Shepherd College

HPERS Department of Recreation & Leisure Studies

DEPARTMENT EXPECTATIONS FOR INTERNSHIPS

YOU MUST DO ALL OF THE FOLLOWING: before you start the internship

1. Complete an interview with potential employer in person or by phone

2. REGISTER FOR RECR 450 AND PAY FOR 9 CREDIT HOURS

3. Have a copy of the signed contract or letter of agreement with the internship agency on file with your college supervisor

4. Sign the student agreement form and have a copy on file with your college supervisor

5. Complete the student information sheet an file with your college supervisor

6. Write a letter of acceptance or intent to the employer

YOU MUST ALSO DO ALL OF THE FOLLOWING: 

7. Send Time-sheets by mail, fax, or e-mail to faculty supervisor every 2 weeks

8. Send a detailed written report of what you doe each week to your supervisor biweekly, (every two weeks).  The first report should include an outline of present assignments, a description of the internship, your goals and objectives for the internship, and an initial evaluation of the internship site.

9. Complete a special project that has been pre-approved by your site supervisor and faculty supervisor.  In addition you must provide a detailed report of this project to your faculty supervisor.  If you do not have any ideas for this, talk you your site supervisors to find out if there are any projects that they have always wanted do at work - but never had the time.  Most of the time these ides will make great special projects.  After completing the special project, you must write a report detailing what you did in this project.

10. Complete a comparative analysis, a written paper telling the similarities and differences between the location of your internship and another similar site.  For example, if you work at a Holiday Resort, you might compare the facility, staff, and programs with another resort.  To properly complete this assignment, you will need to visit a second facility, interview some people there, and gather information and brochures.  You will use this information to write your report.

11. Have your site supervisor complete a midterm and final evaluation of you and your work.  Use the forms in the book (Planning your career in the 21st century) and the "Leadership qualities questionnaire - Site supervisor evaluation"

12. You must complete an evaluation of yourself " Leadership qualities questionnaire - Student evaluation"

13. An updated résumé  that includes your internship experience.

14. Final Site Evaluation 

15. You must prepare a portfolio that contains all this information.  You should include all the things in this document, plus any information on your internship (flyers, brochures, awards, pictures, etc).  This should be neatly organized and attractive enough that you can bring it with you to a job interview.  This is part of you grade and you should want to do a good job.  

16. Letter of resignation/appreciation to your internship site supervisor.  You may include a reminder of the agreed-upon date of the end of your internship, thank the agency for allowing you to work at their agency, a personal thanks to your site supervisor for all of his or her help. 

17. Exit interview with your faculty supervisor - You should come to campus with your portfolio and discuss your internship with your college supervisor. 

Check with the faculty supervisor to see if you are missing anything BEFORE grades are due. 
