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INTERNSHIP INTRODUCTION 

Course Description:  The 240-hour supervised internship is designed to provide an opportunity for students to use the concepts, techniques and theories learned in the classroom in professional community health education settings.  Students are assigned tasks that enable them to develop competencies and increase their skills as entry-level health educators.  Students will be placed in internships in the type of agency and geographic location of most interest to the individual student.  Students are expected to follow all requirements of the agency in which they are placed.  An agency staff member will act as an onsite internship supervisor.  

Prerequisites: Senior CHED majors only



All core CHED courses completed 



Internship coordinator approval



Accumulative GPA of 2.5



Current First Aid & CPR certification as required
Internship Hours:  Upon completion of this course, students earn 6 credit hours.  This is equivalent to 240 work hours.  The choice of a particular site must be made after consultation with the Internship Coordinator.  Once chosen, the student intern, who must be enrolled as a full-time student at the University of Scranton, will be required to complete the minimum 240 hours at the internship site except in the case of extenuating circumstances such as illness or family emergency.  Any missed time during a particular week or weeks must be made up during the semester.  

The internship experience is one of the most vital elements of the CHED curriculum. The internship is designed to be a valuable and rewarding experience for the student and agency.  You are expected to be diligent, thorough, responsible, enthusiastic and professional in all that you say and do.  Living up to these standards will help you have a positive, invaluable learning experience.  

INTERNSHIP COURSE OBJECTIVES

1.  To gain practical work experience in a community health education setting (i.e., worksite, nonprofit, clinical, school, government agency).   

2. To become familiar with the various roles and responsibilities of health education professionals. 

3. To participate in routine procedures and activities of the community health education agency. 

4. To improve written and oral communication skills with individuals and groups.

5. To develop professional skills necessary to successfully administer community health education programs. 

INTERNSHIP ORGANIZATION

This is a three-way partnership between the university, the student, and the agency.  Each party assumes specific responsibilities and functions.  
Internship Coordinator – The Exercise Science and Sport Department Faculty Member responsible for the overall coordination of the department’s internship program.  This includes planning and conducting internship program meetings, contact with internship agencies, insuring the processing of written documentation, establishing a schedule for visits to Agencies/Interns, and assigning each intern to an internship agency.  The coordinator will also provide guidance, direction and supervision for the interns.  The coordinator will attempt to visit each agency/intern once during the internship.  

Agency – The organization or business in the field that is hosting/sponsoring a CHED intern.  Responsibilities are outlined in the Affiliation Agreement For Internship Experience (page 19 ). 

Internship Supervisor - The Agency Staff Member responsible for providing guidance, direction and supervision for interns at the agency.  

INTERNSHIP PROCEDURES

STUDENT RESPONSIBILITIES

A.  Semester Before Internship
1. See academic advisor for clearance for internship.  

2.  Attend a required meeting the semester before the intended internship semester.  

3. Prepare, in a professional manner, an Internship Proposal (page 10) including a list of objectives for
 the internship experience.  Objectives should be tied to previous course content and entry-level

health educator responsibilities and competencies.  

4. Prepare a resume, you will need to interview for your internship.  

5. Review, Internship Proposal, resume, and internship site list with Internship Coordinator.  Contact the site(s) you are interested in completing interviews with.  Bring your resume and Internship Proposal to each interview.  Discuss your personal goals and objectives for the internship experience.  Provide a copy of the CHED Internship Manual and discuss the Agency’s/Internship Supervisor’s responsibilities for the internship.       

6. After all interviews are over, meet with the Internship Coordinator to discuss the internship site you have chosen.  The Internship Coordinator has final approval of the internship site. 

7. Call the site you selected and tell them the Internship Coordinator will be contacting them and sending the Affiliation Agreement for the Internship Experience (page 19).  

8.  Pick up, complete, and turn in all internship materials by the end of the last class of the semester prior the internship semester.  All completed application materials must be returned to the CHED Internship Coordinator for academic approval.  

9. Determine start date and work scheduled with your Internship Supervisor. 

B.   During Internship Semester 

1. Attend the internship meeting held on the first day of class.  


2.  Start your internship.  On the first day, finalize your goals and objectives.  Discuss the agency’s mission, etc.  Complete your Internship Orientation Paper (page 11) the first week of your internship and turn in to the Internship Coordinator.  

3.  Each week complete and turn in the Weekly Internship Log (page 13) to the Internship Coordinator.   Your Internship Supervisor needs to sign the log each week.  Contact the Internship Coordinator if you have any concerns or problems during the internship. 

4.  Complete Internship Major Project Proposal (page 12) by the 3rd week of the semester.  Turn in to the Internship Coordinator for final approval.  You are responsible for the entire project from beginning to end including planning, implementation and evaluation.

5. Weekly complete the Weekly Internship Log (page13) and turn in to Internship Coordinator. 

6.  Complete the Internship Final Paper (page 14).  Include the paper in your Internship Binder. 

7.  Complete the Student Internship Evaluation (page 18).  Include the evaluation in your internship binder.  

8.  Complete the Internship Binder (page 15) due the last week of classes.  Turn in to the Internship Coordinator.  

INTERNSHIP SUPERVISOR RESPONSIBILITIES
A.  Semester Before Internship

1.  Interview prospective intern(s).  Review intern’s resume, personal goals and objectives for the internship experience.  Review the Agency’s/Internship Supervisor’s responsibilities for the internship.    
If you agree to the internship, sign the Internship Proposal (page 10) so the intern can register for the internship.     

2.  After final approval by the Internship Coordinator, determine start date and work schedule with the intern.  
3.  Complete the Affiliation Agreement for Internship Experience (page 19) if there is not one on file for your agency with the Internship Coordinator.  The Internship Coordinator will send the agreement to you if needed.  The agreement must be completed and returned directly to the Internship Coordinator in the self-addressed envelope before the internship can begin.  

B.  Semester During Internship

1.  On the first day of internship, orient the intern to your agency.  Discuss your agency’s mission, goals, clients, staff, etc.   Discuss with the intern the specific duties and responsibilities to be assigned.   Help the student finalize the goals/objectives for the internship.     

2.  Within the first three weeks of internship, determine a major project for the internship that will ensure the intern meets the goals/objectives for the internship.   Sign the Internship Major Project Proposal (page 12) given to you by the intern.  
3.  Meet weekly with the intern to review goals, objectives and performance feedback.  Contact the Internship Coordinator if you have any concerns or problems arise. Review and sign the Weekly Internship Log (page 13).    
4.  The Internship Coordinator will schedule an onsite visit to observe the intern during the semester.  

5.  The final week of the internship, formally evaluate the intern using the Internship Evaluation (page 16).  Discuss the evaluation with the intern and send the completed evaluation to the Internship Coordinator.  
INTERNSHIP COORDINATOR RESPONSIBILITIES

A.  Semester Before Internship
1.  Hold meeting for senior CHED students the third week of classes the fall semester.  Distribute the internship manual and discuss requirements.  

3  Meet with each student to discuss the selection of an internship site.

4.  Give final approval for site selection.  Review the resume and Internship Proposal (page 10).  
5.  Send site coordinator Affiliation Agreement for Internship Experience (page 19) if there is not an agreement on file with the Internship Coordinator.  

B.  Semester During Internship
1.  Meet with interns the first day of class.  Review internship requirements for the semester. 

2.  Review Internship Orientation Paper (page 11), Internship Major Project Proposal (page 12), and Weekly Internship Log(s) (page 13).  
3.  Maintain ongoing contact with the student via phone, e-mail or in person.  Hold a midterm meeting for all students enrolled in internships to discuss experiences.  
4.  Schedule and conduct observation with Internship Supervisor and student at least once during the semester.  

5   Review contents of Final Binder (page 15).

6.  Submit final grade for internship.  

INTERNSHIP GRADING REQUIREMENTS

The internship grade is based on total points.  Points will be allotted using the following criteria:
Internship Supervisor Evaluation – 50 points

Major Project – 50 points
Internship Proposal – 10 points

Internship Orientation Paper – 30 points

Weekly Internship Log(s) – 20 points

Internship Final Paper – 30 points

Student Evaluation – 5 points

Final Binder - 5 points

Final Grade:  (minimum points required)
A     200-188 pts

A-   187-180 pts

B+  179-170 pts

B    169-160 pts

B-   159-150 pts

C+  149-140 pts

C-   139-130 pts

D    129-120 pts

F      119 and below

CHED 480 INTERNSHIP PROPOSAL
(Ssubmit to Internship Coordinator semester prior to the Internship)

Name: 








	OBJECTIVES FOR INTERNSHIP EXPERIENCE

	OBJECTIVES
	ACADEMIC COURSES

	1.  


	

	2.  


	

	3.  


	

	4.  


	

	5.


	


Internship Site:  ___________________________







 






________________
      

Phone: 
           
  
     (street)                                                      (City)                               (State, Zip)  

 Internship Supervisor:________



   

Title:


        

Email:




Starting Date: 




       Ending Date: 
             



Internship Supervisor: 





 
Date:  ______________








(Signature)
Internship Coordinator: 





 
Date: 








(Signature)
INTERNSHIP ORIENTATION PAPER  
Due date________________ (3 weeks after 1st day at internship)

TITLE PAGE

Student Name
Internship Semester

Name of Agency

Name of Internship Supervisor

I. ORGANIZATION DESCRIPTION 
Brief history and description of agency including mission, clients/patients, staff, organizational structure, site location, etc.

II. PROGRAM DESCRIPTION  
Supervisor – current job title, description of job duties and responsibilities, degree, and previous work history.  
Health educational programs and services offered on a yearly basis.  Briefly describe each.  
III. GOALS AND OBJECTIVES  

Revised  goals and objectives from Internship Proposal.  
Format:  Double spaced, typed, no spelling errors, proper grammar and paragraph structure.  
INTERNSHIP MAJOR PROJECT PROPOSAL

Student: _____________________________________________ Semester/year_______________

Agency: ________________________________________________________________________

Internship Supervisor: ________________________________________________________________________

1. Project Description:

2. Purpose of Project:

3. Project Timeline: (steps taken to complete project with dates)

4. Evaluation Method 

Student Signature:_____________________________________________Date:____________

Internship Supervisor Signature: ________________________________Date: ___________

Internship Coordinator Signature: _______________________________Date:____________

WEEKLY INTERNSHIP LOG

Student Name___________________________________ Week of ___________________

1.  Briefly describe the past week’s actual assignments and responsibilities in full sentences:

2.  Reflect on your performance. Describe your challenges, successes, and/or problems. 
3.  What are your primary objectives for the upcoming week?

	WEEKLY TIME LOG

	DATE/DAY
	TOTAL HRS
	MAJOR TASKS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TOTAL WEEKLY HOURS ________ 

TOTAL HOURS TO DATE___________

Student Signature:________________________________ Date:_______________________

Internship Supervisor Signature:______________________ Date:_____________________

CHED 480 INTERNSHIP FINAL PAPER
TITLE PAGE

Student Name
Internship Semester

Name of Agency

Name of Internship Supervisor

INTRODUCTORY PARAGRAPH

Internship and agency description.   
BODY

Review and evaluate your internship goals and objectives.  
Evaluate your major project.  

What competencies do you feel you have gained?

Which do you still need to work on? 
CONCLUSION 

Overall interpretation of the internship experience. 

Format:  Double spaced, typed, no spelling errors, proper grammar and paragraph structure.  
Final Binder Contents
1.  Resume

2.  Internship Proposal

3.  Internship Orientation Paper

4.  Major Project Proposal

5.  Major Project 

6.  Weekly Internship Log(s)

7.  Internship Final Paper

8.  Student Evaluation

9.  Include any other work that you did during the internship. 

Format:  Use tabs to locate each item.  

CHED 480 INTERNSHIP EVALUATION

Instructions:  The Internship Supervisor should be the person completing this evaluation.  
Please go over the evaluation with the intern and have the intern sign this evaluation prior to returning it to the Internship Coordinator.
Student Name: 






Rating period: From: 

 To: 




Agency: 







Internship Supervisor: 






Date of Evaluation:  






Signature Internship Supervisor: 







Signature of Student: 






Please rate the student on the following characteristics. Five represents Excellent and one is Poor.  

N/A indicates that the item is not applicable, not observed or there is insufficient information to evaluate 

characteristic.

                                        



                         Poor

Average          Excellent
 
1.
Demonstrates a sincere interest in the profession.  
N/A
1
2
3
4
5

 
2.  
Works well with people.
N/A
1
2
3
4
5

 
3.  
Accepts responsibility.
N/A
1
2
3
4
5

 
4.  
Is punctual and attentive.
N/A
1
2
3
4
5

  
5.  
Completes assignments.
N/A
1
2
3
4
5

  
6.  
Accepts suggestions and criticism favorably.
N/A
1
2
3
4
5

  
7.  
Communicates effectively in writing.
N/A
1
2
3
4
5

  
8.  
Shows imaginative and creative thinking.
N/A
1
2
3
4
5


9.
Portrays professional and neat appearance.
N/A
1
2
3
4
5

  
10.  
Utilizes resources effectively.
N/A
1
2
3
4
5

                                        



                         Poor

Average          Excellent
11.  Shows initiative and is self-directed.
N/A
1
2
3
4
5

12.  Is motivated.
N/A
1
2
3
4
5

13.  Demonstrates self-confidence.
N/A
1
2

3
4
5

14.  Demonstrates organizational ability.
N/A
1
2
3
4
5


15.
  Demonstrates leadership ability.
N/A
1
2
3
4
5

16.
  Demonstrates adaptability.
N/A
1
2
3
4
5

17.  Demonstrates effective verbal communications.
N/A
1
2
3
4
5

18.
  Follows directions.
N/A
1
2
3
4
5

19.  The intern is conscientious.
N/A
1
2
3
4
5

20.  The intern is task-oriented.
N/A
1
2
3
4
5

21.  The intern is a hard worker.
N/A
1
2
3
4
5


22.  Overall rating.
N/A
1
2
3
4
5

23.  Total Points: (Sum ratings from above items) 
__________________________

Scale: 99-110 (Excellent), 88-98 (Good), 77-87 (Average), 66-76 (Poor), ≤ 65 (Fail)

 
Circle the letter grade that you feel best represents the intern’s performance.  Please circle only one letter grade.  The letter grade should correspond to the ratings scale above.

A+

A
A-
B+
B
B-
C+
C
C-
D+
D
D-
F

Please provide statements to support your letter grade (strengths/areas of improvement).  
Comments or suggestions to the student or Internship Coordinator:

STUDENT INTERNSHIP EVALUATION 

Agency Name: 
__________________________





Internship Supervisor: 




Title:

______________

Please rate the agency on the following characteristics. Five represents Five represents Excellent and one is Poor.  N/A indicates that the item is not applicable, not observed or there is insufficient information to evaluate characteristic.                                      
     Poor
  Average             Excellent

1.
Able to meet your objectives for internship.
N/A
 1
2
3
4
5

  
2.
Acceptance of intern as a professional by the staff. 
N/A   1 
2 
3 
4
5

  
3. 
Adequate orientation to agency.
N/A
 1
2
3
4
5

  
4. 
Adequate opportunities to develop skills to meet
N/A
 1
2
3
4
5



entry-level health educator competencies. 

  
5. 
Provided adequate opportunities to participate   
N/A   1 
2 
3 
4 
5



in routine procedures/activities of agency.

  
6. 
Provided adequate opportunities to become 
N/A   1
2 
3 
4 
5



familiar with roles/responsibilities of health



education professionals. 

  
7. 
Adequate help with your major project.
N/A   1
2
3
4
5

  
8. 
Provided adequate opportunities to improve
N/A
 1
2
3
4
5



written and oral communication skills.   

  
9. 
Agency's staff served as professional role models. 
N/A   1 
2 
3 
4 
5


10. 
Appropriate weekly feedback/final evaluation.  
N/A   1
2 
3
4
5


 




                                                         



                         






Poor

             Average          

      Excellent
Agency Overall Rating.
1
 
2
          3

     4

         5

Comments: 

Student's Signature: 
               Date:  _________________


AFFILIATION AGREEMENT FOR INTERNSHIP EXPERIENCE
This Agreement is entered into by and between The University of Scranton, a Pennsylvania nonprofit corporation, hereinafter called “University”, and ____________ _____________________________________________________, hereinafter called “Agency.”

WITNESSETH:

WHEREAS, the University, in need of internship sites for students in its Department of Exercise Science and Sport, has expressed its interest in using the facilities of the Agency; and 

WHEREAS, the Agency has such facilities and desires to have Counseling and Human Services students train at such facility;

NOW THEREFORE, in consideration of these promises and of the mutual agreements set forth herein, the University and the Agency agree as follows:

The University and the Agency mutually agree:

1. to establish the educational objectives for the internship experience, devise methods for their implementation, and evaluate the effectiveness of each;

2. not to discriminate against students covered by the Agreement on the basis of race, color, sex, creed, age, national origin or nondisqualifying disability; and 

3. that the University and the Agency shall comply with the provisions of the Family Educational Rights and Privacy Act of 1974, as amended (FERPA) and treat all information about students as confidential.  No reference or transcripts pertaining to students in the program shall be provided to a third party by the University or the Agency without written authorization from the student.

The University agrees:
1. to assume responsibility for assuring continuing compliance with the educational standards established by the Department of Exercise Science and Sport of the University;

2. to establish and maintain communication with the on-site supervisor of the Agency on items pertinent to the specific internship program.  On-site visits will be arranged where feasible;

3. to discuss with the on-site supervisor of the Agency, at a time mutually agreed upon, the students who have selected the Agency as their internship site, including the level of academic preparation and length and dates of the internship experience;

4. to advise the student of the responsibility for:

4. complying with the existing pertinent rules and regulations of the Agency, and 

4. conforming to the standards and practices established by the University for students doing internships at the Agency;

5. to make available for internships University students who are covered by the University’s professional liability insurance policy;

6. to review the student’s log of weekly activities and reactions to them; and 

7. to abide by, and have its student(s) abide by, any additional requirements imposed by the Agency, as attached hereto as Exhibit A [___Attached; ____ Not attached].

The Agency agrees:
1. to designate as on-site supervisor the staff member who will be responsible for the planning and implementation of the internship experience;

2. to provide the physical facilities and equipment necessary to conduct the internship experience;

3. to have available a written description of the internship experience being offered;

4. to advise the University of any changes in the personnel, operation, or policies of the Agency which may affect the internship experience;

5. to determine and notify the University of the number of students which the Agency can accommodate during a given period of time;

6. to provide the student intern with a copy of the Agency’s existing pertinent rules and regulations with which the student is expected to comply;

7. to make available, whenever possible, first aid for the assigned student, if necessary (the student to be otherwise responsible for his or her health care);

8. to review the student’s log of weekly activities and reactions to them;

9. to advise the University at least mid-term of any serious deficiency noted in the ability of the student intern to progress toward achievement of the stated objectives of the internship experience (it then becomes the mutual responsibilities of the student intern, the internship supervisor, and the University coordinator to devise a plan by which the student may be assisted to achieve the stated objectives); and 

10. to have the right, exercised with the consent of the University, which will not be unreasonably withheld, to terminate any internship where the student’s performance  or activities are or have been detrimental to the agency or to the achievement of stated objectives of the internship experience.

Term of Agreement and General Provisions
10. Both parties understand that internships are usually one semester in length, the student selects the site, and placements are at the discretion of the University.  This Agreement shall be effective when executed by both parties for a period of one (1) year and shall be automatically renewed annually unless otherwise terminated by written notice by one of the parties in accordance with paragraph three (3) below.

10. This Agreement may be changed only by written amendments signed by both parties hereto.  Any attempt to amend this Agreement without mutual written consent shall be void.

10. If either party wishes to terminate this Agreement, it is understood that written notice of at least one (1) month must be given to the other party.  Any notice required by this Agreement shall be given to the Administrator of the Agency or the Dean of the Panuska College of Professional Studies of the University by the notifying party.  Said notice shall be in writing, postage prepaid and shall be personally delivered or sent by certified mail, return receipt requested.  The notice shall be effective on the date personally delivered or the date of receipt indicated on the return receipt, as the case may be.

10. The Agency and the University are independent entities.  Nothing in this Agreement shall be construed to create a relationship of employer and employee, principal and agent, joint venturers, partners or any relationship other than independent contractors.

10. Nothing in this Agreement is intended to or shall create any rights or remedies in any third parties.

10. This Agreement may not be assigned without the express written consent of both parties.  Any attempt to assign this Agreement without mutual written consent shall be void.

10. No failure by either party to insist upon the strict performance of any term of this Agreement shall constitute a waiver of any breach of such term.  No waiver of the breach of any provision of this Agreement shall be deemed a waiver of any other breach of the same or a different provision.

10. This Agreement contains the entire agreement between the Agency and the University relating to the rights granted and the obligations assumed by this Agreement.  Any prior agreements, promises, negotiations or representations, either oral or written, relating to the subject matter of this Agreement not expressly set forth in this Agreement are of no force or effect.

10. This Agreement shall be governed by the laws of the Commonwealth of Pennsylvania.

IN WITNESS WHEREOF, the University and the Agency have caused this Agreement to be signed by their respective administrators on the dates noted below.

THE UNIVERSITY OF SCRANTON
AGENCY _____________________

______________________________

By: _______________________
By:___________________________

Name: Debra A. Pellegrino
Name: ________________________

Title: Dean, Panuska College of Professional Studies
Title: _________________________

  Date: ______________________



Date: _________________________

Coordinator of Internship Program
Agency Contact

Telephone No. (570)941-7111
Telephone No. _________________

Curriculum Proposal Signature Sheet





Additional Signatures





______________________________ ______________________________________________  ____________   


                                          Department                                                                                                                        Signature                                                                                                   Date 





______________________________ ______________________________________________  ____________   


                                          Department                                                                                                                        Signature                                                                                                   Date                                         





______________________________ ______________________________________________  ____________   


                                          Department                                                                                                                        Signature                                                                                                   Date                                         








This course is taken during the Spring Semester of the senior year for Community Health Education (CHED) majors.  The internship is a culminating learning experience providing students with the opportunity to use the concepts, techniques and theories learned in the classroom in a professional community health education setting.  





Senior CHED majors, all core major CHED courses completed, internship coordinator approval, Accumulative GPA of 2.5 and current First Aid & CPR certification


Students need the academic content to adequately be prepared to learn in a professional community health education setting.  








The 240-hour supervised internship is designed to provide an opportunity for students to use the concepts, techniques and theories learned in the classroom in professional community health education settings.  Students are assigned tasks that enable them to develop competencies and increase their skills as entry-level health educators.  (Prerequisite:  Senior CHED majors only, all core CHED courses completed, Internship Coordinator approval, accumulative GPA of 2.5, First Aid & CPR certification as required by internship site.








EXSC 380, Internship is Exercise Science


HADM 380, Internship in Health Administration








None





None





( Humanities (CA)         ( S/B Sciences (S)               ( Cultural Diversity (D)                                                                      


( Humanities (CH)         ( Natural Science (E)           ( Writing Intensive(W)


( Humanities (CL)          ( Theology/Phil  (P)


( Humanities (CF)          ( Quantitative Reasoning (Q) 





			











