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Curricular Practical Training for Students on F-1 Visas

· Curricular practical training is defined by the U.S. Citizenship and Immigration Service (USCIS) as employment that is integral or an important par of a student’s curriculum.  It may include internships/practicums (included/not included) or a co-op program.  Employment not required by the degree program or arranged through an approved co-op agreement, must earn academic credit.  The employment must be related to the student’s major field.  Earning academic credit for the curricular practical training authorization requires that a student register for a Directed Study course, Independent Study course or a course in the established curriculum that requires the employment.  The enrollment should occur in the semester in which the employment begins or as close to the beginning of the curricular practical training as possible.  A student’s failure to enroll for and complete the course violates the curricular practical training regulations and will jeopardize a student’s legal status.  CIEGE provides the authorization for curricular practical training.  Once students satisfy all requirements for their degree programs, they lose eligibility for curricular practical training.  

Eligibility

· Students must have completed full-time studies for one full academic year and must be pursuing an academic program.  An exception to this rule allows graduate students to participate in curricular practical training at the beginning of their program if it is a requirement of the degree.  

· Part-time or full-time employment may be authorized depending on eligibility.

· Students are eligible for part-time curricular practical training based on course credit if they have satisfied the full-time enrollment for one full-time academic year requirement.

· Full-time employment authorization is available under the following conditions:

· Student has completed all course requirements for the degree and is working full-time on research or thesis.

· Student is participating in co-op or required internship that requires full-time work.

· Student intends to participate in the employment during the summer vacation period or semester breaks.

Note: Part-time employment authorization is defined as 20 hours/week or less.  Full-time is more than 20 hours/ week.  A student holding on-campus employment (including assistantship) must add the on-campus hours when determining total hours to be worked under the curricular category.  For example, if a student holds a 50% assistantship and has been offered an internship off campus for 20 hours/week, the total work hours will be 40 hours/week and will require full-time curricular practical training authorization.

Authorization

· At Otterbein, CIEGE may authorize curricular practical training for part-time or full-time employment.  CIEGE cannot authorize curricular practical training for more than 1 year per application.

· The authorization will be generated through SEVIS and will be noted on I-20 page 3.  It takes CIEGE 5 working days to process curricular practical training applications.  

· Once curricular practical training has been authorized, it cannot be changed, voided, or restored if the time was not used for practical training.

· Students cannot begin employment until they have the employment authorization in hand.  

· Before submitting the application, CIEGE requires that reduced course load forms be submitted for any semesters (except summer session) that students were (or will be) not registered full-time.
· If students apply for CPT based on the request form, CIEGE requires that students show registration for the course that corresponds to this CPT application.  Failure to register for a credited course that corresponds with each CPT application will result in the loss of F-1 status termination of SEVIS record.  This needs to be done before submitting an application.  

· Full-time authorization requires that students continue to work the equivalent of full-time on their academic program.  

· Immigration regulations mandate that curricular practical training authorization not delay student’s completion of studies.  If students have been authorized 12 months or more of full-time curricular practical training, they will not be eligible for a program extension if unable to finish all degree requirements by the completion date noted on the I-20.

· Students who have been granted a program extension are not eligible to apply for full-time curricular practical training.

· Students who have received 12 months or more of full-time curricular practical training are not eligible for optional practical training.  Part-time curricular practical training does not affect eligibility for optional practical training.

· Students who want to use curricular practical training to work more than 20 hours/week at OTTERBEIN must complete a new Form I-9 at the OTTERBEIN Business Office.  Bring the following items to the Business Office: passport, Form I-94 and I-20 with page 3 reflecting the curricular practical training authorization.  The Business Office is located at 25 West Home Street.

CPT Extensions for Students Receiving Course Credit for CPT

If a student wants to extend CPT authorization with the current employer(s) for less than one month, the student may submit a Reduced Course Load Form (if needed) to CIEGE and a letter from the CPT course instructor indicating:

· The CPT course number, name, and semester of registration

· That the requirements for the course have changed 

· The new ending date of the employment 

· For extensions of less than one month with a different employer, the CPT course instructor’s letter should additionally indicate:

· The new employer’s full name and address (street, city, state, and zip code)

· The effective date of the new employment

· If a student wants to extend CPT authorization for one month or more, the student will need to submit to CIEGE completely new CPT application and either register for a new CPT course or add at least one additional credit to the current CPT course.

Application Procedures:

Submit the following items to CIEGE 

· Student request and Academic Advisor Verification Form

· Course Description Form or evidence of the internship/practicum requirement or co-op approval from university/department

· Financial Certification Statement (if I-20 financial information will change by greater than 25%)

· Reduced Course Load Form (if necessary)

· Valid passport

· Unofficial transcript which shows enrollment for the course associated with this CPT application.  Unofficial transcripts may be printed free of charge from OTTERBEIN Banner.
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Instructions Student Request Form

(for F-1 Curricular Practical Training)

1. Name: Self-Explanatory

2. Phone/Email: Self-Explanatory

3. Degree Program/Field of Study noted on INS Form I-20: Self-Explanatory
4. Completion Date noted on INS Form I-20: Self-Explanatory
5. Curricular Practical Training hours: Indicate the number of hours/week you will work for your employer as well as the dates (month/day/year) the employment will begin and end.

6. On-campus employment hours: If you intend to work on-campus during the dates you are requesting CPT authorization, please specify the number of hours you will work on the campus and include the dates (month/day/year) of the on-campus employment.  If you do not intend to work on the campus during the dates of CPT authorization, write N/A in this space.  

7. Type of CPT authorization you are requesting.  Answer “Yes” to the appropriate category.

a. Required: the employment must be required by the degree program.  Attach evidence of the program requirement to the CPT application you submit to CIEGE.  (Note: the Course Description Form fill not be required for this type of CPT request).  

b. Course Credit: If the employment is elective (not required by the degree program), you will need to enroll for a course that requires your participation in the employment.  Fill in the Course Title and Number.  Submit the completed Course Description Form with your CPT application.

c. Co-op Program: You must have received approval from your university or department to participate in a bona fide co-op program.  Submit with your CPT application.

8. Completion of Course Requirements for degree: Self-explanatory

9. Describe proposed employment: Your description must make it clear that the job is related to your major field of study.

10. Curricular Practical Training Employer: Name of company/institution

Address: Street Address, Suite or Room Number, City, State and Zip

Read and sign the statement.

Your academic advisor will need to see your completed Student Request Form before he/she will be able to complete the Academic Advisor Verification Form.   
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Student Request and Academic Advisor Verification
Student Request





              Student should complete this portion
1. Student’s Name: ________________________ ____________________________ _____________________



        First


              Last



         OTTERBEIN ID# (if known)

2. Phone: (home) _______________________ (office) ________________________ 


Email: ______________________________________________

3. Degree Level on I-20: (e.g. BA, BS, MA, MS, MAE, MBA): __________________


Academic Major on I-20: _______________________________

4. Completion Date noted on item 5 of I-20: _________________________

5. For my Curricular Practical Training, I will work ______ hours per week between 

____________ and ____________.

   Date


Date

6. During the above period of practical training, I will work on campus (non-curricular employment) for ______ hours per week between ____________ and ____________.

 


       Date


Date

7. Check “Yes” for one of the following:


(a) The proposed internship/practicum is required in my degree program.                □ Yes  □ No
(Information providing evidence of the employment requirement for your degree program must be attached.)
(b) I will receive course credit for the internship.                                                       □ Yes  □ No

(A completed course description form must be attached.)

Course Title and Number: ______________________________________


(c) I will participate in a co-op program                                                                      □ Yes  □ No

(Information providing evidence of the co-op approval from your university or department must be attached.)
8. I  □ have  □ have not  completed all course requirements for my degree.  If you have not, when do you expect to complete the course requirements? _____________________________

9. Describe proposed employment:  ____________________________________________________________________________________________________________________________________________________________________________________

10. Curricular Practical Training employer name (please print): __________________________________________________________________________________________
(Name of company/institution that will issue salary payment)

Employer Street Address (City, State and Zip Code): ____________________________________________________________________________________________________________________________________________________________________________________

I certify that the above information is correct.  I understand that it is my responsibility to register for the required internship or elective course to satisfy the immigration service’s (USCIS) Curricular Practical Training regulation.  I am aware that when I have satisfied all requirements for my degree and I am no longer eligible to pursue Curricular Practical Training.  I understand that if I am requesting part-time Curricular Practical Training authorization, my total work hours (including any on-campus employment) cannot exceed 20 hours/week.  I also understand that if granted part-time practical training authorization, I am required to maintain a full-course of study.  If I am requesting full-time employment authorization, during the academic year, I attest to the following: 1) that I will continue to work full-time on my research/thesis and 2) that the full-time employment will not impede the progress of my academic program.

__________________________________________________                      _____________________________

Signature            








    Date

Note: CIEGE will need to review the information completed on this form before the Academic Advisor Verification can be completed.
Academic Advisor Verification

                    Academic Advisor should complete this portion
To the Academic Advisor:

Please review the Student Request for Curricular Practical Training completed by the student.  Curricular practical training is work authorization for employment that is an integral or important part of the student’s curriculum and related to his/her major field of study as noted on the student’s I-20 (see item 3 on the Student Request form).  If a student has satisfied all requirements for his/her degree program, including submission of a Plan B, thesis, etc., he/she is not eligible to pursue curricular practical training.  Curricular practical training can be authorized under one of the following conditions.

· If it is required by the degree program 

· If it is an elective internship and the student is enrolled for a course requiring the employment

· If it is an approved co-op program

Pursuit of curricular practical training should not delay the student’s completion of studies; the student is expected to complete studies on or before the date on his/her form I-20 (see item 4 on the Student Request form).  Your verification of the information the student has provided on the Student Request form is needed to insure that OTTERBEIN is in compliance with immigration regulations.

□  I agree with the regulations 
□ I disagree with the information (please briefly state why in the   comment space below) 

Academic Advisor Signature: ________________________________________ Date: ____________________

Name (please print): _______________________________________ Phone: ___________________________

Department: ______________________________________________________________________

Comments: ____________________________________________________________________________________________________________________________________________________________________________________

For CIEGE Use Only
Curricular Practical Training for ______ hours/week from____________ to ____________.

 







  Date


Date

Passport Expiration Date: _________________  Entry Visa Expiration Date: _________________.

□ Financial Info
□ Program Plan
□ Holds
Date submitted to CIEGE: ______________________

CIEGE initials: _______________________
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Instructions Course Description Form

(for F-1 Curricular Practical Training)

1. Description

To be completed by course instructor

2. Number of Credits

To be determined by course instructor; may be as few as 1 credit

3. Semester and Year

For summer work, the course credit may be taken in the Spring, Summer Session or Fall Semester.  For work taking place during the academic year, the student should enroll for course credit in the semester during which the employment begins.  If it is too late in the semester to enroll, enrollment must take place in the following semester.  An incomplete for the course must be given if the period of the employment extends beyond the ending date of the semester.

4. Begin and end dates for employment

To be determined by course instructor based on requirements of job offer.  Cannot exceed one year.

5. Number of Hours/Week 

Number of hours to be worked for Curricular Practical Training Employer

6. Description of Course

The employment must be a requirement of the course.  The course instructor may include additional requirements.
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Course Description 

(for F-1 Curricular Practical Training)

To: Course Instructor

Curricular Practical Training (CPT) is a form of F-1 student work authorization issued by CIEGE under the Federal regulation 8 CFR 214.2 (F) (10) (i).  The authorization allows a student to work in a job directly related to his/her field of study as noted on student’s I-20.  Employment that is not required by the degree program is considered elective, and U.S. federal regulations state that a student must receive course credit to participate in elective employment.  Please review the I-20 information on the Student Request Form to insure that the employment is related to the degree and major noted on the student’s I-20.

To insure that the course complies with the requirements of the visa regulation, please complete the information below.  Course instructors may add additional requirements to the course as they deem necessary.  Employment authorization cannot exceed one year and the student will be expected to get an Incomplete for the course until the employment/course requirement has been completed.  Please contact CIEGE with questions regarding course requirements for curricular practical training at 614-823-3263.

IMPORTANT: Students who apply for CPT must provide an unofficial transcript which shows enrollment for course credit for the course and term indicated below.  The CPT application will not be processed without evidence of enrollment for course credit at the time that the application is submitted.

I am verifying that _____________________________________ will be employed as a 




                    Student’s Name
_______________________________ at ______________________________________.  He/she will receive 

                                         Position 




Employer
__________ of credits during _________________________ semester for course 

    Number




 Semester and Year
_______________________________.   Employment from ________________ to ________________ for 

                 Course Designator and Number




         MM/DD/YY                                     MM/DD/YY
_______ hours per week is a requirement for this course.  Please provide a brief description of the course,  

including all requirements.

______________________________________________________
_______________________
Signature of course Instructor







Date

Name (please print): ___________________________________________________

Phone: ______________________________________

Email: _______________________________________________

Department or School: ____________________________________________________
Ctr. for Int’l Education & Global Engagement
One South Grove Street 

Otterbein University                  
Westerville, OH 43081-2006


Phone: 614-823-3263

Fax: 614-823-1325
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