Internship Syllabus TEMPLATE: YYY 280/380

Course Instructor: 
Office: 
Office phone: 
Email: 

Required Course Materials
Textbook(s) [include title, author(s), edition, and ISBN]
Other materials?


Course Description
Internships are off-campus experiential learning activities designed to provide students with opportunities to make connections between the theory and practice of academic study and the practical application of that study in a professional work environment. Internships offer the opportunity to “try out” a career while gaining relevant experience and professional connections.  Internships are completed under the guidance of an on-site supervisor and a faculty sponsor, who in combination with the student will create a framework for learning and reflection. For-credit internships are open only to students who have completed at least eight course credits, at least two of which are in a department related to the internship.


Course Objectives
· An understanding of how  liberal arts coursework ties to professional careers of interest
· Gain insight into a possible career path of interest while learning about the industry in which the organization resides, organizational structure, and roles and responsibilities within that structure.
· Develop professional connections and identify a strategy for maintaining those connections
· Reflection on the internship experiences, including:
· Ability to articulate what was learned and how it will be apply to your professional career goals
·  Identification of professions that may be of interest as a result of this experience 
· Identification of additional skills that will need to be developed to ensure career readiness.  This might include learning a new technology, developing a broader network, additional coursework, etc.


Educational Priorities and Outcomes and Learning Objectives
This course supports Cornell College’s Educational Priorities and Outcomes of___________, with an emphasis on vocation and communication.

Student Statement 
The student will append, to their internship contract, a statement of at least 250 words which explains how this internship contributes to their academic and career goals.
[bookmark: _GoBack]
Internship Job Description
The student will append, to their internship contract, a job description from the site supervisor which lists responsibilities and how your performance will be evaluated.


SUGGESTED Course Requirements and Documentation of Internship Activity (may be edited/altered by the Instructor)

	Assignment
	Description
	Due Date/Time

	Daily journal
	Write down your experiences and identify skills being developed by writing in a daily journal or blog.
	

	Conduct an informational interview
	Conduct an informational interview with an individual at your organization other than your site supervisor to explore a profession of interest and summarize your findings.
	

	Midterm assignment
	Identify what you have learned to date and how this will be relevant to your career goals.  Establish goals for the remainder of your internship and actions to achieve those goals. 
	

	Final assignment
	Analyze your internship experience, reflecting on lessons learned and how your liberal arts education prepared you for the internship. Address whether the profession you learned about is still of interest (why or why not) and actions you will need to take to effectively pursue your chosen career.
	

	Submit an updated resume
	Add details about your experience including new skills developed and results obtained during the internship. Submit to the Berry Career Institute and faculty sponsor.
	

	Supervisor’s assessment of student
	Should be submitted directly from the site supervisor to the faculty sponsor
	




Note that some completed assignments may become a permanent part of departmental and/or College records which other faculty and staff may read as part of the ongoing process of assessment. 

Course Policies
See section “Roles and Responsibilities”.  ADD specific policies, if desired.


Grading Process and Criteria (Note that the grading for all internships is credit/no credit).
Assignments will be graded based on satisfactory completion of each by the deadlines.
Class Meeting Schedule
The specific dates and times that you will be at the internship site will be determined by your site supervisor, in consultation with you.  In general, you will be expected to work a minimum of: 40 hours for 0.25 credits, 80 hours for 0.5 credits or 160 hours for 1 credit.  


Roles & Responsibilities
Intern
· Communication with site supervisor regarding course objectives and site supervisor deliverables 
· Adheres to professional work standards including: regular attendance, punctuality, working within agreed upon hours, wearing  appropriate attire as stated by the organization, and abiding by all code of conduct policies
· Completion of agreed upon course assignments while meeting professional work obligations 

Site Supervisor
· Provide site information including employee handbook and any code of conduct information
· Set forth expectations for the work to be completed and associated timelines
· Establish preferred method and frequency of communication with intern
· Identify opportunities for intern to meet learning objectives 
· Introduce intern to key people (other staff, vendors, managers, executives) who can assist intern with their professional development and become part of their network
· Oversee work
· Conduct evaluation(s) and share performance feedback and skills development needs with intern

Faculty Sponsor
· Approve, oversee, and grade academic assignments
· Serve as primary contact for Site Supervisor regarding concerns with student performance.
· Help intern to get the most from their experience through regular check-ins with intern
· Submit final grade for internship


Academic Honesty Expectations
Cornell College expects all members of the Cornell community to act with academic integrity. An important aspect of academic integrity is respecting the work of others. A student is expected to explicitly acknowledge ideas, claims, observations, or data of others, unless generally known. When a piece of work is submitted for credit, a student is asserting that the submission is her or his work unless there is a citation of a specific source. If there is no appropriate acknowledgement of sources, whether intended or not, this may constitute a violation of the College’s requirement for honesty in academic work and may be treated as a case of academic dishonesty. The procedures regarding how the College deals with cases of academic dishonesty appear in The Catalogue, under the heading “Academic Honesty."


Accommodations Statement
Cornell College makes reasonable accommodations for persons with disabilities.  Students should notify the Coordinator of Academic Support and Advising and their course instructor of any disability related accommodations within the first three days of the term for which the accommodations are required, due to the fast pace of the block format.  For more information on the documentation required to establish the need for accommodations and the process of requesting the accommodations, see http://www.cornellcollege.edu/academic-support-and-advising/disabilities/index.shtml. 
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