FCS 4910-001 Internship: Connecting Classrooms to Careers
Spring  2017
Note: The syllabus is not a binding, legal contract.  It may be modified by the instructor when the student is given reasonable notice of the modification.

Internship Instructors: 
Trish Saccomano Office: 801-580-9696 or 801-467-8534





Trish.saccomano@fcs.utah.edu  or t.saccomano@comcast.net




Office hours: Tuesday 2:00pm – 4:30 pm




Alfred Emery Building Room 255

Ashley Donham 
u1006666@utah.edu
Office Hours by appointment; AEB 280
Class Webpage: 

The class webpage can be found on CANVAS. To access this page 





Go to http://learn-uu.org and log in and select courses. The class webpage will 


be used for all needed paperwork, class assignments,  additional class materials important announcements etc. 

Required Texts: 

There are no required texts. 
PREREQUISITES: 
You can choose to either arrange your own internship at an agency or organization of your choosing or select an internship placement through the guidance of the Internship Coordinator. If FCS 4910 does not meet your academic goals, then other opportunities for local, national, and international internships can be found at the Bennion Center (Union Room 101 or 801-581-4811), through the Hinckley Institute (OSH 253 or 801-581-8501, Career Services (SSB 350 or 801-581-6186),  or online at www.utahintern.org.
PRIOR TO STARTING YOUR INTERNSHIP: 

GOALS: Write four goals you have for your internship. Goals are important because they provide a structure to what you are doing and they give you something to work toward. Goals for your internship may include: what you hope to learn, skills you would like to gain, who you hope to help, responsibilities you would like to be given, etc. 

SUPERVISOR at INTERNSHIP SITE: Arrange to meet with your supervisor. At this meeting, discuss the goals that you have for yourself and your internship. Find out if these goals are obtainable. Make changes to your goals, if necessary. Sign the goals sheet and have the supervisor sign it as well. Make a copy for the supervisor, keep a copy for yourself, and submit a copy to the 4910 instructors. 
RETURN REQUIRED PAPERWORK TO INTERNSHIP COORDINATOR: 
(1) Internship Goal form; (2) Liability Waiver form; and (3) Student Information form. Submit these three forms to

 Ashley Donham  ASAP.  u1006666@utah.edu
LEARNING OUTCOMES:

The Internship Course is designed to help you connect your academic studies to practical application by offering academic credit focused on work experience. This internship experience will allow you to develop your professional skills, gain hands on experience, and evaluate career opportunities. These objectives are measured through weekly journals and two supervisor evaluations. 
CREDIT: 
Students may register for 1 to 6 credits. For every 1 credit hour, students must complete 3 hours per week at their internship site:
1 credits = 45 internship hours over the course of the ENTIRE semester

2 credits = 90 internship hours over the course of the ENTIRE semester 
3 credits  = 135 internship hours over the course of the ENTIRE semester
4 credits = 180 internship hours over the course of the ENTIRE semester
5 credits = 225 internship hours over the course of the ENTIRE semester
6 credits = 270 internship hours over the course of the ENTIRE semester
CCS majors (who are not doing the Financial Planning Emphasis) using FCS 4910 to fulfill their capstone must register for at least 3 credit hours.

GRADING: 
· Complete all journal entries– 10 points possible for each journal entry (60 total)
· Complete online syllabus review/course orientation and submit quiz– 10 points 
· Attend the end of the semester meeting and give presentation - 25 points
· Complete all required internship hours (see “Credit” above) – 50 points 
· Turn in two evaluation forms from supervisor: A Midterm evaluation and a Final evaluation –25 points possible for each evaluation (50 total)
· Total points possible: 195
· Late assignments will receive half credit. Unless arrangements have been made with instructor PRIOR to the late submission. 
GRADE BREAKDOWN
A = 93-100%
A- = 90-92%
B+ = 87-89%  
B = 83-86%
B- = 80-82%  

C+ = 77-79% 
C = 73-76% 
C- = 70-72%
D+ = 67-69%
 D = 63-66%
 D- = 60-62%  
E = < 60%
 



 


REQUIREMENTS:
1. Syllabus review/course orientation and quiz. First To be completed at beginning of semester via the canvas page
2. Final meeting. At this meeting students will deliver a 3-5 minute presentation about their internship experience (guidelines for this are under the final week of the internship journals).  

3. Time Sheet (found in the Files page on CANVAS)

-Students must keep track of the hours and days worked on the field training Time Sheet. 

-Fill out the time sheet as you go, fill out all hours as well as a brief description of what you did that day.
-Total hours should be written clearly at the bottom of the sheet.

-The supervisor’s signature should be found next to the total hour amount.

-If the hours worked does not match the credits registered for, no credit will be awarded, or the student will have to receive a “T” until the hours are completed.

-Time sheets must be complete to be accepted. 
4. Evaluation Forms (found in the Files page on CANVAS)

-Should be completed by the supervisor at both midterm and completion of the internship.

-At midterm students should meet with their supervisor about their evaluation to discuss any concerns or questions that either of you may have. 

-The midterm evaluation should be uploaded to canvas with a one page reaction paper.  

-The evaluation forms should be signed by both the student and the supervisor.

-If a student receives a poor evaluation at midterm they will be given the second half of the semester to improve. If no improvement is made the student will NOT receive the 50 points for the evaluations.
5. Journal Entries are required for all placements. 

-You must complete EVERY journal, even if you don’t think it applies to your particular internship. 

- Journals must be approximately 400 words  

-Journals must be COLLEGE QUALITY, meaning; correct spelling, grammar and meaningful content

- Journal topics will be detailed on the next page. 

HANDING IN JOURNALS:  Journals are accepted through CANVAS. They are always due by midnight (11:59pm) the day they are due (Saturday). Journals must be turned in ON TIME to receive full credit !  
HOW JOURNALS WILL BE GRADED
	I. Formatting and General Guidelines 
	

	1. Journal entry must be at least 400 words 
	1 pts

	2. Journal entry must be college quality, meaning correct spelling, grammar and meaningful content 
	4 pts

	II. Required Information 
	

	1. Journal prompt is followed. Content is written thoughtfully in response to assigned topic.
	5 pts

	Total Points
	10


JOURNAL TOPICS
Tip #1: Looking ahead to future journal topics so you do not repeat yourself! 
Tip #2: Look ahead to Journal #4 (resume) and be sure to make an appointment with the career counselor early enough to get the assignment done on time!!!
Tip #3: Remind your Supervisor of the evaluations and their due dates EARLY and OFTEN!

Journal 1 (due January 28th by 11:59pm on CANVAS)
Agency Information Give the name of the agency/organization that you are interning with. What kind of policies does this agency have? What type of dress is required?

What type of population does it serve?  What is your position/title? Write about the types of jobs/positions in the agency, types of degrees or certificates required to work there, salary range, and job satisfaction. 

Why you decided to intern at this particular organization? What is it about the organization or agency that interests you? Is this a place you would like to work in the future? Does it relate to a career in which you would like to continue? If so, how? If it does not, please explain what you can learn from this organization and use in your future career.

Journal 2 (due February 11th by 11:59pm on CANVAS)

Find out more Arrange a meeting with someone that works in the same agency with different responsibilities than you. Discuss what job they perform and what responsibilities they have. How did they obtain that position? What kind of degrees, certificates, or work experience did they need to have in order to work in their position? Does this sound like a job you would like to have? Why or why not?

Conduct a web search on your internship or a job you are interested in that relates to your internship. Who employs people in that particular field? What are the responsibilities that you would have in that position? What degrees, certificates, or special training are required to be in that profession? List five agencies and their websites that you visited and discuss which one(s) you would most like to work at. Keep the name and information of a person from at least one of the agencies to contact later.  

Midterm evaluation (due by February 25th 11:59pm on CANVAS)

Arrange to meet with your supervisor. Prior to meeting with them, give them the midterm evaluation sheet (available on CANVAS under “Files”). When you meet, discuss your evaluation and your progress toward your goals. Upload a copy of your evaluation with a 1 pg. reaction paper. Do you agree or disagree with the evaluation? Why? What do you feel you have done well? List 1-2 things you will work to improve. 

NOTE: The signed evaluation must be submitted to CANVAS as a .pdf 
Journal 3 (due March 11th 11:59 pm on CANVAS)
Goals: Describe TWO of the goals that you have chosen to complete during this internship. What is your plan of action in completing these goals? Analyze your current progress toward there completion. If you have already accomplished a goal, explain what you did to accomplish it and how achieving that goal has helped you and will help you in the future.  Do these goals relate to any of your course work or did any of your courses aid in their completion?  If so, describe how it relates or how the course helped you.

Journal 4 (due March 25th by 11:59 pm on CANVAS)
THIS IS A 2 PART ASSIGNMENT!!! Do NOT procrastinate this assignment!! 
 Part 1. Resume 
Step 1: Make an appointment to meet with Ella Butler, your Career Counselor ebutler@sa.utah.edu  or 585-9703.

Step 2: Put your internship experience into your resume (with headings, bullets, etc.). Include new skills you have gained and work experience you now have. For tips on how to write a resume, visit http://careers.utah.edu. Also see “resume Guidelines” under the “Files” file on CANVAS. 

Step 3: Meet with Emma to develop your resume further and discuss possible job opportunities. Be sure to also “Sign Up For Services” on the Career Services website.  

Step 4: Re-work your resume according to Emma’s Suggestions. 

Step 5: Submit your updated and complete resume via CANVAS. 
AT THE TOP OF THE RESUME INDICATE THE DATE OF YOUR APPOINTMENT WITH EMMA.

Part 2. Your Elevator Speech 

Talk with Emma About how to craft a good “Elevator Speech”. Ask her which parts of your resume you should really highlight. Start to write your elevator speech which you will then share with the rest of the class at the final meeting. 

Journal 5 (due April 8th by 11:59 pm on CANVAS)

Goals: Describe the other TWO goals that you have chosen to complete during this internship. What is your plan of action in completing these goals? Analyze your current progress toward there completion. If you have already accomplished a goal, explain what you did to accomplish it and how achieving that goal has helped you and will help you in the future.  Do these goals relate to any of your course work or did any of your courses aid in their completion?  If so, describe how it relates or how the course helped you.

Journal 6 (due April 22nd by 11:59pm on CANVAS)

PLAN OF ACTION

Please describe your plan of action for getting a job in your area of interest. Use information that you found from your research for Journal 3, Journal 4 and any other experiences you have had at your internship. Has this internship solidified your career goals or caused them to change? What degrees, certificates, or work experience do you plan to obtain? When do you hope to have any of the above completed? What type of places will you look for employment? 

FINAL MEETING 
Thursday, April 27th 4:30 pm Room: AEB 220
At this meeting each intern will be expected to:
-Give a BRIEF description of their internship

-Briefly tell the class what their favorite part of the internship was

-Briefly tell the class what their least favorite part of the internship was

-Share their finalized “elevator speech” 

FINAL PAPER WORK (due April 27th by 11:59pm on CANVAS)
· Time sheet with total hours - signed by you and your supervisor
· Final Evaluation (if given to you by your supervisor; some supervisors will choose to submit the form directly to the instructor) – completed by your supervisor
· Organization Feedback Form – completed by your supervisor
· Intern Feedback Form – completed by you
University and Departmental Policies: 

Expectations:

It is expected that students will maintain a respectful and civil atmosphere during class meeting. Thus, expectations are that students: 

· Arrive to class on time, and on a regular basis.  It is important for your own learning and for the good of the class that you are in class for both sessions, on time, and ready to go with all assignments.  

· It will be impossible to do well in this course without attending your internship placement regularly. If you must miss a class you are responsible for arranging make up hours.

· Complete the required assignments as outlined above. .  

· Show courtesy and respect to fellow students, coworkers and supervisors during all classroom and internship  activities. 

· Act in a professional manner at all times.  Think of this as an extended job interview. 

· Adhere to the University of Utah code for student conduct (see below). 

Students with Special Needs/Americans with Disabilities Act (ADA) 

The University of Utah seeks to provide equal access to its programs, services and activities for people with disabilities. If you will need accommodations in the class, reasonable prior notice needs to be given to the Center for Disability Services, 162 Olpin Union building, 581-5020 (V/TDD). CDS will work with you and the instructor to make arrangements for accommodations.  
Academic Honesty 

All honesty and plagiarism policies established by the University of Utah will be upheld in this class.  Academic misconduct includes, but is not limited to, representing another’s work as your own, collaborating on individual assignments, and  submitting the same work for more than one course without the permission of both instructors.  Any of these actions will not be tolerated. 

If you include information from outside the class or quotes in your written assignments (with the exception of exams), you must provide citations and a reference list.  Avoid the urge to over-rely on quotes; a written assignment that is substantially made up of quoted material will not be considered to be your own work, even if you have used correct citations.
A faculty member who discovers or receives a complaint of misconduct relating to an academic activity for which the faculty member is responsible shall take action under this code and impose an appropriate sanction for the misconduct. 
Upon receipt of a complaint or discovery of academic misconduct, the faculty member shall make reasonable efforts to discuss the alleged academic misconduct with the accused student no later than twenty (20) business days after receipt of the complaint, and give the student an opportunity to respond. Within ten (10) business days thereafter, the faculty member shall give the student written notice of the academic sanction, if any, to be taken and the student’s right to appeal the academic sanction to the Academic Appeals Committee for the college offering the course.  Such sanctions may include requiring the student to rewrite a paper(s) or retake an exam(s), a grade reduction, a failing grade for the exercise, or a failing grade for the course. 

If the faculty member imposes the sanction of a failing grade for the course, the faculty member shall within ten (10) business days of imposing the sanction, notify in writing, the chair of the student’s home department and the senior vice president for academic affairs or senior vice president for health sciences, as appropriate, of the academic misconduct and the circumstances which the faculty member believes support the imposition of a failing grade.  If the sanction imposed by the faculty member is less than a failing grade for the course, the faculty member should report the misconduct to the dean or chair of the student’s home department or college.  Each college shall develop a policy specifying the dean and/or the chair as the appropriate person to receive notice of sanctions less than a failing grade for the course. 

For further information about the University of Utah’s policies regarding academic misconduct, please refer to the online version of the Student Handbook and look for “University Code”:

http://www.acs,utah.edu/sched/handbook/toc.htm 

University Drop and Withdrawal Policies: 

 You may drop this class without penalty or permission until Friday, January 22, 2016.  After that you may withdraw from the course until Friday, March 4, 2016 but a “W” will be recorded on your academic record, and applicable tuition and fees will be assessed.  After March 4, 2016 you will not be allowed to withdraw from this course.  If you have any questions regarding this policy, please contact the Office of Admissions and Registrar at (801- 481-5808).
Incompletes: 

In order to qualify for an “Incomplete” in any University of Utah course, you must complete no less than 80% of the course work and be in good standing (i.e., have earned at least a C on all completed work) and receive permission from the instructor.  The FCS Department Policy is that students who do not complete the work within 1 year will automatically receive a failing grade.  No exceptions will be made to this policy.  

Technology Statement: 

It is expected that students will maintain a respectful and civil atmosphere during class meetings.  Thus, expectations are that students: 

· Prevent disruptions by turning off and refraining from use of cell phones, and by putting away extraneous reading materials.  Use of laptop computers in class is not allowed without the instructor’s permission. 

· Adhere to the University of Utah code for student conduct. 

 In order to maintain a positive, civil environment for learning I expect that all students will strive to meet the goals described in the University of Utah’s Student Code, which states “the mission of the University of Utah is to educate the individual and to discover, refine and disseminate knowledge.  The University supports the intellectual, personal, social and ethical development of members of the University community.  These goals can best be achieved in an open and supportive environment that encourages reasoned discourse, honesty, and respect for the rights of all individuals.  Students at the University of Utah are encouraged to exercise personal responsibility and self-discipline and engage in the rigors of discovery and scholarship.”

Instructor Responsibilities: 

The instructor will: (FCS Department policy bolded) 

1. Be available for individual consultation during office hours or by appointment. 

2. Reply to email within 48 hours, not including weekends or holidays. 

3. Follow all official University of Utah policies regarding conduct within the classroom, incompletes, and accommodations.  Accommodations will be considered on an individual basis and only with the required documentation.  No exceptions will be made to this policy.  
4. Not cancel classes – if there is an emergency situation efforts should be made to inform students. 

5. Treat students equitably and with respect.  This includes enforcing responsible classroom behavior on the part of students.  For the full list of faculty responsibilities at the University of Utah, see 
http://www.admin.utah.edu/ppmanual/8/8-12-4.html
Student Responsibilities:  You are expected to . . . 

1. Be on time and well prepared for your internship responsibilities as outlined above. Be a representative of the FCS department and the University of Utah. 
2. Complete written assignments on time, or make alternate arrangements for completing assigned work with the instructor in advance of assigned due dates. 

3. Attend and participate in class meetings and discussions.   

4. Treat one another, the instructor, campus staff, placement staff, and coworkers with respect. 

5. Seek help from the instructor (and other resources such as the Center for Disability Services of the Writing Center) whenever necessary, and before minor problems become major barriers to learning. 

6. Refer to the syllabus and the class webpage for important information pertaining to exams, written assignments, and class policies. 

For the full list of student rights and responsibilities at the University of Utah, see 

http://www.admin.utah.eduppmanual/8/8-1-.html 

Scheduling Accommodations: 

Students should register for courses for which they have no scheduling conflicts.  Instructors should be very cautious in providing accommodations for students missing classes due to trips, family events, etc.  It is the student’s responsibility to get class information from other students (not the instructor). U of U policy allows students to make up assignments and exams if they are participating in officially sanctioned University activities such as intercollegiate athletics. If students miss an exam due to illness, medical documentation (i.e., a doctor’ note) should be provided in order to make up missed work.  Except in the case of an emergency, students must inform the instructor before the exam.  

Sensitive Topics: 

Occasionally, some writing, lectures, film, or presentations in courses include material that some students may find offensive.  Please review the syllabus carefully to see if this is a class you are committed to talking.  If you have a concern, please discuss it with me at your earliest convenience.  In all cases, the policies of the University of Utah will be followed. 

