
Course Numbers and Titles

BUS 290
Fashion Internship I

BUS 498
Business Internship I

HA 290

Hospitality Internship I

HA 390

Hospitality Internship II

INT 390

International Internship

MUG 390
Music Internship

Course Description

Internships provide real-world work experience where students take on temporary roles as professional workers in an organization related to the student’s discipline and reflect upon and document this experience in an academic setting.  Internships support the overall educational purpose of Lynn University to produce graduates who possess the knowledge, confidence, competencies, and ethical consciousness to assume positions of responsibility and leadership as productive, global citizens prepared for life-long learning.  Internships enable students to apply their classroom learning to an actual professional work setting.  The internship course is designed to offer career preparation and development for students to meet the needs of a demanding professional environment

Course Objectives

1. Students will develop individual goals and objectives for their internship (measured by completion of the Learning Goals and Objectives Form).

2. Students will assess and document their progress and learning at the mid-point of their internship (measured by completion of the Mid-Term Reflection Paper).

3. Students will document, reflect upon, and gain deeper insight into their career aptitudes and competencies in the areas of: Communication (written and oral); Critical Thinking; Global Awareness; Leadership; Technologies; Self-Directed Learning; Career Readiness; Decision-Making; Social Responsibility; and Responsiveness (measured by completion of the Final Reflection Paper).

4. Students will receive feedback on their performance from their internship supervisor (measured by the Employer      Mid-term and Final Evaluations).

5. Students will conduct an informational interview of someone who works at the internship agency (measured by completing a written summary of the informational interview).

6. Students will provide feedback on their internship experience (measured by the Site Evaluation and course evaluation).

Course Coordinator


Dr. Carol Clyde 

Director of Internships/Assistant Professor

3601 N. Military Trail, Boca Raton, FL  33431-5598

Phone: (561) 237-7288     (     FAX: (561) 237-7937     (     E-Mail: cclyde@lynn.edu
Office Location: Internship Office, Lynn Library, second floor (within the Academic Advising Center).

         Office Hours:  

Walk-in Office Hours (these are the times I am guaranteed to be in my office unless prior notice has been given):

Tuesdays: 1:00 – 6:00 PM

Wednesdays: 1:00 – 3:00 PM 

Specific meeting times available by appointment.

Learning Methodology

On-site work experience will be assessed through personal reflection and professional evaluation.  Ancillary experience includes greater self-knowledge through the internship search and hiring process.  Course content will contribute to professional growth and development.  Professional contacts made during the internship contribute to on-going learning.  

Textbook/Materials  

No textbook is required, although informational readings will be distributed during class and through the Blackboard site.  This syllabus outlines all assignments and requirements.  Note that assignments and evaluations should be returned to the Internship Office according to the schedule in the Evaluation Criteria section on page three.  

No papers or forms will be accepted after Friday, August 22nd at 5:00 PM.  Late papers will not be accepted. 

If a student’s internship hours have not been completed by August 22nd, permission may be obtained for the submission of the intern’s timesheet upon completion of the internship hours.  The timesheet is the only exception to this policy.

Requirements and Evaluation

Attendance and Participation: In addition to the university’s mandatory attendance policy, it is expected that students be regularly involved in class seminars and online discussions/activities.  Attendance for both the monthly seminars and the online activities are calculated into student grades, comprising a total of 20% (10% for monthly seminar attendance and participation and 10% for online attendance and participation). Students are expected to arrive on time to class.  On-line class activities should be completed by Wednesday evenings at 10:00 PM for the week that the activity is due.  Note: The instructor has access to course statistics which indicate how often students are on-line, the amount of time that is spent online, and where students spend their time within the blackboard program.  This information is used in the calculation of attendance and participation grades.

Student Assignments: Students will complete written assignments throughout their internship.  Please refer to the specific instructions for each assignment (see page 4).  Additionally, the student is responsible for completing the Internship Agreement and Learning Goals and Objectives form (which must then be signed by the internship supervisor).  Finally, the student is responsible for completing the Internship Site Evaluation form at the completion of the internship

Employer Involvement: The internship supervisor/mentor must sign the Internship Agreement, Learning Goals and Objectives form and the timesheet.  The supervisor/mentor must also complete and review with the student two written evaluations, one at the midpoint and one at the end of the internship.  

Class Schedule
Students whose internship site is located within fifty (50) miles of Lynn University will be expected to attend monthly class seminars in addition to participation in online activities.  Students whose internship is located more than fifty (50) miles from Lynn University will be involved in weekly activities through the university’s Blackboard system.  To enter the system, go to: http://online.lynn.edu     
Username & Password: These are the same that you use to log in to any computer on campus.

Following is a tentative schedule of class topics and meeting locations:

	Date
	Location
	Topic

	June 11
	Classroom
	Course Overview/Orientation, Blackboard Review

	June 18
	Discussion Board
	 Introductions and Internship Descriptions; Expectations

	June 25
	Classroom
	Stress/Time Management

	July 2
	Discussion Board
	Decision Making

	July 9
	Classroom
	Communication and Making Presentations

	July 9
	
	INTERNSHIP AGREEMENT AND LEARNING GOALS & OBJECTIVES DUE IN CLASS

	July 16
	Discussion Board
	Mid-Term Discussion

	July 23
	Classroom
	Diversity/Working with others

	July 23
	
	MID-TERM PAPER  AND MID-TERM  EVALUATION  

DUE IN CLASS

	July 30
	Discussion Board
	Self-Assessment

	August 6
	Classroom
	Values, Professionalism and Ethics

	August 6
	
	INFORMATIONAL INTERVIEW DUE IN CLASS

	August 13
	Discussion Board
	Networking

	August 20
	Classroom
	Exiting Your Internship & Review/Evaluation of Course

	August 22
	
	ALL ASSIGNMENTS DUE IN INTERNSHIP OFFICE BY 5:00 PM 

	LATE PAPERS WILL NOT BE ACCEPTED UNDER ANY CIRCUMSTANCES


Work Hours and Schedules

Hospitality students are required to work a total of 250 hours at the internship site to receive three academic credits for the course.   Business and Fashion students are required to work a total of 150 hours at the internship site to receive three academic credits for the course.  Work schedules should be arranged with the internship supervisor.  Plans for holidays and school vacations are to be worked out in advance with the student's site supervisor (it is recommended you give at least one month's notice).

Evaluation Criteria and Due Dates

Final grades will be based on the number of points earned for various assignments throughout the semester.  Points will be given for timely submission of assignments as well as the quality of assignments (rubrics for all assignments are available on the blackboard site).  Students should bring their assignments to class the week they are due or hand deliver their assignments and employer evaluations to the Internship Office throughout the semester.  Assignments may also be submitted via fax or 

e-mail.  The following schedule outlines due dates and evaluation criteria for all assignments:


	Assignment
	Due Date
	Points
	Late Penalty
	% of Grade

	Attendance/Participation
	
	40
	
	20.0%

	Internship Program Agreement
	July 9th
	10
	2 points
	5.0%

	Learning Goals and Objectives
	July 9th
	10
	2 points
	5.0%

	Mid-term Reflection Paper
	July 23rd
	15
	3 points
	7.5%

	Employer Midterm Evaluation
	July 23rd
	20
	3 points
	10.0%

	Informational Interview Summary
	August 6th
	30
	3 points
	15.0%

	Final Reflection Paper
	August 22nd
	30
	not accepted late
	15.0%

	Time Sheet 
	August 22nd
	10
	not accepted late
	5.0%

	Employer Final Evaluation
	August 22nd
	25
	not accepted late
	12.5%

	Student Site Evaluation
	August 22nd
	10
	not accepted late
	5.0%

	Total
	
	200
	
	100.0%


Grading Scale

A = 90 – 100% (180-200 pts)


B+ = 86 – 89% (172-179 pts)
B = 83 – 85% (159-171 pts)
B- = 80 – 82% (153-158 pts) 

C+ = 76 – 79% (152-159 pts)
C = 73 – 75% (145-151 pts)
C- = 70 – 72% (140-144 pts)


D+ = 66 – 69% (132-139 pts)
D = 60 – 65% (119- 131 pts)
F = 59% or below (118 pts or under)

Extra Credit Opportunities

All internship students have the opportunity to earn extra credit points during the semester of their internship.  Students may earn a total of 2 (two) points for up to five seminars presented by the Hannifan Center for Career Development (excluding resume writing), for a total of 10 points.  If a Professional Development Certificate is awarded (participation in all five workshops), you will earn a total of 20 extra credit points.  Call the HCCD at (561) 237-7286 or visit their website at http://www.lynn.edu for a schedule.  

Academic Honesty and Integrity

All members of the University community are obliged to adhere strictly to the highest standards of academic integrity in study, research, instruction and evaluation.  Plagiarism, the act of passing off as one’s own work the writing of another, is totally unacceptable.  Any student found guilty of this offense will receive a zero for the paper and an “F” for the course.

Americans with Disabilities Act (ADA)

In accordance with the ADA, persons in need of special accommodations to participate in this class should contact the instructor as soon as possible to discuss appropriate measures.

On-site Work Policies

· Work the hours scheduled.  

· Arrive on time; stay the full time. 

· Do not be late or absent without prior notification to the employer.

· Dress in a professional manner as established at your place of work.

· Act as a professional with your co-workers, supervisors, and clients.

· Respect the confidentiality of any information accessed during the internship.

Note:  Instructor reserves the right to make necessary changes to this syllabus.

Description of Written Assignments

1.  Informational Interview Summary: Students will be required to conduct an informational interview of an individual who works at the internship agency.  Written summaries of the interviews should be submitted by Wednesday, August 6th in class.   Head paper with your name, the internship course number and section, date, and Informational Interview Summary. Individuals that could be interviewed may include the intern’s supervisor, the company president or manager, a colleague, or even a customer or client.  Students should develop their own questions. To receive full credit, your interview summary should be typed and double-spaced with one-inch margins, using Times New Roman 12 point font.  The length of the summary should be three to four pages.  The summary should explain who the student interviewed, why that individual was selected, the questions that were asked, and what was learned from the interview.  Suggestions for interview questions (if appropriate for the individual’s position):

· How long have you worked for the organization?

· How did you get started in the industry?

· What has been your career path?

· What do you like most/least about working in this company/industry?

· What suggestions do you have for someone who is considering a career in this industry?

2.  Mid-term Reflection Paper: Submit this essay by Wednesday, July 23rd in class.  Head paper with your name, the internship course number and section, date, and Mid-term Reflection Paper. The paper will be evaluated on content, clear communication of ideas (writing style), depth of thought, grammar, spelling, and timely submission.  Using complete sentences, give your answers and reflections on the questions below in separate sections. To receive full credit, your paper should be typed and double-spaced with one-inch margins, using Times New Roman 12 point font.  The length of the paper should be four to five pages.  Please staple pages in upper left-hand corner – it is not necessary to use a report cover.  Address the following questions:

I.
What are the goals and functions of the organization for which you work?

II. What are your internship duties and responsibilities?

III. What is your progress on your established learning goals and objectives?  What have you learned to this point?

IV. How does the experience you are receiving match your expectations about the internship?

V. How would you evaluate your internship at this point?  

VI. What will you do during the remainder of the semester to learn and do more at your internship site?

3. Final Reflection Paper:

Submit this essay by Friday, August 22nd at 5:00 PM.   Head paper with your name, the internship course number and section, date, and Final Reflection Paper. The paper will be evaluated on content, clear communication of ideas (writing style), depth of thought, grammar, and spelling.  Using complete sentences, give your thoughts and reflections about the competencies below in separate sections and include suggestions for improvement as appropriate.  Clear examples should be used in all areas to address the specific topic.  To receive full credit, your paper should be typed and double-spaced with one-inch margins, using Times New Roman 12 point font.  The length of the paper should be seven to nine pages.  Please staple pages in upper left-hand corner – it is not necessary to use a report cover.  Address the following areas:

Communication (Written and Oral): How did you communicate with others?  How do the departments communicate with each other? How does the firm communicate with customers?  Is these methods effective? 

Critical Thinking: How did you improve your critical thinking skills (analysis, problem solving, etc.)?

Leadership: Who are the leaders at the firm?  How do they transmit the company’s mission to the employees?  Were you and the other employees focused on the mission and motivated?

Technologies: What experiences did you have with technology before your internship, and what new knowledge have you gained?  List computer programs or other technologies learned on the job.  How much influence did technology have on the firm?

Self-Directed Learning: Describe the management style of your supervisor(s).  How did he/she help you set and achieve goals?  What skills did you gain in project organization, teamwork, and time management?  In what ways did you help yourself learn?

Career Readiness: Describe the skills and education necessary to initially enter this job and/or field.  How do you meet these requirements?

Decision Making: Were you responsible for making any decisions concerning the firm?  Explain.

Responsiveness: Comment on your personal and professional growth throughout the internship. What did you learn about yourself (aptitudes, abilities, personal qualities, etc.)?  What did you learn about your chosen profession? What did you learn about others?

Course and Educational Impact: How did your involvement in the internship seminar and in your other classes impact the internship?  What were the most valuable aspects of the seminar in relationship with the internship?  How could the course be improved to have a more meaningful impact?

Summary: Describe your overall feelings about the internship. Would you recommend this internship to others? Why or why not?

Internship Class Grading Guide

*full rubrics available on Blackboard (in the course documents section)

Internship Program Agreement

Points Possible: 10 (2 points late penalty)

Completion: Form Completely filled out = 5 points

Signatures: All signatures = 3 points

Timeliness: On-Time = 2 points

Learning Goals and Objectives

Points Possible: 10 (2 points late penalty)

Goals: Goals are stated clearly and are applicable to internship = 3 points

Objectives: Objectives are stated clearly and are applicable to internship = 3 points

Signatures: All signatures = 2 points

Timeliness: On-Time = 2 points

Informational Interview Summary

Points Possible: 30 (3 points late penalty)

Heading: Paper has the required heading (name, the internship course number and section, date, and “Informational Interview Summary” at the top) = 2 points

Questions: The questions that were asked are stated clearly and show creativity and thought on the part of the student; adequate description of the questions and answers are given = 10 points

Summary: The summary explains who was interviewed, why that individual was selected and what was learned from the interview = 10 points

Format & Grammar: Paper is typed and double-spaced with one-inch margins, using Times New Roman 12 point font; length is three to four pages; paper does not have any significant grammatical errors = 5 points

Timeliness: On-Time = 3 points


Mid-term Reflection Paper

Points Possible: 15 (3 points late penalty)

Heading: Paper has required heading (name, the internship course number, date, and “Mid-term Reflection Paper” at the top) = 1 point

Content & Writing Style: Paper addresses all required questions; provides a means for the clear communication of ideas = 8 points

Format: Paper is typed and double-spaced with one-inch margins, Times New Roman 12 point font; length is four to five pages = 1 point

Grammar: Paper does not have any significant grammatical errors = 2 points

Timeliness: On-Time = 3 points

Employer Mid-Term Evaluation

Points Possible: 20 (3 points late penalty)

Grade From Employer:

A = 20 points
B+ =18 points
B = 17 points
C+ = 15 points


C = 14 points
D+ = 13 points
D = 12 points
F = 0 points
Employer Final Evaluation

Points Possible: 25  (0 points if submitted after deadline)

Grade From Employer:

A = 25 points
B+ =22 points
B = 20 points
C+ = 19 points


C = 18 points
D+ = 16 points
D = 15 points
F = 0 points
Time Sheet

Points Possible: 10  (0 points if submitted after deadline)

NOTE:  The internship will not be graded if the Time Sheet is not submitted as proof that hours were completed at internship site.

Completion: Time sheet is completely filled out; all hours are documented = 7 points

Signatures: Time Sheet is signed by both intern and supervisor/mentor= 3 points
Student Site Evaluation

Points Possible: 10  (0 points if submitted after deadline)

Completion: Form is completely filled out, with useful written information provided regarding the internship site             = 8 points

Signatures: Evaluation is signed = 2 points
Final Reflection Paper

Points Possible: 30  (0 points if submitted after deadline)

Heading: Paper has the required heading (name, the internship course number, date, and “Final Reflection paper” at the top) = 2 points

Content & Writing Style: The paper addresses all required questions (see syllabus); provides a means for the clear communication of ideas = 22 points

Format: Paper is typed and double-spaced with one-inch margins, using Times New Roman 12 point font; length is eight to ten pages = 3 points

Grammar: Paper does not have any significant grammatical errors = 3 points
Attendance and Participation Grade

Points Possible: 40

Grade is based on class attendance/timeliness, participation in classroom activities, online assignments, discussion board postings and responses to other students’ postings.
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