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Objectives
Credit for internships is granted in order to help students accomplish three important goals: (1) to
enhance and build upon study in the discipline; (2) to help build skills useful for future coursework and,
eventually, professional life; and, (3) to encourage students to explore career possibilities and enhance
their prospects for future employment.
The purpose of the course assignments is to help you meet the above objectives in addition to any
personal ones that you may have. It is very important that you understand and accept the concept that
credit and grades for internships are based upon knowledge and skill acquisition, not just job
performance. The course work for this class is designed to help measure what you have learned in the
internship and, thus, is the principal vehicle for determining your grade for the credit. All assignments
will be as closely related as possible to your internship.
Success in this course will depend upon your strong performance in each of the following areas.
First, it is necessary to be reflective about your experience in the internship and be able to link what you
are observing to theories, concepts or principles studied in previous courses. In this sense the internship
becomes a laboratory in which you test those things you have only examined abstractly in on-campus
classes. Second, you must be able to think and write analytically, not just descriptively, about your
experience. Students whose writing is only descriptive should expect to receive no more than a C grade
for the course. Third, you must be able to communicate your thoughts effectively according to the norms
and conventions for upper-division college writing. This means that all of your assignments must be well
written and free of mechanical or style errors. Students whose writing does not conform to the standards
for good writing should expect to receive no more than a B grade for the course. Fourth, much of the
course work requires you to be self-directed, it is important that you keep track of deadlines and submit
the assignments on time. The assignment schedule is intended to have you examine and reflect on various
aspects of the experience at key times in the internship. The effectiveness of the assignments is
diminished if they are submitted late. Finally, you must be a hard working, reliable, competent staff
member for your experience provider (employer). While most of your grade will be based on the written
assignments you submit. A poor work performance, failing to keep commitments or violating your
experience provider's rules will result in a poor grade for the credit.

Grading
This course is letter graded. Because some of the assignments are submitted after grades are due,
you may initially receive a T grade for the course. This is a neutral grade that will not effect your grade
point average. Shortly after the deadline for submitting all of your work, the letter grade for the course
will be posted to your transcript. Should you fail to complete the required work by the deadline indicated
in the assignment schedule a grade change will be submitted based upon the work received up to that
point. Students planning to graduate at the end of the semester will need to complete all assignments by
the last day of finals if they wish to have their grades submitted in time to meet the university deadlines
for graduation.

One note of caution, students completing internships for credit occasionally misunderstand the
importance of the reports and written work in determining their final grade. Usually this
misunderstanding is due to assuming mistakenly that the credit will be an "easy A," resulting from just
having performed well in the internship. Avoid this error and remember that your supervisor's evaluation
counts for only a portion of the final grade. The academic work you submit is a major vehicle for
evaluating what you have learned and for determining your grade. These papers and reports must be well
written and will be rigorously graded. Unless your academic work is of a superior quality, just having
worked hard in the internship will not guarantee you a satisfactory outcome for the course.
The grades will be weighted as follows, depending on the number of credit hours you take:
1 Credit Hour
·
·
·
·

Weekly Emails = 10%
Mid-internship Self-assessment = 15%
Portfolio (6 entries) = 35%
Final Supervisor Evaluation = 40%

2 Credit Hours
·
·
·
·

Weekly Emails = 10%
Mid-internship Self-assessment = 15%
Portfolio (9 entries) = 40%
Final Supervisor Evaluation = 35%

3 Credit Hours
·
·
·
·
·

Weekly Emails = 10%
Mid-internship Self-assessment = 10%
Portfolio (12 entries) = 30%
Reading list, field notes, research paper = 20%
Final Supervisor Evaluation = 30%

Assignments
All of these assignments should be correlated as closely as possible with your internship. The opinion
piece you write should have something to do with issues you are learning about in your internship, for
example. Or perhaps should focus on the good that your organization can do in the world, or problems it
faces in carrying out its mission. The research design should be related to things you are learning about in
your internship, or that you want to know more about. And so forth.
NOTE: YOU, the student, are responsible for turning things in on time without any reminders

from me, and for asking me for exam questions a week before the exams are due. Please note all
due dates below. I will penalize late papers and exams even though I have forgotten about them
too and have not reminded you of upcoming deadlines. It is your job to be pro-active in meeting
deadlines. I will adjust deadlines if you ask me ahead of time with good reason.
Weekly E-mails

Each Friday you must e-mail the faculty director (and CC a copy to the student facilitator). The
faculty director will sometimes respond to each e-mail and will ask questions meant to engage
and encourage you to make connections and think more analytically. Your e-mail should follow
this rubric:
 Discuss your internship duties.
 Discuss what projects relating to the internship you have completed during the week.
 Explain what deadlines (from your research schedule) you have completed or are
working on.
 Discuss what you are doing to move your assignments forward.
 Ask any questions regarding your research and coursework.
 Provide some analysis: why do things work the way they do in your office? Why do
things work the way they do in the part of the world that your office is attempting to
maintain or change or research? Identify interesting issues or puzzles related to your
work and comment on them. Be curious, explore, relate to your previous course work, be
intellectually engaged.
You may also include any personal comments about fun activities or trips; however, it is not
required and should in no way take up the bulk of your e-mail.
Mid-internship Assessment

When you have completed one half of your internship, complete the mid-internship assessment
and e-mail it to the faculty director. Write a two to three page paper that addresses each of the
following points:









What are you doing well in your internship?
In what ways do you need to improve in the internship?
Are you satisfied with your work assignments? Why or why not?
Describe your relationship with your work supervisor or co-workers. Is there anything
you need to do to improve those relationships?
Briefly summarize the knowledge and skills you have gained or improved since
beginning the internship.
How has the experience challenged the assumptions you had prior to the beginning of the
internship about working for this or similar organizations?
If there are any problems (i.e. relationships, work assignments, other issues) with the
internship, what have you done to resolve them? Are there any left unresolved?
So far, what have you done for your own personal research? What problems have you
come across? What do you still need to do to be able to write your final paper?

You are not limited to the questions listed above and you may address other issues concerning
your internship experience thus far.
Research Paper

Write a 10-15 page research paper on an issue related to your internship. Ideally this
paper will grow out of one or more of the work assignments in your internship. This paper is not

simply a “term paper” in which you summarize well-known existing information about a topic
from a variety of sources. Rather, it is a research paper in which you attempt to collect and
analyze original, highly contested, or relatively less well-known information. Your analysis
should build on others who have answered similar questions but should go beyond them in some
way. The paper should emphasize primary source research (e.g. interviews with relevant
knowledgeable people or data you collect as part of the internship). Discuss the paper's topic
with your work supervisor and see whether he or she is willing to do to help you gain access to
the data needed to complete the paper. Hopefully the paper will be something that you could
also leave with your experience provider. The final draft of this paper is due approximately two
weeks after the conclusion of the internship by the date indicated in the assignment schedule.
As part of the research project, you will submit your field notes. This does not count
toward the 10-15 page limit. The idea here is to summarize information in small pieces that
could later be woven together into a greater whole in the form of a report or a paper. Each field
note should be 1-2 pages, single spaced. Each field note should consist of a summary of what
you learned from a particular research source. That source could be a secondary source such as a
book or a scholarly journal article, an interview, a dataset, a group of documents, a set of
speeches, etc. The source should shed light on your research question and should be rich enough
to justify a page or two of notes. Carefully document your source, including everything you
might possibly need to know about it in the future for a bibliography or for retracing your steps
after your source grows cold.
Finally, in the first two weeks of the internship – and preferably before you leave – you
will draw up bibliography of items you will read to help prepare you for the experience as well
as the paper. The page count of the bibliography should be at least 1,000 and you should plan on
reading these items by the end of the first month of the internship.
Portfolio

Over the course of your internship you will increase your skills and knowledge in a
variety of areas. Documenting this growth can be both rewarding and interesting, particularly in
the months and years after the internship when you will want to have some tangible evidence of
your experience. A portfolio is a good way to document your work and illustrate your
knowledge and skill development.
A good portfolio can contain a variety of entries, including correspondence (both
memoranda and letters), reports written for your supervisor or other staff in the organization,
notes on meetings or projects, or other general observations from your experience. Include
anything that you feel demonstrates your skill or knowledge acquisition in the internship. Be
careful not to include anything that might be considered confidential unless you have your work
supervisor's permission to do so.
Entry cover page. Each entry in the portfolio must include a typed cover page with a
section (paragraph) addressing each of the following...
· an explanation of the entry,
· the skills (e.g. writing, interpersonal, computer, analytical, research, quantitative, etc.) and/or
knowledge that you have gained or improved as a result of working on this entry, and
· any questions raised or ideas for future investigation (either during the internship or later) that

have come to you as a result of having worked on this entry. If possible, in this section state a
concept, principle, etc. from your previous on-campus course work that relates to the entry.
Give thoughtful attention to your response to the third section. Your answer to this question is
significant and will be used to evaluate whether or not you are reflective about your work and its
relevance to previous course work in the discipline.
The cover pages should be written over the course of the internship at the same time the
portfolio entries are completed. It is less effective (and strongly discouraged) if you write them
all at the end of the internship just prior to submitting your portfolio.
Internship summary paper. At the beginning of the portfolio include an internship
summary paper in which you describe...
·
·
·
·

knowledge you gained of institutions, processes, concepts related to previous study;
skills you improved or acquired;
understanding of career possibilities you acquired; and
your personal growth from the experience.

Reference the entries in your portfolio as evidence of your development in the above areas. This
paper need not be long, but should be of sufficient length to show that you have been reflective
about your experience and to explain why the internship was meaningful for you and how it
enhanced your education. You may wish to share a copy of this paper with your work
supervisor.
Format. Assemble the portfolio in a three-ring binder and submit it to the Washington
Seminar Faculty Advisor by the deadline indicated in the assignment schedule. The presentation
should be professional and organized. Ten percent of the portfolio grade will be based on the
quality of the presentation.
Grading Criteria. A portfolio deserving of an A grade will have at least 12 entries with
well written, reflective cover pages and summary paper. It will be well organized and
professionally presented. Portfolios that are lacking in any of the above qualities, but have
reflective cover pages and summary paper will merit a B. Those that are merely descriptive or
have few entries will receive only a C grade.
Supervisor Evaluation

This is a final evaluation of your job performance completed by your work supervisor.
Guidelines that your supervisor should follow in completing the evaluation are found at the end
of this syllabus. Be sure your supervisor has a copy of them. Note: You are ultimately
responsible to ensure that the completed final evaluation is submitted to the faculty director.
Due Dates

Week 2. Reading List
Week 7. Mid-internship self-assessment paper

Week 12. Field Notes
Three weeks after conclusion of internship. Research Paper, Portfolio, Final Supervisor
Evaluation.
EXHIBIT A
STUDENT AGREEMENT BRIGHAM YOUNG UNIVERSITY
The student hereby agrees to the following:
1. Be enrolled as an internship student.
2. Comply with all Experience Provider rules, policies and procedures.
3. Complete the internship during the dates specified unless modified by the Experience
Provider and BYU. Students who feel they must leave or not start an internship for
which they have registered must do the following: (1) Consult the BYU
department/college internship coordinator or faculty member supervising the internship
and explain their reasons for wanting to discontinue the internship. (2) If the department
agrees with the student’s decision, the internship provider must be given appropriate,
timely notice about the discontinuance. (3) If the decision to discontinue comes after the
drop deadline, the student must petition to quit the internship. (4) If the student has
received money from a BYU college or department to help defray expenses associated
with the internship, the student may be required to give back an amount commensurate
with the time not spent in the internship. Students who leave internships early without
notifying their BYU supervisor and the internship site supervisor may receive a low or
failing grade for the internship and may be blocked from registering for future internships.
4. Work conscientiously under the direction of the supervisor assigned by the Experience
Provider, submitting all reports and assignments as required.
5. Report serious problems, including physical, safety and personnel, to the Experience Provider
supervisor and the BYU Internship Coordinator.
6. Complete all BYU academic assignments and course work as outlined by the applicable
department.
7. Adhere to BYU’s Honor Code and the Experience Provider’s Standards of Personal Conduct
and Dress and Grooming Standards.
8. Receive and read a copy of the Internship Master Agreement between BYU and the
Experience Provider. I acknowledge that it is incorporated by reference into this
Agreement and that I am bound by such terms and conditions therein which specifically
apply to interns.
9. Consult with my personal physician in regard to necessary immunizations and any other
medical matters relating to my participation in the internship program.

10.

Authorize BYU’s designated representative to grant permission for my necessary medical
treatment for which I will be financially responsible if, during my participation in the
program, I become incapacitated or otherwise unable to provide consent to medical
treatment and advance consent cannot be obtained from my family.

11.

Participation as an intern may involve risks not found in study at BYU. These include
risks involved in traveling to and returning from place of internship; different standards
of design, safety, and maintenance of buildings, public places, and conveyances; local
medical and weatherconditions.
IrepresentthatIhavemademyowninvestigationandamwillingtoaccept these risks.

12.

Be personally responsible for all housing, transportation, study, and other arrangements
in connection with my internship and personally bear all associated costs. In addition, be
personally responsible for any financial liability and obligation which I personally incur
and for any injury, loss, damage, liability, cost or expense to the person or property of
another which is caused or contributed to by me during my participation in the internship
program. I understand that BYU does not represent or act as an agent for, and cannot
control the acts or omissions of, any host institution, host family, transportation carrier,
hotel, tour organizer, or other provider of goods or services involved in the internship. I
understand that BYU is
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not responsible for matters that are beyond its control, including, without limitation, strikes, war,
loss, or theft of personal belongings, delays, weather, acts of God, governmental restrictions or
acts, errors, or omissions of third party providers of goods or services.
13.

Abide by all applicable laws. I understand I must personally attend to any legal problems
I encounter or incur as an intern.

14.

Acknowledge and agree that BYU is acting as an internship facilitator only and that BYU
will be neither responsible for nor held liable for any claims, disputes, losses, damages,
injuries, adverse events or outcomes arising out of or caused by the internship, including
but not limited to such claims, disputes, losses, damages, injuries, adverse events and
outcomes caused by Experience Provider’s actions, inactions or negligence, even if BYU
has been advised of the possibility of such.

15.

Acknowledge and agree that as an Intern, I am placed with the Experience Provider in
order to receive educational experience as part of my academic curriculum; my duties
performed as an Intern are not performed as an employee of the Experience Provider but
rather in fulfillment of the academic requirements of my educational experience and are
to be performed under direct supervision by the Experience Provider’s personnel. To the
extent allowed under state and/or federal law, neither the Experience Provider nor BYU
is required to provider worker’s compensation coverage for my participating in this
educational experience.

16.

Acknowledge that all creative work performed as part of my internship shall be

considered a “work made for hire,” and that all copyright and other intellectual property
rights in any such original creative work produced by me shall be owned entirely by the
Experience Provider. Further, I agree not to utilize, incorporate, or otherwise make use of
any pre-existing intellectual property and/or trade secrets of Brigham Young University
in the creative work or internship performance without the express written permission of
Brigham Young University.

