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Introduction 
Elevate your academic journey by engaging in co-curricular activities. Co-curricular activities and 

positions provide you with experiences that take place outside the traditional classroom setting that 

complement your academic learning, helping you develop employment, leadership, teamwork, and 

other essential skills.  

Our Co-curricular Catalogue offers a comprehensive list of activities including on-campus paid positions, 

volunteer roles, leadership opportunities, and self-development programs. 

Participate: Take part in a co-curricular activity 

Validate: Reflect and select the competencies you gained 

Communicate: Share your Experience Record 
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Student Co-Curricular Catalogue Login Information:  
 

1. Go to experience.cotr.bc.ca and click the STUDENT button to open STUDENT LOGIN  

2. Log in using your COTR user Login credentials (example: c000000@cotr.bc.ca) and your COTR 

network password (same password used to access COTR Portal, COTROnline, COTR email). 

 
3. Click on the Co-curricular tab in the green bar on the left side of your screen. This will bring you 

to the Co-Curricular Module: Student Home Page. 

 

 

https://experience.cotr.bc.ca/home.htm
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4. To view the activities and positions that are available to take part in, click on Co-curricular 

Catalogue on the menu to enter a new screen. 

 

 
 

The screenprint below shows the Co-Curricular Catalogue listing all the available opportunities you can 

choose from. Some activities have more than one position within them. Explore your options! 
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How to find and add a position to your co-curricular profile: 
 
From the ‘Co-curricular Module: Student Home’ page, there are two ways to find and add 
experience to your profile.  
1. Click the Add an Experience button on the landing page.  

 

 
 
Clicking Add an Experience will bring you to a page called Quick Position Search. If you know 
the name of the activity or position exactly as it appears in the Co-curricular catalogue, type it 
in the search bar. Or search using the Category navigation system to find a position. When an 
activity or position appears that you are interested in, click on it for more information. See 
example screenprint below. 
 

 
 

 
  

OR 
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When using the Category search, first select the category you are interested in (e.g., on campus 
employment), and then all the positions in that category will appear below.  The image below 
shows the five categories you can choose from. 
 

  
 
In the following example, the Announcer position was chosen. Clicking on the position brings 
you to a new screen showing more specifics about the position description.  
* Notice that the position is one of five positions that fall under the activity of Avalanche Game 
Day Support Team.  
 

 
 
  

Details 

New Screen 

All COTR Categories 

5 Positions 
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2. To add a position to your personal Co-curricular profile so that it can become part of your 
Experience Record, click the Add button (plus sign).  
 

 
 

Clicking the Add button will bring up a new screen displaying the position overview, contact 
information, and more.  
 

 
 
At the bottom of the above screen print, you will notice a Publish to Record button. Checking 
this button will allow this position to appear on your Expereince Record. 
 

 
 
IMPORTANT: Ensuring the position apprears on your Experience Record requires publishing, 
adding a reflection, and selecting your competencies. Refer to the How to add a reflection and 
How to add competencies instructions for more information. 
 

  

Check to Publish Action button 
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Clicking into the Actions button (3 vertical dots icon) on the right-hand side of the screen will 
give you the opportunity to remove the position in case it was added in error. 
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How to add competencies to your co-curricular profile 
 

1. To add your competencies on the activity or position you participated in, go to the Co-

curricular landing page, and click the Needs Competency button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the quotation marks 

with the red dot. A new screen 

will open, with instructions and 

examples on how to proceed. 
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3. Pick the competencies that resonate with you the most in relation to your experience 

and what you accomplished. 

4. Make sure to click Save. 
 

 
 

College of the Rockies has 12 Competencies from which to choose from: 

 

1. Effective Communication 2. Leadership Development 
3. Collaboration and Teamwork 

 
4. Creativity, innovation and 

Entrepreneurship 
5. Health and Wellbeing 

 
6. Social Responsibility and Civic 

Engagement 
7. Professionalism 8. Personal Development 
9. Contribute to and Advance Truth 

and Reconciliation 
10. Sustainability and Globalization 

11. Digital Literacy 12. Research and Analysis 
 

Link to COTR Competencies descriptions and examples. 

 

https://cotrbc-my.sharepoint.com/:b:/g/personal/silva_cotr_bc_ca/EbFtr0yHMGZIi9vPkBAedksBn1hTu_EozZNsBE4GN94m2g?e=wQzi13
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How to add a reflection on your co-curricular profile. 
 

1. To add your reflection on the activity or position you participated in, go to the Co-curricular 

landing page and click the Needs Reflection button. 

  
 

 

 

2. A new screen with the name of the position will open. Click on the quotation marks with 

the red dot. When you hover over 

it, it says Needs reflection. A new 

screen will appear when you click 

on it. 
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3. To add your Reflection, click on the Add Reflection button. 

4. To edit your reflection, click the Edit/Close button at the bottom of the screen. 

Note: If your position has been approved by a Validator, you will NOT be able to change your 

reflection. 

 

 

  

Click to Edit or Close 
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How to edit a position visibility on your experience record 
 
If a position is not showing up on your printed personal Experience Record, log into the Experience 
Portal and navigate to Co-curricular. 
 
Check that your position has: 

1. The reflection piece completed. 

2. At least three competencies chosen.  

To check the achieved competencies, look at the bottom of your position box and 
look for the number of achieved competencies listed. 

3. Been approved by a Validator.  

Look for check mark before the title of the position. 

4. Been set to be shared on your Experience Record.  

Check if the ‘Share’ icon (three dots connected by two lines) next to the clock icon in 
the bottom left corner of the position box is green or grey. If it is green, it is set to be 
shared on your Experience Record. If it is grey, it is not set to be shared on your 
Experience Record. Simply click on the icon to change the sharing setting. 

 
The screen print below shows the co-curricular activities. 
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FAQ  Frequently Asked Co-Curricular Questions 
 

What is a Co-curricular activity or position? 

A co-curricular activity or position offers students the chance to engage in opportunities beyond the 

classroom and is included in the College’s Co-curricular Catalogue. These opportunities may involve 

attending workshops, volunteering at events, joining clubs, working in paid campus jobs, or participating 

in any other activity listed or advertised as a co-curricular event.  

Where can I find the co-curricular activities I’ve participated in? 

Co-curricular information is saved to your Experience Record along with any practicum placement and or 

co-op information you participated in. 

Note: Not all students have a practicum or co-op as part of their program. 

How/where do I access Co-curricular activities? 

• Go to the Experience Portal and click the STUDENT button to open STUDENT LOGIN  

• Log in using your COTR user Login credentials (example: c000000@cotr.bc.ca) and your COTR  

network password (same password used to access COTR Portal, COTROnline, COTR email). 

• Click on ‘Co-Curricular’ in the sidebar, and then open the Co-curricular Catalogue. 

• Step-by-step instruction on logging into the Experience Portal can be found here HERE 

What is the Experience Record used for? 

• The Experience Record can be used on and off campus when applying for jobs, awards, 

scholarships, and transferring to another institutions, etc. 

• Every student will have their own unique record that has been verified and approved by 

College of the Rockies staff/faculty. 

• The Experience Record is a College verified document, that can be printed off by you during 

your time at College of the Rockies. 

• The information on your Experience Record is pulled from the Co-curricular, Practicum 

Placement and Co-op modules of the Experience Portal. 

• The Experience Record is a great way to draw attention to your demonstrated skills & 

experiences outside of your academic achievements. 

Who can I contact if I am experiencing technical difficulties with the Experience Record (EXR)? 

• Contact the CCR team at ccr@cotr.bc.ca  

Why are my Co-curricular activities or positions listed as pending? How do I get them approved? 

Positions are listed as pending when you have entered them but have not yet received approval from the 

Validator. If you need your Co-curricular involvement validated (to apply for jobs or awards etc.), contact 

the staff validator. If you do not know the validator, contact ccr@cotr.bc.ca for assistance. 

 

https://experience.cotr.bc.ca/home.htm
https://cotrbc-my.sharepoint.com/:b:/g/personal/silva_cotr_bc_ca/EdO_CzIW_AxMiqOtKLcxIgcBglmRmqovK4q01IQI1lzfOA?e=WlgIiy


15 
 

How do I download a copy of my Experience Record? (This function is currently not available but is 

coming soon) 

• Log into the Experience Portal 

• Make sure that you are on the dashboard page (see, the left menu bar) 

• Second tab in is Experience Record 

• Using the circle black action tool on the bottom right hand side of the page, click “Print” 

• Step-by-step instructions will be coming soon! 

Are there minimum or maximum participation requirements for Co-curricular activities/positions?  

Due to the diversity of activities and events listed in the Co-curricular Catalogue, there are no minimum 

or maximum number of opportunities that a student needs to take part in within the academic year. 

However, each activity/position could have a specific participation requirement.  

 

What do I need to do before my co-curricular involvement can be validated?  

You need to complete the following: 

• Choose the competencies you feel you achieved while taking part in the activities or position. 

• Enter your reflections about the activity or position. 

 

What is College of the Rockies co-curricular record competencies? 

The College's co-curricular record competencies are specific skills and areas of development that 

students can gain through their participation in co-curricular activities. These competencies include 

leadership, communication, teamwork, social and civic engagement, among others. They are designed to 

complement the academic experience by helping students build valuable skills that are applicable both 

in their personal lives and future careers. Each co-curricular activity is aligned with one or more of these 

competencies, and participation is recorded on a student's co-curricular record.  

Link to COTR Competencies HERE 

What are the benefits of co-curricular and the Experience Record? 

• The Experience Record provides students with a College validated document of their 
extra-curricular involvement while at College of the Rockies;  

• Provides students with a platform to express their skills and abilities, especially when 
pursuing volunteer/job opportunities and further education;  

• Gives students a tangible tool to allow them to critically reflect on learning that occurred 
through their involvements; and  

• Provides a comprehensive database of on-campus engagement opportunities so that 
students can search for further involvements.  

 
 
  

https://cotrbc-my.sharepoint.com/personal/silva_cotr_bc_ca/Documents/Co%20op%20&%20Employment/Co-curricular%20Record/experience.cotr.bc.ca
https://cotrbc-my.sharepoint.com/:b:/g/personal/silva_cotr_bc_ca/EbFtr0yHMGZIi9vPkBAedksBn1hTu_EozZNsBE4GN94m2g?e=wQzi13
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Can I add my volunteer/involvement hours to my positions?  
 
No, hour tracking for positions does not happen in the Co-Curricular data base. 
 

I’m the president of a COTR club, do I need to be added as a validator?  
 
No, all COTR sanctioned clubs are validated an employee who oversees the activities of the 

Students’ Association. Any requests made by students to be added as a validator to COTR Club 

positions or other roles will be denied. 

 

I’m the president of a club that is not sanctioned through COTR (e.g., academic club, 
Students’ Association, etc.), do I need to be added as a validator?  
 
No, club presidents and other leadership positions generally have a college employee who acts 
as validator for the program. Validators are required to be a current College of the Rockies 
employee. However, if you would like to ensure the validator for your activity and its positions 
is up to date, please email ccr@cotr.bc.ca.  
 

Frequently Used Terms 
 

Co-Curricular - Activities or positions that take place outside of the traditional classroom and 

complement academic learning.  

 

Co-Curricular Activity – an activity that is eligible for recognition on a student’s personal Experience 

Record. Co-curricular Activities are grouped in categories, On Campus Employment, Varsity 

Athletics, Student Learning & Professional Development, Student & College Government, Leadership 

& Self Development.  

 

Co-Curricular Catalogue (Database) - the online listing of activities and positions eligible for 

recognition on a student’s Experience Record. New activities and positions can be added to the 

catalogue through the online request form. Activities and positions that have existed in the 

catalogue in previous years will continue to be included in the catalogue unless they are requested 

to be removed.  

 

Co-Curricular Event – an activity that is advertised as such to indicate that attendance will be 

tracked and students can include their participation as part of their personal Experience Record.   

 

Co-Curricular Position – an individual role associated with an activity that is eligible for recognition 
on a student's personal Experience Record.  

mailto:ccr@cotr.bc.ca
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Co-Curricular Term – the time period for co-curricular activities and positions. Each co-curricular 
term begins in September and ends in August of the following year. For example, the co-curricular 
term for 2024-2025 includes involvement activities and positions that were active during the 
September 2024 and August 2025.  
 

Co-Curricular Validator - a College of the Rockies employee who processes students' requests to 

have a specific position appear on a student’s personal Experience Record. The employee is 

associated with a co-curricular eligible program or activity, for example a program coordinator, 

department head, volunteer supervisor, etc. The employee has an account in the Experience Portal 

and is given appropriate account permissions to be able to view the students' requests to have 

specific positions approved. Co-curricular validators are responsible for ensuring that accurate 

record of student involvement is kept for a co-curricular position validation. Information retained 

should include the names, COTR numbers, COTR email addresses, and positions of participants, 

along with the amount of time the student has been involved in their position if they would like to 

use the hour-tracking feature of the co-curricular. 

Competencies – a list of possible achievements that a student may develop through their 

involvement with a specific CC position. Students must pick up to three learning competencies to 

add to each position to have their position approved on their personal record. Link to COTR 

Competencies 

 

Experience Portal - the College of the Rockies (COTR) Experience Portal is an online portal that hosts 

a variety of programs and services, including the Co-curricular Catalogue and the Experience Record. 

COTR students and employees can access the Experience Portal by logging in using their COTR user 

login and password account at Experience Portal. In addition to accessing the Co-curricular Catalogue 

and Experience Record, students are also able to use the Job Board and track their Practicum 

Placements.  

Experience Record - a students' personal record of activities they have engaged in and received 
approval from a college validator to appear on their record. This record is hosted through the online 
Experience Portal, and lists all the student's approved activities, including Practicum placements 
(excluding Nursing and HCA).  
 
Experience Record Document – the downloadable PDF document that includes an individual 
student's approved co-curricular positions and practicum placements. This document can be 
customized to include or exclude certain positions based on the student's preferences. Coming 
soon! 
 

Reflection – A reflection piece for a co-curricular activity is a written account where you think 
about and analyze your experiences while doing the activity. It usually involves considering 
what you learned, how the experience impacted you, and how it connects to your personal or 
academic goals. This reflection helps you gain deeper insights from your involvement and 
demonstrates how the activity contributed to your overall growth and development. Reflection 
is a required component of the co-curricular record prior to validation. 

https://cotrbc-my.sharepoint.com/:b:/g/personal/silva_cotr_bc_ca/EbFtr0yHMGZIi9vPkBAedksBn1hTu_EozZNsBE4GN94m2g?e=wQzi13
https://cotrbc-my.sharepoint.com/:b:/g/personal/silva_cotr_bc_ca/EbFtr0yHMGZIi9vPkBAedksBn1hTu_EozZNsBE4GN94m2g?e=wQzi13
https://experience.cotr.bc.ca/home.htm

