
Ms. Gale K. Goldman, President and CEO
GK Goldman Design Corporation
20 Marshall Road
Beverly Hills, California 90210
Dear Ms. Goldman,


I am writing to inquire about your position for a Mechanical Engineer in your Design Engineering Laboratory at the GK Goldman Design Corporation.  I am a senior in Mechanical Engineering at the University of Toledo, Toledo, Ohio and plan to graduate this coming August with a Bachelor of Science degree in Mechanical Engineering.  My interest is in Computer Aided Design as I have taken several courses in this area and have been told I have a natural talent here.  I am proud to say that I will be graduating with highest honors [summa cum laude] with a 3.95 gpa.

In addition to my academic achievement I have completed two co-op terms at Dana Corporation and two terms at General Motors Corporation.  In these positions I gained valuable experience in design, testing, research and development and, most importantly, working with people at all levels in those companies.  My evaluations all say I am a team player, have excellent communication skills, and am thoroughly focused on getting the job done in an efficient manner.


I have a strong interest in design at all levels, with a specialty in Computer Aided Design.  As you can see in my enclosed resumé, I have other interests and skills in computers, athletics and music.  I look forward to hearing from you soon.

Sincerely,

Cynthia K. Silverman
Cynthia K. Silverman
/resumé enclosed

CLOSING ARGUMENTS


Well, not really arguments, but closing comments on the semester and the school year.  Most everyone is pretty tired of school right about now.  Also, the dreaded disease known as spring fever is about to hit us all.  Springtime, baseball, NHL playoffs, flowers, nice weather, etc.  However, it is important to stay focused on your upcoming exams and projects.  A good performance on these can be make the difference of one whole letter grade or more possibly.  For those on plan A, the gpa you will include for interviewers to see is what you earn after your exams next week.  So, in closing, here are some things to keep in mind:

The following points apply to all students:

•
You all had your choice of co-op plans, and in most cases your request was granted.  If you wish to change your co-op plan, email Dr. Franchetti with your reason.  You request will be considered and you can expect a reply soon after.

•
After you update your resumé, upload it, submit it, AND EMAIL MS. KUNTZ THAT YOU HAVE DONE SO.

•
For those students having an engineering job this summer, be sure to follow the steps on page 32 in order to have it counted as your first co-op work experience.

•
For those students taking classes to make up deficits in Calculus and Physics, transferable grades are D-minus or better.  Have the school send an official transcript to the records office.
•
You are expected to attend the "Engineering Career Exposition" held in the lobby of Nitschke Hall in September.  At the Expo there will be about 60 companies who are all looking for spring and summer co-op students.  You should make every effort to attend.  Bring several copies of your up-to-date resumé, dress appropriately, and visit as many of the companies as you wish.  This is free of charge and will be held during an entire day.  There will be plenty of notice of the Engineering Career Exposition too.

PLAN A's - The following applies to those completing their first year here and planning on co-oping starting in spring 2008:

•
Immediately after you return to school, you will need to update your resumé with new gpa, additional job experience, new address, etc. because you will be interviewing for co-op positions starting in September.  I suggest you do this late in the summer before you get to school.

•
Since you will be interacting with ECMC Lead Director Ms. Kuntz, make an appointment to see her upon your return to school in August.  I recommend you email her in early to mid-August to set-up a time and date.  Ms. Kuntz's email is: vkuntz@eng.utoledo.edu.

PLAN B's - The following applies to those completing their first year here and planning on co-oping starting in summer 2008:

•
You will need to update your resumé with new gpa, additional job experience, new address, etc. during Christmas break because you will be interviewing for co-op positions starting in January.

•
Since you will be interacting with ECMC Lead Director Ms. Kuntz in the spring semester, make an appointment to see her in November or December.  I recommend you email her to set-up a time and date to meet.  Email: vkuntz@eng…..

EMAILS FROM DR. FRANCHETTI OR MS. KUNTZ


There is one problem that exists with a relatively small number of our upperclass students that we would like to eliminate with this freshman class.  When Ms. Kuntz or Dr. Franchetti send you an email regarding either an upcoming company interview, plant trip, some important and timely information, or a request, we need for you to read the email, and follow the request in a timely fashion.  This is for your benefit and for the efficient running of the M.E. and I.E. programs.


Many of you have your emails forwarded to your aol, hotmail, or yahoo accounts.  That is fine.  Just be sure to check whatever email server you use.  Please know that Ms. Kuntz and Dr. Franchetti will continue to use the engineering account when we initiate an email message.  Finally, if you are not getting any emails on your engineering account, you may be over quota.  Or, you may be encountering a computer email problem you cannot fix.  In either case see one of the computer consultants in NI-1013 or call them at 419-530-8025, or email them at: ecc@eng.utoledo.edu.


"My email has been messed up for a month.  That's why I haven't been getting any notices."  This is not an excuse; it is a reason why you are not getting the emails.  Don't let this happen to you whether you are on campus or co-oping somewhere.  If ever you encounter a problem, contact Engineering College Computing via email [ecc@eng.utoledo.edu] or telephone [419-530-8025] to get their assistance.

THE HONORS PROJECT


For the students taking Professional Development as Honors, the Honors Project is as follows:  In teams of four or five students, make a presentation by way of a serious skit, or play-act of the ethics case-study that you select from the list below.  We will all meet on this date: ______________________________ from 5:30 pm to 7:00 pm.  Location is the MIME Conference Room in NI-4020.  If you have a class in that time period, your presentation time will be set to a convenient time so as not to miss that class.  Dinner will be served around 6:00.  You can think of this as a "night out at the dinner-theater".  The objective is to learn about various ethical issues in famous engineering cases.  Your participation in a discussion and question and answer session is expected.

This is the plan:

1.
Specify via email what percentages you want for attendance, resumé in Co-op format, the test, and this presentation.  Minimum values are all 20%.  Default values are: Presentation = 25%, Attendance = 25%, Resumé in Co-op format = 25%, and the test = 25%.  Use same deadline as on page 1.

2.
I will give you a roster of who is taking this course as Honors around the second week of the semester.  We will meet for five minutes after class during the third or fourth week.
3.
Look at the descriptions of the cases listed below on the following websites:


ethics.tamu.edu [go to third one down: Ethics Case Studies]      
<==== Excellent website


www.onlineethics.org [go to Engineering Practice, then cases]
<==== Somewhat helpful website
4.
Decide which case you would like to present and with whom.  If you don't know many people and would like to be put on a team, you may specify a case and we'll see if others do likewise.  Most cases can be handled by four people, but some need three and some need five.  Indicate this to Dr. Franchetti and have him approve it as "your case for presentation."  Good idea to do this soon, but must be done by February 1st.

5.
Your team will prepare a one-page summary of the case to be emailed a at last three days prior to the presentation.  In this summary, include the title of the case, your names, the roles you are each playing, a brief description of the case with the outcome, and anything else you wish.  Email this to each honors student in the class [I'll give you the email list beforehand.]
6.
Read all of the summaries before the presentations so you know what to expect.
7.
Present an informative and enlightening skit or play-act of between 10 and 13 minutes in length.  Discuss the outcome, possible different outcomes, any moral or lesson learned.  No written report is needed.
Engineering Ethics Case Studies [If you find other interesting ones, bring it to my attention as another one to include.]

These are in the websites.  The number in parentheses is the recommended number of students for this case.

Honesty and Truthfulness
Conflict of Interest


1.
Co-op student (3 students)
8.
The Axtell, Inc. Containers (4 students)


2.
David LaMacchia (4 students)
9.
Hydrolevel vs. ASME (4 students)

Liability, Responsibility, Negligence
Women in Engineering


3.
TV Antenna Collapse (5 students)
10.
Sunnyvale, CA (4 students)


4.
Hyatt Regency Walkway (4 students)
11.
Inez Austin (5 students)

Whistle Blowing
Acknowledging Mistakes


5.
BF Goodrich Brake Problem (5 students)
12.
USAWAY (4 students)


6.
Challenger Disaster (5 students)


7.
Summer job driving a forklift (4 students)
Honors Presentations Including Dinner
_____________________________ from 5:30 pm to 7:00 pm in NI-4020
Mark your calendars now!!

Professional Development Test 

Name 


Select the best answer by circling only one choice in pencil on the green the answer sheet.  


Answers indicated elsewhere will not be counted.   No penalty for guessing.   20 questions.  5 points each.

1.
If you are on Co-op Plan A where your first work term starts Jan. 2007, your revised resumé should be uploaded and submitted:


a)
no later than 60 days before the start of your co-op.
d)
no need to modify your resumé at all.


b)
at the start of the fall 2006 semester.


e)
by December 1st in the fall 2006 semester.


c)
no later than the 8th week of the fall 2006 semester.

2.
For your first co-op work term, in addition to paying the co-op fee, what else is required for you to get credit for this co-op?



a)
nothing additional.  Only the co-op fee must be paid.



b)
supervisor completes the evaluation, you complete your evaluation, and you file the co-op transfer credit form.



c)
supervisor completes the evaluation, you complete your evaluation, and you indicate your intentions for next co-op.



d)
supervisor completes the evaluation, you complete your evaluation, and you pay the tuition for MIME-3940.



e)
your supervisor must submit a grade for you [on an A through F scale] to Ms. Kuntz.

3.
The term Six Sigma means "a measure of quality that strives for near perfection".  Which of the following is correct?



a)
Six Sigma has been successfully implemented by millions of companies in the United States.



b)
A Six Sigma defect is defined as anything outside of customer specifications.



c)
Six Sigma involves eliminating defects by using state-of-the-art CAD software.



d)
The benefits of Six Sigma are realized primarily by smaller companies who can easily implement it.



e)
all of the above.

4.
While working at a company which has union members on the factory floor, which one is true if a grievance is filed against you:



a)
the grievance may adversely affect your employment at that company.



b)
the grievance usually results in time off without pay.



c)
the grievance has little or no effect since engineers are not part of the union.



d)
the grievance remains anonymous within the company files.



e)
the grievance is removed from your record after the nine (9) months probationary period required by federal law.

5.
With regard to the Expected Behavior on Co-op Jobs [be reliable, be willing to work, be respectful, separate job and personal life, and think before you act] adopted in August 2000, if the violation of any of these is sufficiently serious, then…..



a)
you will receive the grade of NC [No Credit] for the co-op work experience.



b)
you will be put on probation for one academic semester.



c)
you will be required to reimburse the company for the salary you earned in that semester.



d)
you will be placed on a different co-op plan.



e)
you will need to secure the remaining co-ops on your own.

6.
The first known engineer in history was a(an):    a) American      b) Roman      c) Chinese       d) Japanese       e) Egyptian

7.
Which of the following are true regarding product liability? 


1) 
design engineers should try to design out as many unreasonable safety risks as possible.


2) 
providing a warning on a product will eliminate any product liability lawsuit against the manufacturer.


3) 
if a safety risk exists in a product, a warning must be provided by the manufacturer.


4) 
if a safety risk exists in a product due to possible improper use, instructions must be provided.


5) 
the Design Department of a company is solely responsible for product liability for the company's products.


6) 
engineers must think of how products are used and possibly misused when considering product liability.


The choices are:
a) 1, 2, 3 and 4
b) 1, 3, 4 and 6
c) 1, 2, 3 and 5
d) 1, 2 and 3
e) 1, 3 and 4 

8.
Codes and Standards are subject to:



a)
a maximum of one revision per year.
d)
only revisions approved by the U.S. Congress.



b)
annual review by the ANSI Board of Governors.
e)
continuous interpretation and revision.



c)
revisions ONLY by majority vote of the U.S. Codes and Standards Committee.

9.
The primary reason I want to keep the Professional Development coursepack until I graduate is:



a)
it will bring back the fabulous memories I have of this course.



b)
it can be used in the bottom of my birdcage; especially the pretty blue cover.



c)
the letters and forms section in the back contain forms and letters I'll need in my undergraduate work here.


d)
the information in the coursepack is important and useful and I may not remember all of it after the course is over.



e)
it will be a good refresher on resumés and interviewing techniques.

10.
In your resumé, which item should not be included?


a)
a clear and concise objective.
d)
additional qualifications you have that were not mentioned in education.


b)
any disabilities you have.
e)
your educational background.


c)
your job experience.

11.
With regard to International Rules of Etiquette, which one of the following is correct?


a)
No need to answer this because it is doubtful I will ever encounter someone from another culture.


b)
If you find the custom against your beliefs, you are free to do the opposite.


c)
If you do not understand something, it is best to politely ask the person from that culture.


d)
It is recommended that you assert your individuality and independence by choosing to not follow their customs.


e)
Just for fun, you can mix and match customs: such as....use customs in one country in a different country.

12.
Why do we have engineering codes and standards?


1)
to make available the accumulated
4)
to facilitate interchangeability of machine parts.



     knowledge and experience of the profession.
5)
to enable the engineering profession to be recognized


2)
to establish safety standards.

      by the general public for its accomplishments.


3)
to prevent accidents.

The choices are:
a) 1, 2 and 4
b) 1, 2, 3 and 5
c) 1, 2 and 5
d) 1, 3 and 4
e) 1, 2, 3 and 4
13.
With regard to "Tips for Success in the Business World [including co-op], which is the single most important skill:



a)
understanding codes and standards.
d)
ability to listen to, and understand your supervisor.



b)
oral communication skills.
e)
thorough knowledge of engineering.



c)
being properly dressed at the workplace.

14.
In an interview for an engineering co-op position, which are appropriate questions that could be asked of you?


1)
That's an unusual name; where were you born?
4)
What courses did you like best at UT?


2)
Since we have 8 plants in the U.S.,
5)
Do you plan to start a family in the near future?




what geographic preference do you have?
6)
What are your long-term career goals?


3)
What do think about the situation in Iraq?
7)
Were you a member of IIE or ASME at UT?


The choices are:
a) 1, 3 and 6
b) 2, 3, 6 and 7
c) 1, 3, 6 and 7
d) 2, 4, 6 and 7
e) 1, 2, 3, 4 and 6

15.
Which statements are true regarding sexual harassment in the workplace?


1)
involves not being promoted to a higher job category because you are a woman.


2)
involves unwelcome verbal or nonverbal requests for sexual favors.


3)
happens in less than 2% of the workplaces in the U.S.


4)
is illegal in all states in the United States.


5)
is permissible in a company setting if you are dating the other person.


The choices are:
a) 1, 2, 3 and 4
b) 1, 2 and 4
c) 2, 3 and 4
d) 1, 4 and 5
e) 1, 2, 3, 4 and 5

16.
While working for Daimler-Chrysler Corporation testing engine performance,


you take on a part-time job in the evenings test-driving General Motors cars.  This is known as:



a)
networking your skills.
d)
performing services in your areas of competence.



b)
conflict of interest.
e)
using your skills at two jobs to increase your income.



c)
using knowledge and skills for the enhancement of human welfare.

17.
When you are "actively participating in the interview process", you are replying to Ms. Kuntz's emails to meet with…..


a)
any company which meets your job requirements and your geographic preferences.


b)
any company who will take students having a gpa of 2.5 or higher.


c)
at least five companies in the first month of the semester regardless of location.


d)
at least five companies with offices in Toledo even though you may not be from Toledo.


e)
any and all companies offering good benefits, good salary, and will pay at least part of the co-op fee.

18.
Which statements are true regarding patents?


1)
U.S. patents are valid for 20 years from date of filing.


2)
U.S. patents can be extended for only one additional term of 20 years.


3)
U.S. and Japan have agreed to share patents between each country.


4)
rights to a U.S. patent may be sold to people wishing to use the ideas of the patent.


5)
a patent obtained in France, England, and Germany will be valid throughout Europe.


6)
in order to get a U.S. patent, the idea must be shown to be novel, useful and non-obvious.


The choices are:
a) 1, 2, 4 and 6
b) 1, 2, 3 and 5
c) 1, 4 and 6
d) 1, 2, 5 and 6
e) 1 and 6


19.
An entrepreneur is someone who:



a)
has the skill, knowledge and courage to design a product.



b)
has the ability to design products and market them.



c)
will take the risk of selling products both in the U.S. and in foreign markets.



d)
has the understanding of the economy and the job market in order to produce products of importance.



e)
has the skill, knowledge and courage to take an idea to market in order to make a product that people want.

20.
 The first school of engineering and technology in the United States is:


a)
Rensselaer Polytechnic Institute
c)
University of Virginia
e)
U.S. Military Academy


b)
Oxford University
d)
École Polytechnic
KOLB'S LEARNING STYLE INVENTORY


Some people like certain teachers and some people don't.  Often it is the "teaching style" of the teacher that doesn't agree with the student's "learning style".  For example, some of you think I am very boring, and some of you like the way I present the material.  Some of you like hands-on learning; some would rather listen, watch and then learn.  Who's right? Who's wrong?  Educational researcher Kolb in the 1980's developed a way to determine individual learning styles.  When a teacher's teaching style agrees with a student's learning style, the student enjoys the learning experience and learns a lot.
So....for the following, don't try to psyche out the questions, just rank the four answers for each question with a 1, 2, 3, and 4   with "4" being how you learn best, and "1" being how you learn least.  No ties are allowed.

For example:
0.
When I learn:
   4
 I am happy
   1
 I am fast
   2
 I am logical
   3
 I am careful.

1.
When I learn:

 I like to deal with 

 I like to watch and listen

 I like to think about ideas

 I like to be doing things.




 my feelings

2.
I learn best when:

 I trust my hunches

 I listen and watch carefully

 I rely on logical thinking

 I work hard to get things




 and feelings





 done.

3.
When I am:

 I have strong feelings

 I am quiet and reserved

 I tend to reason things out

 I am responsible about


learning

 and reactions





 things.

4.
I learn by:

 feeling 

 watching

 thinking

 doing.

5.
When I learn:

 I am open to new

 I look at all sides of issues

 I like to analyze: break

 I like to try things out.




 experiences



 them down into their parts

6.
When I am:

 I am an intuitive 

 I am an observing person

 I am a logical person

 I am an active person.


learning

 person

7.
I learn best from:

 personal relationships 

 observation

 rational theories

 a chance to try out and










 practice.

8
When I learn:

 I feel personally 

 I take my time before

 I like ideas and theories

 I like to see results




 involved in things

 acting



 from my work.

9.
I learn best when

 I rely on my feelings 

 I rely on my observations

 I rely on my ideas

 I can try things out for










myself.

10.
When I am:

 I am an accepting

 I am a reserved person

 I am a rational person

 I am a responsible person.


learning

 person

11.
When I learn:

 I get involved

 I like to observe

 I evaluate things

 I like to be active.
12.
I learn best when:

 I am receptive and

 I am careful

 I analyze ideas

 I am practical.




 open-minded



CE

RO

AC

AE

Kolb's bulls eye
1.
Reflective Observation (RO) - "Watching and Listening"  Examine ideas from different points of view.  Rely on patience, objectivity, and judgment.  Learning by watching, listening, and looking for the meaning of things.
2.
Abstract Conceptualization (AC) - "Thinkers"  Using logic and ideas rather than feelings to understand problems and situations.  Learning by logical analysis of ideas, systematic planning, acting on knowledge of the situation.
3.
Active Experimentation (AE) - "Doing"  A practical approach and a concern for what really works.  They value getting things done and seeing results.  Willingness to take risks, ability to influence people and events through action.
4.
Concrete Experience (CE) - "Feeling"  Personal involvement, rely on feelings versus a systematic approach to problems and situations.  Learning in this stage is from specific experiences, relating to people, and sensitivity to people and feelings.
Total    Check=120       Label CE, RO, AC, AE       AE - RO on horiz    AC - CE on vertical

Kolb's 2x2

LEARNING STYLE INVENTORY CONCLUSIONS
We all have a little of each type of learning style, but most have a preference of one or two types.
There are four basic ways of learning........

Type 1. Diverger - Needs value clarification [Why? Discussion, give a reason]
Type 2. Assimilator - Likes to think things through [What? Lecture, reading, info transfer]
Type 3. Converger - Prefers to have hands-on experience [How? Try it out]
Type 4. Accommodator - Likes to test the experience [If? Self-discovery, teach it.]
WHAT THE KOLB LEARNING STYLE INVENTORY MEANS IN MORE DETAIL

There are four basic ways of learning.  When your style of learning is different from the teaching style of a professor, you will either have a more difficult time learning, or you might think the prof is not a good teacher, or both.  This partially explains why I hear very good things and very bad things about the same professor.  We all have a little of all four of these learning styles in us but we usually have a preference of one of them.  The preference may be strong or slight.
TOP RIGHT QUADRANT [Reflective]
Type 1 learners are known as Divergers.  They need value clarification.  They learn by listening and comparing, they work for harmony, they need to be personally involved, and they are extremely interested in people.  As leaders they are excellent in developing ideas, they always exercise authority with trust and participation.  They need to understand the mission of the company.  Their strengths are innovation and ideas.  Their goals are to be involved in important issues and to bring harmony.
LOWER RIGHT QUADRANT [Sensing]
Type 2 learners are known as Assimilators.  They are concrete sequential thinkers who like continuity.  They learn by thinking through ideas.  They need details, they are very thorough and industrious, they enjoy typical classroom settings and are more interested in ideas than people.  As leaders they assimilate facts into coherent theories, they use logic to tackle problems, and they prefer to work with people who are well organized.  Their strengths are creating concepts and models, and thinking things through.  Their goal is intellectual recognition.

LOWER LEFT QUADRANT [Active]
Type 3 learners are known as Convergers.  They are the hands-on people who are skills oriented.  They are problem solvers who resent having the answers given to them.  They get right to the point.  They need to know how things work, and they value strategic thinking.  Their strength is the practical application of ideas.  As leaders they need and thrive on plans and time lines.  They inspire quality and they need staff who are task oriented.

TOP LEFT QUADRANT [Intuitive]
Type 4 learners are known as Accommodators.  They integrate experience and application.  They relish change and are believers in self discovery.  They excell when flexibility is needed.  They are risk takers and are at ease with people.  They enrich what is, and add to it.  Their strengths are action and getting things done.  As leaders they thrive on crisis and challenge.  They tackle problems by looking for patterns.  They exercise authority by holding up visions of what might be.  They lead by energizing people.
Kolb, David A., Experiential Learning: Experience as the Source of Learning and Development. Prentice-Hall, 1984.

Stice, James, The Kolb Learning Style Inventory, ASEE Proceedings 1986.

HOW YOU CAN USE THIS INFORMATION

LEARNING STYLES AND STRATEGIES
Richard M. Felder     Hoechst Celanese Professor of Chemical Engineering     North Carolina State University

Barbara A. Soloman    Coordinator of Advising, First Year College     North Carolina State University

ACTIVE LEARNERS [Kolb's Type 3] AND REFLECTIVE LEARNERS [Kolb's Type 1]
●
Active learners tend to retain and understand information best by doing something active with it--discussing or applying it or explaining it to others. Reflective learners prefer to think about it quietly first. 

●
"Let's try it out and see how it works" is an active learner's phrase; "Let's think it through first" is the reflective learner's response. 

●
Active learners tend to like group work more than reflective learners, who prefer working alone. 

●
Sitting through lectures without getting to do anything physical but take notes is hard for both learning types, but particularly hard for active learners. 

Everybody is active sometimes and reflective sometimes. Your preference for one category or the other may be strong, moderate, or mild. A balance of the two is desirable. If you always act before reflecting you can jump into things prematurely and get into trouble, while if you spend too much time reflecting you may never get anything done. 

How can active learners [Kolb's Type 3] help themselves learn better? 

If you are an active learner in a class that allows little or no class time for discussion or problem-solving activities, you should try to compensate for these lacks when you study. Study in a group in which the members take turns explaining different topics to each other. Work with others to guess what you will be asked on the next test and figure out how you will answer. You will always retain information better if you find ways to do something with it.       [continued on next page . . . .]
How can reflective learners [Kolb's Type 1] help themselves learn better? 

If you are a reflective learner in a class that allows little or not class time for thinking about new information, you should try to compensate for this lack when you study. Don't simply read or memorize the material; stop periodically to review what you have read and to think of possible questions or applications. You might find it helpful to write short summaries of readings or class notes in your own words. Doing so may take extra time but will enable you to retain the material more effectively. 

SENSING [Kolb's Type 2] AND INTUITIVE LEARNERS [Kolb's Type 4]
●
Sensing learners tend to like learning facts, intuitive learners often prefer discovering possibilities and relationships. 

●
Sensors often like solving problems by well-established methods and dislike complications and surprises; intuitors like innovation and dislike repetition. Sensors are more likely than intuitors to resent being tested on material that has not been explicitly covered in class. 

●
Sensors tend to be patient with details and good at memorizing facts; intuitors may be better at grasping new concepts and are often more comfortable than sensors with abstractions and mathematical formulations. 

●
Sensors tend to be more practical and careful than intuitors; intuitors tend to work faster and to be more innovative than sensors.

●
Sensors don't like courses that have no apparent connection to the real world; intuitors don't like "plug-and-chug" courses that involve a lot of memorization and routine calculations. 

Everybody is sensing sometimes and intuitive sometimes. Your preference for one or the other may be strong, moderate, or mild. To be effective as a learner and problem solver, you need to be able to function both ways. If you overemphasize intuition, you may miss important details or make careless mistakes in calculations or hands-on work; if you overemphasize sensing, you may rely too much on memorization and familiar methods and not concentrate enough on understanding and innovative thinking.

How can sensing learners [Kolb's Type 2] help themselves learn better? 

Sensors remember and understand information best if they can see how it connects to the real world. If you are in a class where most of the material is abstract and theoretical, you may have difficulty. Ask your instructor for specific examples of concepts and procedures, and find out how the concepts apply in practice. If the teacher does not provide enough specifics, try to find some in your course text or other references or by brainstorming with friends or classmates.

How can intuitive learners [Kolb's Type 4] help themselves learn better?
Many college lecture classes are aimed at intuitors. However, if you are an intuitor and you happen to be in a class that deals primarily with memorization and rote substitution in formulas, you may have trouble with boredom. Ask your instructor for interpretations or theories that link the facts, or try to find the connections yourself. You may also be prone to careless mistakes on tests because you are impatient with details and don't like repetition (as in checking your completed solutions). Take time to read the entire question before you start answering and be sure to check your results.
LETTERS AND FORMS SECTION AND OTHER INFORMATION
The following pages contain letters and forms that you may need in the future.  Please remove these pages carefully.  If you need more, feel free to photocopy.  [Whenever you fill out a form, it is expected that it be done clearly, carefully, and in ink.]
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80
Student Employment Verification Form [if you get a summer job in engineering] 
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Letter to school identifying you as transient student [if you are taking a course elsewhere] 
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Application for Graduation [www.eng.utoledo.edu] 
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This is the text of the co-op agreement that you signed and in your file.
STUDENT COOPERATIVE EDUCATIONAL AGREEMENT

Engineering Career Management Center

University of Toledo - College of Engineering

Revised November 20, 2006

To participate in the University of Toledo's College of Engineering mandatory co-op program, each student must read and agree to the following policies:

1. All Engineering students must successfully complete three (3) registered cooperative education experiences before graduation.  All students are expected to follow either the Plan A or Plan B Matrix for their academic/cooperative education program.  The student’s Undergraduate Program Director will place the student into Plan A or Plan B.  Only varsity athletes and pre-med students in bioengineering are automatically eligible for summers-only co-op.  Students with other special circumstances who wish to switch plans must submit a written request for an individualized plan, along with appropriate substantiating documentation to their Undergraduate Program Director who will approve or reject the student’s request.  Rejections at the department level may be appealed to the Associate Dean of Undergraduate Studies.  ONLY STUDENTS WITH APPROVED REQUESTS WILL BE ALLOWED TO FOLLOW AN INDIVIDUALIZED CO-OP PLAN.

2. Each student (including transfer students) must complete a Professional Development course in order to be eligible to participate in any cooperative education experience.  Transfer students must complete one semester of courses in the University of Toledo College of Engineering prior to working with the Engineering Career Management Center staff to secure a co-op position.  It is recommended that all transfer students seek their first co-op during fall semester.

3. Acceptance of a cooperative education position, whether verbal or written, constitutes acceptance of the position, function, salary, location, and company policies and procedures.  Once a student has given acceptance to an employer, the student is required to complete the semester-long assignment.  Failure to do so will result in a no credit grade for the course and applicable co-op fees will still be assessed.  Only after the semester-long obligation has been completed may students take another cooperative education assignment. 

4. Students may change co-op employers after their first co-op assignment but not after the second and subsequent assignments.  Students must complete at least two consecutive co-op assignments with the same employer.  To change employers, the student must submit a written request to their Co-op Director during the first two weeks of the semester when they return for classes.  The Director will approve or reject the request and inform the student.  Students must not initiate a discussion with a new employer without the above approval.  Co-op assignments beyond the three required assignments are expected to be with the same employer.

5. The Engineering Career Management Center (ECMC) exists to help students find co-op opportunities; however, the ultimate responsibility for obtaining a cooperative education experience lies with the student.  This means the student must select, research, and successfully interview with companies they want to work for to satisfy their cooperative education experience(s).  

6. Students must contact the ECMC early each semester to update their mailing address, phone number, and their resumé.  Students must also read email from their engineering account on a regular basis, or forward this email to an account that is frequently accessed.  

7. Each student must inform the ECMC of all work assignments, including offers, hiring, discharge, work schedules, etc. whenever changes occur.  Students must communicate all workplace problems to their Director.  Students must submit both an employer and a student evaluation after each cooperative education assignment.  APPROPRIATE CREDIT FOR THE EXPERIENCE WILL NOT BE GIVEN UNTIL THE EVALUATIONS ARE COMPLETED AND RECEIVED IN THE ECMC.

8. All students must conduct themselves in a professional and ethical manner with the ECMC and with employers.  Violation of a company’s policy can result in disciplinary action by the University even though the student is off-campus.  

9. Students must register for their departmental 3940 course and pay the co-op fee for three required co-op assignments.  Students must register for their departmental 3950 course for all additional co-op assignments beyond the three required assignments.  Working less than full-time does not remove the obligation to register for the course and pay the applicable fee.  If the position would qualify as an acceptable co-op assignment, or could be modified to be acceptable, then the student must register for the applicable course.  When students fail to register for a work assignment, they grant permission to the College of Engineering to register them for the appropriate course and the applicable fee will be billed in the normal manner.

10. Engineering technology students, who maintain full-time status, have met the eligibility requirements and choose to participate in the mandatory co-op program must sign and abide by all provisions of this “Student Cooperative Education Agreement”.  The resources of the ECMC will be available to them, three co-ops will be required for their graduation, they will pay the co-op fee for three co-op assignments, and all policies of this agreement will apply.  In particular, by signing this agreement, engineering technology students agree to fulfill the additional graduation requirements of three co-op experiences.

11. Failure to adhere to the policies outlined above absolves the ECMC of their responsibility of assisting the student with finding a co-op job.

12.
Military veterans must provide a copy of their discharge paperwork.

The information in this document reflects the rules and policies of the College of Engineering at the above date.  While every effort is made to provide accurate and current information, the College reserves the right to modify rules, policies, services, and any other matter without notice.  It is the responsibility of students to follow up on any questions or concerns they might encounter.

Revised November 20, 2006
COURSE AND TEACHER EVALUATION  -- Professional Development

INSTRUCTORS:  DR. FRANCHETTI
[Remove and hand-in in our last class meeting]


In Professional Development we covered subjects such as the engineering code of ethics, resumés, interviewing, conflict of interest, history of engineering, patents, product liability, codes and standards, and many other things.  In order to improve the quality of this course I would like your suggestions for the next time the course is taught.  This will not affect your grade so please be honest.  Thank you.
COMMENTS, SUGGESTIONS:

The subject matter seems like it might be useful and important later on in engineering [yes / no, any comments…]

The required work was about right for the one-credit this was worth?

I thought Dr. Franchetti’s effectiveness in presenting the material was . . . . . . . . .

I thought our Teaching Assistant was . . . . . . . . .

OTHER COMMENTS, SUGGESTIONS, ANYTHING ELSE YOU WISH TO SAY:

CANCELLATION / NO SHOW POLICY ON INTERVIEWS
Adopted by Engineering Co-op Office [Now called ECMC Office] 1999

· If you are scheduled for an on-campus interview or site visit with a company, you are expected to keep your scheduled appointment. 

· Events may arise that cause you to cancel. To cancel an interview, you MUST notify your Co-op Director at least 48 hours before the scheduled interview day.  Failure to keep a scheduled interview or to cancel an interview will constitute a “No Show”.  Students who miss an interview may jeopardize their co-op standing with the Engineering Career Management Center and will further prohibit interviewing with other companies. 

· If you miss an interview and do not notify the Career Management Center/ Co-op Director, you put the University of Toledo, Engineering Career Management Center, and the company in a very difficult position.  Companies can easily decide not to recruit to the University of Toledo based on students not showing up for scheduled interviews.  Do not allow this to happen!

· If you miss an interview, you will not be able to interview or have your resumé forwarded until you have spoken with your Co-op Director.
· This cancellation policy applies to students whether you are scheduled for an on-campus interview or on-site interview.

If you miss an interview, you must:

Write a letter of apology to the company explaining what happened.  Bring this letter with a stamped envelope addressed to the company, along with a copy of this letter to your Co-op Director.

You will not be eligible to work with the Engineering Career Management Center until these items are received.

NOT showing up to an interview is VERY SERIOUS. Make sure you write down on your calendar all interview times and check them carefully. If you are scheduled for an on-campus interview and are not 100% sure of the date, time and place, you can always contact the secretary of the Engineering Career Management Center for correct times.

SCHEDULE WORKSHEET FOR NEXT SEMESTER

Call Number
Prefix
Number
Section
Credits
Course Name
Days
Times

1. 


2. 


3.


4.


5. 


6.


7.

  MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
8:00 -
   9:00
9:00 -
  10:00

10:00 -
  11:00

11:00 -
  12:00

12:00 -
   1:00

1:00 -
   2:00

2:00 -
   3:00

3:00 -
   4:00

4:00 -
   5:00

5:00 -
   6:00

6:00 -
   7:00

7:00 -
   8:00

Checklist for MIME Students Starting the Interview Process with the ECMC Office
TO: 

FROM:   

Date: 

Each semester Ms. Kuntz contacts Dr. Franchetti indicating so-and-so has not done this-or-that when it was supposed to be done regarding interviewing and the search for a co-op position.  We'd like to minize and hopefully eliminate this because it's tough enough finding jobs when students do what they are supposed to do.  Thus, we are providing this checklist to assist you in the interview process next year.  Please use this in order to be right on top of things.  As always, if you feel you need extra assistance either in developing interviewing skills, uploading your resumé, or anything else, contact Ms. Kuntz.

Abbreviation:
VK = Ms. Kuntz [Tel: 419-530-8054      Email: vkuntz@eng.utoledo.edu]



You need to do this.....
When should this be done ?  ......
Status [ check appropriate box ]
1.
Revise resumé
First week of the semester
□ In progress
□ Done
2.
Upload and submit resumé
First week of the semester
□ In progress
□ Done

3.
Email VK that you uploaded
First week of the semester
□ In progress
□ Done

4.
Check that your email is working
First week of the semester
□ In progress
□ Done


[engineering or forwarding]

5.
Introduce yourself to Ms. Kuntz
First week of the semester
□ Appointment made
□ Done
6.
Apply to at least 5 interviews
First month of the semester
□ In progress
□ Done

7.
Check email at least every other day
During the entire semester
□ In progress
□ Done

8.
Tell VK if an interview is scheduled
As soon as it gets scheduled
□ In progress
□ Done

9.
Tell VK if an offer is received
When you receive the offer
□ In progress
□ Done

10.
Tell VK if you accept the offer
When you accept the offer
□ In progress
□ Done

11.




□ In progress
□ Done

12.




□ In progress
□ Done

Notes / Reminders:  


Interviews Scheduled: 

Student Employment Verification Form

Engineering Career Management Center

College of Engineering

University of Toledo

Toledo, OH 43606

DATE: 


TO: 


SUBJECT: University of Toledo student 



The above named student has requested that the College of Engineering consider his/her job experience at your company to be counted as one of his/her required co-op work experience terms.  This is because the student believes the summer job involves a reasonable degree of engineering content.  As Director of the Engineering Career Management Center I would like to verify the content and duration.  Therefore I hope you could take a few minutes to provide the following information on this one sheet and fax it directly to me at 419-530-8056.  Let me thank you in advance for finding the time to do this now.

1.
Approximate start and stop dates - or - approximate number of weeks this summer worked by this student.

2.
Job duties that were/are of an engineering nature: [e.g. CAD, design, manufacturing, etc.] even if he/she had other non-engineering duties.

3.
If you have already done a written evaluation of this student, would you mind sharing that with us?  If so, please append it after this sheet.  If an evaluation has not been done, and if we approve this as one of this student's co-op work terms, we hope you can find the time to do a brief evaluation on a form we will send you at the completion of this work term.


Please check one:
           I am attaching the evaluation we already performed for this student.



           An evaluation was not performed.

4.
Your name and title:

Thank you.  We hope the student was a help to you and your company.

Please fax this sheet to:
Ms. Vickie Kuntz



Director of the Engineering Career Management Center



University of Toledo



FAX: 419-530-8056

Telephone number in case of questions:   419-530-8054


Date:  


Student:  


The above named student is a student in good standing in the Mechanical, Industrial and Manufacturing Engineering Department at the University of Toledo, Toledo, Ohio.  This student wishes to take the following course(s) at your school and have them apply to the University of Toledo:

This is to certify that this student has the pre-requisite(s) for these course(s).

Therefore, this student requests admission to your school as a transient student.  If you require additional information feel free to contact me at: 419-530-8051 or email: Matthew.Franchetti@utoledo.edu.  Thank you for considering this request.

Sincerely,

Matthew Franchetti, PhD., P.E.
Director of Undergraduate Studies in Mechanical and Industrial Engineering

Mechanical, Industrial and Manufacturing Engineering Department
TO: UT Student

After you have completed this course be sure to have that school send an official transcript to: 

Records Office;  University of Toledo;  Rocket Hall;  Toledo, OH 43606.
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