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Curricular Practical Training
US Citizenship & Immigration Services (USCIS) regulations state that curricular practical training must be an “integral part of an established curriculum.”  Curricular Practical training by virtue of a definition is, “alternate work/study, internship, cooperative education, or any other type of required internship or practicum which is offered by sponsoring employers through cooperative agreements with the school,”     8 C.F.R. § 214.2 (f)(10)(i).  
In order to comply with the law, a student is not permitted to “volunteer” or begin employment, including orientation, prior to receiving approval from the International Education Coordinator.  In addition, full-time permanent job offers do not meet job eligibility requirements for CPT. If you are offered a full-time permanent position, you should consider applying for Optional Practical Training or have the employer submit to the USCIS a petition for Nonimmigrant Worker (H-1B) status.  
Eligibility

The student must be lawfully enrolled on a full-time basis for one full academic year before being eligible for CPT.  An exception exists for graduate students whose programs require immediate curricular practical training.  It is available only while the student is in valid F-1 status and before the completion of his/her program.  Graduate students must be enrolled in a minimum of 6 hours (some Graduate programs requires 9 or 12 hours) and a minimum of 12 hours for undergraduate students.  A student must receive prior approval from the International Education Coordinator each semester he/she enrolls in less than the required number of hours for his/her program.  
Eligibility Requirements

The Multicultural and International Center (MIC) in cooperation with the Academic Advisor and Career Services Office provides ongoing support to students pursing officially structured cooperative education (CO-OP), practicum, or an internship.  Cooperative employments at LaSalle University are fully organized and monitored through the Career Services Office (http://www.lasalle.edu/students/dean/career/).  Specific requirements must be met before an international student can commence employment under curricular practical training, and different requirements apply to undergraduate and graduate students.  *Please note that the International Education Coordinator reserves the right to request additional information if certain requirements have not been satisfied.  
The International Education Coordinator can authorize curricular practical training for you if can provide documentation that the proposed employment meets one of the three conditions below: 
1) Training employment is required of all degree candidates in the program and is necessary for the awarding of the degree.  Included in this category is employment in a required internship or practicum.  There are only a few academic programs at LaSalle that require off-campus employment for all degree candidates.

2) The training employment will result in the awarding of academic credit primarily, if not solely, based on the training experience.  Included in this category is employment for a course specifically designed to award academic credit for an employment experience.  Also included in this category is employment that will result in the award of at least one course credit for an independent study.  In these cases, you must register and complete the course during the period that you are working under CPT authorization (typically during one semester: fall, spring or summer).  Student must also enroll in the course before the add/drop dates published by the University.  If employment continues beyond one semester, academic credit must be given in each semester. 
3) Students in dissertation status where the training opportunity is a necessary component of the student's research.  In this case, without the training the dissertation cannot be completed may be authorized to undertake CPT.  A letter from the student's dissertation advisor explaining in detail the relationship between the proposed employment and the student's dissertation research must be provided.
Employment under CPT requires that the employment be considered an internship, externship, practicum, or co-operative employment.  An offer letter that does not include the fact that the employment falls under one of the following categories WILL NOT BE ACCEPTED.
If your employment does not fit one of these categories, you should consider applying for employment authorization through Optional Practical Training (OPT).

Part-time Versus Full-time CPT

Part-time Training-- During the school year while classes are in session, students can engage in CPT on a part-time basis, limited to no more than 20 hours per week.  There is no limitation on the length of time you may participate in part-time curricular practical training, but you must be maintaining lawful F-1 status.  You will not be able to work under CPT and on-campus simultaneously unless authorized or during official university breaks and vacation (Thanksgiving, Christmas, spring break, and summer).
Full-time Training--  A student can engage in full-time CPT during official University breaks and vacation (Thanksgiving, Christmas, Spring break, and summer).  Full-time CPT allows the student to work more than 20 hours per week.  There is no limit on the length of time you may participate in full-time CPT; however, if you participate in 12 months or more of curricular practical training you will not be eligible for post-completion optional practical training (see OPT packet).
Documentation Requirements

If you are unsure about your eligibility for CPT, you should first meet with the International Education Coordinator (if possible, please bring any of the below documents to the initial consultation).  No employment can be authorized if any items are missing.  To apply for CPT, you must make an appointment with Betsy Wilson at 215-951-1948 or Wilson@lasalle.edu and bring the following documents with you:
· The official offer letter on company letterhead that is signed by the prospective employer.  A photocopy is acceptable.  The letter should include the employer’s name, street address, and title of position, description of internship (job description), salary and exact dates of employment.

· A letter from your academic advisor recommending the practical training experience and explaining the academic requirements that the proposed employment will fulfill.  See guidelines for the academic advisor letter on the next page. 
· U.S. Citizenship and Immigration Services (USCIS) Form I-538, Certification by Designated School.
· Proof of registration for CPT credits if you are earning academic credit for the training.  Note: you must be registered for CPT credits in the same semester during which the work will be done.  You must be registered for CPT credits in the summer if you will be working in the summer.
Authorization Procedures

If you are eligible and have the documentation required for CPT, the International Education Coordinator will authorize CPT by requesting a new SEVIS I-20.  Processing time is 2 business days.  You may engage in CPT employment only after you have received the I-20 with your CPT authorization from the MIC.  This work authorization is only for the specific employer, location, time period and on a part-time or full-time basis as approved and recorded by the International Education Coordinator in SEVIS.  You must not continue employment beyond the date authorized unless you apply and are granted an extension of your permission to work.  To do so would be a violation of your nonimmigrant student status and would render you illegally present in the US, beyond the ability of the International Education Coordinator or USCIS to regularize your status. 

Social Security Number

In order to work in the US, you will need a valid Social Security number (your LaSalle ID number is not a valid Social Security number).  The Social Security Administration (SSA) will process your application and a number will be sent to you.  To apply, please contact Betsy Wilson for additional information or visit the SSA website for further instructions: http://www.ssa.gov/. 
Taxes

In general, F-1 students who have been in the US for no more than five calendar years are exempt from social security taxes (also known as F.I.C.A. tax).  You should be sure to bring this to the attention of your employer because many employers are not familiar with this provision of the tax laws.  Students in F-1 status are subject to all other taxes that may apply, including federal, state and local.

Employment Eligibility Verification

Within the first three days of beginning work, you and your employer must complete a form entitled Employment Eligibility Verification (USCIS Form I-9).  This form will be kept on file by your employer and must be updated each time you receive a renewal of your work permission.  Your SEVIS CPT I-20 should meet the documentation requirement of the I-9.

Failure to Comply with Regulations

It is your responsibility to comply with all immigration regulations that apply to F-1 students, including employment regulations.  Working without the proper authorization is a serious violation of your student status.  If you fail to comply with your responsibilities, you may not be eligible for benefits normally granted to F-1 students, and, in some situations, may be subject to deportation.  Prior to accepting any employment in the US, we urge you to consult with the International Education Coordinator. 
Guidelines for Academic Advisors Recommending Curricular Practical Training (CPT)
All letters of recommendation should include the following:
Student Name
Degree level

Major and/or field of specialization
Employer’s name and street address

Title of position and salary
Duties of position (job description)
Beginning and ending dates of employment.  If applicable, employment must be in the same semester as the registration for academic credit required for the CPT work authorization.  If employment continues beyond one semester, academic credit must be given for each semester.  

In addition, please provide information on the academic component of the proposed employment.  Include the requested information as listed below when you explain why your student should be granted CPT: 

If the training employment is required of all degree candidates in the program and is necessary in the awarding of the degree:  Verification that the internship or other employment is required of all students in the program

OR

If the curricular practical training will result in the awarding of academic credit:  Description of how the proposed employment is related to the student’s field of study

Course number, semester of registration, and number of course credits (a copy of proof of registration is required)
Evaluation method (e.g. written reports, journal, site visits, etc.)

OR

If the curricular practical training is a necessary component of the student’s dissertation, without which the dissertation cannot be completed:  Detailed explanation of the relationship between the proposed employment and the student’s dissertation research.
Guidelines for Employer Offer Letter for Curricular Practical Training (CPT)
Letter must be on organization's letterhead

DATE

STUDENT NAME

ADDRESS

Dear STUDENT:

NAME OF ORGANIZATION is pleased to offer you the position of JOB TITLE that is an internship, externship, or co-operative educational opportunity at our JOB LOCATION facility.

You are scheduled to work NUMBER OF HOURS per week, beginning START DATE and ending END DATE.  For this employment, you will be paid a rate of AMOUNT/TIME.  For this position, your major duties and responsibilities will include BRIEF JOB DESCRIPTION.

In addition, it is our understanding that you will be authorized to accept this employment under United States Immigration and Naturalization Service regulations governing Nonimmigrant Students (F-1) and Curricular Practical Training (CPT) status.

Sincerely,

First and Last Name

Title

Any questions regarding CPT requirements please contact:

Kate Cook, International Education Coordinator

La Salle University

1900 West Olney Avenue

Philadelphia, PA 19141

Tel # 1.215.951.1948

cook@lasalle.edu
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