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Experiential Learning 





BSOS 386.0401 (3-6 credits)       
Spring 2012
Internship Coordinator

Kathryn Hopps

khopps@umd.edu

Mail:    2141 Tydings, University of Maryland, College Park, MD 20742




Office: Tydings Hall (call for appt.) 
Phone: 301.405.1631     Fax: 301.314.9086
Student Eligibility Requirements

· Completed 60+ credits by the end of Winter Term 2012 
· Minimum GPA: 2.5

Internship Eligibility Requirement
· The experience and responsibilities must be new to the student; the internship cannot be a continuation of a current internship or one previously done.
· The Internship must be done on site with direct supervision.  Internet or web-based internships are not eligible.
Course Objectives
Students will:

· Gain valuable career related or other workplace experience under professional guidance and supervision.
· Have opportunities to utilize some of the ideas, theories, and techniques learned in college courses
· Develop or enhance their reflective writing skills 

Requirements

This course has two components: your actual Internship and two reflective journals based on your internship experiences.  Your grade for this class will be determined by your performance in both areas.  

This Internship course requires that students:
· Confirm their internships and complete and submit a learning contract to Kathryn Hopps, BSOS Internship Coordinator in 2141 Tydings Hall (campus mailbox) or via fax: 301.314.9086. Students will be notified via e-mail or by phone when this Contract is approved and must register for this course by February 7, 2012, the end of schedule adjustment.  

· Submit time logs signed by their Internship supervisor every two weeks on the schedule listed below (see “F. Time logs”).
· Comply with all rules, regulations, and policies of the Internship site or organization.
· Perform to the best of their ability the tasks assigned by the Internship supervisor.
· Complete course assignments described below.
Students with Disabilities

I will make every effort to accommodate students who are registered with the Disability Support Services (DSS) Office and who provide me with a University of Maryland DSS Accommodation form which has been updated for the Fall 2011 or Spring 2012 semester.  This form must be presented to me by February 24, 2012.

Academic Integrity

The University of Maryland, College Park has a nationally recognized Code of Academic Integrity, administered by the Student Honor Council.  This Code sets standards for academic integrity at Maryland for all undergraduate and graduate students.  As a student you are responsible for upholding these standards for this course.  It is very important for you to be aware of the consequences of cheating, fabrication, facilitation, and plagiarism. For more information on the Code of Academic Integrity or the Student Honor Council, please visit http://www.shc.umd.edu.
Assignments and Grading
I strongly encourage you to keep a journal. Each day of your internship you should record your primary activities and your reactions to what you are doing and learning about yourself, the organization, and your work environment. Be honest, realistic, and thoughtful.  The assigned Journals are opportunities to reflect, react, assess, and analyze your internship experiences.

Professional responsibilities

Your professional internship responsibilities include submitting your course requirements on the required due dates. This includes turning in your time logs every two weeks on the scheduled dates and Journals on the stated due dates listed below.
A. Journal Format: 
· Include your name, BSOS Internship course number, date submitted, and assignment title

· Use 1 inch margins and 10-12 point Times New Roman or Arial fonts, double space; number and staple the pages

· Cite sources, if used, using current MLA or APA style. These are graded college writing assignments; spelling, grammar, and organization count.
· Carefully proofread and correct your work prior to submitting it.

B.  Submission of Journals

Printed copies of Journal 1 and Journal 2 must be turned in to my mail box: 2141 Tydings (BSOS Dean’s Office) Do not slide any documents under doors in Tydings as they may not be delivered.  Journals may not be submitted via email or fax.

C. Journal 1: Length: 3.5-5 typed pages

Journals provide you with an opportunity to briefly describe and to thoughtfully reflect upon and respond to what you have been doing and learning about yourself, the specific work environment, professional responsibility, and connections of previous work and University experiences, including classes, at your internship.  Begin your Journal 1 with a 100 -150 word description of your internship-location, hours, and responsibilities. Journal 1 is not a list of what you did or who you talked to each day at your internship.  You are to thoughtfully reflect upon and respond to the specific work environment, professional responsibilities, and your own role in the organization.  Think and write about connections between your internship and your previous work experiences and your classes at Maryland.  Consider your assignments, your interactions with your supervisor and others in the work place, your achievements, your concerns, and any "oops"- mistakes or things that did not work as planned or expected. Discuss your fit and satisfaction with your internship. What do you individually need to do to enhance your internship performance and how will you do this?  What are you are learning about yourself?  Please provide and discuss specific examples to support your work.
D. Journal 2: Length:  4.5-6 typed pages

This final journal should be based on your entire internship experience.  This is not an update of Journal 1. Journal 2 must be original and not repeat information provided in Journal 1. Please respond to the following: 


 

· How has your actual internship experience compared to your expectations on the first day of your internship? 
· Explain how your learning in this internship intersects with your academic studies-past, present, and future.
· What was the highlight of your internship? Why?
· Write about a conflict or disappointment you experienced through your internship.

· What are the most important skills you developed and the most critical knowledge you gained during your internship? 
· Evaluate (be honest) your work, performance, and contribution as an intern. What could you have done to be a more effective and responsible intern?  
· Assess the on-site supervision of your internship. How have you responded to feedback & constructive criticism? What did you learn about supervision that you will use-and perhaps not use-when you are in a supervisory role? 
E. Professional responsibilities

As para- or pre-professionals, BSOS interns must meet established deadlines in their work environment. This is also true for their BSOS internship assignments and time logs.  Interns must submit time logs signed by their internship supervisor, utilizing the designated BSOS Internship time log forms, every two weeks.  The two Journals have specific due dates, as noted below.  Failure to submit time logs every two weeks or Journals when due without procuring the Internship Coordinator's approval in advance will result in a loss of professional responsibility points.  Assignments turned in late without prior approval of the Internship Coordinator will not be eligible for full credit.

F. Time logs


You must submit the BSOS Internship time log form (see page 3) every two weeks on the schedule listed below.  List the date and number of hours each day you intern (e.g. September 3: 3 hours) in chronological order, total the hours each week, and have your Intern supervisor sign and date her or his confirmation and approval of your hours.  You are responsible for maintaining copies of all time logs.  Time logs must be completed in black ink or typed and must be legible.   Time logs may be submitted via 

fax:  301.314.9086 or turned in to my mailbox in 2141 Tydings (BSOS Dean’s Office).  They may not be submitted electronically.
Time log due dates 

6 pm, Fridays: February 17        
April 13 & 27
                        March 2, 16 & 30  
May 11 & 18
Final grading scale

100-90 pts. = A      89-80 pts. = B     79-70 pts. = C     69-60 pts. = D     < 59 pts. = F

Requirement

Possible Points

Due date_______
Journal 1
 

15

March 16
Journal 2 


25

May 11
Supervisor Evaluation

50
              
May 11
Professional responsibilities
10

NA____________
Total

              
             100

Intern Supervisor Evaluation

Your Internship supervisor must complete and submit an Intern Evaluation to the Internship Coordinator by May 11, 2012. The Evaluation will be sent via email to your Supervisor approximately two weeks prior to the end of the session.  Your course grade will not be awarded without this evaluation. 
BSOS Internship Time Log
Please complete and submit* every two weeks on the following dates:
5 pm, Fridays: February 17        
April 13 & 27

                        March 2, 16 & 30  
May 11 & 18

Please print neatly and legibly using black ink or type the following required information

Student ___________________________________________________________________

UID ___________________________________________________

BSOS Course # __________________ 
Internship Site _________________________________________

Please list the date and # of hours interned that on date. 

15 minutes = .25 hours, 30 minutes = .5 hours, 45 minutes = .75 hours, 60 minutes = 1 hour  

Date
     Hours worked 

Date
    Hours worked

[ex.  2/6              3]

______
     ______


______
     ______
      

______
     ______


______
     ______


______
     ______


______
     ______


______
     ______


______
     ______


______
     ______


______
     ______



______
     ______


______
     ______

______
     ______


______
     ______

______
     ______


______
     ______


Subtotal:
     ______

Subtotal:
    ______
Total: _____ hours

Intern Supervisor’s name (please print)  ______________________________________________                                                                                            

Intern Supervisor Approval signature    ______________________________________________

Date ____________________
Please note:

· Intern hours may not be approved in advance 

· BSOS Intern time logs must be legible and signed and dated by supervisor to be counted

· Interns and intern supervisors should keep copies of all approved and submitted time logs 

· Time logs may not be electronically submitted
· Late submission of time logs will result in a loss of professional responsibility points

*Please submit completed and signed time log to: 

Kathryn Hopps’s (BSOS Internship Coordinator’s) mailbox in 2141 Tydings Hall (BSOS Dean’s Office) 
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