
An OYAP student is any student taking part in Co-op in an "Apprenticeable" occupation 
The Hamilton-Wentworth District School Board 

Completed forms can be e-mailed to: ngodwald@hwdsb.on.ca or faxed to (289) 674-0409

COOPERATIVE EDUCATION 

Company Name:   ________________________________________________________  

Address:  ________________________________ City:   ___________________Postal code:   _____________ 

Name of Contact Person(s):   _________________________________________________________________ 

Telephone: _____________________  Fax: _____________________  E-mail: ________________________ 

Co-op Job / Placement Title:   _________________________________________________________________ 

Number of Placements Available:   _________  

Semester 1 (Sept. – Jan.)  am  pm  either  all-day 
Semester 2 (Feb. – June)  am  pm  either  all-day 
Summer Co-op (July - August):    ALL DAY 

Hours (and days) of Work:   ___________________________________________________________________ 

Will the student be paid a wage or given an honourarium?   Yes No 

Job Synopsis and Tasks (Observed and/or performed by the Co-op Student): 

Job Requirements (Skills, Personal Qualities): 

Do you employ apprentices or any certified trades? Yes No 

Would you be willing to have students come in for short term (approx. 2 weeks) Work Experience? Yes No 

Is it okay for Co-op teachers to contact you directly? Yes No 

I’d rather be contacted by the HWDSB Central office Yes No 

NEW PLACEMENT INFORMATION 
 

mailto:rich.neufeld@hwdsb.on.ca

	Company Name: Frankel Law 
	Address: 1001-105 Main St. E
	City: Hamilton
	Postal code: L8N 1G6
	Name of Contact Persons: Erin Kittle, Corporate & Estates Legal Assistant
	Telephone: 905-522-3972
	Fax: 905-528-2767
	Email: erin@frankelaw.ca
	Coop Job  Placement Title: Office Assistant
	Number of Placements Available: 
	am: Off
	pm: Off
	either: On
	allday: Off
	am_2: Off
	pm_2: Off
	either_2: On
	allday_2: Off
	ALL DAY: Off
	Hours and days of Work: Monday - Friday
	yes for honourarium: Off
	No for honourarium: Yes
	Job Synopsis and Tasks: To perform basic administrative duties such as organizing and putting away files; filling and organizing banker boxes; photocopying and faxing correspondence; going on various runs to the bank, daily to deposit/certify/payout client funds; opening and closing out files; restocking photocopy room and supply area.

We would ask that you remind students about phone use in the workplace, as it has also been a continuing issue.

(Morning: 8:30AM to 11:30AM or 9:00AM to 12:00PM; Afternoon: 12:00PM to 3:00PM or 1:00PM to 4:00PM) 
	Job Requirements, skills: We are looking for a responsible candidate ready to take on the task. This student must be organized, have an ability to pay close attention to detail, be able to manage time accordingly, and be able to take the initiative to look for things to do around the office (without constant reminders) with the ability to problem solve and to know when to ask questions. We offer a week of training to all students, with note pads to write detailed notes, and answers to any questions thereafter. We expect a level of responsibility for students to work without the need of constant supervision.  
	yes apprentice: Off
	No Apprentice: Yes
	Check Box7: Yes
	Yes Work Experience: Off
	yes teacher contact: Off
	No Teacher Contact: Yes
	yes Central Placement: Yes
	No Central Placements: Off


