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Welcome To Your Experiential Learning Experience

	Congratulations!  You have begun an exciting process of getting real-word experience while you earn academic credit.  The experience will hopefully be a great learning experience now and will continue to be valuable to you as you pursue future career goals.
	There are several benefits to your academic internship.  They include:
· Documented experiential learning experience on your transcript
· Guided experience by faculty or staff advisor
· Opportunity for reflection of your experience 
· Application of classroom learning in a real-world setting
	As your faculty advisor, I will be available for questions regarding your experience, discussion about your learning opportunities, as well as the evaluation of your experience.  Here are the steps required to pursue your academic internship:
1) Complete the UNIV 4000 Internship Contract—For the learning contract, please use the form provided for your learning goals, strategies, and evaluation methods. (download from www.memphis.edu/internships/earn academic credit--type all information).
2) Develop your schedule with your internship site supervisor.  This schedule should be a mutually agreed upon schedule.  Remember that you must complete 150 hours within the semester.  A time log is attached—keep it updated daily (or when you report to your site).  Be sure to get your site supervisor to confirm you hours are accurate.  This is due with your internship portfolio packet.
3) Think about your internship in terms of learning.  With your supervisor, develop your learning goals, your strategies, and your overall evaluation methods of what you accomplish during your internship.  Complete the form enclosed in this packet.  This is the foundation of the rest of your portfolio.
4) Review the Internship Orientation Online Packet-Think about your upcoming opportunity—what preparation do you need in order to start your experience successfully. (www.memphis.edu/internships/online orientation session.)
5) Review the Portfolio Requirements below.  Start with this process as you start your internship—journal, take photos, keep samples of your work.  All of these steps will make your portfolio much easier to prepare at the end.
Academic Internship Portfolio
	Experiential learning is most successful when the actual internship includes thoughtful reflection of the experience.  Use the following portfolio guideline to help you develop your reflection of your experience.  In addition, your portfolio will become a great interview asset for your future interviews—employers like to see what you’ve done and this is a great visual aid for your interview.  There are three sections to your portfolio:
a) Career Development Section             b) Internship Reflection Section
c) Evaluation of Work			d) Supporting Documents

Please review the descriptions for each area.  Make this portfolio a strong reflection of your experience that can later be used to demonstrate your internship success to other employers with future opportunities.  Employers like to “see” what you’ve done and your portfolio can help to describe your experience and your qualifications for new opportunities.
Career Development Section
	Career Assessments—go to the Focus 2 assessments online at www.memphis.edu/career services.  Take the 4 different assessments involving personality strengths, career assessments, and interests.  Copy those and include in your portfolio.
	Updated Resume—Your resume should be both professional in appearance and updated with your internship experience.  If you need assistance, see Career Services either with an appointment or through Optimal Resume.  Be sure to ask for a letter of reference from your internship site supervisor at the end.  Include a copy of this in your portfolio.
Internship Reflection Section
	Website Review—Print off key pages of your internship site’s webpage.  Review this website before you start your internship. Write  2-3 paragraph description of your site—what is their mission?  Who is their target audience or customer base?  What do they do for their customers or constituents?  If a for-profit company, who are their competitors?
	Internship Summary—Write a 1-2 page review of your experience including:  what you accomplished, additional skills you gained (time management, office etiquette, teamwork, leadership, problem-solving, communication).  Include relationships you developed, observations of the site that impressed you or impacted you, and coursework that you applied in your internship (courses you previously completed—list courses by name/number).
	Samples of Work—Include as many samples of work as possible.  Check with your internship site supervisor to be sure that they are not confidential in nature or proprietary.  Where possible, take photos of your work area, work products, and individuals from your site.
Evaluation of Work
	A mid-term evaluation will be required for your internship.  This is included in your UNIV 4000 packet.  You will complete one as well as your supervisor.  Turn these into me, mid-term.
	A final evaluation will be required for you at the end when the work is completed.  Your site supervisor should complete one as well.  This is also in your UNIV 4000 packet.  
	For both of these forms, download from the internship website and type—it is much more professional and will be more impressive later on for your future interviews.
	Your completed work log is important—when your internship is over, be sure your hours tally to 150 clock hours (for 3 hours credit) or 300 clock hours (for 6 hours credit).


Submission
When complete, review your work.  Type all documents you create and place into a 3-ring binder with all the documents outlined above.  Turn into me for grading at the end of the academic term.
Documents To Include:
a) Completed time log—signed by Site Supervisor
b) Midterm Evaluations—Site Supervisor and Intern versions, completed
c) Final Evaluations—Site Supervisor and Intern versions, completed
d) Faculty Evaluation
e) Internship Learning Goals
Questions?  Please let me know.  Please email me at K.Tuberville@memphis.edu or call 901-678-3105.


Learning Goals
At the onset of your internship, review the goals of your internship as well as your strategies for achieving those goals and the evaluation methods of the internship site supervisor regarding your performance.

The attached form will help you to format your goals—this will also help you direct your time toward those activities.  If your responsibilities change, add new goals so that at the end of your internship, your assessment will be complete with all that you accomplished.


LEARNING AGREEMENT – UNIV 4000
Student Name____________________  Site Supervisor_____________________

	Learning Objectives
(What are the educational goals?)

1.



2.





3.





4.





5.



 
	Strategies
(Specific processes for 
achieving the objectives)

.
	Evaluation
(How will I measure my
progress of the agreed upon objectives)






LOG OF HOURS WORKED


	Date
	Hours Worked
	Work Completed
	Student’s Signature
	Internship
Supervisor’s 
Signature

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	




Internship Supervisor: ____________________________ / _____________________________   __________ 
                                                 Print or Type                                                   Signature                                                       Date

Student: ________________________________________ / ______________________________ ___________ _____________


Faculty Advisor______________________________________/______________________________________________________
                 Print or Type                                                                             Signature                                                        Date
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	Date
	Hours Worked
	Work Completed
	Student’s Signature
	Internship
Supervisor’s 
Signature

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



I have discussed the internship with the internship supervisor and confirmed that this student worked a minimum of 50 hours for each semester hour of credit. (3 credits = 150 internship experience hours; 6 credits = 300 internship experience hours). 
Faculty Member:

____________________________________ / __________________________________  _________ 
 Print or Type                                                                              Signature                                                                            Date


Evaluation Forms

Please download the following forms for your mid-term and final evaluations and email to your supervisor.  Turn these into me at the appropriate points.

Please type your comments for both forms.  Return the forms as attachments to me in email, K.Tuberville@memphis.edu

Your final grade for the internship will not be posted until the internship portfolio and your final evaluations are complete.




Student Mid-Term Evaluation
Complete and return as an email attachment by the midpoint of your internship period.

Name of Intern _________________________________email_________________

Name of Field Supervisor_________________________ email_____________________

Internship Location________________________________________________________

1. Identify new knowledge, skills or attitudes you have acquired in your internship.








2. Describe successful activities or accomplishments in your internship.









3. Analyze your response (s) to challenges or problems you have confronted in your internship.








4. Identify assistance needed to successfully complete your internship. Do you need assistance from the Internship Office? 




			
Supervisor Mid-Term Evaluation
Complete and return as an email attachment by the midpoint of the internship period.

Name of Intern _________________________________email _____________________

Name of Field Supervisor_________________________ email_____________________

Internship Location________________________________________________________

1. Identify new knowledge, skills or attitudes the intern has acquired in the internship.







2. Describe successful activities or accomplishments in the internship.








3. Analyze the intern’s response to challenges or problems confronted in the internship.








4. Identify assistance needed by the intern or the supervisor to successfully complete the internship. 




Student Final Internship Evaluation
Complete and return as an email attachment at the end of your internship.  A copy should be in your final portfolio.

Name of Intern _________________________________email_________________

Name of Field Supervisor_________________________ email_____________________

Internship Location________________________________________________________

1. Identify new knowledge, skills or attitudes you have acquired in your internship. 
	How did this help you apply what you had learned in your major?



2. Identify the accomplishments in your internship that you feel will benefit your career.



3.  Rate the overall internship experience from 1-5, with 5 being an exceptional experience and one being an unsuccessful experience.  1    2    3    4    5
Comments:




Evaluate the following areas with 5 being strongly agree and 1 being strong disagree.

						Strongly			 	 Strongly  
Agree				  Disagree

My internship site was well-suited for me.		5	 4	  3          2	1

My supervisor provided appropriate instructions.	5	 4	 3	2	1

My supervisor included networking and mentoring	5	 4	3	2	1
In my experience.

My supervisor provided helpful feedback to help me	5	 4	3	2	1
be successful.

My work schedule was reasonable.			5	4	3	2	1

I would recommend this organization to future		5	4	3	2	1
Interns at the U of M.

Include a copy of this in your portfolio as well as submitting to your team member and faculty advisor.
	
UNIV 4000 Internship Supervisor Final Evaluation
Complete and return as an email attachment at the end of the internship period. A copy of this document should also be in your intern’s final portfolio

Name of Intern _________________________________email _____________________

Name of Field Supervisor_________________________ email_____________________

Internship Location________________________________________________________

						    Strongly			      Strongly
						       Agree			      Disagree
The quality of this student’s work 
was consistently excellent.					5	4	3	2	1 


This student was reliable about fulfilling  
the requirements of the internship.				5	4	3	2	1

 
This student reported to work on time consistently.		5	4	3	2	1	  


This student never had an unexcused absence.			5	4	3	2	1 


The student demonstrated professional behavior.		5	4	3	2	1 
and appropriate dress for our organization.

The student contributed positively to our organization.		5	4	3	2	1


The student meshed well with our organization’s culture	5	4	3	2	1


If a position was open in my organization, I would extend a job offer.     Yes__________	No___________

Would you recommend this student to another employer as an intern?  Yes__________       No___________  

Would you be willing to write a letter of reference for this intern?

What recommendations would you make to the student for his or her next work experience?



Additional Comments and Suggestions For The Summer Internship Program:
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