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Internship Syllabus







Summer 2005

Advisor: Cecilia Uy-Tioco (cuytioco@gmu.edu)




New Century College
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://www.ncc.gmu.edu/internships.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. 

Assignment Responsibility: The responsibility for sending journal entries and mid-term learning objectives, as well as submitting a complete portfolio, is yours.  This syllabus serves as your listing of all required work and should be referred to often during the course of your internship.  If you have any questions at any time please contact me.

Journal writing: Weekly 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 are due via email attachment every WEDNESDAY at 8pm. 

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 and because some students have used it previously, my requirements related to the text vary somewhat. However, I ask all interns to demonstrate familiarity with the book through their journals as well as their portfolio. Please let me know ASAP (a) if you have used the book in a previous internship and (b) which chapters/sections (judging from the table of contents and a quick preview) are most pertinent to your internship.

Learning objectives: 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.

Portfolio: I expect to receive your portfolio at the beginning of the exam period. If you must ask for an extension of a day or two, it is your responsibility to do so before the due date. 

Portfolio requirements: In addition to the NCC requirements for your portfolio (see http://www.ncc.gmu.edu/internships.html), I have two other requirements: (a) A glossary of terms used in your internship. 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. (b) On week 3 of your internship, 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. However, it is not my intention that you should have to spend more than a couple of hours completing the project. Other possible products might be an annotated bibliography or a review of a journal article. 

Grading:

Journals – 50% (developed, focused, detailed, submitted in a timely fashion, number of entries, overall quality of work)

Portfolio – 40% (meeting all NCC requirements, well-organized, thoughtful, analytical, reflective, evidence-based, well-written and edited)

Site supervisor’s evaluation – 10%

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

Academic integrity – review the GMU Honor Code and know that honesty is extremely important to me. I expect that all materials you submit will represent your independent work with the exception of material that is appropriately cited in an approved academic format (e.g., APA or MLA or Chicago). 

Disability Resources Center – if you have documented medical or learning differences that may affect your academic work related to your internship, please consult with DRC and furnish me the appropriate information so that we can discuss accommodation.

Other resources – if you need to use the services of other GMU resources such as the Counseling Center or the Writing Center, let me encourage you to do so. If I can assist you in finding appropriate resources at GMU, I will be happy to do so. 

Concerns and questions – please contact me immediately if you have any concerns or unease about anything that happens in your internship. In your portfolio, be sure to include your evaluation of this placement (the central question for which is: would you recommend this internship to other students?) Please remember at all times that you represent your university and New Century College while you are an intern. 

