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0A 2240 - INTERNEHIP

TEXTS: Farms and instructions are provided, Instructor, in consultation with
the student, will arranga placement.

PREREQUISITE: The student shall have successfully completed five courses in the
Diploma Program.

COURSE Provides the opportunity for the studant to work In

DESCRIPTION: & supervised office environment and apply skills and knowledge
learned in the program. A minimum of 120 hours of wark experience
gver one semestar is required.

COURSE Ta The students shall apply the knowledge,
OBJECTIVES: technical and interpersonal skills knowledge they have
acquired in the program,

2. The student shall assess how the various functions of the
cifice are integrated and coordinated to provide service 1o
internal and extemal customers.

& The student shall practice good eoral communication and
imerparsanal relations.

4, The student shall receive on-the-job performance evaluation
from wark experience employer(s}.

5 The student shall review and interpret the on-the-jab
evaluation and fogether with the facully advisor determine
means and ways of overcoming any perceived coportunities
for improvemant,

&. The student shall analyze the internship in detarminng thele
carzer goals and future employment,
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0A 2240 - Internship

COURSE |

1. The students, in consultation with faculty OUTLINE;

advisor, shall determine [l Lumpany with wnam work exparience shall take

place.

GRADING:

~Winter-1993 —

2. The student, faculty advisor, and cffice supervisar will maet to
determine the work experience componenl, hours of
employment, remunearation if any, evaluation procedures, ate.

3, An evaluation seminar with the studant, faculty advisor, and
office supervisor should ba schaduled for approximately hali-
way through the office exparience time and one gt the gnd of
the employment.

4. Student is required to hand In Weekly Raports during the

employment period on a regular basis and retain g copy for
their final own records,

5. After the complation of the work expernence, the siudent shall
prepare a final report. The length shall prepara a final repart.
The length shall be a minimum of two and a maximum of five
double-spaced typewritien pages. The rapart should have a
titte page consisting of studant's name, company and date.
The contents should summarize tha specitic work elements
that the student performed and knowledge gained. As wall
the student should evaluate their own abilities 1o perfaerm the
expeclations of the internship and thair training in the
program,

B. Beth the supervisor and the student are required to notify the
instructor immediately if there are any problems ¢r concearns
they are not able 1o resolve. At the request of either the
employer or the student the internship may cease and
alternative arrangements will be made for the student 1o
completa her internship.

if the studant has satisfacterily met the expectations of supernvisor
and the faculty advisor during the work experience period, the
student shall receive Credit for the course. Na grada shall ke
assigned io this course.



