PLS 490 David Graefe


COURSE OUTLINE

PLS 490 PARK & RECREATION INTERNSHIP

SPRING 2014 (12 credit hours)

INSTRUCTOR: David Graefe
EMAIL: graefe@marshall.edu
OFFICE: Prichard Hall 201
PHONE: 304-696-2608
OFFICE HOURS: Monday 9:00 – 12:00 and Wednesday 1:00 – 4:00

I.
Course Description:

A supervised, 40 hour per week, internship in which the student works with recognized park and recreation agencies.  The internship must occur over a time period lasting a minimum of twelve consecutive weeks (at 40 hours per week totaling 480 hours).   (Prerequisites: Junior or Senior standing, declared NRRM Major, and a minimum 2.0 overall grade point average)

II.
Course Objectives:  

The objectives of this course are to become familiar with and knowledgeable of:

a. The general operation of the assigned agency/business.

b. Operational procedures of the agency/business.

c. Personnel policies of the agency/business.

d. Fiscal policies of the agency/business.

e. Programming, leadership, research, management, budgeting, maintenance, supervision and other operations and procedures as appropriate.

f. Professional report writing.

g. The practical application of knowledge and skills.

h. A practical work experience in the natural resource and recreation profession.

Course objectives will be accomplished through:

a. Participation in a regular work schedule prepared by the agency supervisor.

b. Special projects.

c. Weekly report writing.

d. Preparation of a comprehensive manual documenting the agency and its operation.
e. Working directly with professionals in the field.


f. Presentation of a formal seminar about the internship and the agency.
III.
Criteria for Admission:

a. Senior  or Junior standing.

b. Interns must have a minimum overall GPA of 2.0.

c. Students may not negotiate internship placements directly with agency administrators. All negotiations with agency administrators are to be conducted by the faculty supervisor.  Students may inquire if the agency is willing to consider accepting a park and recreation intern and they may indicate the specified dates of the internship. The student will then deliver the name and telephone number of an agency supervisor to the faculty supervisor.  Once the faculty supervisor has arrived at an agreement with an agency administrator, the student will be informed that he/she may contact the agency and schedule an interview.

d. Students must conform to any and all dress code regulations imposed by the agency and otherwise conform to a grooming and dress code policy imposed by the faculty supervisor.

e. Internships will be approved only with agencies which agree to the Park Resources and Leisure Services senior internship guidelines.

f. The senior internship must be completed with a recognized park and recreation or related agency and the intern must be under the direct supervision of one or more administrative employees of the agency.

g. Interns may not assume leadership and program positions which normally and typically require skills and knowledge of an experienced full-time employee.  For example, interns may not assume position of swimming pool managers, campground managers or recreation center managers.
IV. 
Learning Outcomes:

After completion of the 480-hour internship, students should be able to accomplish the following tasks:

	Student Learning Outcomes 
	How Practiced in this Course
	How Assessed in this Course

	Perform a variety of extended work assignments under the direction of a professional supervisor.
	Supervised work at internship agency
	Agency evaluation, weekly reports, internship manual and presentation

	Prepare and maintain appropriate records and documentation of agency procedures.
	Weekly report writing, internship manual
	Agency evaluation, weekly reports, internship manual and presentation

	Prepare comprehensive reports related to duties and responsibilities.
	Weekly report writing, internship manual
	Agency evaluation, weekly reports, internship manual and presentation

	Develop knowledge and problem solving skills related to job performance.
	Supervised work at internship agency
	Agency evaluation, weekly reports, internship manual and presentation

	Assume responsibility for assigned work tasks and secure appropriate information necessary to accomplish the tasks.
	Supervised work at internship agency.
	Agency evaluation, weekly reports, internship manual and presentation

	Articulate and cooperate with other professional employees in accomplishing work assignments.
	Supervised work at internship agency
	Agency evaluation, weekly reports, internship manual and presentation

	Provide a comprehensive evaluation and discussion of the internship agency and its operations.  
	Supervised work at internship agency, communication with 
	Agency evaluation, weekly reports, internship manual and presentation


V.
Course Schedule / Calendar:

BEGIN: January 13, 2014
END: May 02, 2014
VI.
Premise:

This senior internship is designed to provide students with an exceptional learning experience which is also a simulated work experience.  This internship provides the student with an opportunity to experience and assess his/her strengths and weaknesses as a professional employee in the park, recreation, and leisure services field.  It also provides the intern with an opportunity to work with other park and recreation professionals and to be evaluated by park and recreation professionals.

While interns will be under the direct supervision of a professional employee of the internship agency on a day-to-day basis, the faculty supervisor will oversee and monitor all activities and assign the final grade for the internship.

The performance of interns will be assessed, not as a student in a regular on-campus class, but as an entry-level employee in a park, recreation, or leisure service agency.

Errors, oversights, and mistakes which are often excused or minimized in many university courses will NOT be tolerated in the senior internship.  The student’s relationship with the faculty supervisor will be more like that between supervisor-employee than that between teacher-student.  This relationship is intended to expose the intern to a more realistic work experience and thereby better prepare him/her for the realities of the world of employment.

VII.
Course Requirements:

All interns are expected to comply with all of requirements stated herein. 

In order to receive credit (a grade of D or higher) for the senior internship, ALL requirements of the internship must be completed.  That includes weekly written reports, an individualized project, an internship manual, a seminar presentation, and a minimum of twelve weeks of supervised work at the assigned agency.  Interns who fail to complete any of these assignments will receive a failing grade in the course, or an incomplete if appropriate.  Incomplete grades may be removed in accordance with existing University policy. 

VIII.
Procedures:

a. The student will be required to attend Internship Orientation and Study Days during the Spring Semester.  Dates and times for these meetings will be announced via email and in park and recreation classes.  These meetings will serve to acquaint students with their responsibilities relating to work schedules, weekly narrative reports, faculty supervisor on-site visitation, evaluation methodologies, preparation of the Internship Manual, and other requirements.  Failure to attend this orientation series will result in the student’s exclusion from the internship.

b. The official beginning date for the senior internship is Monday, January 13, 2014.

c. During the placement period, the student must be exposed to a wide variety of agency programs, procedures and responsibilities.  A written schedule, identifying the various work assignments, the various departments or divisions to which the student will be assigned, any major special projects (surveys, reports, research, planning, programs, etc.), and agency personnel who will be responsible for supervision of the student should be prepared by the agency and the student and submitted to the faculty supervisor no later than one week after the internship begins.  This work schedule should be signed by both the agency supervisor and the student.  Revisions of the work schedule are permitted during the internship.

d. The weekly work schedule must consist of a minimum of 40 clock hours.  Fewer than 40 clock hours are permitted if full-time agency personnel work less than a 40-hour week.  However, the 480 hour requirement of this internship must be met, even if that means working for more than 12 weeks.  The student can expect to enjoy the privilege of agency holidays as granted to the agency employees; however, university holidays are not available to the internship student.  Scheduling of hours and work days is left to the discretion of the agency supervisor.  Weekend and evening work assignments are appropriate, and the student is expected to remain available for sudden changes in the work schedule should it become necessary.  Consequently, students are not permitted to assume outside employment or to enroll in other academic courses while engaged in the internship.  An internship agreement form must be signed by the agency supervisor, the faculty supervisor, and the student.

e. The faculty supervisor does not require that students be compensated financially while engaged in the internship, although there is no objection to financial compensation under certain conditions.  For example, if the student is away from campus or not living at his or her own home while completing the internship, it would be appropriate for the agency to provide room and board or financial compensation to assist the intern in defraying these costs.  This policy is necessary to insure that the academic objectives of the internship do not become secondary to financial considerations and that students are assigned to agencies which can provide them with the very best possible professional experience.  The faculty supervisor must be advised, before the internship begins, of arrangements for financial compensation -- direct or indirect.

f. Narrative reports must be prepared by the student, signed by the student and the agency supervisor, and submitted to the faculty supervisor normally on Monday of each week.  Weekly reports must be prepared with a computer utilizing generally recognized word processing software.  Preparation of these weekly reports may not be accomplished during regularly scheduled working hours, but must be completed on the student’s own time.
g. The intern will be required to plan and execute an individualized project that will enhance the agency’s ability to manage natural resources and/or outdoor recreation.  Interns are encouraged to work with their agency supervisors in order to identify a specific issue/problem that would benefit from scholarly study or action.  Once a suitable project has been identified, the intern is expected to take a leadership role in its planning and implementation (however, this does not mean that the student must work alone on all aspects of the project).  The intern will be expected to prepare and present a report of their project results to the agency supervisor and other interested agency personnel.  Examples of internship projects include, but are not limited to, mapping recreational facilities or natural resources using modern technologies (GPS/GIS), development of recreational or interpretive programming, research activities focused on natural resource and recreation management (e.g., visitor surveys, natural resource assessment and monitoring, etc.),  web development or computer programming, literature review and synthesis to further understand specific management problems, etc.                                                                        
h. The intern will be required to prepare an Internship Manual containing a narrative review of agency operational procedures and policies (e.g., history, purpose and philosophy, fiscal policy, personnel policy, maintenance, programs, research, planning areas and facilities, etc.).  The manual must be prepared utilizing computerized word processing software.  This manual is to be completed on the student’s own time although he/she may gather information and literature during regularly scheduled working hours if approved by the agency supervisor.  The internship manual must be turned in by the due date specified by the faculty supervisor.
i. The faculty supervisor may schedule an on-site visit or teleconference during the summer.  The agency supervisor(s), the student, and the faculty supervisor will review the intern’s progress and a preliminary evaluation will be conducted.  Procedures for the final agency evaluation will also be discussed with the agency supervisor(s).

j. Should any problem relative to the intern’s performance of his/her duties or rapport with agency personnel arise, it is important that the agency supervisor contact the faculty supervisor immediately.

k. The student will be required to conform strictly with agency regulations pertaining to dress and personal appearance.  Should the agency not have a formal policy related to dress, the intern will be required to conform to a dress code and appearance policy designated by the faculty supervisor.

l. Upon completion of the internship, the student will report back to campus to engage in a formal seminar presentation (PowerPoint & other visual aids) related to his/her internship.  Faculty, internship students, and other park and recreation majors may be in attendance for these seminar presentations.  

m. The student’s internship will be evaluated upon (1) quality of weekly narrative reports, (2) quality of the individualized project, (3) quality of the Internship Manual, (4) agency supervisor’s evaluations, (5) faculty supervisor’s evaluation and, (6) the quality of the formal seminar presentation.
IX.
Grading Policy / Evaluation:

Interns will be evaluated as follows:

Weekly Reports

25%

Internship Manual and Project
25%

Agency Supervisor Evaluation
25%

Seminar Presentation 

15%
Faculty Supervisor Evaluation
10%





Total

100%
X. University Policies:

By enrolling in this course, you agree to the University Policies listed below. Please read the full text of each policy by going to www.marshall.edu/academic-affairs and clicking on “Marshall University Policies.”  

Academic Dishonesty/ Excused Absence Policy for Undergraduates/ Computing Services Acceptable Use/ Inclement Weather/ Dead Week/ Students with Disabilities/ Academic Forgiveness/ Academic Probation and Suspension/ Academic Rights and Responsibilities of Students/ Affirmative Action/ Sexual Harassment

XI. Academic Honesty: 
Any act of a dishonorable nature which gives the student engaged in an unfair advantage over others is prohibited. This shall include, but is not limited to, the following: securing or giving unfair assistance of any type of required work; submitting as one's own work or creation any oral, graphic, or written material wholly or in part created by another; altering of any grade or other academic record; and any other type of misconduct or activity which manifests dishonesty or unfairness in academic work. If you have any questions, please refer to the latest version of the Undergraduate Catalog on Marshall University Website or your student handbook. 

This outline is only a guide. We may add, delete and/or deviate from this guide during the course of this semester




NAME__________________________________

PARK RESOURCES AND LEISURE SERVICES SENIOR INTERNSHIP ASSIGNMENT DATES

INTERNSHIP PLACEMENT PERIOD:

FROM:  
 
TO:  

INTERNSHIP WORK SCHEDULE (SEE SECTION VII-C):

DUE DATE:


WEELY REPORTS:

DUE DATE:  
Monday of each week (excluding the first week) until given permission by faculty supervisor to begin submitting biweekly reports.


MANUAL OUTLINE AND PROJECT DESCRIPTION:


DUE DATE:


INTERNSHIP MANUAL:


DUE DATE:


AGENCY EVALUATION:


DUE DATE:


SEMINAR PRESENTATION:


DUE DATE:


INTERN SIGNATURE:___________________________________________
DATE:_____________________

FACULTY SUPERVISOR SIGNATURE:_____________________________
DATE:_____________________


NAME__________________________________

PARK RESOURCES AND LEISURE SERVICES SENIOR INTERNSHIP GRADE SHEET
WEEKLY REPORT GRADES
	DUE DATE
	DATE RECEIVED
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MANUAL OUTLINE:



DUE DATE:__________________

DATE RECEIVED:_______________________________

INTERNSHIP MANUAL:



DUE DATE:___________________
DATE RECEIVED:_______________________________

VISITATION / CONFERENCE DATE & TIME:__________________________________________________________

GRADES:


WEEKLY REPORTS (25%)
__________
__________


AGENCY SUPERVISOR (25%)
__________
__________

         MANUAL AND PROJECT (25%) 
__________


__________

SEMINAR (15%)
__________
__________

FACULTY SUPERVISOR (10%)
__________
__________







TOTAL
               __________
FINAL GRADE____
	MARSHALL UNIVERSITY RECREATION AND PARK RESOURCES

SENIOR INTERNSHIP AGENCY/UNIVERSITY AGREEMENT


This agreement is made and entered this ___  day of _____________________, 2013, by and between _______________________________________________________________, hereafter known as the “agency” and the Recreation and Park Resources curriculum at Marshall University, hereafter known as the “institution”.

GENERAL PROVISIONS OF THE AGREEMENT

1. This agreement is entered into for a specified student for a specific period of time and in no way commits either the agency or the institution to future agreements.

2. The internship may be terminated, for cause, by either the agency or the institution by official notification to the appropriate representative of the cooperating unit.

3. The intern shall have on-site supervision by an agency supervisor and indirect supervision by a Marshall University faculty supervisor.

DESCRIPTION OF SENIOR INTERNSHIP

1. The prospective intern must have a personal interview with a representative of the agency prior to being accepted as an intern.

2. A proposed weekly work schedule must be submitted to the institution faculty supervisor no later than the end of the first week of the internship.

3. The intern must be under the supervision of professional administrators and practitioners who are full-time employees of the agency.

4. Interns are required to have work schedules of no fewer than 40 clock hours per week unless full-time employees of the agency work less than a 40-hour week.  Any deviations from a full-time work schedule must be approved by the faculty supervisor. Overall, the student must work at least 480 clock hours to complete the internship.
5. The internship will cover a minimum of twelve consecutive weeks of full-time work.  The internship must be completed between the following dates:  Monday, January 13th to Friday, May 2nd, 2014.  Any deviations from this timeframe must be approved by the faculty supervisor.

6. Interns must be exposed to as wide a variety of involvements as possible and specifically to tasks normally and typically performed by employees of the agency or the department to which the intern is assigned.  Involvements should include, but not necessarily be limited to, planning, supervision, research, public relations, maintenance, attending meetings, etc.  Since the senior internship is designed to be a broad learning experience, the activities and responsibilities should vary considerably in order to expose the intern to the overall duties and responsibilities within the agency.

7. The intern will be required to plan and execute an individualized project that will enhance the agency’s ability to manage natural resources and/or outdoor recreation.  Interns are encouraged to work with their agency supervisors in order to identify a specific issue/problem that would benefit from scholarly study or action.  Once a suitable project has been identified, the intern is expected to take a leadership role in its planning and implementation (however, this does not mean that the student must work alone on all aspects of the project).  The intern will be expected to prepare and present a report of his/her project results to the agency supervisor and other interested agency personnel.  Examples of internship projects include, but are not limited to, mapping recreational facilities or natural resources using modern technologies (GPS/GIS), development of recreational or interpretive programming, research activities focused on natural resource and recreation management (e.g., visitor survey development and implementation, natural resource assessment and monitoring, etc.),  web development or computer programming, literature review and synthesis to further understand specific management problems, etc.                                                                        

8. Scheduling of work hours is left totally to the discretion of the agency.  The intern must be available to work at any time that other full-time employees are scheduled to work and the work schedule may change from time to time as deemed necessary by the agency supervisor.

9. The faculty supervisor may schedule an on-site visit or teleconference with the agency supervisor and the intern during the course of the internship.

10. The agency supervisor, along with other agency employees who supervise the intern, will conduct an evaluation (form provided) of the intern’s individual project and overall performance during the internship, and return it to the faculty supervisor near the end of the internship.
11. Interns will receive 12-semester hours of academic credit for the internship and will be evaluated as follows:

Weekly Reports:



25%

Internship Manual and Project:

25%

Agency Supervisor Evaluation:

25%

Seminar Presentation:


15%

Faculty Supervisor Evaluation:

10%


100%

12. Interns must submit comprehensive weekly written reports to the faculty supervisor.  These reports are to be prepared on the intern’s own time, not during regularly scheduled work hours.

13. Interns must prepare and submit a comprehensive manual covering the organization and operation of the agency including but not limited to history, organizational structure, philosophy, goals and objectives, fiscal policy, personnel policy, maintenance, programs, activities, planning, research, areas and facilities, etc.  Interns must also provide a summary of their individual projects within their internship manuals.  If the agency is a large one consisting of many departments and divisions, the intern may receive approval to complete the internship manual on the unit within the agency to which he or she is assigned.  Except for acquisition of materials/information needed for preparation of this manual, the intern must utilize his/her own time in this endeavor.

14. Interns must conform strictly with the agency dress code and personal appearance standards, or in the absence of such agency regulations, with those imposed by the institution.

APPROVAL

Internship Placement Period:

Date:  ______________ through  ________________.
	Student Intern:

Name:_________________________

Signature: ______________________

Date: __________________________

Telephone: (_____)_______________

Fax: (_____)____________________

Email: ________________________
	
	Faculty Supervisor: 

David A. Graefe

Signature: __________________

Date: ______________________

Telephone: (304)-696-2608

Fax: (304)-696-6533
graefe@marshall.edu 


	
	Agency Administrator / Supervisor: Name:______________________________

Signature: __________________________

Date: ______________________________

Telephone: (_____)___________________

Fax: (_____)________________________

Email: _____________________________




	
	
	   PLS 490 PARK & RECREATION INTERNSHIP 
WEEKLY REPORT EVALUATION PROCEDURE



As an intern you will be required to submit weekly reports. The weekly report includes two parts. Part I is the summary report and Part II is the reflection report. You need to demonstrate the ability to prepare well-written reports with respect to grammar, content, and style in accordance with the instructions presented herein.  


Weekly reports will be reviewed, comments related to errors and/or deviations from instructions about preparation of the report will be made, and a grade will be assigned: S is for satisfactory and is equivalent to 100%, S- is for a generally well-written reports with minor errors or tardiness and is equivalent to 85%, U+ is for reports having moderate errors or tardiness and is equivalent to 70%, and U is for unsatisfactory is and equivalent to 60%.  Failure to submit a report will result in a zero for the week.  Interns who continue to repeat the same errors or deviations may not expect detailed explanations about errors/deviations after two or three reports where such errors/deviations are contained in the reports.  Should the same errors/deviations continue to be repeated, and once I cease making written comments, the reports will continue to receive a grade of ‘U’ through the remainder of the internship if necessary.

Sample of Part I: Summary Report
[image: image1.png]~
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Michael Phillips
Blackwater Falls State Park
July 12 - July 16 /
Wednesday July 12 _

Today I worked with the cabin cleaning crew. They were one person short, so they were
happy too have the help. We had to clean 10 cabins today, which would have been really hard to
do with only three people. We started by stripping all of the beds and then remaking them. After
we had done that each person had a specific job to do. One person would clean the kitchen,
another would sweep and mop, the third would dust, and the last would clean the bathroom.
Thursday July 13

Today I worked evening utility with Jeff Carr. We began the day by going through the park
and checking all of the rest rooms and picnic shelters. Since it was the middle of the week they
had not seen much use, so we did not need to clean them. After that we had to pick up all of the
trash in the park. We began with the campground. After that we got the trash from the
restaurant. Then we went to the trading post. To finish the day we removed the picnic area’s
trash.

Friday July 14

Today I worked Patty Helmick. She is one of the audit clerks for the park. While I was with
her she showed me all of the things she has to do to keep track or the park’s money. Her main
job is to record all revenue and expenditures for the restaurant. She also orders any supplies that
the restaurant needs. The final thing that she is responsible for is the payroll for the entire
restaurant staff.

Saturday July 15

Today I worked on the utility day shift with Terry White. We began the day by posting
reserved signs on the two picnic shelters. We also had to make sure the shelters were clean
before the visitors arrived. After that we had to pick up the park’s outgoing mail and take it to
the post office in Davis where we picked up the incoming mail. Once we had delivered the mail
we had to take the lodge’s dirty laundry to the laundry house and bring back the clean.

Sunday July 16

Today I worked on the utility day shift with Terry White again. We began the day by driving
into Davis to pick up the Sunday newspapers for the lodge gift shop. After that we had to post
reserved signs on the picnic shelters. Then we had to clean them again before the visitors arrived.
The final thing we had to do was to pick up the lodge’s dirty laundry and deliver it to the laundry
house. Then we picked up the clean laundry and took it back to the lodge.

SUMMARY OF HOURS
Days Work Hours Hours
Wednesday July 12 8am-4 pm 8
Thursday July 13 2pm- 10 pm 8
Friday July 14 8 am -4 pm 8
Saturday July 15 8 am-4 pm 8
Sunday July 16 8 am - 4 pm 8
i 7// Total 40

Intern: /]’Zéa// ki /{ﬁ’ Date:_7//7/C0
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Due Date: July 19
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By my signature, I acknowledge that I have read the weekly summary of the student internship experiences. 

	
	
	

	Intern’s Signature
	
	Date

	
	
	

	Supervisor’s Signature
	
	Date


Sample of Part II: Reflection Report Layout 

PLS 490 

Student Name: Marco Marshall




Student ID: 901234567

Week  2  






Working Period: May 22 to May 29, 2010
1. What were your responsibilities or duties on the job this week?
My duties for this week included performing routine duties at the Visitor Center that consisted of; updating the ansaphone, raising and lowering the flag, and setting out the viewmaster.  Also, I had the responsibility of driving a vehicle with a boat and trailer attached.  I had the duty of performing maintenance to the Rock Hollow Trail that will be inspected at a later date.  In addition, I had the duty of assisting Tom in counting and processing day-use fees.

2. What were your NEW responsibilities or duties on the job this week?

The new responsibilities I had for this week consisted of performing remittance receipts for bank deposits and completely preparing shelters for use.  Another new responsibility I had was ensuring that the fish in the aquarium were fed on a regular basis and that it was documented.  The last new duty that I inherited was constructing directional and interpretive signs for the trails.

3. What new knowledge or skills did you learn on the job this week?
I gained knowledge of informing patrons at the beach of closing ahead of the scheduled closing time to allow them to gather their belongings and change clothes.  This made the process of closing the swimming area much easier.  I also gained knowledge of giving directions to Beech Fork State Park to the public.  In addition, I gained knowledge and skills that helped me answer questions at the beach, construct trail signs, and prepare shelters for use.

4. What have you learned this week about the organization for which you work that you did not know last two weeks?
I learned that the Huntington District is under the Great Lakes and Ohio River Division’s supervision which is located in Cincinnati.  The main headquarters for the Corps of Engineers is located in Washington, D.C.  I also learned that the Corps owns the property where Beech Fork State Park is located.  The State leases the property from the Corps for use.

5. What difficulties occurred or what mistakes did you make on the job? How did you correct it?

I experienced difficulty in backing the boat into the water with the truck.  After I finally got it Tom instructed me on how to use my side mirrors to make launching easier.  I followed his technique the next time and it made it much easier.

6. What kind of compliments or criticism did you receive while on the job this week?

I received many compliments on the trail signs I constructed and the preparation I performed on the shelters.  I also received compliments from the public on directions I gave them to the State Park. 

7. Did anything interesting or unusual happen to you on the job?
The most interesting thing that occurred while on the job occurred when Tom and I were patrolling the various recreation areas.  An individual on a ATV ran from us when he seen us.  He recklessly traveled through a recreation area to avoid talking to us.  ATV’s are prohibited from the entire project, but Tom was just going to ask him to leave.

8. How do you feel your experience to date has helped you to gain a better understanding of your area of interest?

I think it has assisted me a great deal.  It has helped me perform tasks with less direct supervision and given me confidence when performing the tasks.

9. Are you satisfied with the communication and contact, which you have with your on-the-job supervisor?
As before, I am completely satisfied with the communication between my supervisor and me.  Each day that my supervisor is present he ensures that I am informed of everything I need to be informed of and answers all questions that I may have.

	PLS 490 PARK & RECREATION INTERNSHIP

	Agency Evaluation Form


This evaluation procedure should be discussed with the student so that individual items may be explained.  The agency may also wish to utilize its own personnel evaluation methodology, either in conjunction with this procedure or as a separate procedure.

Please return by U.S. Mail no later than May 02, 2014  

Send all mail to: 
David Graefe, Assistant Professor

IST Department / Marshall University

Natural Resource and Recreation Management Program


One John Marshall Drive, Huntington, West Virginia 25755

Name of the Intern: ___________________________Period of Internship: _________________________________

Name of the Agency: ___________________________________________________________________________

Name of the Agency Supervisor(s) Conducting Evaluation: _____________________________________________

Supervisor Phone No. _______________________________ Email:  _____________________________________

Total Number of Internship Hours ______ 

Purpose of this Evaluation:

This student is involved in a continuing learning process, of which this Internship requirement is a significant part.  The purpose of the internship is to have the student exposed to a practical working experience similar to what he or she will face upon graduation and subsequent employment in the profession.  

An in-depth evaluation of the student’s internship performance will provide important information for his or her future advancement. The evaluation can pinpoint weaknesses and strengths. This will bring the student’s attention to how others perceive his or her performance and provide information to the faculty supervisor for future advisement of the student.  This evaluation will constitute twenty-five percent of the student’s overall internship grade.

Instructions:

Listed on the following pages are a number of traits, abilities, and characteristics that are important for success in the student’s chosen profession. Place an “X” besides the descriptive phrase which is most applicable to describe the student’s performance.  Write N/A next to the statement that is not applicable to the agency. Please carefully evaluate each of the qualities separately.

There are two common mistakes in personnel evaluation.  One is a tendency to rate nearly everyone as “Average” on almost every trait instead of being more critical in judgment.  The other mistake is referred to as the “Halo Effect”.  There is a tendency to rate each individual as “Excellent” on most traits or “Poor” on most traits based on the overall picture of each person being evaluated. It should be remembered that each person has both strong points as well as weak points that should be reflected on the rating scale. The evaluation should normally include both ends of the rating scale as well as the middle.  

	A. PERSONAL QUALITIES: Place an “X” besides the descriptive phrase which is most applicable to describe the student’s performance

	

	Personal Appearance is the personal impression an individual makes on others. (Consider cleanliness, grooming, neatness, and appropriateness of dress while performing job-related duties.) 

	
	Untidy, poor dress and grooming.

	
	Sometimes untidy and careless about personal appearance

	
	Generally neat and clean; satisfactory personal appearance.

	
	Usually well groomed; neat; well dressed for the job.

	
	Always well groomed; very neat; excellent dress for the job.

	

	Personality is an individual’s behavioral characteristics of his or her personal suitability for work in this type of organization.

	
	Personality unsatisfactory for this type of work.

	
	Personality questionable for this work.

	
	Personality satisfactory for this work.

	
	Good personality for this type of work.

	
	Outstanding personality for this type of work.

	

	Sociability is the friendliness and warmth which an individual imparts in his or her attitude toward the public, other employees, his or her supervisor, and the persons he or she may supervise.

	
	Very distant and aloof.

	
	Approachable; friendly once known by others.

	
	Warm; friendly; sociable.

	
	Very sociable and outgoing.

	
	Extremely sociable; excellent skills in establishing close working relationships.

	

	Sense of Humor is the characteristic of seeing the pleasant and humorous aspects of day-to-day work routines -- the ability to laugh and be pleasant.

	
	Humor lacking.

	
	Tends to take self and position too seriously -- little expression of humor.

	
	Has capacity for humor but is somewhat reserved with it.

	
	Good expression of humor.

	
	Outstanding ability to utilize humor in the accomplishment of assigned duties.

	

	Stability is the ability to withstand pressure and to remain calm in stressful situations.

	
	Goes “to pieces” under pressure; is jumpy and nervous.

	
	Occasionally “blows up” under pressure; is easily irritated.

	
	Has average tolerance for crises; remains relatively calm.

	
	Tolerates most pressure; tolerates crises more than the average person.

	
	Thrives under pressure; functions well in crisis situations.

	

	Poise is the ability to conduct oneself in a manner free from affection or embarrassment -- functions in a dignified manner which reflects composure.

	
	Totally lacking in poise.

	
	Sometimes loses composure.

	
	Handles most situations in a poised manner.

	
	Exhibits good composure.

	
	Outstanding poise.


	Courtesy is the polite attention an individual gives to others.

	
	Blunt; discourteous; antagonistic.

	
	Sometimes tactless.

	
	Agreeable and pleasant.

	
	Almost always polite and willing to assist others.

	
	Inspiring to others in being courteous and very pleasant.


	B. PROFESSIONAL QUALITIES: Place an “X” besides the descriptive phrase which is most applicable to describe the student’s performance

	

	Job Knowledge is the information the individual should already have to satisfactorily perform basic duties (those duties normally assigned to an entry-level employee).  May also include the intern’s ability to quickly assimilate and utilize new information.

	
	Poorly informed; lacks basic professional knowledge.

	
	Lack adequate background knowledge in some phases of basic duties.

	
	Moderately informed; can assume most basic responsibilities.

	
	Good basic knowledge.

	
	Excellent basic knowledge.

	

	Job Skills are the abilities to perform fundamental assignments and to quickly assume new responsibilities.

	
	Poorly developed skills and limited capacity for development.

	
	Limited skills and slow in developing new skills.

	
	Moderate skills abilities.

	
	Skills abilities above average; performs newly assigned duties fairly well.

	
	Excellent skills abilities; performs new duties very well.

	

	Quality of Work is the standard of work performance.

	
	Poor quality.

	
	Performs some tasks adequately, but a substantial portion of job assignments are performed in a substandard manner.

	
	Quality of work is average.

	
	Quality of work is good.

	
	Quality of work is excellent; all assignments are performed in a superior manner.

	

	Quantity of Work is the amount of work an individual does in a given period of time.

	
	Does not meet minimum requirements.

	
	Does just enough to get by.

	
	Quantity of work is satisfactory.

	
	Very industrious; does more than is required.

	
	Superior work production record.

	

	Initiative is the desire to attain goals, to achieve.

	
	Has poorly defined goals and acts without purpose; exerts practically no effort.

	
	Sets goals too low; puts forth little effort to achieve.

	
	Has average goals and usually puts forth average effort to reach these.

	
	Strives hard; has high desire to achieve.

	
	Sets high goals and strives incessantly to achieve them.

	

	Dependability is the ability to accomplish required assignments with a minimum of supervision.

	
	Always requires close supervision; is unreliable

	
	Sometimes requires close supervision and prompting.

	
	Usually accomplishes assigned tasks and completes them with reasonable promptness.

	
	Requires little supervision, is generally reliable.

	
	Highly dependable; requires a minimum of supervision.

	

	Attendance is faithfulness in reporting to work regularly and conforming to other scheduled commitments.

	
	Often absent without an excuse and is frequently late in accomplishing assignments

	
	Lax in attendance and/or reporting for work on time.

	
	Usually present and on time.

	
	Prompt; regular in attendance

	
	Always regular and prompt.


	Physical Ability is the capability of performing the necessary tasks required in job assignments.  (Consider physical alertness and energy also).

	
	Tires easily; is weak and frail.

	
	Frequently tires and performs tasks slowly.

	
	Meets minimum standards in terms of physical abilities and energy requirements.

	
	Energetic; seldom tires.

	
	Excellent health; no evidence of fatigue.

	

	Accuracy is the correctness of performed work duties.

	
	Frequently makes errors.

	
	Careless; sometimes makes recurrent errors.

	
	Usually accurate, makes only average number of mistakes.

	
	Is exact and precise most of the time.

	
	Exhibits a very high degree of accuracy.

	

	Creativity is talent for developing new ideas, for finding new and better ways of doing things, and for being imaginative.

	
	Rarely has new idea; is unimaginative.

	
	Occasionally comes up with a new idea.

	
	Has average imagination; has reasonable number of new ideas.

	
	Frequently suggests new ways of doing things; is very imaginative.

	
	Continually seeks new and better ways of doing things; is highly imaginative.

	

	Communication Ability is the capacity to clearly relate ideas and thoughts to others.  Consider both written and oral communications.

	
	Inferior communication abilities.

	
	Exhibits difficulty in communicating at times.

	
	Exhibits average ability to communicate.

	
	Experience few problems in being clearly understood by others.

	
	Exhibits excellent communication skills.

	

	C. OVERALL QUALITIES: Place an “X” besides the descriptive phrase which is most applicable to describe the student’s performance

	

	Overall Performance is your general evaluation of the intern as it relates to total job performance.

	
	Distinctly inferior.

	
	Substandard but has made progress.

	
	Average performance.

	
	Definitely above average.

	
	Superior.

	

	Based upon your association with this student, would you consider recommending him or her for employment if a position were available in your agency?  The answer to this question assumes no commitment on your part; it is only a part of the evaluation process.  Check one.

	

	
	Yes

	
	No


	COMMENTS: (Major strengths and major weaknesses)



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


I would like to encourage you to have your own evaluation session with the student at the end of the internship.  Such a session could serve to assist the student in accomplishing his or her own professional objectives.

Student Signature: __________________________________________Date ______________________________

Sponsor Signature: __________________________________________Date ______________________________

Faculty Signature: ___________________________________________Date ______________________________

INTERNSHIP MANUAL GUIDELINES

General Instructions


You must use a great deal of care in preparation of your internship manual.  Once you begin the internship, you must begin collecting printed material about the agency and asking questions of agency employees and managers. From these materials and information, you will prepare an outline for your manual.  This outline will be due approximately five or six weeks into the internship (no later than June 28).  The format of the outline must conform to the standard outline format.


A copy of the outline format is attached.  Note that this outline format has three levels of headings – primary, secondary, and tertiary. The items in the outline will become the specific items in your manual Table of Contents and the specific headings in your manual.  Each and every item in the Table of Contents must have a corresponding heading in the manual, and each heading in the manual must have text after the heading.


The outline must follow a logical sequence with topics grouped in an appropriate manner.  The outline must contain a major heading called APPENDIX; however, it is not necessary to identify the specific appendix items in the outline.  This is because you will still be acquiring information and material to be included in the manual well after you are required to submit the manual outline.  


By the time you actually prepare the manual, you will have secured the items that are to be included in your appendix.  Your Table of Contents must then have each item specifically identified under the APPENDIX heading.  Each appendix item must carry either a letter (Appendix A) or a number (Appendix 1).


Remember that the purpose of an appendix is to permit inclusion of material (photographs, brochures, and printed material) that supports and clarifies written material in your text.  The general rule is:  never retype material that has already been printed elsewhere, except for brief, direct quotations.  For example, “Agency Goals and Objectives” would not be retyped in your text; rather, you would write appropriate comments about the agency goals and objectives and then refer the reader to the appropriate item in the appendix for the specific agency goals and objectives.  Put a statement in your text such as “See Appendix C for agency goals and objectives.”  Appendix C will have a tab identifying the material as “C”, followed by a photocopy (Xerox) of the Agency Goals and Objectives.  Be certain that all materials in the appendix are identified by the appropriate letter or number and the specific title of the material as listed in the Table of Contents.  The reader should never be required to search for appendix material; it should be easily accessible.

Manual Format


The following standardized format is required for all internship manuals.  It is essential that this format be followed closely because grades are determined not only by the quality of writing but by how well the format conforms to the standardized format.

Binding

All manuals will be bound in a hard-back, three-ring binder.   The binder should be thick enough to permit the reader to easily turn the pages.

Title Page


The title page (designed as per instructions) is the first page inside the binder cover.  It is appropriate to have a sheet containing an agency logo, name, and perhaps your name and date inserted in a clear plastic cover of the hard-back, three-ring binder.

Table of Contents

The Table of Contents follows the title page.  It must be titled TABLE OF CONTENTS, centered at the top of the page, and followed by the items contained in your approved manual outline. 


Each heading in the Table of Contents should indicate, by its form, if it is a primary, secondary, or tertiary heading.

PRIMARY

Secondary

Tertiary

(Consult outline format)


The Table of Contents also contains the page number on which each heading begins.  The page number is placed to the right of each heading at the right margin.

Text

The text in the body of the manual must follow exactly the order in which it appears in the Table of Contents.  Each heading, as it appears in the Table of Contents, must be placed in the proper format (primary, secondary, tertiary) preceding text material related to that subject.  Every item contained in the Table of Contents must appear as a heading in the text, and every heading must be followed by text material.


Citations to appendix material must clearly explain to the reader what the appendix material is about and where it is located (See Appendix B).  Do not retype appendix material, except for brief, direct quotations, in the text.  Each appendix item in the Table of Contents must be addressed in the text and have the corresponding printed material placed appropriately in the Appendix section of the manual.

Summary

This section of your manual should contain a first person description of your internship, your opinion of the agency, and your opinion of the various learning experiences that were made available to you.

Page Format

Margins should be one-inch on all sides.  Page numbers may be placed at the bottom center of each page, beginning on the page containing the INTRODUCTION heading.  Page numbers must be placed at the one-inch margin.

Typing


Type all material double-spaced, on 8 ½ x 11 inch white bond paper.  Utilize a font style that conforms to contemporary business practices and a font size of 12.  A larger font size may be used on the cover page and for headings.

Headings

Bold all headings in the text. Leave an extra line space between the end of typed text material and the next heading.  Do not automatically go to the top of a new page to begin a new heading if there is enough space on the previous page to place the heading and at least two lines of text.  If there is not enough space for the heading and at least two lines of text, you may then go to the top of the next page to place the heading.

Writing and Grammar


Except where otherwise specified in this syllabus, your manual should be written in accordance with APA or MLA publication guidelines.  Careful proofreading is essential.  The grammar and spell checker does not correct all errors.  It is your responsibility to carefully proofread your final document.  The manner in which sentences are structured and worded is as important as the grammatical elements. Make certain that your writing is clear, concise, and organized.  


Avoid referring to yourself as an employee – you are an “intern”.  Also, avoid use of the term “our”, as in “It is our practice to greet visitors at the door.”  This may be an agency policy, which you may state.  You are not, however, an employee of the agency; therefore, “our” is inappropriate.

OUTLINE FORMAT


This outline format is intended to assist you in developing your Internship Manual – it is not intended that you should follow this outline verbatim since each organization is structured differently.  Each manual should be organized to best reflect that particular organization.  It is imperative that the manual be organized in a manner that adequately reflects the agency as a whole and/or the unit within the agency to which you are assigned.  

The following manual outline format is to be viewed only as an example.  It would be a mistake to turn in an outline which conforms strictly to these items alone.  Every agency is different and requires an individualized outline.  Few agencies will require the exact headings and subheadings presented here.  Likewise, every agency will require the inclusion of additional headings and subheadings not contained here.  The agency supervisor may help the intern to determine appropriate headings and subheadings to include in the outline, although the agency supervisor is not required to provide this help.  
I. INTRODUCTION


Agency Overview (a brief description)


History



Early (if applicable)



Recent


Goals and Objectives (summarized)


Philosophy


(This section should contain no more than three or four pages.)

II. ORGANIZATION  


(Information presented here will depend upon whether the agency is a large or small one.

If the agency is large, a brief overview of the entire agency should be presented, followed by a more detailed itemization of the unit within the agency to which you are assigned.  Break the organization, or unit, down into its component parts.)

Organizational Structure


(Discuss and include a copy of an organizational chart in the appendix.)

Relationships Between and Among Agency Units

Outside Relationships/Partnerships

Legal Status

III. ADMINISTRATIVE PROCEDURES AND FUNCTIONS


Operations



(Review principal standard operating procedures.)


Personnel Policy



Key Personnel



Principal Duties and Responsibilities




(Job descriptions in appendix)



Employment Procedures


Public Relations


Fiscal Policy



Budget Preparation and Review



Finalization



Fiscal Controls



Sources of Revenue

IV. AREAS AND FACILITIES


(If applicable)

V. PROGRAMS/ACTIVITIES


(If applicable)

VI. MAINTENANCE OPERATIONS

VII. INDIVIDUAL PROJECT DESCRIPTION AND RESULTS
VIII. SUMMARY


(A first person account of your internship, including your opinions about the agency, your general internship experience, evaluation of the internship, and recommendations about other students completing their internships with this agency in the future.) 

APPENDIX

(This section contains printed material and other documents such as brochures, organizational charts, policy statements, operational procedures, photographs, etc. that are not part of the text, but which are discussed in the text.)
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                Internship Agency Report



Part I:

Name of Agency: _____________________________________________________________________________________ 
Location:                                                                                         ________________________   State: _________________
Type of Agency (City rec. dept., national park, youth serving organization, state park, etc.):

____________________________________________________________________________________________________Principal Mission of Agency: ____________________________________________________________________________
____________________________________________________________________________________________________ Describe the Organizational Structure of the Agency:__________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ Principal Areas & Facilities: _____________________________________________________________________________
____________________________________________________________________________________________________ Describe Your Routine Duties:___________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ Describe Any Special Project for Which You Were Responsible:________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ Briefly describe any incident(s) which left you with a favorable or unfavorable impression with regard to your internship 

________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ ____________________________________________________________________________________________________ 
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                Internship Agency Report



Part II:

Instructions:     Please relate the strengths and weaknesses of the agency in terms of meeting your needs as an intern.  Use the following scale:

1 - Poor        2 - Fair        3 - Adequate        4 - Good        5 – Excellent
	_________________
	Acceptance of you as a functional member of the staff: willingness to integrate you into all appropriate levels in activities, programs and projects.

	
	

	_________________
	Provision of relevant experiences in administration, supervision and leadership.

	
	

	_________________
	Cooperation of the agency staff to provide professional growth experiences through training programs, seminars and similar activities.

	
	

	_________________
	Provision of assistance in helping you to meet your personal and professional goals and objectives.

	
	

	_________________
	Availability of resources essential to the preparation of professionals (liability, equipment, supplies, etc.).

	
	

	_________________
	Employment of qualified, professional staff with demonstrated capability to provide complement supervision.

	
	

	_________________
	Adequate scheduling of conferences with you and ongoing evaluation of your performance.

	
	

	_________________
	Allowance for relating classroom theory to practical situations.


How would you rate this agency as an internship site?

(Please circle the appropriate number on the rating scale)

	Poor
	
	Fair
	
	Average
	
	Good
	
	Excellent

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


Based upon your internship experience, would you recommend other students to apply internship position in this agency?

_______Yes 
_______ No
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