BIS Internship Guidelines
BIS 3850

What is an internship?

An internship is a formal arrangement of one semester duration between the student (the intern), an employer, and the BIS Coordinator to work in a professional setting relevant to the student’s three BIS areas of emphases.  The beginning and ending dates of the internship are flexible.

Please note:  An internship for academic credit must be a new, enriching learning experience.  A student’s present employment often does not meet this criterion.  Hence, students attempting to gain academic credit for a semester for their continuing employment may be turned down.
What are the goals of an internship?
An internship provides a student with the opportunity to:

· Put into practice the theory learned in academic classes

· Understand how to behave appropriately in a professional setting

· Strengthen a resume in preparation for the job search

· Develop professional contacts
How does the academic credit work?
Students can earn between 1 and 3 upper division internship credits (credit/no credit) in BIS 3850.  The BIS Coordinator will determine the number of credits based on the student’s proposal.
Will I be paid?
The student and the employer will determine issues of pay.  In most cases, a student will earn an hourly wage or fixed stipend.

What are the internship requirements?
· For 3 credits, at least 150 hours of on-site work during the course of the internship period. 
· Weekly written account composed of the following elements:

· An account of specific job tasks for the week

· Insights into the relationship between classroom learning and the job situation

· Lessons learned on the job

· Self-assessment

· Weekly journal should be 2 or 3 double-spaced pages long and typed.

· Meeting with the BIS Coordinator at the end of the internship to assess the project.  The student is responsible for scheduling that meeting, and should bring the completed journal with him or her at that time.  The student should also bring to that meeting:

· A completed internship report (attached)

· A completed employer evaluation with at least satisfactory performance (attached)
Who is eligible for an internship?
BIS students in their senior year with a GPA of 3.00 or above who are currently registered as WSU students, and who have completed at least 6 credits in each of their areas of emphasis.

How do I find internship opportunities?
· WSU’s Office of Career Services regularly posts internship opportunities.
· Students may seek and arrange their own opportunities, subject to the BIS Coordinator’s approval.

What are the steps I need to take if I want to do the internship?
1. Find an internship opportunity through Career Services (801-626-6393) or through other means.
2. Complete the Internship Application and Approval Form (attached) and visit with the BIS Coordinator.  Make an appointment by calling 626-7713 to schedule an appointment. At that time, the BIS Coordinator will decide how many credits (up to 3) to award.
3. If your internship is approved by the BIS Coordinator, submit your application to the employer, along with Guidelines for Employers Participating in Internships (attached).

4. Let the BIS Coordinator know when you’re hired, and register for BIS 3850.

5. Do the work you’ve contracted with your employer.

6. At the conclusion of your internship, visit with the BIS Coordinator. At that time, bring:

a. Your completed weekly account

b. Your completed internship report

c. The employer’s completed Evaluation of the Intern Performance form

Bachelor of Integrated Studies Program
Internship Application and Approval Form

Name____________________________________________   Date____________________
Phone Number(s)____________________________________________________________

E-mail address (please print)___________________________________________________

Three areas of emphases 1)________________ 2)________________ 3)________________
Internship you are seeking:
Employer___________________________________________________________________
Supervisor’s name_______________________________ Phone number________________

Supervisor’s position title______________________________________________________

E-mail address (please print)___________________________________________________

Internship job title____________________________________________________________
Contemplated starting and ending dates______________________ to___________________

Provide a complete description of the project or job duties:

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

BIS Internship Contract
Major learning activities/objectives as agreed to by you and the supervisor:

1.______________________________________________________________________
2.______________________________________________________________________

3.______________________________________________________________________

4.______________________________________________________________________

5.______________________________________________________________________

I have read and understand “BIS Internship Guidelines”.  If this internship is approved, I agree to provide a copy of “Guidelines for Employers Participating in Internships” to the employer as part of my employment application process.

Student Signature:_______________________________________

Approval:______________________________________________ Date_____________





(applicable facilitator)

Internship course semester:_________________________

Note: Approval of this application allows you to register for the appropriate BIS 3850 course only AFTER you have been hired by the employer.

Guidelines for Employers Participating in Internships
with

The Bachelor of Integrated Studies Program

Weber State University

Ogden, Utah

(801) 626-7713

The Purpose of the Internship
An internship is intended to integrate practical experience with formal academic education.  Internships are generally focused on projects and/or on specific learning activities and objectives, which are consistent with the college-level academic credit and which combine the BIS student’s three areas of emphases.  A successful internship gives the intern important insights and professional experience relating to his or her future career area.

Structure of the Internship Program
Internships for academic credit are granted for 1 semester only (15 weeks).  Starting and ending dates are flexible.

Students are usually paid an hourly wage for a project stipend.

The program involves the student (intern), the facilitator (faculty member supervising the internship program), and the employer.

Students receive up to three hours of academic credit and a letter grade upon successful completion of the internship.

Requirements for Employers/Internship Sites
1. Internship opportunities are approved on the basis of the supervised learning experience they offer to the student.  The project or the stated learning activities and objectives must offer promise of enhancing the student’s understanding of his or her academic area and help the student integrate theory and practice.  The intern’s supervisor must be qualified to facilitate the experience and be willing to provide competent supervision.
2. A total of 150 hours of on-site work is considered the minimum amount of time for a student to achieve desired objectives and to earn 3 academic credit hours.

3. The employer must submit a formal evaluation of the intern’s progress and achievements upon completion of the formal internship.  (The intern will provide the appropriate form.)

4. The University asks that the work-site supervisor contact the facilitator regarding any problems during the course of the internship.

5. Compensation to the intern is between the employer and the intern.

Evaluation of Intern Performance Form
The Bachelor of Integrated Studies Program
Weber State University

Ogden, Utah

(801) 626-7713

This form is to be completed by the employer upon completion of the formal internship.

Student___________________________________________________________________

Job of project title for student__________________________________________________

__________________________________________________________________________

Period of internship employment:______________________ to _______________________

Company or organization______________________________________________________

Supervisor’s name____________________________________________________________

Phone number or e-mail:_______________________________________________________

Intern’s Performance (please check one):

More than satisfactory_________  Satisfactory__________  Less than Satisfactory________

Please include any evaluation comments on the student’s learning experience or performance that might be helpful in assigning a letter or grade for the internship course:

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

BIS Internship Report
Use this guide to organize the report you submit at the end of your internship experience.

INTRODUCTION
· Name of organization

· Description

NATURE OF THE BUSINESS/SERVICE

· Describe the dominant product, service or market concentration area.

· Describe the fundamental mission and/or process of the organization.

INTEGRATION OF COURSE WORK AND YOUR CONTRIBUTIONS

(Developing this section in detail is critically important.)
· What courses taken prior to your internship experience were the most helpful to you in your position and why?

· Was there a course (or courses) that could have better prepared you for your internship? Discuss.

· What specific contributions did this experience make to your skills and capabilities?

· What skills or knowledge do you want to acquire before your next professional work experience?

· What specific contributions did you make to this organization during the internship period?

YOUR SUGGESTIONS


Use this section if you have other creative ideas or suggestions for this company in 


general and/or your division or section in particular.

SUMMARY


Summarize the value of the internship experience to you and address the issue of how


this experience possibly contributed to your career exploration or plans.

Suggestions for Writing the Report
1. Before writing the report, review your journal entries for facts and themes to be incorporated in your report.

2. Clearly define and consistently maintain the focus of the report (limit your writing to the guidelines above, avoiding major digressions.)

3. Follow a logical plan of organization (following the content guidelines will assist you in doing this).

4. Use supporting evidence and relevant details to develop the subject matter (major conclusions and observations should be substantiated).

5. Establish coherence between and within paragraphs, particularly through clear order and transition.

6. Strive for sentence clarity and variety.

7. Be exact in sentence structure, paragraphing, grammar, and spelling.

8. Document any source of information used (use of such sources as books, magazines, interviews, etc. should be consistently identified in some way – footnotes, endnotes, etc.)

9. The physical appearance of your report as well as its content should reflect professionalism.  Take pride in your submission.
