PAGE  

NCLC 290/390/490: Internship

New Century College
Cecilia Uy-Tioco, Internship Coordinator

cuytioco@gmu.edu/703-993-3891

Office Hours by appointment
New Century College values experiential learning as a way of connecting the classroom to the world. With experiential learning, credit is given for the learning rather than for the experience. Accordingly, your task as a student is to document, demonstrate, and reflect thoughtfully on what you learn during your internship. 

Please read carefully and follow directions in the internship materials provided by NCC (most of which are available at http://ncc.gmu.edu/exlearn/internships/about.html). This material includes information about the required text and the portfolio requirements. It is your responsibility to follow all internship instructions directed by the College. The purpose of this syllabus is to set forth the additional requirements or instructions for the specific section of experiential learning in which I serve as faculty advisor. 

A very important point to note about your requirements with regard to journal writing and constructing your portfolio is that expectations increase with the number designation of an internship and with the number of credits you hope to receive. 

Meeting Times. Our course will meet four (4) times throughout the semester in the weeks of: January 29, March 19, April 30, and May 7. Exact date and times to be announced via email.  This is dependent on your class and work schedules. If necessary, we will break-up into two groups.

Textbook. NCC requires a text, The Successful Internship (Sweitzer and King, second edition), available in the GMU bookstore, which offers some useful insights into the internship process. Because the book is more directly pertinent to some internships than to others, you are asked to focus on at least three chapters from the book in your journal entries and/or your portfolio. 

Course Requirements

I. Journal Writing (35%). You will be submitting a journal every two weeks via WebCT. Journal entries should be focused, detailed and should include examples. Please date and give it a heading that points to the focus. In the first several sentences of the entry, you should make your focus clear. You might for example focus an entry on a particular learning objective and how you are meeting (or having difficulty meeting) that objective. You might also use information from the textbook (e.g., a question or topic) as the focus for a journal entry. Additionally, in most journal entries, you should include at least brief reflection on one or more NCC competencies. You may also use a competency as an entry focus. Similarly, you may use ideas and concepts from the textbook assigned as journal themes or foci. 

Please remember the following journal requirements:

· Each entry should be a minimum of 250 words; the more credits you seek and the higher the course number for the internship, the more development is required. (For example, with six credits, I expect that each entry should be about 500 words.)

· Journal entries should not be limited to narrative; analysis and reflection are the point.
· Journal entries must be posted on WebCT by midnight of the date due.

· Submission dates for journals are as follows:
January 19 (internships that were approved to begin before the Spring semester)

February 2

February 16 

March 2

March 23

April 6

April 20 

May 4
· If your internship ends before or after the semester concludes, please see me so we can adjust your deadlines.
To access WebCT: Go to http://webct41.gmu.edu, type-in your username and password (same as your email).Under the Journals link you each have a space to post your journal entries. To post a new entry, click on compose message and title it “Journal#_: [Your own title]” Post each entry as a new message so that under your name a list of your journal entries will form. I suggest you draft your journals in MS Word and then cut-and-paste into WebCT. Do not attach journal entries as documents. Only journal entries in the WebCT window will be accepted. Comments on journal entries will be made via WebCT. It is your responsibility to check for my comments. 

II. Revised Learning Objectives (5%). On the week of March 19th we will hold a mid-term class to review our learning objectives and share our internship experiences with our peers. By midway through your internship, you should provide me with a copy of your revised learning objectives based on your increased familiarity with your internship position.  The amount to which these change will vary by internship and circumstance.  Please include a journal entry to reflect on your learning objectives (are you reaching them? which are most pertinent? what are your goals for the remainder of the internship, etc.) as well as the changes you made to them.

III. Portfolio (40%). Like most NCC courses, you are asked to submit a portfolio at the end of your internship. This should be a documentation and reflection of your experience and learning. See page 5 of this syllabus for details on the portfolio requirements. One major component of your portfolio is a research paper or project. Before Spring Break begins, you must consult with me (either in person or via email) and suggest a brief research project to supplement/complement your learning. For example, there may be a topic or issue related to the internship about which you would like to learn. Or you might want to create a training document related to your workplace. This project should involve some useful research and a brief product to communicate your learning. 

Portfolios are due on May 16th at the NCC Office unless otherwise agreed upon.

IV. Presentation (10%). We will meet as a class at the end of the semester in the weeks of April 30th and May 7th where each of you will give a 10-minute presentation on your internship. Give a brief introduction on your internship, what you hoped to achieve and learn, how the internship progressed, and how it connects to your concentration and/or plans for the future. You are welcome to use presentation aids such as PowerPoint slides, poster boards, etc. Exact dates and time of presentations will be announced via email.

V. Site Supervisor’s Evaluation (10%). Give your site supervisor the evaluation form included in you internship packet to be filled-up at the end of your internship. This should be faxed by your site supervisor to the NCC office 703-993-1439 or emailed to me at cuytioco@gmu.edu)

Grading

Journals


35% 

Revised Learning Objectives    5%

Portfolio


40% 

Presentation


10%

Site supervisor’s evaluation 
10% 

Total



100%

Grades possible for this course are the full range of GMU grades. Please note that the internship coordinator may determine that a student’s work warrants fewer credits than the student registered for. 

Grading Scale:

	A+
100 – 98
	B+
89 – 87
	C+
79 - 77
	D
69 - 60
	F
59 - 0

	A
97 – 93
	B
86 – 83
	C
76 - 73
	
	

	A-
92 – 90
	B-
82 – 80
	C-
72 - 70
	
	


 A note on the Honor Code.  When you enrolled in this course you agreed to abide by the university's Honor Code.  The Honor Code does not preclude collaborative work, such as informal discussions and studying in communities.  Nor does it preclude assigned group work. The Honor Code does require that work you, as an individual, turn in ultimately be the product of your own individual synthesis or integration of ideas, and that the work a group turns in ultimately be the product of the group's collective ideas.  If you are uncertain of the line between collaboration and cheating, see an instructor.  As always, cite your sources.  If you do not, it is plagiarism.  Plagiarism means lifting someone else's ideas or words and presenting them as your own without proper attribution of the source.  This is all sources, including the Internet.  Use an approved citation method, such as MLA, APA, etc.

On-Line Writing Guide  http://classweb.gmu.edu/nccwg/

This guide will help you achieve success as a writer during your learning experience in New Century College and beyond.  Integrative Studies courses involve learning and writing from multiple perspectives and disciplines and negotiating knowledge boundaries.  Your ultimate goal as a New Century College student is to use writing to make meaning of the knowledge you are acquiring, but also to integrate and connect what you are learning across disciplinary boundaries.  Use this resource to aid you in achieving this goal.

GMU Writing Center  http://writingcenter.gmu.edu/

The Writing Center offers writing support to George Mason students, faculty, staff and alumni. No matter what your writing abilities are, writing specialists can help you develop the skills you need to become a successful writer. Walk-in appointments are sometimes available, but it is generally best to schedule appointments ahead. The main office is located in A 114, Robinson (phone 703-993-1200), and tutoring is available in Enterprise Hall 040 and Johnson Center 134H.

Career Services  http://careers.gmu.edu
This office helps students with career planning and job search readiness and maintains the Career Library. Activities include resume writing critique, internships, 1stPlaceWeb!, on-campus interviews, Education Recruitment Day and information about graduate programs.  Located in SUB I, Room 348.  Office hours are Monday - Friday, 8:30am - 5:00pm (Tuesday evenings until 7:00pm when classes are in session).  703-993-2370.

Disability Resource Center  http://www.gmu.edu/student/drc/

Any student with documented learning differences or other conditions that may affect academic performance should register with the Disability Resource Center (phone 3-2474) and furnish information to his or her professor so that reasonable accommodations can be provided. Please note that faculty cannot legally provide accommodation to students with learning differences or physical conditions that may affect academic performance without appropriate documentation.

Commitment to Diversity Statement
New Century College is an intentionally inclusive community that celebrates diversity and strives to have faculty, staff and students who reflect the diversity of our plural society. We do not discriminate on the basis of race, class, linguistic background, religion, gender identity, sex, sexual orientation, ethnicity, age, or physical ability.

Internship Portfolio Requirements

1. On outside front cover and on the spine [your name, semester, internship site]

2. Title Page [name, date, semester, number of credits, enrollment (NCLC 290-490), faculty sponsor]

3. Table of Contents [with page or section numbers]

4. Introduction

a. Introductory Essay [2-3 pages] 

Why did you plan this internship? How did you find the job? What were some challenges? How do you think this internship intersects with your coursework, concentration and/or future career plans?

b. Job or Internship Description 
How is your internship site structured? Where do you belong in the hierarchy?

c. Organizational description and other materials

What does your organization/internship site do?

d. Internship Contract [your Learning Plan]

Your internship contract, Learning Objectives, Revised Learning Objectives

5. Documentation of Learning 

a. Internship Time Sheet
b. Samples of internship work, affirmations or honors (i.e. notes of thanks from your superiors or clients) and work samples (i.e. the website you worked on, the lesson plan you created, the database you made, etc.)

c. Revised Resume [incorporating your newly completed internship]

d. Sample Cover Letter [showing how you would present yourself for the next internship/job]

e. Internship Placement Site Assessment (use form in your internship packet)

f. Glossary of Terms [1-2 pages]
Every job or workplace has its own dialect and terminology. By including a well-developed glossary of the “language” of your workplace, you provide me a tool to read and understand your work.

6. Reflective Integrative Essay [7-10 pages]

a. Must address a minimum of three competencies. 

b. You may use the competencies and/or your learning objectives as an organizing structure for your essay. 

c. You may also use material from your journal entries—but don’t simply cut-and-paste them. Properly integrate them into this essay.

7. Research Project or Paper* [5-7 pages]

This project or paper is aimed to supplement or complement your learning. For example, there may be a topic or issue related to the internship about which you would like to learn more about or explore further. It should involve some useful research and a brief product to communicate your learning. Some possibilities are: 

a. A research project addressing a particular research interest, question or policy issue.
b. An annotated bibliography or a review of an important journal article. 
c. A creative piece such as a pre-school lesson plan or marketing brochure for your company, this must be accompanied by a 2-page essay.
*This must be pre-approved by your internship coordinator
8. Complete collection of Journal Entries 

9. An Annotated Bibliography [annotated list of professional or academic sources]
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