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 RECREATION INTERNSHIP AGREEMENT
(FAX TO: 660-562-1483)

Internship agreement for:   

                                                                  (Student Name)
The internship is designed to provide the student with practical, on-the-job work experience that will assist the student in furthering their career goals. All applicants for Internship must have completed the Recreation Core Curriculum and emphasis area curriculum.  

Once signed, this agreement indicates approval by Northwest Missouri State University for the above student to complete internship experience requirements with your agency. Internships involve a minimum 480 work hours over a 12 week period for Parks and Recreation, and Corporate Recreation/Wellness students. Therapeutic Recreation students will complete a minimum 560 work hours over a 15 week period.  Students will receive 6-12 hours of academic credit for their internship work under the joint supervision of the site supervisor and an assigned University faculty. The University encourages financial compensation, but the agency is not obligated to pay students. If the agency provides compensation to students, the actual amount and form will be agreed upon prior to the start of the internship. The University provides personal liability coverage for all internship students. 

____ Compensation will be provided to the internship student. Please provide a written explanation of 

the compensation agreement. 

____ Compensation will not be provided to internship students.  

This agreement is effective from                                                    to
* (Dates must be provided above to make this agreement complete.)

This agreement may be terminated after the first 30 days by the agency or the university upon written notice of the other party. Authorized representatives of the agency or the University must approve termination of this agreement. 

Student Name






Student Phone:


Student Signature:






       Date: 



University Coordinator Signature:




       Date: 

 

 Agency Supervisor Signature:




       Date: 




Agency Supervisor Name:____________________         _____   Phone: _______   ___________

Agency Supervisor’s Email Address 

Agency Name







      Phone: 


 

Agency Address: 
 


  (Street)

(City)

(State)

(Zip Code)

THIS FORM MUST BE ON FILE WITH THE UNIVERSITY PRIOR TO THE END OF THE SCHOOL TERM PRECEDING THE INTERNSHIP
RECREATION INTERNSHIP GUIDELINES
Recreation internship is an experience designed to bridge the gap between theory and practice.  The internship is intended to give students the opportunity to apply the knowledge and skills acquired in undergraduate studies in a professional setting.  Recreation 499 Internship is for 6 to 12 credits.  Parks and Recreation Management, and Corporate Recreation/Wellness interns will complete a minimum 12 week internship of at least 480 hours.  Therapeutic Recreation interns will complete a minimum 15 week internship of at least 560 hours. 
This handbook is to assist the intern, agency supervisors, and the university supervisor in providing the most beneficial practical experience possible.  Proper communication is necessary and materials and forms contained herein should assist all persons involved.

Proper use of materials and forms in this handbook will guide the student prior to the internship as well as during the experience.  An attempt has been made to outline the responsibilities of all persons; the student, the sponsoring agency, and the university.

RESPONSIBILITIES
1)
Responsibilities of the student

To the university:


A)
Notify the internship director regarding location of internship placement and pertinent information


B)
Keep the internship director informed of all work conducted for the agency during the period of the internship


C)
Fulfill all assignments made by the internship director within the agreed upon duration of the internship placement

To the agency:


A)
Be familiar with the agency’s regulations and philosophies


B)
Consult with your agency supervisor when confronted with a problem


C)
Attend to your assignments in a professional manner


D)
In most agencies, an internship of 12 to 15 weeks is desired

2)
Responsibilities of the agency

A)
Prepare the agency staff for the arrival and working arrangements with the student


B)
Confer with the student to determine his/her course of action during the internship period, and present an overview of the agency’s purposes, policies, administration, program, and facilities


C)
Inform the student of all regulations by which he/she is expect to abide


D)
Assist the university in making a comprehensive evaluation of the student’s experience


E)
Assign one person to serve as a field intern supervisor to coordinate all assignments for the student.

3)
Responsibilities of the university

To the student:


A)
Prepare the student for the internship experience as adequately as possible


B)
Assist the student in finding a valuable field internship


C)
Consult with the student during his/her internship


To the agency:


A)
Correspond with the agency supervisor on a regular basis to discuss the student’s progress


B)
Provide the agency with any needed information and materials

INTERNSHIP GOALS AND OBJECTIVES
It is anticipated that the student, assisted by the agency and supervisor, will have opportunities to establish and meet learning goals and objectives related to the following:


A)
A sound understanding of agency goals and objectives


B)
Have a comprehensive understanding of how to work with boards, commissions, governing bodies, and other groups


C)
Have experience working with budgets and budgeting for programs


D)
Experiences related to the purchasing and care of facilities and equipment


E)
Program planning and development of leadership


F)
Supervisory experience

CONFERENCES and EVALUATIONS
1) It is essential to have student-supervisor conferences when needed.  One hour set aside each week is generally a minimum for satisfactory student-supervisor relationship

2)
Student progress is evaluated at the daily or weekly student-supervisor conferences and at the conference with the university supervisor.  A final evaluation form returned by the agency supervisor will be used to help determine the student’s final grade.  Other things such as written reports and communication by the student will be a part of the overall evaluation.

COURSE REQUIREMENTS

45-499 Recreation Internships

1) Internship Agreement and 2) Due Date Form

An internship agreement form (p. 2) must be completed and handed in by the student two weeks prior to the trimester of the experience. Students cannot work without an internship agreement, and any hours completed before this form is on file will not be counted toward the internship experience. Once the internship agreement is completed and turned in to the University Internship Coordinator, students should complete the due date form (p. 4) and return it prior to the first day of work.

3) Objectives Worksheet

The Student will complete the objectives worksheet with the guidance of their site supervisor. At least five objectives should be stated and submitted to both the university and agency supervisor by the second Wednesday of the Internship. 
4) Long Term Project

Each intern student will undertake and successfully complete a long-term project that can be seen as a lasting contribution to the agency.  The agency supervisor should be consulted for ideas of projects, which are appropriate.  
5) Additional Site Visitations (2)

The student will arrange for and complete two site visitations at recreation facilities/ providers other than the site of the Internship. For each visit, the student is to complete the site visitation worksheet. These site visits should be diverse in nature and must be approved by the university supervisor as acceptable. 

6) Bi-Weekly Reports and Work Hours Log

The student will complete six bi-weekly reports and submit them to the university supervisor on or before designated due dates. The agency supervisor’s signature must appear on each bi-weekly report. Students should turn in the completed work hour’s log with each bi-weekly report. A final work hours log should be turned in at the completion of the Internship. All logs must be signed by the agency supervisor. 

7) Weekly Journal 

Students will submit a weekly journal of experiences and observations from the Internship.   You are encouraged to make daily entries, not just at the end of the week. These journals should be emailed or drop-boxed at the end of each work week.  The daily journal entries will not be shared with the sponsoring supervisor; therefore, his or her signature is not required. 

8 – 12) Evaluation Forms.   
The first evaluation is the student progress report (7), which is to be completed half way through the internship by the site supervisor.  Other evaluations to be completed include (8) the objective evaluation (student completes), (9) the student evaluation (supervisor completes), and (10) the Internship evaluation and recommendation (student completes).  See page 7 for details concerning the due dates for all of these evaluations and other required assignments.
Point Values and Due Dates for 45-499
Assignment

1.  Internship Agreement


    5 points

Trimester prior to the start

of the internship
2. 
Due Date Work Sheet


    5 points

Before internship begins

3.
Objectives Worksheet


  10 points

2nd Week of internship

4.         Long Term Project Plan

  10 points

The 4th week of internship
5.
Two Site Visits-15 points each 
  30 points

Due by 5th and 10th Monday

6.
6 Bi-Weekly Problems/Reports
120 points 

Due Mondays of the 2nd, 
            (20 points each)





4th, 6th, 8th, 10th & 12th week.

7.
Work Log & Journals  
         
60  Points   

Due each Monday starting

(5 points per week)





with the 2nd week.
8. 
Progress Report


  25 points

5th week of internship

9.
Objectives Evaluation


  25 points

Friday before terms end
10.
Long Term Project Evaluation
  20 points

Friday before terms end
11.
Student Evaluation


100 points

Friday before terms end
12.
Student Recommendation

  20 points

Friday before terms end

of Field Work Agency







Total
430-445 points

499 DUE DATES WORKSHEET

(5 Points)

(Give a completed copy to university supervisor after calculating dates)










DUE DATE

OBJECTIVES WORKSHEET

SITE VISITS (2 visits)

BI-WEEKLY REPORTS/HOURS LOG SHEETS


1


2


3


4

5


6


7
PROGRESS REPORT

FINAL MEETING

OBJECTIVES EVALUATION

STUDENT EVALUATION

INTERNSHIP EVALUATION

STUDENT RECOMMENDATION

MEASURABLE OBJECTIVES WORKSHEET

(10 Points Possible)

Every internship student will prepare at least five measurable objectives, identifying what they hope to learn and accomplish during the internship. They should be written with the guidance of the agency supervisor and submitted to the University supervisor. 

Students are meant to have a meaningful role in determining their own learning by establishing measurable objectives. Agency supervisors can suggest projects or tasks that are of value and achievable during the time of the internship. Such mutuality will minimize the assignment of tasks that have little or no challenge and maximize meaningful learning experiences.
GUIDELINES FOR WRITING OBJECTIVES

A well formulated, measurable objective will meet the following criteria:

1. It includes a behavior, condition under which it is to be achieved, a criterion for determining success, and a time orientation. SMART Goal formatting is also allowed. 

2. It specifies a single key result to be accomplished.

3. It is readily understandable by those who will be contributing to its attainment.

4. It is realistic and attainable, but still represents a significant change.

5. It is consistent with available or anticipated resources.

6. It is consistent with agency and organizational policies and practices. 

7. It is recorded in writing, with a copy kept and periodically referred to by both supervisor and student. 
OBJECTIVES (FIVE MINIMUM)
1.

2.

3.

4.

5.

SUPERVISORS SIGNATURE
LONG TERM PROJECT PLAN

(10 Points Possible)
Name:
___________________________________
  Date:  _______________

Student I.D. #:  ______________________________

While at the site, each intern student will undertake and successfully complete a long-term project that can be seen as a lasting contribution to the agency.  Again, the agency supervisor should be consulted for ideas of projects, which are appropriate.  Examples might include the development of new programs, the creation of an employee manual, or the formulation, distribution, and analysis of a questionnaire.  This project represents approximately 10 points 
of the final internship grade.  This form will be turned in to the practicum coordinator before the Monday of the 4th week of the term.  

TITLE AND DESCRIPTION OF THE PROJECT
RATIONALE FOR PROJECT (how was need determined?)

SPECIFIC OBJECTIVES OF THE PROJECT
______________________________
Agency Supervisor Approval

______________________________
University Supervisor Approval

SITE VISITS

On two different occasions, the student is to visit another corporate recreation/wellness facility.  Following the visit, the student is to write a report of the site visit.  The report should include:

1. Name and location of the facility.

2. Agency Mission/Purpose.

3. A description of agency resources – staff, property, facilities, equipment.

4. A description of the type of programs or services provided at the facility.
5. A description of how the program is funded.

6. An overall summary of your visit with respect to types of programs, interactions with staff and participants, and any other significant observations.

WARNING: - These site visits should be at different location than your current field experience.  If two different programs are located within the same agency, you must have the approval of your University supervisor to use both as separate visits.  It is recommended that you seek out visits that are different in nature than your current placement.  
Use these visits to explore potential internship or employment sites, and as a tool for expanding your understanding of your profession.

Be sure that you complete these site visits prior to the due dates described on the due date worksheet.

WORK HOURS LOG & JOURNAL ENTRIES
(60-75 Points Possible)

Weekly Work Hours Log:

Name:
  _________________________

Week / Dates:  ________________

	Week
	Mon.
	Tues.
	Wed.
	Thur.
	Fri.
	Sat.
	Sun.
	Total

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
























Total _____
I acknowledge that _________________________ has completed the hours indicated.

















_________________________
















           (Supervisor’s Signature)

Weekly Work Hours Log:

Name:
  _________________________

Week / Dates:  ________________

	Week
	Mon.
	Tues.
	Wed.
	Thur.
	Fri.
	Sat.
	Sun.
	Total

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
























Total _____
I acknowledge that _________________________ has completed the hours indicated.

















_________________________

















      (Supervisor’s Signature)

WORK HOURS LOG
Weekly Work Hours Log:

Name:
  _________________________

Week / Dates:  ________________

	Week
	Mon.
	Tues.
	Wed.
	Thur.
	Fri.
	Sat.
	Sun.
	Total

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
























Total _____
I acknowledge that _________________________ has completed the hours indicated.

















_________________________

















      (Supervisor’s Signature)

Do not forget to submit a weekly journal describing what your activities were each week and the learning experiences you had each week.  Journal entries should be submitted in separate from 
the work logs and written in paragraph form.

INITIAL REPORT (Problem #1)
(20 Points Possible)
Complete the following: (return after the first week of the internship)
Student Name:
______________________________  Date:  ________________

Present Address:  ___________________________________ Zip Code: __________

Phone:  _________________________





(area code + #)

Name of Agency:  _____________________________________________________

Address of Agency:
____________________________________ Zip Code: _________

Director’s Name:
_____________________________
Phone: _____________


















   (area code + #)

Supervisor’s Name:
____________________________ Phone: _____________


















      (area code + #)

ON SEPARATE PAGES:

1)
Describe the objectives that you hope to accomplish during your internship.  The description should include information on how you will measure the attainment of each objective. 

2)
Provide a tentative schedule of planned experiences that will cover the 10 (or 15) week internship.  This schedule should be jointly developed by you and the agency supervisor.  The assigned duties should reflect your experiences, abilities, needs, and career aspirations.

3)
Summarize the agency’s initial orientation to the facilities, policies, staff, programs, and administrative procedures.

AGENCY DESCRIPTION - (Problem #2)
(20 Points Possible)
Provide a brief history of the agency.

Provide a brief history of the department to which you are assigned.

Legal Basis for Existence
Identify state laws, local charters, or ordinances governing the creation and operation of the agency.

Discuss the agency’s legal liability, past problems concerning liability and insurance coverage.

Explain how the above mentioned information relates or pertains to the department to which you are assigned.

Administrative Structure
Describe the nature of the governing body (advisory or policy making; appointed or elected; objectives; relationship with other agencies; departments or organizations; etc.).

Explain the departmental organization of the agency (span of supervision; line/staff relationships; etc.).

Explain the organizational structure of the department to which you are assigned.

Personnel Policies and Procedures:

Discuss the nature of the Personnel Manual for the agency, particularly as it relates to the department to which you are assigned.  What is included?  Dose everyone have a copy?

Discuss the utilization of job descriptions within the department.  Are they written?  What is included in the description?  Include examples of typical job descriptions.

Discuss the staffing and recruitment procedures associated with the department to which you are assigned (advertisement, screening, interview, etc.).

Discuss in-service training procedures of the agency and the department to which you are assigned (when, how often, for whom, who conducts, etc.).

Discuss the utilization of volunteers by the agency and the department to which you are assigned (screening, training, supervision, and evaluation).

Describe the office management procedures of the department to which you are assigned (records, reports, filing, etc.).

FINANCING/FACILITIES & EQUIPMENT- (Problem #3)
(20 Points Possible)
Financing:

Discuss the agency’s and department’s procedures for obtaining funds (amount and percentage from tax, fees and charges, donations, grants, dedications, etc.)

Describe the budgeting procedures of the department to which you are assigned (include a copy, if possible).

Describe the policies and procedures of financial accounting utilized by the agency and department (purchase orders, requisitions, petty cash, inventories, etc.).

Facilities and Equipment:

Identify and describe the nature of existing facilities, supplies, and equipment.

What is your initial evaluation of facility utilization, condition, and functional design?  Explain?

Describe the maintenance procedures of the areas / facilities that the department utilizes for services and programs (schedule of, cost of, etc.).

Describe the methods of selection, repair, and up keep of equipment and supplies.

PROGRAMMING - (Problem #4)
(20 Points Possible)
Does the agency develop specific objectives for each program?  If so, are these objectives “written” and are the staff and participants aware of the objectives?  Discuss.

Does the agency provide sufficient programs to meet the needs of the recipients of services and programs?  Discuss.

How are the programs planned, organized, and implemented (by whom, on what basis, etc.)?  Discuss.

Are the ten steps of programming utilized (assessment, objectives, leadership, equipment and supplies, facilities, cost, scheduling, operations, promotion, and evaluation)?  Discuss.

Are there special considerations of programming that impact upon the agency?  Explain.

PUBLIC RELATIONS / PROMOTION - (Problem #5)
(20 Points Possible)
What are the public relations / promotion objectives of the agency and department?  Discuss.

Who is responsible for public relations / promotion in the agency and department?  Discuss.

What percent of the agency and departmental budget is set aside for public relations/promotion?  Discuss.

What sources are utilized for public relations and promotion (brochures, annual reports, slide presentations, newspaper, radio, television, etc.)?  Discuss.

Who handles complaints within the agency and department?

Include any materials that you personally developed which relate to public relations / promotion (brochures, news releases, bulletin board information and resources, etc.).

EVALUATION - (Problem #6)
(20 Points Possible)
How does the agency and department evaluate itself (methods and frequency of evaluation)?

How does the agency and department evaluate personnel (methods and frequency of evaluation)?

How does the agency and department evaluate programs (method and frequency of evaluation)?

INTERNSHIP EVALUATION OF PRACTICUM SITE AND SPONSOR
(For University Use - 25 Points)
Student’s Name:
  ______________________________Date:  _____________

Agency Name and Sponsor:  _____________________________________________

INSTRUCTIONS:
Please rate the strengths and weaknesses of the site and your sponsor in terms of meeting your needs as a student intern.  Use the following scale:





More Than








                              Not

Excellent

Adequate

Adequate

Marginal

Poor           Applicable


5



4



3



2
              1                     0

_____
1)
Acceptance of you as a functional member of the staff; willingness to




integrate you into all appropriate levels of activities, programs, and projects.

_____
2)
Provision of relevant experiences in administration, supervision, and




leadership.

_____
3)
Cooperation of agency staff to provide professional growth; experiences




through training programs, seminars, and similar activities.

_____
4)
Provision of assistance in helping you meet your personal and professional




goals and objectives.

_____
5)
Possession of resources essential to the preparation of professionals (library,




equipment, supplies, etc.).

_____
6)
Employment of qualified, professional staff with demonstrated capability to




provide competent supervision.

_____
7)
Adequate scheduling of conferences with you and ongoing evaluation of your




performance, followed up by brief written progress reports.

_____
8)
Allowance for relating classroom theory to practical situations.

_____
9)
Willingness to listen to whatever suggestions or recommendations are made.

_____
10)
The sponsor had an interest in you as a person and as a student.

_____
11)
The sponsor was willing to discuss the full range of your activities at the site.

_____
12)
The sponsor was able to respond to your problems and to help you work




toward solutions.

_____
13)
Adequacy of arrangements made to orient you to the site.

_____
14)
Sensitivity to your needs in accomplishing your objectives.

_____
15)
The sponsor expressed encouragement and sincerity.

_____
16)
Flexibility in arranging your tasks in light of changing situations within the site




and within you.

_____
17)
The sponsor was open to change, innovation, and new techniques.

18)
  Was this experience what you expected?  Explain.

19)
  How could the internship experience have been more meaningful?

20)   What suggestions or recommendations can you offer for improvement of this


  experience?



Sponsor:



University:

STUDENT RECOMMENDATION
(For University Use)
Name:
______________________________

This information is for the benefit of future students who may desire an internship or fieldwork experience at the agency you were with during ____________________.

SEMESTER AND YEAR:  _______________________________________________

AGENCY NAME:  _____________________________________________________

SPONSOR NAME:
________________________
TITLE: ______________________

YOUR JOB TITLE:
_____________________________________________________

JOB ADDRESS:
________________________________________________________

Would you recommend this agency to another student?  _____ Yes    _____ No

Explain what your job involved.

Please comment about any positive and / or negative experiences you had with the agency or agency supervisor.

AGENCY SUPERVISOR’S REPORT FORMS
OBJECTIVES EVALUATION
(20 Points)
Name:
  ___________________________________  Date:  _______________

Student I.D. #:  ______________________________





   ______________________________







(Supervisor’s Signature)

Students should evaluate the degree to which each objective was accomplished during the internship and discuss these accomplishments with the agency supervisor.

Objective #1 - State the objective:

(Indicate percentage achieved)

_____
91-100% accomplished
_____
61-70% accomplished

_____
81-90% accomplished
_____
51-60% accomplished

_____
71-80% accomplished
_____
50% or less accomplished

State how this objective was accomplished or partially accomplished.

Objective #2 - State the objective:

(Indicate percentage achieved)

_____
91-100% accomplished
_____
61-70% accomplished

_____
81-90% accomplished
_____
51-60% accomplished

_____
71-80% accomplished
_____
50% or less accomplished

State how this objective was accomplished or partially accomplished.

Objective #3 - State the objective:

(Indicate percentage achieved)

_____
91-100% accomplished
_____
61-70% accomplished

_____
81-90% accomplished
_____
51-60% accomplished

_____
71-80% accomplished
_____
50% or less accomplished

State how this objective was accomplished or partially accomplished.

Objective #4 - State the objective:

(Indicate percentage achieved)

_____
91-100% accomplished
_____
61-70% accomplished

_____
81-90% accomplished
_____
51-60% accomplished

_____
71-80% accomplished
_____
50% or less accomplished

State how this objective was accomplished or partially accomplished.

Objective #5 - State the objective:

(Indicate percentage achieved)

_____
91-100% accomplished
_____
61-70% accomplished

_____
81-90% accomplished
_____
51-60% accomplished

_____
71-80% accomplished
_____
50% or less accomplished

State how this objective was accomplished or partially accomplished.

LONG TERM PROJECT EVALUATION

(20 Points Possible)
INSTRUCTIONS:
To be completed by the agency supervisor, reviewed with the student, and returned to the university supervisor by the Friday before finals of the internship semester.

Date:
____________________

Student’s Name:
  _____________________________________________________

Agency Supervisor’s Name:  _____________________________________________

Please use the following scale to rate the student on his/her long term project.  Circle the response that you feel is the most appropriate.

Please state any other strength and weaknesses of the student in relation to the long term project.



                  Above                        Below                    Not


     Outstanding    Average   Average    Average   Poor   Applicable
Creativity of project

5
4
3

2

1
N/A

Motivation of student

5
4
3

2

1
N/A

Initiative of student

5
4
3

2

1
N/A

Leadership

5
4
3

2

1
N/A

Organization of project
5
4
3

2

1
N/A

Completed on time

5
4
3

2

1
N/A

Usefulness to agency

5
4
3

2

1
N/A

Please state any other strength and weaknesses of the student in relation to the long 

term project.

SUPERVISOR’S SCHEDULE AND PLANNING SHEET

(Send with the student’s four week evaluation)
Student Intern Name: _____________________________________________

Supervisors Name: _______________________________________________
Agency:  ________________________________________________________

        Agency Address:  ____________________________________________








____________________________________________

           Agency Phone:  ____________________________________________

Previous professional experience prior to this position:

Previous training / schooling:

Please list the type of experiences and exposure you will provide the student intern:

Best times of week/day for a visit to your agency:

Best times to telephone:

If you have any questions regarding the field experience/internship, please do feel free to call:

Jeff Ferguson, Ed.D

Recreation Degree Coordinator

204 Martindale Hall

Northwest Missouri State University

Maryville, Missouri     64468

Office:   (660) 562-1651

Email: jfergus@mail.nwmissouri.edu

PROGRESS REPORT

(25 Points – Due 5th Monday)
To be completed by the sponsoring supervisor, reviewed with the student, and returned to the university supervisor on the 5th Monday of the internship experience.  Circle the response you feel best reflects each report item.
Student’s Name: 







Sponsor’s Name: 








Above
Below


Outstanding
Average
Average
Average
Poor

INDIVIDUAL TRAITS

Personal Appearance

5

4

3

2

1


Comments:

Dependability

5

4

3

2
1


Comments:

Initiative

5

4

3

2
1


Comments:

Communication Skills

5

4

3

2
1


Comments:

Personality

5

4

3

2
1


Comments:

Excepts Criticism

5

4

3

2
1


Comments:

PROFESSIONALISM

Programming Skills

5

4

3

2
1



Comments:



Leadership Ability

5

4

3

2
1


Comments:

Commitment

5

4

3

2
1


Comments:

Relationships

5

4

3

2
1


Comments:


(Sponsor’s Signature)







(Date)

Did you review this report with the intern student?  _____ Yes  _____  No

INTERNSHIP EVALUATION

(100 Points Possible)

EVALUATION OF STUDENT BY SPONSOR

To be completed by the Sponsoring Supervisor, reviewed with the student, and returned to the University Supervisor within two days of the completion of the 45-499 Internship, but no later than the last day before final examinations begin.

STUDENT’S NAME ______________________________________________________

Rating Period
From__________
To _________
Date of Report _________________




________________________________________________







(Sponsor’s Signature) 

Please take this opportunity to critique the student’s performance in each of the following categories: 






Above


 Below


Not



Outstanding
Average     Average
Average     Poor    Applicable

Leadership Traits
5
4
3
2
1
N/A

Human Relations Skills       5
4
3
2
1
N/A

(Staff & public) 

Professional Attitude           5
4
3
2
1
N/A
Judgment & Problem
5
4
3
2
1
N/A

Solving

Professional Knowledge,
5
4
3
2
1
N/A

Skills & Competencies
Utilization of Resources
5
4
3
2
1
N/A

Written Communication
5
4
3
2
1
N/A

Skills
Oral Communication
5
4
3
2
1
N/A

Skills

Program and/or Services
5
4
3
2
1
N/A

Development Skills

Appropriate Initiative         
5
4
3
2
1
N/A
             

                Above       Below
              Not

Outstanding
Average     
Average
 Average     Poor     Applicable



 

Assessment skills
5
4
3
2
1
N/A

Ability to accept
5
4
3
2
1
N/A

criticism

Creativity
5
4
3
2
1
N/A

Ability to work                    5
4
3
2
1
N/A

 Independently

Ability to respond
5
4
3
2
1
N/A

to client needs

Ability to identify and         5
4
3
2
1
N/A                   

clarify facts

Ability to establish              5
4
3
2
1
N/A

appropriate client goals

Ability to maintain long      5

    4

3
     2

1
N/A

  range/term goals

Uses goals to guide 
         5

    4

3
     2

1
N/A

Program planning



Makes use of supervision    5

    4

3
     2

1
N/A                      

 in an appropriate manner

Makes use of  

         5

    4

3
     2

1
N/A

organizational structure   

COMMENTS

Please explain any rating on the above evaluation that is 2 or less.  Feel free to provide additional information pertaining to the student’s performance or the overall internship experience.

Please include any major strengths or weaknesses you may have identified throughout the student’s placement. 

Students Ability: Please check the appropriate response which will reflect the student’s                                                                                              performance while under your supervision.

_____Truly Exceptional


Comparable to the best intern student I have







had or expect to have.

_____ Outstanding



Performs in the upper 10% of interns

_____ Good




Performs in upper 20%

_____ Above Average


Performs in upper 30%

_____ Average



Upper 50 to 30% of all students

_____ Below Average



Lower 50% of all students

_____ Not recommended for hire

 

Recommended Field Experience Grade : A
 B
C
D
F
