
 

9001 Braddock Road   Springfield   Virginia 22151  

 

Tel 703 . 978 . 7208    Fax 703 .  978 .  7226  

April 5, 2018 

 

Dear Parents and Students, 

 

Please take a moment to read through this carefully. 

 

CO-OP INFO:  Enclosed you will find two copies of your Co-Op Confirmation form.  Here you will find 

detailed information about your Spring Co-Op.  Please read through it carefully.  Take one copy with you on 

your first day (fold it up and put it in your wallet or purse or take a photo of it), tape the other copy to your 

refrigerator. 

 

TRANSPORTATION:  If another GWCS student is interning at the same location as you - their name has 

been hand written on your confirmation form.  If convenient, feel free to arrange a carpool.  Remember, 

transportation to and from your Co-Op is your responsibility.  It is vital that you plan ahead, arrive early and 

have a back-up plan (usually buses or metro) in case there is a problem with your usual mode of transportation.  

It is highly recommended that you do a dry run to your Co-Op before your first day so you know exactly where 

to go and how long it will take.  First day: Plan on giving yourself 30 extra minutes if you are driving and 45 

extra minutes if your commute involves the metro. 
 

ABSENCES:  If you are not feeling well, or for any other reason cannot make it to your Co-Op, it is your 

responsibility to (1) call your supervisor and let them know as far in advance as possible! If you are not able to 

reach them, leave a message and send an email.  Also, (2) call GWCS and let us know at GWCS - leave a 

message if you are calling during off hours.  Remember you are representing GWCS and your attendance and 

performance will determine whether or not they will participate in the GWCS Co-Op program in the future.  

 

WEBSITE:  If your organization has a website the URL is on your form, it might make you more comfortable 

your first day to be at least somewhat familiar with what goes on at your Co-Op location.  Take a few minutes 

to learn what you can from the internet – the company web page as well as articles and blurbs on the web. 

 

LUNCH:  Some of your forms may indicate what is available for lunch, others do not.  It would be wise to take 

a non-perishable lunch the first day like peanut butter and jelly or granola bars.  Also bring cash to buy lunch. 

 

EMERGENCY FORM:  Please complete the enclosed green emergency medical / liability information 

form and give it to your supervisor on your first day.  Some companies may have their own forms that they 

want you to fill-out in addition to this form.  Please DO NOT return this form to GWCS. 

 

CO-OP TRAINING:  If you missed the Co-Op training on Thursday, April 12, 2018 please email Mrs. 

Stombres and ask her to send you a copy of her PowerPoint presentation:  

stombreskl@gwcommunityschool.com.   

 

Thank you, 

 

 

 

 

Alexa Warden 


