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Course Description

The internship experience is designed to enhance the curricula of the College of Business and Economics.  The program offers a joint opportunity for business executives and business and economics faculty to enhance the education of future business leaders for the global environment.

Internships provide an on-the-job learning experience for students to apply their technical and professional skills to the work situation and to observe organizations in action.  The sponsoring firm is asked to provide a challenging learning experience related to the intern’s concentration in the business and economics field.  The intern works with the internship supervisor at the sponsoring firm and the internship instructor at Longwood to identify the roles and responsibilities for the internship experience.  The instructor and supervisor monitor the activities of the intern and provide guidance to the intern throughout the internship experience.  Some internships are compensated, while others are not.

Prerequisites
To enter the internship program, the student must meet the following prerequisites:

· Cumulative and major GPA of 2.33 or greater
· A minimum of 60 earned credit hours
· Declared business or economics major
· CIMS 370 Principles of MIS course 
· Permission of the internship director
Internship Objectives
The objectives of the internship program are to:

1. Introduce the student to on-the-job experiences providing an opportunity for the student to apply classroom knowledge to the work situation.

2. Prepare the student to make the transition upon graduation from the classroom to the workplace.

3. Provide an opportunity for the student to grow personally and professionally as he/she faces real problems and ethical choices in the work situation.

4. Aid the employer through the services performed by the intern. 

Internship Seminar 

Students are required to attend an Internship Seminar prior to entering the internship program.  The internship director will go over the process for applying for and completing an internship.  (Two seminar sessions will be offered each semester.)

Internship Agreement 

Students must work with the sponsor to complete the Internship Agreement, which defines the roles and responsibilities of the intern.  The intern, supervisor, instructor, and director prior to registering for the internship must sign this form.  

Internship Requirements 

During the internship the intern is required to complete the following:

A. A minimum of 60-80 hours internship work for each credit hour earned.

B. A journal of their daily work activities.

C. Student evaluation of his/her internship by the last day of classes for the semester.

D. Internship Report as assigned by the internship instructor.  

Internship Supervision 

The instructor will contact the supervisor a minimum of two times during the internship.  The director will have at least one contact with the supervisor and intern.  These contacts may be by phone, email, or a visit.  At the beginning of the internship, the director will send the supervisor the evaluation form for evaluating the intern’s work.  This evaluation must be completed and submitted to the director by the last day of classes for the semester.  

Grading

In order for the intern’s file to be transmitted to the instructor for grading, the file must be complete.  The intern will be graded based on the following:
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The Instructor’s Evaluation   (Linda K. Lau, laulk@longwood.edu, 434-395-2778) 

The instructor’s evaluation is based on the completion of the following:

1. The student must send three e-mails to the instructor: on the first day/week of work, internship-in-progress, and on the last day of internship.

2. Upon completion of the internship, the student must send a thank-you letter to the supervisor (a copy of the letter must be submitted to the instructor).

3. A photograph of the intern and the supervisor in front of the company building with the company’s name/logo.

4. An exit interview.

Additional Requirements

1. Everything (the daily journal, internship report, supervisor’s evaluation, self evaluation, thank-you letter, photo, etc.) is due one week after the completion of the internship.  Everything must be mailed in hardcopy to the instructor’s office at the College of Business and Economics (except the supervisor’s evaluation, who is allowed to use the Web evaluation form). No e-mail attachments are accepted. 

2. If the internship instructor did not receive the package by the end of the second week after the completion of the internship, the student will automatically receive a grade lower than the final grade as a penalty for late submission.  Therefore, students who may experience any problem in mailing in the package on time must inform the internship instructor of the situation.
3. It is the intern’s responsibility to ensure that the supervisor submits his/her supervisor evaluation.  

* Internship Report 

1. A ten-page, double-spaced, internship report is required for a 3-credit internship, a 7.5-page report for a 2-credit internship, and a 5-page report for a 1-credit internship.  Use 1” margin all round, 11-font size, and headings and subheadings.
2. Your report should include the following:  Describe the employer and the work environment of your internship.  Describe what you did for your internship, in general.  Describe at least one project that you completed for your employer.  What did you like best and least about this working experience?  How did your business course work prepare you for this internship?  (or not?)  What did you learn about yourself while completing your internship?  Is there anything else you thought were important to your internship?
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