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 I. INTRODUCTION

This manual has been prepared to inform students, faculty, and agency supervisors about the purpose, objectives, policies and requirements of the internship experience within the curriculum of the Recreation & Outdoor Education Program, at Western State College of Colorado. The manual is meant to serve as a guide for establishing and carrying out the internship experience. Since learning opportunities at internship agencies vary considerably and change periodically, the manual should not be considered as a rigid document. Any changes however, must be clearly defined and approved by all persons involved: the student, the agency supervisor, the faculty internship advisor and the Program Coordinator.


The internship experience is designed to serve as a transition for a student from the college curriculum to a professional setting. Within the structured environment of an approved agency and under the supervision of a professional practitioner, a student is allowed the opportunity to make the adjustment from the academic surroundings to a career workplace.

  II. MISSION STATEMENTS

Western State College of Colorado fulfills its statutory mission by promoting intellectual maturity and personal growth in its students and graduates citizens prepared to assume constructive roles in local, national, and global communities. Western helps its students to develop the skills and commitments needed to continue learning for the rest of their lives and strives to elucidate the connections unifying academic domains which have traditionally existed separately: the sciences, the liberal arts, and professional programs. The College provides students with a solid foundation of skills in written and spoken communication, problem solving, critical thinking, and creativity. Our programs encourage a breadth and depth of knowledge, which will serve as a foundation for a professional career or graduate study, and an appreciation of values appropriate to a liberally educated individual. Western’s distinctive character emerges from its unity among academic and professional disciplines, its high standards of scholarship, and its unique environment in the mountains of western Colorado.


A student who successfully completes the major in Recreation and Outdoor Education will have received exemplary training in both the fundamental concepts involved in the recreation field and their practical applications. Excellence in this professional and graduate preparation is achieved through an interdisciplinary approach incorporating other programs at the college, public and private partnerships, experiential education, and our unique proximity to the wilderness and backcountry environment. In addition to the traditional competencies and critical thinking skills involved in our liberal arts studies, those students majoring in recreation will develop their leadership ability, environmental responsibility, and global awareness. They will learn how the over-all quality of life can be enhanced by the integration of appropriate leisure activities.
III. DEFINITIONS
INTERNSHIP


An optional, senior level capstone experience (students must apply) at an approved agency for students majoring in Recreation and Outdoor Education. The experience will be one term in duration varying from 6-9 credits with a minimum of 7 weeks/40 hours per week to 10 weeks/40 hours per week. 

PRE-INTERNSHIP EXPERIENCE (See Appendix A)


Six hundred hours of volunteer or paid work at a professional recreation agency within the last four years and at, at least, two different sites.

AGENCY


An organization which provides recreation programs (in a wide context), and has been approved to serve as an internship site by designated members of the Recreation & Outdoor Education Program at Western State College of Colorado. Such organizations may include, but are not limited to: municipal, county, state and federal recreation and parks departments; camps; voluntary youth serving agencies; military installations; resorts and private/commercial enterprises.

WSC PROGRAM COORDINATOR


Faculty member who has the overall responsibility for the Recreation and Outdoor Education internship program. The coordinator can assist students and other faculty members in selecting and contracting with an approved agency. The coordinator will be responsible for the approval of new internship sites. 

WSC FACULTY INTERNSHIP ADVISOR


A faculty member of the Recreation & Outdoor Education Program at Western State College of Colorado who is designated to advise a specific student during their internship experience. 

AGENCY SUPERVISOR / EMPLOYER

A qualified staff member of an agency, as determined by the WSC Program Coordinator, who is responsible for the orientation, guidance, and evaluation of a student while the student is engaged in the internship experience. 

INTERNSHIP CONTRACT (See Appendix B)


A formal written agreement between all parties involved: Agency, Agency Supervisor, Student, Internship Advisor, and Program Coordinator.

STUDENT SERVICES CENTER

Maintains extensive list of potential internship sites and can assist with initial contact. Provides workshops on résumé writing, interview skills, etc.  Located in Student Union.

IV. GOALS OF THE INTERNSHIP EXPERIENCE

When students, agency professionals, and college faculty are brought together through the internship experience, all three benefit from the resultant interaction. Although the primary purpose of the program is to produce future recreation professionals, the total value of the program takes other goals into account.

A.
Student Goals:


1.  Provide students with an opportunity to expand their philosophy and knowledge of the recreation profession.


2.  Help students gain a greater understanding of the duties and responsibilities of full-time recreation personnel.


3.  Enable students to identify the strengths they have acquired and the weaknesses which they need to improve through further education and/or experience. 


4.
 Help students understand recreation management techniques and practices. 


5.
Allow students to become familiar with the procedures of seeking employment.


6. 
Provide an opportunity to relate to, interact with, and learn from professional practitioners in their various areas of expertise.


7. 
Supplement and broaden the base of a student's education by using private or governmental resources as laboratories of learning.


8. 
Provide students the opportunity to observe and to understand the working relationships between employees at all levels within an organization.


9. 
Provide the opportunity to put theory into practice under the close supervision of an agency supervisor.

B.
Agency Goals:


1. 
Provide an opportunity to be a partner in the preparation of future recreation professional.


2.  Provide contact and interaction with faculty and students in the field of recreation and relate agency services to current theory and practice. 


3. 
Provide an opportunity to evaluate perspective staff candidates for later employment.                                              


4. 
Provide an opportunity to serve additional clientele through the contributions of the intern.


5.
 Allow agency personnel the opportunity to provide expertise and guidance as related to theory obtained in the academic setting.

C.
College Goals:


1. 
Improve the educational process and expand the scope of the professional curriculum.


2. 
Provide faculty contact with professional recreation and park leaders on a cooperative working basis. 


3. 
Provide faculty the opportunity to keep abreast of programs, issues, concerns and innovations of  professionals in the field.


4. 
Strengthen the educational process which prepares future professionals. 


5. 
Provide an opportunity to evaluate the student's needs, abilities and progress in his or her professional development.


6. 
Provide a laboratory to test the relevance of the academic program.


7. 
Acquaint faculty with the needs of employers through their contact and interaction with agency supervisors. 


8.
 Identify the strengths and weaknesses in the curriculum of the Outdoor Leadership and Resort 



 Management Program at Western State College of Colorado.

V. REQUIREMENTS NECESSARY FOR STUDENTS TO ENROLL IN 

ROE 499 INTERNSHIP IN RECREATION & OUTDOOR EDUCATION
Students are advised to become familiar with the requirements for enrolling in RECR 499 early in their college experience. Students not planning far enough in advance for RECR 499 may find themselves without the necessary prerequisites. They may have to prolong their college experience in order to become eligible to enroll in the internship experience.


Requirements include:

   
1. 
Successfully complete a minimum of 90 credit hours (Senior standing).


2. 
Successfully complete all RECR courses required in the major, including those required by each emphasis. 

    3. 
Complete and verify a minimum of 600 hours of pre-internship experience. (See Appendix A); These hours must be A) within the last four years; B) at a minimum of two different settings.


4. 
Have a minimum (Cumulative GPA) of 2.20 at the end of the semester preceding the internship experience (and a minimum GPA of 2.5 in the major).  

Any student who fails to meet any of the listed requirements will not be allowed to register for the internship experience.

VI. GENERAL POLICIES CONCERNING AGENCY SELECTION/APPROVAL
A. SELECTION

The selection of an internship agency is an important decision on the part of the student. The future professional career of the student will be significantly influenced by this choice. Therefore, the agencies must be selected carefully to ensure a high quality learning experience for the student. Students are encouraged to visit prospective agencies during their junior year.
Prospective agencies should be willing to allow the student to become involved not only with the "hands on" programmatic aspects of the agency, but to allow involvement or at least develop a working knowledge of as many aspects of the agency as possible.

Any employment outside the internship assignment while a student is enrolled in the internship program must be approved in writing by the agency and the Program Coordinator. Approval for outside employment will be given only in cases where extreme financial hardships can be demonstrated. 

Students should not plan to take other college courses during the term they are registered for the Internship. Should this be absolutely necessary, written permission from the Program Coordinator and agency supervisor must be on file in advance of the internship.

The student is expected to bear all expenses incidental to living in the area of the internship placement and to work out his/her own satisfactory housing arrangements in order to be able to carry out assignments as required. It is recommended that the student visit the area of placement in advance and arrange living facilities. Agency personnel may be able to assist the student in locating housing possibilities.  In addition, some agencies may be able to provide room and board.

Students may not complete their internship program at an agency in which they have held a similar position (paid or voluntary).  Requests for exceptions to this must be submitted in writing to the Program Coordinator. The criteria must be met in order for the request to be considered. The criteria include the following:


a. 
the internship position is significantly different in terms of the responsibilities (ie., field leadership versus supervisory or administration)


b. 
the position is one which is in a significantly different program service area (ie., ski school versus marketing).

Students should be aware that an agency and position must be approved by the Program Coordinator prior to the actual placement and/or acceptance of the position by the student.



B. CRITERIA

Students should remember that an agency and position must be approved by the Faculty Internship Supervisor prior to the actual placement and/or acceptance of the position by the student.
The following criteria will serve as a general guide to the student when searching for and selecting an internship site. Any agency approved as an internship site must meet the following minimum requirements:

1. 
Be willing to participate in an educational program with the goal of helping prepare quality personnel for the recreation profession.

2. 
Provide the student with a diversity of experience in order for the student to become knowledgeable of the many functions and operations of the agency.

3.  
Have sufficient facilities, areas, equipment and clients to allow the student to become familiar with planning, scheduling, and maintenance. 

4. 
Provide a supervisor with time committed to the purpose of supervising the student and scheduling regular meetings with the student for consultation, guidance, and evaluation.

5.  
Allow the student to attend appropriate meetings. 


These include but are not restricted to:


a. 
Staff meetings


b. 
Board or Commission meetings 





c.  
In-service workshops


d. 
Joint meetings between departments or institutions


e. 
Local, state, regional, or national professional association workshops, conferences, conventions, or job fairs.

6. 
Provide liability insurance coverage and workman's compensation when appropriate, while the student is involved in the internship experience. 

7. 
To the extent authorized by law, the agency shall indemnify, save and hold harmless the State of Colorado (including Western State College of Colorado), its employees and agents, against any and all claims, damages, liability and court awards including costs, expenses, and attorney fees incurred as a result of any act or omission by the agency, or its employees, agent subcontractors, or assignees pursuant to the terms of this contract. 

8. 
The agency is not required to furnish remuneration to a student. However, the agency is encouraged to help defray the student's tuition and/or living expenses by offering the student an opportunity for part-time employment or a stipend.

9. 
Should an agency require a student to travel to conduct agency business, the agency will pay mileage or furnish an agency vehicle. 

10. 
Be willing to complete both a mid-term evaluation and a final evaluation of the student using the forms provided by the college. (See Appendices).  If an agency chooses, it may do an additional evaluation utilizing its own format.

11. 
Students will be discouraged from pursuing an internship in their hometown and internships with close relatives will not be approved.

12.
The agency supervisor should be a seasoned professional with a minimum of three years in the field.  Recent college graduates are not appropriate.

13.
Interns should select their site with their career goal in mind.  Will this agency provide you with the opportunities to further your career?  If it is only a convenient site which meets Western’s minimum qualifications, but does not provide you with valuable training, it may become a long and tedious experience.  Take responsibility for your choice in this matter.

VII. STUDENT PROCESS FOR SELECTING AND BEGINNING AN INTERNSHIP

This will be the first attempt by most students to search for and select a professional position. The Recreation Faculty believes it is the student's responsibility to investigate, select, interview and secure an internship position at an appropriate agency site. The Program Coordinator and other faculty members shall serve as advisors to the student throughout the selection process. The student should understand that in some instances there will be competition from classmates as well as students from other colleges and universities for internship positions.

 
Therefore, it is recommended that a student select five or more agencies to review and contact. The student should keep in mind: (1) the dates of the internship must approximate WSC's academic calendar; (2) the selection process should begin in the term or two preceding your internship assignment; (3) if you begin a job/internship at a site before it is formally approved by your internship advisor, that experience will not be approved for fulfilling the required internship.  A student may “walk” in a graduation ceremony prior to beginning their internship.  Typically a student must be enrolled in an internship by April 15 to participate in spring commencement or November 15 to participate in fall commencement..
Step  
Description


Pre-Placement

1.0 
One term prior to your anticipated Internship complete all prerequisites necessary, as described in the following steps.


1.1
Update and polish your résumé - include your professional goals.


1.2
Complete Pre-Internship Experience Forms (Appendix  A)




1.3
Obtain current copy of your transcript (unofficial is fine)




1.4
Obtain Graduation Update


1.5
Bring all of the material mentioned above to a meeting with your WSC academic advisor and get preliminary approval of your prerequisites for the internship and suggestions on possible internship sites.  

1.6
Identify and select potential internship agencies that reflect your goals and objective.


1.7
Contact these agencies and state your interest in completing an internship with the agency. If your first contact is by phone or email be prepared to send a hard copy of your résumé and cover letter.


1.8
Whenever possible schedule an on-site interview with those agencies expressing an interest in you as an intern.  Discuss the type of experiences that both you and the agency are expecting and can provide.  Make sure the agency is aware of their responsibilities as outlined in the manual. (Some agencies will require you to complete their internship application form.)


1.9
Obtain approval from your WSC faculty internship advisor if you are requesting an internship at an agency that the Recreation & Outdoor Education Program has not utilized in the past or is unfamiliar to your WSC faculty internship advisor. You will be required to supply descriptive information on the agency and the agency supervisor. The Program Coordinator will then make a decision on whether the site will be approved.


1.10   Apply to the Recreation & Outdoor Education Program for permission to complete an internship.  Remember, only exceptional students with excellent internship opportunities will be allowed to have this opportunity (see Appendix O).

Negotiating your Internship

2.0
After submitting an application and receiving approval to complete an internship, negotiate your actual internship experience.  Prior to signing the contract and liability release make sure you have asked for clarification of any portion that you do not fully understand.


2.2
Make three copies of the final contract when all appropriate signatures have been obtained. (One copy will go to the agency supervisor, you will keep one copy, and one copy will be given to the WSC faculty internship advisor.)


2.3
Concurrently, the student and agency supervisor must also review and agree to Western's liability release (Appendix C & D). The student and agency will each keep a signed copy of the appropriate form and the WSC faculty internship advisor, will maintain a copy of both releases in the student's file. 


2.4
Students will notify, in writing, all other agencies contacted that they have chosen another internship site and are no longer available. In addition, students will thank the agency representative for the time and consideration given them (bring a copy to your advisor).


Registering for RECR 499: Internship

3.0
Register for RECR 499 (turn in the variable credit form; see 3.3) in the term that best approximates your internship assignment. Meet with your WSC faculty internship advisor for a final check of all necessary paperwork and to discuss any specifics of your internship.


 3.1   
Agree upon the specifics of the final project; what have you, the agency supervisor and the WSC faculty internship advisor agreed to as an acceptable project?


3.2    
Correspondence; have you and the WSC faculty internship advisor agreed to how, when, where, etc. you will communicate with one another, (phone, fax, mail, email).


3.3
Variable credit form: If you have accomplished all of the above steps it will be a simple matter to complete the variable credit form. Your WSC faculty internship advisor and the department chair must sign their approval before you can register for the course.


3.4
If your internship is outside of Gunnison County you should submit a Student Union Fee Waiver (Appendix N).


During the Internship


4.0
During the internship you will be expected to provide the following information in order to receive a grade for the course.


4.1
Submit reports every-other-week that are informative, describe your learning experiences, document your time and are well written and sent promptly. (Include: Log of hours, description of your activities, reflection on what you learned and whether you achieved your goals, projected goals for the next two weeks; see Appendix M for a sample).

4.2
Contact your WSC faculty internship advisor immediately if there seems to be a problem between you and your agency or agency supervisor.


4.3
Submit your mid-term evaluation (Appendix E) and final evaluation (Appendix F) forms to your agency supervisor and have them mail or fax the results to the WSC faculty internship advisor based on the arranged schedule. 


4.4
Submit the Agency Evaluation of the Final Project (Appendix G) and the Agency Feedback Report (Appendix H) to your agency supervisor.  Instruct him/her to complete the forms and mail them to the WSC faculty internship advisor along with the final evaluation form.


4.5
Submit a copy of your final project to the WSC faculty internship advisor upon the completion of your internship assignment (on or before date on Appendix C).


4.6
Submit your final agency evaluation report to the WSC faculty internship advisor upon the completion of your internship assignment (on or before date on Appendix C).

4.7
Schedule a debriefing meeting with your WSC faculty internship advisor at the conclusion of your internship and deliver your video or schedule your oral presentation (this may be done via phone, if necessary). 

VIII. RESPONSIBILITIES FOR INTERNSHIP EXPERIENCE

The internship experience is a three-way program with college faculty, agency personnel, and students interacting in a cooperative manner to achieve their common and individual objectives. The internship experience is intended to provide a meaningful and rewarding experience for all involved. If all parties to the experience are knowledgeable of the roles and responsibilities of each party, the positive aspects of the experience will be enhanced. 

A. Program Coordinator Responsibilities

The Program Coordinator is the individual who assumes ultimate responsibility for the program and assures a coordinated effort between the college, agency, and student.

The Program Coordinator will: 



1.  Supervise arrangements and give final approval of all student internship placements.

2. 
Act as a liaison for the student, agency supervisor, and WSC faculty internship advisor when a problem develops.



3. 
 Upon acceptance of students by an agency, assure that contracts are completed, signed and disseminated to appropriate persons.

4. 
 Maintain a resource file with current information dealing with the internship program.

5. 
 Maintain current contacts with approved agencies and develop new agency-college relationships.

6. 
 Assist faculty internship advisors as needed. 

7. 
 Ensure final grades, as provided by advisors, are forwarded to the Registrar. 

  8. 
File student reports, final projects, and evaluation of agency in an agency master file, to provide information to future internship students.

B. WSC Faculty Internship Advisor Responsibilities 

     The WSC faculty internship advisor is the student's and agency's direct link with the Recreation & Outdoor Education Program. Should any unresolved difficulty on the part of the student or the agency arise, it should be promptly directed to the WSC faculty internship advisor. Other responsibilities of the WSC faculty internship advisor include:

1. 
Serve as a resource person for both the agency supervisor and the student.

2. 
Consult with the agency supervisor concerning the nature of the learning experiences the student should receive.

3. 
Consult with the student periodically during the experience. 

4. 
Maintain a file on each applicant for the internship experience. 


5. 
Observe the student at the agency as needed or as requested by the student or agency during the term.  An 
WSC faculty internship advisor will normally visit an in-state placement once during the term. However, distance and budget restraints may curtail a visit.

6.
 Reassign students when either the agency or the student is not suited for the practicum/clinical experience.

7. 
Receive and grade reports, review agency evaluations, and compute final grades for assigned student. 

8.
 Discuss with agency areas for program improvement including curriculum content, strengths and weaknesses of WSC students, and new trends and issues.  WSC faculty internship advisor summarizes agency's comments on Feedback Form (See Appendix H).

C. Agency / Employer Responsibilities

 

When an agency becomes approved as an internship site and accepts a specific student to this program, the agency should provide the best possible learning experience. In addition to responsibilities the agency has set for itself in training future professionals, the agency is expected to: 

1. 
Assign a staff member as the agency supervisor who will serve as a resource and role model.

2. 
Provide initial orientation to internship students covering the agency's purposes, policies, programs, facilities and administration.

3. 
Define to the student his or her role and responsibilities and what the agency expects.

4. 
Provide the student with appropriate work space. 

5. 
Permit student to attend staff, agency and other appropriate meetings.

6. 
Inform the student of available resources at the agency and in the community.

7. 
Should an agency require an intern to travel to conduct agency business, the agency should pay mileage or furnish an agency vehicle.

8. 
Present the student with a weekly schedule indicating the times the student must be present and the work assignments to be performed. 

9. 
Inform the internship advisor immediately of any problems concerning a student's performance.

10. Schedule weekly meetings to review and discuss the next week's schedule of assignments.

11. Complete the college's midterm and final evaluation (Appendix E, F) of the student, schedule a meeting to discuss the evaluation with the student, and return evaluations to the WSC faculty internship advisor promptly.

12.  Complete and return to the WSC faculty internship advisor an evaluation on the student's final project (Appendix G).

13.  Complete and return to the WSC faculty internship advisor a feedback report (Appendix H).

D.  Student Responsibilities

Finally, it is the student who has the greatest responsibility. Students are expected to become involved in the learning experience offered to them by striving to gain the maximum educational benefit. In addition to specific roles and responsibilities that are expected by an agency, and the stipulations agreed to in the learning contract and release forms, students will:

1. 
Become familiar with, accept, and adhere to the policies and regulations governing the agency. 

2. 
Act in a professional and ethical manner as a member of the agency staff.

3. 
Attend meetings and prepare clean, professional reports promptly as required by the agency.

4. 
Inform the agency supervisor as quickly as possible when he/she is unable to report for work due to illness or emergency.

5.
Maintain a well-groomed professional appearance.

6. 
Maintain regular communication with their faculty advisor. Minimally, this involves sending bi-weekly reports promptly to your faculty advisor which should document your time and learning experiences at your internship site.

7. 
Consult with agency and WSC faculty internship advisor when confronted with problems.

8. 
Provide the following form to the agency supervisor: Mid-term evaluation, final evaluation, final project evaluation and agency feedback report (Appendices E, F, G, and H).

9. 
Follow instructions in assignments required by the WSC faculty internship advisor.

10. 
Receive approval from your WSC faculty internship advisor and your agency supervisor on your proposal for a final project. Submit a copy of the final project to your WSC faculty internship advisor.

11. 
Meet with your WSC faculty internship advisor for a final debriefing at the conclusion of your internship (via phone or in person) and submit the final evaluation of the agency (Appendix I) and your video/presentation to your WSC faculty internship advisor.  All forms and projects should be in by the date agreed upon and recorded on Appendix C.

E. INTERNSHIP FINAL PROJECT

The internship final project is a special assignment for the student in addition to the general assignments and responsibilities to be completed during the internship. The final project has three primary purposes:


1. It will be a contribution to the agency.


2. It will be an opportunity to gain experiences that build on the student’s educational foundation.


3. It will be an impressive addition to the student’s portfolio.


The agency supervisor and WSC faculty internship advisor will specifically evaluate the final project separately from the overall evaluation of the Student (Appendix G). There can be a great variety of internship projects. The type of agency or program that you are working in will influence and determine the project you will develop. Following are listed the types of projects that could be considered (note that this list is in no way comprehensive):

· Public relations brochure

· Public relations slide presentation

· Manual for volunteers

· Grant writing

· Development and carrying out of interest surveys of special populations

· Development and implementation of new programs or services

· Video tape training film for sports officials, family members or clients, community members, etc.
· Intern evaluation of administrative structure and function of an agency

· Various kinds of program suggestion and operation manuals

· Adapting programs, facilities, and equipment for persons with special needs

· Developing quality assurance programs

· Evaluating documentation procedures

· Integrating leisure programs and services with persons who have disabilities

IX. EVALUATION AND GRADING
       Effective, constructive, and continuous evaluation can help an intern refine skills and build a positive self-concept before employment begins. Within the framework of honesty and compassion, the process need not be dreaded by either supervisor or student. Because this is a learning experience, there will be two evaluations of the student, the midterm evaluation and the final evaluation. Students can find these evaluations in the appendices of this manual. Students are required to provide copies of these evaluations to their agency supervisor in a timely fashion to allow the supervisor time to make the evaluation and turn it in to the faculty advisor on time.

Upon completion of each evaluation by the agency supervisor, the evaluation must be reviewed with the student. The supervisor is encouraged to set aside ample time for the reviews in order to allow a comprehensive discussion of the student's performance. Some areas to be covered during the evaluation review include:



1. 
Identification of student's strengths and weaknesses.


2. 
Information and guidance on how a student might improve performance and skills.


3. 
A frank assessment of student's level of professional competence in relation to the agency's



experience with other students.


Upon completion of the written and oral performance evaluation, the student and agency supervisor must sign the evaluation form and submit it to the faculty internship advisor. 

The following items constitute the basis for grading in ROE 499 (this is done by the faculty advisor):

1.
Bi-weekly reports and communications


20



2.
Mid-Term evaluation (Appendix E)



20

3. 
Final Evaluation (Appendix F)




30

4. 
Final Student Project (Appendix G & faculty review)

20

5. 
Final Student Report (Appendix I) and video/presentation
10









100

Late reports and projects will be marked down. All papers should be typed.  The intern supervisor will evaluate the quality and professionalism of all reports, communications, and projects (you may make and keep copies of all reports and evaluations for your records).
APPENDICES

APPENDIX A

WESTERN STATE COLLEGE OF COLORADO

RECREATION & OUTDOOR EDUCATION PROGRAM

VERIFICATION OF WORK OR VOLUNTEER EXPERIENCE

IN RECREATION RELATED AGENCIES
(copy as needed)

Part I (To be filled out by student)

 1. Name of Student                                  





Date

                               

 2. Agency                                                       








 3. Address                                   













Number 


Street

City                         



State         



Zip                         

 4. Phone Number    
                        
 5. Name of Director     
                                         

 6. Name of Immediate Supervisor     
                             
 7. Division/Section you worked or volunteered in 


 8. Job/Description 


 9. Check one: 
Paid

Volunteer      
   
Other  
           

10. Length of Employment/Volunteer: Starting Date                 

Ending Date          





Months    

 Days     

 Total Hours 

                          

Part II (To be filled out by Agency)

    
 
According to our records the above information is accurate and his/her service with our agency is verified.

    
 
According to our records the above information is not accurate and service with our agency cannot be verified.


Signed 
                                                                                                                                


Name/Title  (Print)  


Date  


A

APPENDIX B

WESTERN STATE COLLEGE OF COLORADO

GUNNISON  COLORADO  81231

ROE 499 INTERNSHIP

CONTRACT FOR STUDENT INTERNSHIP
Please complete and sign then make two copies:              Student            Agency            College (original)
Name of Student






Phone Number (Current / Permanent)
Permanent Street Address


City                                             State 

Zip

Name of Agency









Agency Supervisor



Title



Phone/Ext 

E-mail Address








Fax Number


Street Address




City



State

Zip

WSC faculty internship advisor






Phone













970-943-


E-mail Address








Fax Number






@western.edu





970-943-7125





Internship assignment agreed to:
Starting date                                                                                 Terminating date 



                                                                        
Hours/week                         
     Number of weeks                
       
Total hours  


                    

College credits  

                              
Stipend/Salary  

                               
LEARNING CONTRACT

Attach detailed description of assignment for this student.  Include a project description, learning objectives and specific duties or responsibilities, including amount of time dedicated to each.
B
(Continued on next page)
The WSC faculty internship advisor, agency, and student pertinent to this contract agree to the following statements and policies:

1. 
Each party in this contract will make themselves aware of and fulfill all of the responsibilities pertinent to their position. These responsibilities are listed in Western State College's Internship Manual for Recreation & Outdoor Education.

2. 
The agency has signed and agrees to the stipulations in the Employer Agreement form (Appendix C), especially in regard to worker's compensation and liability insurance for the intern.

3. 
The student has signed and agrees to all the stipulations in the Student Agreement and Release form (Appendix D).

4. 
Dates, times, salaries, and job descriptions as defined in this contract will be upheld by all parties. 

5. 
The primary concern and motivation for participation in this program should be for the growth, development, and education of the student intern.


Any deviation from this contract must be approved by the agency, the WSC faculty internship advisor, and the student. This contract shall be considered void if the student should fail to complete any of the pre-requisites as established by the college (this would include the failure to attain the required cumulative GPA or the failure to pay registration fees).
I hereby acknowledge that the items explained in this contract constitute an agreement for an educational experience between the student, the agency, and the college. We agree to work together towards its satisfactory completion for the mutual benefit of all concerned.

Student's Signature





Date

Agency Supervisor/Employer
 



Date
   

WSC Faculty Intern Advisor




Date

WSC Program Coordinator




Date

B2



APPENDIX C

WESTERN STATE COLLEGE OF COLORADO

INTERNSHIP EMPLOYER AGREEMENT
Understanding                                                       






I understand that the internship program is a joint effort of Western State College of Colorado (Western) and participating employers, each of whom becomes a partner with the college in higher education; that the college and participating student must recognize that the employer's objectives of staff development and productivity must be reasonably accommodated to justify their participation. Western cannot guarantee placement of an applicant, much less at a specific time, location, or pay rate. Job availability, student qualifications, faculty approval, and the employer's decision must be positively integrated. 

Agreement              









 
           

1. 
To provide the necessary orientation, training, precautionary safety instruction, and supervision in the performance of duties and responsibilities detailed in     _______________________ Learning Contract (attached to Appendix B).


    Name of student
2. 
To complete a final written evaluation of the student's work which will be submitted no later than:

3. 
To maintain a regular supervisory relationship with the student.

4. 
To promptly communicate with Western's Program Coordinator or the student's WSC Faculty Internship Advisor regarding any questions, concerns, or problems.

5. 
To employ the intern in accordance with the dates specified in the Learning Contract. Any termination or release from duties must be communicated to the WSC Faculty Internship Advisor prior to any action being taken.

6. 
To understand the responsibility for providing worker's compensation and liability insurance in accordance with Colorado State Law and agree to provide such coverage as required. In accordance with C.R.S. 8-41-105 (7)(a)&(b) the employer is responsible for providing worker's compensation and liability insurance coverage for those students receiving remuneration for the student internship experience. In cases where the student is not receiving any remuneration for the work experience from the employer, the educational institution (Western) sponsoring the student is responsible for providing worker's compensation and liability insurance coverage. 

7. 
To hold harmless, release, and indemnify Western and its officers and employees from any consequence arising from any actions of the intern during the period of the internship.

8. 
I specifically acknowledge that Western State College is under no financial obligation for the payment of wages, stipend, or other forms of remuneration to the intern and the employer will not be reimbursed for any such payments made to the intern during the course of the internship, unless provided for under a separate contract. 





  _   ______________                                                               
Agency Supervisor/Employer   Date

________________________   ______________
________________________   ______________
WSC Program Coordinator        Date

WSC Faculty Intern Advisor       Date

C


APPENDIX D

WESTERN STATE COLLEGE OF COLORADO

INTERNSHIP STUDENT AGREEMENT AND RELEASE FORM
Understanding                                                         
I understand that the internship program is a joint effort of Western State College (Western) and participating employers, each of whom becomes a partner with the college in higher education; that the college and participating student must recognize that the employer's objectives of staff development and productivity must be reasonably accommodated to justify their participation. Western cannot guarantee placement of an applicant, much less at a specific time, location, or pay rate. Job availability, student qualifications, faculty approval, and the employer's decision must be positively integrated. 

Agreement                                                             
1. 
I understand that an internship is an academic program for which academic credit is awarded. I acknowledge that I must register and pay tuition for the appropriate internship course when I have accepted a position.

2. 
I agree to remain with the internship employer from                   
    to          
             provided the employer wishes to continue my services. I will not terminate or arrange to be released from my internship, without prior approval from the Employer, WSC Faculty Internship Advisor, and Program Coordinator.

3. 
I will ascertain, from my employer, conditions of the work experience prior to accepting a position. I will abide by all the rules and regulations of the employer and Western.

4. 
I will develop, complete, and submit internship-related learning reports and provide them to my faculty intern advisor within the time frame established.

5. 
I will, to the best of my ability, perform the assigned duties and academic requirements of my internship. I understand that academic credit is given when the assignment is completed to the satisfaction of my faculty intern advisor.
6. 
In accordance with Federal Unemployment Tax Act 1971, Internal Revenue Code 3306(c)10(c). I will not apply for unemployment benefits due to the fact that I am an intern and will work on this job for a specified period of time in the internship program and upon completion, will leave voluntarily.

7. 
I understand that Western will not owe any financial obligation to me or to my employer in conjunction with the execution of this agreement.

8. 
I understand that if I receive remuneration from my internship employer, Western State College will not assume any liability for actions taken by me as an employee while performing this internship assignment.

9. 
I hereby release, indemnify, and hold harmless Western State College of Colorado and any of its officers or employers for any harm or injuries which I may incur during my employment under this program.

Student


Date

WSC Program Coordinator / Date  



WSC Faculty Intern Advisor / Date

D

APPENDIX E


WESTERN STATE COLLEGE OF COLORADO

INTERN PROGRAM

MID-TERM STUDENT PERFORMANCE EVALUATION
Interns Name                                              






                

Last                              
 
First        


Initial

Position/Title                            




Time in Position 

                                    

Agency                           
 
Supervisor (Agency)    

Time under my Supervision
Evaluation Instructions
Please complete the attached evaluation in its entirety. Share it with the student along with an in-depth discussion as to how the student may improve his/her performance. Then send the evaluation promptly to the intern advisor. (This evaluation form and various internship situations may not always match. Please include comments when necessary and you may want to attach your agency evaluation to this form.)

Part I: Briefly Describe Interns Present Assignment:

Was there any basic orientation or special training given to the student prior to the internship assignment? 
      Yes         No

Briefly explain:

How many times did you meet with the trainee to discuss their performance?

(   ) twice a week


(   ) daily (at least 30 minutes)

(   ) once a week 


(   ) every two weeks

(   ) other (please explain)

Briefly explain

E1


PERSONAL CHARACTERISTICS OF INTERN

Please circle the response that reflects the intern’s performance


Unsatis-
Below
 Average    Good    Excellent


factory
Average


1
    2
       3
          4
              5
Attendance and Punctuality

On time and always present

1
    2
       3
          4
              5
Personal Appearance
Neat, clean and appropriately dressed


                                                                                 
1
    2
       3
          4
              5
Resourcefulness
Uses resources well, looks for many 

approaches and ideas



1
    2
       3
          4
              5

Judgment and Problem Anticipation
Handles emergency situations? 

Anticipates possible problem areas

1
    2
       3
          4
              5
Motivational Skills
Enthusiastic; generates interest; gets program rolling

1
    2
       3
          4
              5
Acceptance of Responsibility
Considerable willingness to assume responsibility 

when situations call for it

1
    2
       3
          4
              5
Initiative, Creativity
Looks for additional work, avoids idleness, originates 

ideas, makes creative efforts

1
    2
       3
          4
              5
Tact
Knows what to say and when to say it

1
    2
       3
          4
              5
E2

PROFESSIONAL RELATIONS

Personable, Positive Influence

Friendly, possessor of sense of humor; 

relaxes the group



1
    2
       3
          4
              5
Public Relations Skill
Tactful, diplomatic, courteous behavior

1
    2
       3
          4
              5
Work Attitudes
Industrious, willing to assist others, does share 

positive deportment



1
    2
       3
          4
              5
Rapport with Staff
Works harmoniously with others, cooperative,

considerate, helpful

1
    2
       3
          4
              5
Relates to Clients
Ability to get people involved; shows interest, 

respect and concern for clients

1
    2
       3
          4
              5
Understands Special Needs of Clients

Aware of limitations and individual differences; 

plans appropriately for needs

1
    2
       3
          4
              5
Adaptability
Can adjust plans and actions according 

to developing situations; changing moods of group

1
    2
       3
          4
              5
PROFESSIONAL PROFICIENCIES
Takes Criticism Constructively
Willing to discuss and recognize weaknesses; 

works on personal problems

1
    2
       3
          4
              5
Knowledge and Skills Performed

Displays knowledge of recreation program 

skills and techniques in developing activities

1
    2
       3
          4
              5
E3

Plans activities well in advance of the program



1
    2
       3
          4
              5
Keeps facilities and equipment in good condition

1
    2
       3
          4
              5
Works well with clientele


1
    2
       3
          4
              5
Displays a quality of leadership that encourages


program development

1
    2
       3
          4
              5
Conveys ideas clearly; makes no errors; 

does neat organized work; meets deadlines

1
    2
       3
          4
              5
PROFESSIONAL PROFICIENCIES Cont.
Oral Communication
Expresses self well; makes points 

clear to public and others


1
    2
       3
          4
              5
Solves Job Problems

Can identify problems; works effectively for a solution

1
    2
       3
          4
              5
Task Accomplishment
Tasks completed effectively and within deadlines; 

pursue difficult tasks to completion

1
    2
       3
          4
              5
Evaluation, Self-Improvement
Analyzes weaknesses. 

Works for better ways, self-improvement

1
    2
       3
          4
              5
Professional Growth
Searches for more knowledge and experience, 

attends meetings, and inquires about profession

1
    2
       3
          4
              5
E4

OVERALL RATING

Considering the following criteria in addition to any evaluative information particularly relative to your agency, what is your overall rating of this student's performance? Please attach any additional evaluation forms. It is understood that each agency will weight the criteria to its own particular job needs.

RATING SCALE
CRITERIA
1. Excellent 
The top rating - the very best - "Outstanding"

(Grade of "A") 
It does not necessarily mean just the best of your present student employees. It means the very best you might reasonably hope for in a junior worker on the job concerned. Be a bit cautious in giving this rating - it should go only to a "top flight" person, one whom you would hire with enthusiasm.

2. Above Average 
Very good - a little more than you might expect - 

(Grade of "B")
It indicates an all-round efficient performance on the student's part.


This is a person that you would hire without reservations. 

3. Average 
"Average" means satisfactory, or what you would expect from any employee.

(Grade of "C")
Performance is one without special strength or weakness. Performance is adequate and no more. This is a person that you would hire with some reservations.

4. Below Average 
This student is not satisfactory in the performance at present.

(Grade of "D") 
However, the student is capable of improvement through further training or experience, or a different placement. This would be a person that you would not consider for employment.

5. Unsatisfactory 
An "Unsatisfactory" job is poor. It shows that the student is not suited to the job or 

(Grade of “F”)
appears not to be capable of doing better. This would be a person you would definitely reject.

Based on the intern's total performance, I assign  


 the grade of:

(please check one): 
Student Intern


(  
 ) A   
( 
  ) B   
(  
 ) C   
( 
  ) D  
(   
) F

You may add plus or minus to any grade if it better reflects the student's performance.

E5

The potential of the trainee is (please check one):


( 
) Displays great potential


( 
) Displays very promising potential


( 
) Displays little potential


( 
) Displays no potential

Please comment to support your total appraisal:






          



______
Agency Supervisor Signature
Intern Student Signature
Date
Date
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APPENDIX F


WESTERN STATE COLLEGE OF COLORADO

INTERN PROGRAM

FINAL STUDENT PERFORMANCE EVALUATION
Intern's Name ___________________________________________________________________________


        Last                         


First 





Initial

Position/Title                                                                                              Time in Position_________________

_______________________________________________________________________________________ Agency                            

Supervisor (Agency)    



Time under my












Supervision
Evaluation Instructions
Please complete the attached evaluation in its entirety. Share it with the student along with an in-depth discussion as to how the student may improve his/her performance. Then send the evaluation promptly to the intern advisor. (This evaluation form and various internship situations may not always match. Please include comments when necessary and you may want to attach your agency evaluation to this form.)

How many times did you meet with the trainee to discuss performance and assignment:


(What type of guidance was given to the student during the assigned period)

(  ) twice a week


(  ) daily (at least 30 minutes)

(  ) once a week


(  ) every two weeks

(  ) other (please explain)

Please comment on your evaluation of the intern in relation to the following areas of concern:
Attendance dependability and notification of absences:

Job performance in relation to quality and quantity:

F1

Ability to communicate with the public, other employees, and supervisors:

Interpersonal relations with other employees and supervisors:

Acceptance of criticism:

Initiative, judgment, and versatility:

Summary of Review
Intern’s strong points:

What areas intern has improved upon or still needs to work on:

General comments to support your total appraisal:

F2

Considering the following criteria in addition to any evaluative information particularly relative to your agency, what is your overall rating of this student's performance. Please attach any additional evaluation forms. It is understood that each agency will weight the criteria to its own particular job needs.


RATING SCALE
CRITERIA
1. 
Excellent
The top rating - the very best -



(Grade of "A")
"Outstanding"; does not necessarily mean just the best of your 


present student employees. It means just the very best you might 


reasonably hope for in a junior worker on the job concerned. Be a 

 

bit cautious in giving this rating - it should go only to a "top flight" 


person, one whom you would hire unreservedly and with 



enthusiasm.

2.
Above Average
Very good -  a little more than you might expect - 


(Grade of "B")
It indicates an all-round efficient performance on the student's part.



This is a person that you would hire without reservations.

3.
Average
"Average" means satisfactory, or what you would expect from any 

(Grade of "C")
employee.  Performance is one without special strength or 



weakness. Performance is adequate and no more. This is a person 


that you would hire with some reservations.

4.
Below Average
This student is not satisfactory in the performance at present.


 (Grade of "D")
However, the student is capable of improvement through further 


training or experience, or a different placement. This would be a 


person that you would not consider for employment.

5.
Unsatisfactory
An "Unsatisfactory" job is poor. It shows that the student is not 


(Grade of “F”)
suited to the job or appears not to be capable of doing better. This







would be a person you would definitely reject.

Based on the intern's total performance, I assign              _______________________________   the grade of (please check one): 


(intern’s name)

(          ) A 
(          ) B
(          )C
 (          ) D
 (          ) F

You may add plus or minus to any grade if it better reflects the student's performance

Agency Supervisor / Employer Signature
Student Signature

____________________________________







Date
Date
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APPENDIX G

WESTERN STATE COLLEGE OF COLORADO

RECREATION & OUTDOOR EDUCATION PROGRAM

GUIDELINES FOR EVALUATION OF THE INTERNSHIP

FINAL PROJECT BY AGENCY SUPERVISOR
Because of the diversity of the Internship Projects, it is difficult to prepare an all-inclusive evaluation form. Therefore, please consider the following criteria and base your overall rating on the appropriate ones. Please supply supporting comments.


Other contributors that should be considered.


Original idea well carried out.


Worked cooperatively with others as necessary.


Worked independently on the project.


Carried out necessary research for project.


Sought help and information when necessary.


*
Value of project to the Agency/Program.


*
Learning opportunity.


Well prepared written work.


Student planning his/her work in advance so that the project would be worked on throughout



the internship.

Rating Scale
4 Excellent

3 Above Average 

2 Average

1 Below Average

0 Poor





Supervisor's Overall Rating   



           
Comments: (Attach pages if necessary)

Agency Supervisor Signature
       Date





Student Signature

       Date
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APPENDIX H

WESTERN STATE COLLEGE OF COLORADO

RECREATION & OUTDOOR EDUCATION PROGRAM

AGENCY FEEDBACK REPORT
NAME OF AGENCY                                  
  DATE           
 

ADDRESS                                                           




Street


 City                            
State                
Zip 


AGENCY SUPERVISOR                               
 Phone  (               )

Would you be willing to accept future Western's Interns?    

____Yes      ____No      ____ Depends (on what?) ___________________________________________

Comments/suggestions on Western's internship process, (including placement, evaluation requirements, correspondence with student’s advisor, etc.)

Significant strengths and weakness of Western's graduates (as evidenced by the student's skill, knowledge and attitude concerning the recreation profession upon entering your agency). 

	
	Exceptional
	Very Good
	Adequate
	Weak
	Unacceptable
	Not Applicable

	Speaking
	1
	2
	3
	4
	5
	NA

	Writing
	1
	2
	3
	4
	5
	NA

	Computer skills
	1
	2
	3
	4
	5
	NA

	Leadership
	1
	2
	3
	4
	5
	NA

	Critical Thinking/Reasoning
	1
	2
	3
	4
	5
	NA

	Environmental Ethics
	1
	2
	3
	4
	5
	NA

	Theoretical Knowledge
	1
	2
	3
	4
	5
	NA

	Application of Knowledge
	1
	2
	3
	4
	5
	NA

	Technical Recreation skills
	1
	2
	3
	4
	5
	NA

	Advocacy skills
	1
	2
	3
	4
	5
	NA


Please add specific Skills, Knowledge, and Attitudes Required in your Field

	
	Exceptional
	Very Good
	Adequate
	Weak
	Unacceptable
	Not Applicable

	
	1
	2
	3
	4
	5
	NA

	
	1
	2
	3
	4
	5
	NA

	
	1
	2
	3
	4
	5
	NA

	
	1
	2
	3
	4
	5
	NA


Are there any new trends or issues in your field we should be aware of? (use additional sheet if necessary)

Any additional thoughts or critique?

For College Personnel Use       Intern Advisor:  _______________  Intern’s Name: ________________

Comments & Actions to be taken in response to the agency's feedback:

H
APPENDIX I

WESTERN STATE COLLEGE OF COLORADO
RECREATION & OUTDOOR EDUCATION PROGRAM

STUDENT'S FINAL AGENCY EVALUATION REPORT
This report is to be prepared by the internship student. It should be a detailed report.  This self-evaluation and analysis of the experience will be placed in the Recreation Program’s information file for future reference by other students considering this agency for their internship experience.

Please attach your typed report to this form.  You should also cover this information in your video.

Name                                      
Date                 


1. What has been your most significant positive experience? What has been the most disappointing part of 

the experience? What were some other positive / negative things you encountered?

2. Which of your learning objectives have you been able to accomplish?  Which have you not fully 

accomplished?  Why?  

3. How has this internship helped you prepare for your career goals?

4. What is your self-analysis of your shortcomings and strengths as related to your future career interests?
5. How would you rate this position as an internship? Why? What recommended changes would you


 suggest to make it a more meaningful position? (Please be as specific as possible.

6.                What are your general recommendations to the College regarding your internship experience and your 

overall college preparation?  How did your course work and experiences at Western help prepare you for 

your internship/ career?

7. 
If possible, what would you have done differently during your time on campus to help prepare you for 


your internship?

8.                What words of wisdom do you have for the students coming through the recreation program after you?

	Please rate your internship experience in each of the following areas.
	Exceptional
	Very Good
	Adequate
	Weak
	Unacceptable
	Not Applicable

	Internship Organization
	
	
	
	
	
	

	  Willingness to cooperate
	1
	2
	3
	4
	5
	NA

	  Challenged me 
	1
	2
	3
	4
	5
	NA

	  Accepted me as part of organization
	1
	2
	3
	4
	5
	NA

	  Provided variety of experience
	1
	2
	3
	4
	5
	NA

	Site Supervisor
	
	
	
	
	
	

	  Met with me regularly
	1
	2
	3
	4
	5
	NA

	  Used constructive criticism
	1
	2
	3
	4
	5
	NA

	  Respectful of my needs
	1
	2
	3
	4
	5
	NA

	  Showed encouragement
	1
	2
	3
	4
	5
	NA

	  Assisted me in meeting goals
	1
	2
	3
	4
	5
	NA

	WSC Intern Advisor
	
	
	
	
	
	

	  Answered my questions in a timely manner
	1
	2
	3
	4
	5
	NA

	  Encouraged the best educational contract
	1
	2
	3
	4
	5
	NA

	  Provided adequate direction & advice
	1
	2
	3
	4
	5
	NA

	  Managed problem situations appropriately
	1
	2
	3
	4
	5
	NA


On a scale of 1 to 4 (see below), how would you rate this internship overall? _______
1 Outstanding.  Gained broad experience with internship site.  Received helpful mentoring from supervisor.  Exposed to various aspects of being a professional in this field.  Given appropriate responsibility that challenged but did not overwhelm me.  Highly recommended for other students.

2 Very good.  Gained experience with several aspects of site.  Received some mentoring from supervisor.  Exposed to aspects of being a professional in this field.  Given appropriate responsibility, but sometimes felt either under-challenged or overwhelmed. Recommended for students who require little supervision.

3 Adequate.  Experience was mostly limited to 2 or 3 aspects of site.  Received basic supervision, but little other support from supervisor.  Little exposure to what it means to be a professional.  Not given appropriate responsibility—duties were often either mundane or overwhelming. Not recommended for most students, but may be appropriate under certain circumstances.

4 Poor.  Experience limited to menial tasks.  Supervisor lacked ability or time to provide appropriate guidance.  Lack of professionalism among supervisor and staff.  Responsibilities failed to live up to my expectations.  WSC should never send an intern to the site again, unless dramatic changes occur.

I

Appendix J

Internship Video Interview
[image: image2.png]



In the past Recreation Interns were encouraged to return to campus following the completion of their internship to share their experiences with other Recreation students.  However, for many students returning to Gunnison is not possible.  We are now offering students a choice of returning to campus or submitting a video (the video is preferable as information on your site is preserved and will be available for students in the future; should you prefer to do an oral in class presentation please contact one of the Recreation professors to schedule a time)  If you are interested in submitting a video please note the following guidelines: 

Format:
1. Interview (8-10 minutes).  Mount camera on a tripod (or a table) and frame yourself.  Speak loudly and as if you were presenting  your internship to a group of WSC RECR 400 Senior Experience Students. 


A. State your name and provide some personal background information (where you’re 


from, recreational interests, etc.) 



B. State your Internship agency’s name and location



C.  Describe your internship responsibilities.



D.  Answer the questions found in Appendix I (Internship Manual)


E.  Videotape your office, supervisor, co-workers, internship facility, your 
town, etc.

Remember:

1. Develop a script and practice prior to filming - many students will be watching your video in the future to learn about your internship!

2. Be creative!

3. All videos must be submitted in VHS format.

4. Videos should be submitted with your internship project and Appendix I following the completion of your experience. 

Suggestions for obtaining a camera:
1. Use your personal or family camera

2. See if your internship agency has one that you could borrow

3. Ask around your agency to borrow somebody’s personal camera (studies indicate more than 40% of Americans own a video camera!)

4. Rent a camera for the day (this may be cheaper and more convenient than driving back to Gunnison to do a presentation)

J1
Internship Video and Presentation Evaluation Rubric
The aim of the presentation and video is to not only assess levels of students learning, 

but also to note students’ presentation abilities and level of professionalism.

Internship Student:

Sponsoring Organization: 






Rating


5
    4

3
    2

1









Excellent



         Poor
[image: image4.jpg]STATE COLLEGE
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Lead-In (Introduction)





5
    4

3
    2

1

Comments:

Informative content





5
    4

3
    2

1

Comments:

Effectiveness of communication




5
    4

3
    2

1

Comments:

Eye contact throughout the room / to the video camera

5
    4                    3               2                    1

Comments:

Absence of verbal clutter (e.g., umm, ahhh, you know)

5               4                    3               2                    1

Comments: 

Visual aids were effective




5
    4

3
    2

1

Comments:

Timing and Flow of presentation 



5
    4

3
    2

1

Comments:

Enthusiasm






5
    4

3
    2

1

Comments:

Wrap-Up (Conclusion)





5
    4

3
    2

1

Comments:

Thoroughness of presentation
 



5
    4

3
    2
             1

(e.g., goals, objectives, contributions, lesson learned)





Comments:


Final Rubric:

	5
	The presentation was outstanding.  The student challenged himself/herself by creating a presentation that was unique, creative and innovative.  

	4
	The presentation was above average.  It had innovative aspects, and there were aspects that could have been improved.  

	3
	The presentation was satisfactory.  Creativity level was about average, and some parts were confusing.

	2
	The presentation was below average.  The student didn’t put enough effort into making the presentation informative or professional.

	1
	The presentation flopped.  The student put little effort into expressing his/her experiences and contributions to the organization.
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Appendix K

Western State College

APPROVAL FORM FOR REGISTRATION

IN VARIABLE CREDIT COURSE

- Recreation & Outdoor Education Internship -

Name ________________________________________________     Date ____________

Student Number _________________________________      GPA ____________

Course Number ___ROE  499 ___Course Title ___Internship______________________ 

Term/Year   ____ ____________ Credit Hours _____________

Grading:

In Progress
or
Standard

 If this is an Internship, please provide the additional information in this box:

 Business Name __________________________________________ Bus Phone # ______________

 Contact Name/Supervisor at Business _________________________________________________

 Business Address __________________________________________________________________

                                          Street                                             City                            State         Zip

 Start Date _____________________         Anticipated Completion Date ______________________

Internship Title ___________________________________________________________

Hours/Weeks Committed to Internship  ________________________________________

Internship Description __ ___________________________________________________

________________________________________________________________________

Academic Responsibilities of Student _   (Complete list in Manual).  Submit bi-weekly__ reports, Final Project & Agency evaluation.  Provide evaluation & appropriate forms to agency supervisor.  Maintain contact w/ your instructor.__________________________

_______________________________________________________________________

Academic Responsibilities of Supervision Instructor ____Feedback on reports & mid.___ evaluation.  Mediate any problems.  Visit and/or contact when possible.  Evaluate total__ experience and submit grade. ________________________________________________


Is this course being used to fulfill a specific College requirement?       YES         NO

If yes, what specific requirement?  _______ROE 499____________________________
________________________________________________________________________

 Student's Signature                                             Faculty Internship Advisor Signature

________________________________________________________________________

 Department Chair's Signature                             Date
Appendix L:  Format for Biweekly Reports
Biweekly Report:  #



Due Date:

Name:

Site:

Running Log of Hours


Weekly

Total
Week One- 
42

42

Week Two -
44

86

Week Three -
39

125

Daily Description of Activities
Date:


Hours:

Description:
This should be a short paragraph for each day.  Provide a good description of what you were doing at the agency.  The first one or two reports should be very detailed.  If some of your work is repetitive there is no need to repeat all the details in later reports.  Hopefully, you will not be doing too much repetitive work.  It is recommended that you write this as a journal at the end of each day.  Do not wait for the end of the week or you may forget exactly what you did.

Description of What You are Learning
Specific hard skills are important but we are also very interested in the interpersonal skills and insights that you are ascertaining from your experience.  This would also be the place to comment on whether or not you are achieving your objectives. This section could be reported daily and / or weekly.  Sometimes when you reflect on the entire week you realize how all the pieces have fit together and what more you have learned.  You could also comment on what you learned at Western that you might be finding useful to you now, or what you wished you had learned.

Objectives for Next Reporting Period
Set specific objectives you would like to achieve.  This could include facts, hard skills, interpersonal skills, contacts, etc.
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APPENDIX M
WESTERN STATE COLLEGE OF COLORADO

RECREATION & OUTDOOR EDUCATION PROGRAM
STUDENT TEACHER/INTERNSHIP CREDIT SLIP

1. Date:

_________

2. Name of Student: _______________________________________________________

Last Name (Print)

First Name

Middle Initial

3. Student ID: 
______________

4. Term:

________________

(ALL STUDENTS ARE ASSESSED A STUDENT GOVERNMENT ASSOCIATION FEE, STUDENTS THAT HAVE COMPLETED THE CREDIT SLIP WILL HAVE THESE CHARGES REIMBURSED BY SUBMITTING THE SLIP TO THE FINANCIAL AID OFFICE WITHIN THE FIRST FOUR WEEKS OF STUDENT TEACHING OR INTERNSHIP SESSION.)

I qualify to be credited the amount of Western State College Student Government fee because my student teaching/internship takes place outside of Gunnison County.

Student Signature





Date

Student Teaching/Faculty Internship Supervisor Signature
Date
Location/Description of Student/Teaching/Internship

Date
SGA President or Treasurer Signature


Date

M
Appendix N

Internship Application

Recreation and Outdoor  Education Program

The internship experience may be a substitute for the capstone experience or taken in addition to the capstone classes.  Only exceptional students, who will represent Western in a positive light, will be given the opportunity to do an internship.  These students must seek excellent internship sites that will provide added opportunities for their careers.

The faculty of the ROE Program meet to consider internship applications approximately two weeks prior to registration for a given semester.  This allows students who do not receive permission to do an internship to register for the necessary classes.  A Student’s proposed internship may be denied due to an incomplete application and/or due to a poor fit to the internship site. All decisions by the committee are final.  Those students not chosen to complete an internship MUST complete ROE 490 and ROE 491 as their capstone experience.

The following materials are required in the application:

· Letter of application (including time of proposed internship)

· Current résumé

· Transcripts (Western and transfer, if any) – GPA will be a consideration

· Information about the proposed internship site

· Complete internship description (including hours/week or percentage of time in various job duties).  Do not make any commitments to the people at the internship site until you have been approved for an internship.

· Updated General Studies Evaluation Form

· Updated ROE Program Evaluation Form
· Completed Appendix A forms showing completion of 600 hours of recreation related work experience (minimum of two approved sources).

Applicants may also include letters of recommendation or other materials they believe will increase their opportunities for receiving permission to complete the proposed internship.

Due Dates
Registration must be completed one month prior to the start of the internship.
N










