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Department of Political Science
51B 328
(320) 308-2162-Voice
(320) 308-5422-FAX 
INTRODUCTION

The Department of Political Science is pleased to offer SCSU students an internship experience.  The Political Science Internship Program seeks to integrate liberal arts education into vocational training and lifework planning.  Department faculty members have created an internship program that translates classroom theory into real-world practice.  Students who successfully complete an internship not only will achieve these goals, but will gain practice in the job search process and lay a foundation for future job placement.

An internship is not simply a job that a faculty member finds for a college student.  It is an integral part of a student’s course of study.  All Public Administration majors are required to complete a nine-credit internship as the capstone of the major.  Political Science students may take a nine-credit internship but only six hours count toward the major requirements, while three count toward general university electives.  International Relations majors may also serve a nine-credit internship, but only three may count toward degree requirements, while six may count toward general university electives.  The Department will not grant credit for some experience or activity already completed, nor will it grant credit for something a student has already begun.  An internship should provide students with a new, challenging experience.  


PURPOSE AND GENERAL REQUIREMENTS

An internship must be based on a carefully thought out plan of study.  The internship is a means for students to apply traditional coursework in a work setting.  Admission to the internship program is based on permission.  Generally, a student should have completed most of their required coursework.  Minimally, a student should have completed 60 hours of the 120 required to complete the bachelor’s degree.  Depending on the internship, certain pre-requisite courses or equivalents may be required before the internship is begun.

Students may serve an internship during any semester.  Most students elect to serve their internships in the summer.  Generally, a student works 112 hours for 3 credits; 224 hours for 6 credits; and 336 hours for 9 credits.  The work schedule itself is arranged between the student and the site supervisor and is approved by the internship coordinator.

In terms of what interns do at an internship site, it depends on the needs of the site and the student’s learning requirements.  Interns are not expected to be “gophers” nor are they expected to independently run an organization.  Assignments should be entry-level professional positions.  The specific duties of the internship will be developed between the department internship coordinator and the site supervisor.  A written learning agreement between the student, internship coordinator, and site supervisor is required and will specify the student’s work assignments.  

An ideal internship should include an orientation to the agency, institution, or office.  Interns should be assigned activities that allow them to use and develop research, analytical, writing, and public speaking skills.  These assignments should be valuable to internship site and not time and resource waste.  Ideally, an intern should complete a variety of assignments with different levels of difficulty, so that the intern’s skills fully develop.  Finally, interns should be able to attend public and staff meetings and other relevant out-of-office activities to learn firsthand how decisions are made. 


SUPERVISION

The internship site supervisor is the intern’s work supervisor who, in addition to scheduling and monitoring work performance, also acts as a mentor.  If possible, the department internship coordinator will meet with all interns and their site supervisor at the beginning and end of the internship, and maintain regular contact during the semester.  Interns should not hesitate to contact the coordinator concerning any questions during the internship.  The site supervisor will supply a detailed written or oral evaluation of the intern’s work performance at the end of the internship.


EVALUATION AND CREDITS

Interns take Political Science 444 for credit.  A student generally may take 3 to 9 credits.  Public Administration majors must take a nine-credit internship at a public or non-profit site.  Grading is on a Satisfactory/Unsatisfactory basis only.  The final grade will reflect the performance evaluation given by the site supervisor and by the internship coordinator.  All interns are required to a portfolio.  The department internship coordinator, in consultation with the student, will determine the focus and content of the portfolio. See Internship Portfolio details.  All interns will be asked to provide a course-type evaluation of the internship experience as part of their portfolio.  


COMPENSATION

Students often receive compensation during their internships.  However, it is not expected that interns will receive compensation.  Since students do not normally receive compensation for academic courses, they should not expect to be paid while serving an internship.  The learning experience and credits are the compensation.  At the same time, if a work site is able to provide monetary compensation, interns may accept it.  Because internships can be a more expensive path to academic credit at St. Cloud State University, the Department offers limited scholarships to assist students serving an internship.


FURTHER INFORMATION

This pamphlet is merely an introduction to the Department of Political Science Internship Program.  If you are interested in further information, please see your academic advisor or the Department’s Internship Coordinator.  

St. Cloud State University:  A tradition of excellence and opportunity

SCSU is an affirmative action/equal opportunity educator and employer.  This material can be given to you in an alternative format by contacting the department/agency listed elsewhere on this brochure.


INTERNSHIP FAQs

Q. What is an internship?
A. An individualized learning experience that brings together classroom theory and 
the practical work world.

Q. Can any major take a Political Science Department internship?
A. Yes, but the rules vary by major so talk to your advisor.

Q. How many credits may I take?
A. It depends on how many hours you work at your internship site.  Generally, you must work 112 hours for 3 credits; 224 for 6 credits, and 336 for 9 credits.  
See your advisor or the internship coordinator for additional details about the number of credits you may take and how they will count toward your major.

Q. Are internships paid?
A. Sometimes.  It depends on the site.  Consult our list of past internship sites.

Q. Does the Department offer any financial assistance?
A. Yes.  See the list of available internship scholarships.  

Q. When can I take an internship?
A. Generally, once you’ve completed 60 credit hrs.  They are available each semester.

Q. Who arranges internships?
A. We will have some site ideas.  Students are expected to take the lead role in finding a placement.  

Q. Will my internship work performance be graded?
A. You will receive a grade of Satisfactory or Unsatisfactory from the University.  Your internship site supervisor will also give you an employee evaluation.





INTERNSHIP APPLICATION PROCEDURES

Students interested in obtaining an internship for credit through the Political Science Department should follow the procedures below.

1.  Plan ahead.  See your academic advisor or the departmental internship coordinator as soon as possible to discuss whether you can take an internship given your academic and professional goals.

2.  Pick up an Internship Application Form.  These are available from the main Department office, 328 51-B.

3.  Read over the Guide to Internships and complete the Internship Application Form if you remain interested in interning.  Double check for any course pre-requisites.  Public Administration majors in particular will have substantial course pre-requisites.

4.  Application Deadlines.  If you are planning to intern, you must turn in the fully completed Internship Application Form to the internship coordinator by August 15 for the fall semester; November 15 for the spring semester; and April 15 for summer semester.  If you wish to intern in Washington, D.C. or in an international location, you should turn in your form well before those dates if possible so that proper arrangements can be made.  

5.  Once your application is completed and submitted to the internship coordinator, you will be asked to make an appointment with the coordinator to discuss placement.  This position rotates through the department, so the coordinator may be someone different from your academic advisor.

6.  Once you have met with the department internship coordinator, you will begin to the search for an internship placement.  You should prepare a resume; finding an internship site is very similar to finding a permanent job, and you will need a resume for your eventual job search.

a. Either you or the internship coordinator may make contacts for placement.

b. The student may interview with one or more sponsoring agencies or offices.  You should treat this as a job interview.

c. The actual decision to make an internship offer comes from the sponsoring agency.  You may accept or decline the offer.  You should be aware that an unlimited number of offers are unrealistic.  The internship coordinator must approve the student’s final placement.

d. Placement cumulates in the development of an Internship Learning Agreement.  You cannot earn OR have been granted credit for an internship unless an Internship Agreement is in place and fully executed.  


7.  In order to sign up for course credit, you must obtain, fill out, and file an Approval Form-Individual Study (Internship).  You can obtain this form from the internship coordinator.  Except in highly unusual circumstances, registration must be completed before the beginning of the semester in which the internship takes place.

8.  Complete a pre-internship orientation.

9.  Complete a post-internship de-briefing.

10.  Submit your internship portfolio and one-page evaluation to the internship coordinator                                                                                                                                            by the established deadline.



SUMMARY OF INTERNSHIP REQUIREMENTS

Pre-Internship

1.  Advanced standing  (60 credit minimum)
2. Completion of relevant coursework or election of supplemental reading alternative
3. Complete and approved Internship Application Form
4. Placement
5. Complete and fully executed Learning Agreement
6. Pre-Internship orientation meeting
7. Fill out and file Approval Form-Individual Study (internship)
8. Register for internship after receiving email from Records and Registration stating the course i.d.
9.  Complete initial steps in portfolio (resume, goals, etc.)

During Internship

1.  Satisfying job performance
2.  Fulfillment of required time commitment (112 hours for 3 credits; 
 224 hours for 6 credits; 336 hours for 9 credits
3.  Fulfillment of Learning Agreement
4.  Completion of Supplemental Reading and related assignments, if required
5.  Continuing contact with and/or meetings with Department’s internship coordinator, as necessary or required

After Internship

1.  Submission of satisfactory internship portfolio by the deadline
2.  Submission of satisfactory internship evaluation by the deadline
3.  Post-Internship debriefing meeting


INTERNSHIP COURSE REQUIREMENTS AND 
SUPPLEMENTAL READING ALTERNATIVE

Internship (POL 444) will be available every session, even if not listed in the course schedule.

The Internship coordinator(s) will administer, supervise, and evaluate all internships.

COURSE REQUIREMENTS

The Political Science Department recognizes two potential pedagogical approaches for internships.  First, an internship can provide a student the opportunity to apply the knowledge gained in the classroom to a real world setting.  In this instance, the student reinforces and extends their work in the classroom with the internship experience.  All P.A. Majors must pursue internships of this type.  Second, an internship can provide a student an opportunity to try something new, to explore a subject area before taking formal coursework on it.

Given these two approaches, one that requires prior coursework and one that may not, the Department has adopted the following policy with regard to coursework prerequisites for its internships:

1. For Political Science and International Relations majors, upper division coursework substantially related to the internship is strongly encouraged.  Preferably, at least one such course will be completed before the internship begins.  The course can be taken simultaneously with the internship if necessary, although this option is discouraged.  

2. For Public Administration majors, upper division coursework substantially related to the internship must be completed before the internship begins.  It is anticipated that the P.A. internship candidate will be at or near the end of their coursework; at a minimum, the student shall have completed POL 380 and at least one other upper division course substantially related to their internship.  Permission to undertake coursework and the internship simultaneously is rarely granted for P.A. majors, and then only under exceptional circumstances.  Note:  P.A. majors should be aware that they are required to take a nine-credit internship with a public, non-profit, or health care agency.  Also, the P.A. internship portfolio is used to meet the University’s upper division writing requirement, and is therefore typically a substantial undertaking.

3. Non-majors and minors are strongly encouraged to complete upper division coursework substantially related to their internship as well.

4. If the student has not completed at least one upper division course related to his or her internship, and cannot take such a course simultaneously with the internship, that student must undertake supplementary readings.


5. The nature and amount of these readings will be determined in accordance with the experience level of the student.  A student with little or no background in the internship area will be assigned substantial readings.  A student with no coursework, but significant equivalent experience (such as from a job, volunteer undertaking, or prior internship), may have his or her reading load reduced as appropriate.  However, the supplementary readings will not be reduced to zero.  Some readings will be required even if the student has substantial experience outside of the Political Science Department and/or the International Relations Program.

6. The internship coordinator will develop a list of supplementary readings for the student to complete.  These readings will be related to the internship and will include when appropriate readings from one of the Department’s related courses.  The internship coordinator can and is encouraged to consult with the student in developing the reading list, and similarly can and is encouraged to consult with a faculty member in the substantive area of the internship in developing this list.

7. Completion of the supplemental readings is required.  They are considered part of the internship.  For example, these readings will normally be incorporated into the internship portfolio.  The student may be required to discuss, review, or be tested on the supplemental readings at the discretion of the internship coordinator.

8. The following courses are recommended for students who wish to undertake the following types of internships:

Campaigns
National Campaign Organizations:  POL 411, 412, 470
State Campaign Organizations:  POL 311, 312, 412, 470

Executive
National Executive Office:  POL 411
Gubernatorial Office:  POL 311, 312
State/Local Executive Office:  POL 212, 311, 313

International Relations
The course(s) should be related to the internship to be undertaken.  Many courses are potentially relevant, including POL 351, 353, 451, 452, 454 and other upper division IR courses from outside the Political Science Department.

Legal/Judicial
POL 391, 413, 485, 491, 492

Legislative
U.S. Congressional:  POL 412
State Legislative:  POL 311, 312, 412
Local Government Legislative:  POL 312, 313

Local Government Management
POL 311, 312, 313, 483

Non-Governmental Organizations
POL 337

Non-Profit Administration
POL 380, 487

Planning or Regional Development
POL 380, 312, 313
Policy/Executive Office Administration
POL 380, 481, and one course appropriate to the substantive policy area of the internship

Public Administration
Court Administration:  POL 380, 413, 485
Financial Administration:  POL 380, 391, 484
Personnel Administration:  POL 380, 482
Health Administration:  POL 380, 488

Survey Research
POL 201, 470, and 499 as student coordinator


PORTFOLIO-GUIDELINES (3-23-10)

Students taking Internship (POL 444) are expected to do more than just have an “experience” in the real world in order to receive academic credit. The student must be expected to relate that experience to the experiences of others and to prevailing theory in the Political Science, IR, or Public Administration disciplines. That is, the student must be able to integrate that experience with academic coursework, assigned readings, and outside research (if any). The student must be able to communicate learning from the experience to the internship coordinator. These goals will be reached in part through the portfolio. The portfolio must be submitted before noon of the day SCSU has identified as graduation for the semester the internship is served.

An internship portfolio is an organized record of your internship experiences, achievements and professional development over the period of your internship. It consists of a collection of documents which illustrate the variety and quality of work that you did which include (but not limited to): a goal statement, resume, internship contracts-learning agreement, a weekly journal, and assessment, various documents -----along with your reflections on these documents and on your development over time. A portfolio will be kept in a folder with sub-sections.  For those who have the ability it can be kept in an electronic form with a file of supporting documentation.

FORMAT OF THE PORTFOLIO

1. Collect your materials in a loose-leaf notebook (or electronic format). You may want to use plastic sheet protectors for some of the items, especially original documents. You should also use tabbed dividers where appropriate.

2. On the outside front cover and on the spine, display your name, semester, and internship site.

3. The first page should be a title page including the same information as well as the course number (Pol 444), number of credits, and faculty sponsor.

4. The second page should be a table of contents with page or section numbers.

5. The third page should be a letter from your internship site supervisor, verifying that you completed the contracted hours and evaluating your performance.

6. The fourth page begins your goal statement essay which should explain why you planned this particular internship. When you apply for your internship, you must submit a goal statement with your portfolio describing the purpose behind your application. Tell in some detail what type of internship experience you seek and what you hope to accomplish during your internship. Your advisor may also ask that you extend your goal statement to include a writing sample in which you describe what you expect a single day of your internship to be like.

7. Resume-Every portfolio includes two resumes. 

Introductory Resume

Final Revised Resume which includes

*Describe the job or internship duties
* Describe the organization, agency, or internship site
* Include your internship contract
* Comment on your internship contract, explaining any ways that your work diverged from your plan as outlined in the original contract

8. Weekly journal. Write a journal entry for each week worked, recording the number of hours worked, the types of work that you performed, and any observations, thoughts, or comments that you want to share relevant to what you have learned that day. You should maintain the journal on a weekly basis so that you can reflect on the work in which you are involved.

9. Samples of internship work—each of these should be preceded by a summary sheet that explains the activity the item:

Examples: 

Reports
Brochures
Agendas
Databases
Proposals
Photographs
Memos
E-mail messages
Other forms of documentation:
Newsletters
Certificates
Newsportfolio articles
Thank-You notes…

10. Reflective Essay

In this 5-7 page essay, you should reflect on the meaning of the internship experience for your intellectual development and career planning. You might consider the following questions (But do not simply provide answers to each one. Rather, let them spur your thinking.):

In what ways did I meet my learning objectives?
In what ways did I fall short?
How can I interpret these successes and failures?
How did this experience influence the way I understand the world?
What new insights did I gain into the practices and problems in this line of 
 work?
What contributions did I make to this site?
What classroom experiences prepared me well for this internship?
What coursework or experiences do I need to continue my career 
	preparation?
What were the best aspects of this experience?
What were the worst aspects of this experience?
What do I intend to do differently because of this experience?

11.   1-2 pages Internship Placement Site Assessment
Provide a candid evaluation of the internship experience as it relates to the site and the site supervisor. Would you recommend this internship to another student? (This document will be kept in the intern coordinator files. Your identity will be kept confidential.)

12. Internship Learning Agreement and Application

OTHER


DOCUMENTS- These are professionally organized samples of work you completed during your internship. Each item should include a brief explanation, its purpose, your role in its creation and the results (when available). You should keep all drafts of your work because it is always a good idea to include those in your portfolio to illustrate the process and your growth on the job. The internship portfolio is an important means of assessing your internship experience. Documents that contain sensitive material should be approved by your site supervisor and in steps such as redacting should be taken.

Do I get to keep my internship portfolio?
Your internship portfolio is yours to keep following your exit interview. However, as the internship meets SCSU 420 Upper Level Writing Assignment a copy must be left with the department.

The Internship Coordinator has several examples of internship portfolio materials. If you would like to see some examples, please stop by our office.

A good portfolio has a professional look to it, but these days, with laser printers available to just about everyone, the creation of portfolio documents and the physical materials of a portfolio should not be very costly. Naturally, you will want to purchase attractive binders or cases for your materials and the cost of these will vary, just as briefcases and attaches vary in cost.
 
"Does everything have to fit in a binder?" Not everything that you bring to a job interview needs to fit into a binder. However, the easier it is to pass a portfolio around without worrying about losing parts of it, the better for everyone. Still, there may be portfolio materials that have to be removed to be examined (video or audio cassettes, for example). Students who will be producing portfolio work of this type will find that there are presentation portfolios available that are designed to secure such materials. In addition, there are specially designed portfolios to accommodate work that exceeds the 8 1/2" by 11" dimensions.

Testimonials, letters of thanks, news portfolio accounts of your activities, certificates of merit, scholarship notice and other award notifications are highly valuable to your portfolio.

Communicate regularly with the intern coordinator throughout the semester. Please keep in touch with the coordinator so they know how your internship is progressing, through a combination of meetings, telephone conversations, and email communications. You will be asked to talk with the coordinator at least once every two weeks, at the minimum sending an email update describing what you are doing. If any problems or issues arise or if you need assistance in a particular area, please contact the coordinator as soon as possible. 



BEHAVIOR ON THE JOB


Before beginning an internship, all students should be aware that most internship sites require certain job decorum.  It is also important to remember that during your experience, you will have a performance evaluation and you should work on your internship portfolio.  Remember the portfolio is due at noon on the day SCSU has scheduled graduation.


JOB DECORUM

Except for illness or prior agreed-upon release or flextime, you are expected to report punctually and regularly to work at the times specified in the Learning Agreement or as determined by the internship site supervisor.

The style of dress must be appropriate to the place in which you work.  Ask the supervisor before the internship begins about appropriate dress.  During the first days of you internship, watch for behavioral cues that affect interpersonal relations.  Adjust your dress accordingly.

It is important to earn and keep the trust and confidence of your co-workers and supervisor.  Establish ground rules on privacy and confidentiality.  If you are unsure, ask!

Generally, you are expected to work for the good of the organization and you are responsible to your site supervisor.  If you think that a requested action is unethical or illegal, raise your concern to your site supervisor immediately and contact the internship coordinator as soon as possible.

If you are given a task that you cannot complete because of time limits or skill deficiency, you should alert your intern site supervisor immediately.  As in any new experience, a certain amount of time is needed to learn the tasks how to complete certain tasks.  It is important to try very hard to complete what may initially look like impossible tasks before “throwing in the towel”.

Normally, you will be more successful in any job if you demonstrate a willingness to work and take initiative.  Your willingness to work and take initiative should occur within the limits established by your internship work supervisor.


PROFESSIONALISM

You will be expected to conduct yourself as a professional during your internship.  As noted above, most internships require professional attire, for example, and have a series of workplace rules that you must follow.  In addition, however, you remain a SCSU student at all times during your internship:  think of it as an “off-site” course.  That means you will be held to the University’s Student Code of Conduct.
Among other things, the Student Code of Conduct forbids:

Academic dishonesty, including but not limited to, cheating, plagiarism, misrepresentation of student status, and resume falsification;

Intentionally, recklessly, or negligently causing physical harm or duress to any person;

Harassment, including sexual harassment, hazing, intimidation, threats or other threatening conduct;

Criminal behavior of any kind, including the use, possession, or distribution of alcohol or drugs;

Fraud or forgery; and,

Violation of any published University policy, rule, or regulation.

Unprofessional conduct, or conduct that violates University or departmental policy, will be subject to any and all available sanctions, including immediate termination of the internship, assignment of an “unsatisfactory” grade, and other disciplinary procedures as outlined in the Student Code of Conduct and other University rules and regulations.


CONTACT WITH SCSU

If is important for you to remain in contact with the Department’s internship coordinator.  If the internship site supervisor is not meeting the conditions specified in the Learning Agreement relative to work assignments and supervision, contact your academic supervisor at the earliest possible time.  (For example, contact us if you are not happy with the quality of the assignments you are being given; the internship should not be a “gopher” or “make-work” experience”.)  You should always try to resolve problems with your work supervisor first, but the coordinator should know of problems so that he or she may intervene on your behalf.

If you have any questions about your internship experience, contact the coordinator at the earliest possible time.

EVALUATION

Remember to work on the portfolio you need to turn in to the coordinator.  It is due at noon on the day established for graduation that semester by SCSU.  Too often, students forget to continuously work on the portfolio and then rush to finish it and turn in an unacceptable portfolio.  Ask the coordinator for help or refer to the Internship Portfolio document for assistance.  
SCHOLARSHIPS

These Scholarships are available through the Department of Political Science.  In addition, a number of community-based scholarships are available.  Please consult the Internship Coordinator for more information.  The Caldecott and Becker Scholarships may be used for internships but are not dedicated for that purpose; the Riggs, Foerster, and Begich Scholarships are intended for internship candidates.  Scholarship money can be split among worthy candidates, so students are encouraged to apply for every scholarship for which they qualify.  These are normally offered in spring, but can be used for any semester, including summer.  Students are notified through our department bulletin boards and student emails.
CALDECOTT SCHOLARSHIP

Richard R. Caldecott is a 1977 high honors graduate of St. Cloud State University with a B.A. in Political Science and Criminal Justice. Mr. Caldecott is a partner in the Minneapolis law firm of Caldecott, Forro & Taber. Lisa Caldecott Gilbertson is a 1982 high honors graduate of St. Cloud State University with a B.S. in Mass Communications. Ms. Gilbertson is employed by Northwest Airlines, Inc. 

The recipient must be at least a junior and have a grade point average of at least 3.25. The recipient must be a declared Political Science major in any of the three majors who has an expressed interest in attending a graduate or professional school after graduating from SCSU. Financial need is a criterion and is some demonstration of leadership potential.
 
 ROBERT BECKER MEMORIAL SCHOLARSHIP
   Robert Becker Memorial Scholarship Fund Agreement
Robert Becker was a professor of political science at St. Cloud State University. He was born in Minneapolis. He married Mary Baab in 1958. He was a graduate of Hamline University, Michigan State University, and William Mitchell College of Law. He was president of the St. Cloud State University Faculty Senate from 1969 to 1971, and was Special Assistant to the president from 1976 to 1988. Robert Becker retired from St. Cloud State University after teaching for 33 years.

The scholarship will be awarded to a junior majoring in Political Science who is pursuing a pre-law course of study. The scholarship can be renewed for a second year at the discretion of the committee. The scholarship will be awarded to students presenting both academic accomplishment and financial need. A 3.0 cumulative (4.0 scale) grade point average is needed to receive the scholarship.


RIGGS SCHOLARSHIP
Ron and Eleanor Riggs served SCSSU for over 30 years. Ron Riggs was chair of the Political Science Department. The family wishes to recognize both of their parents. Students must be juniors or seniors majoring in Political Science or Public Administration and who wish to serve an internship. Preference is given to candidates interning with legislator at the state capitol, but candidates interning with local or government agencies may apply.

M. FOERSTER CONGRESSIONAL INTERNSHIP SCHOLARSHIP
The purpose of this scholarship is to give students a chance to work in or for offices of members of congress (U.S House of Representatives or Senate), from any state or district. Interns may work in Washington or in the legislators’ home districts. Other government or para-governments agencies may be acceptable. Open to all Political Science majors, but recipient must have an approved internship.

NICK BEGICH SCHOLARSHIP
One to four scholarships open to upper classmen in the Political Science majors (all three majors) who will be interning in the field of government. Preference will be given to those interning with a member of congress. The only criterion is financial need.
Congressman Begich was a SCSU graduate who was a congressperson from Alaska. He was killed in a plane crash in Alaska.

PENNY FELLOWSHIP	
The Penny Fellowship is administered by MSUSA (Minnesota State University Student Association) for the benefit of students in the Minnesota state colleges and universities. MSUSA founded the program to encourage students to pursuer service oriented careers and to reinforce the importance of community service. For more information on the fellowship, contact the internship Coordinator or visit the MUSA website at msusa.net.

YERRIGAN SCSU SURVEY SCHOLARSHIP (new July, 2010)

INTERNSHIP APPLICATION FORM

Name _______________________________________	Date _________________

Faculty Advisor _________________________________________________________

Major(s) ____________________________   Minor(s)__________________________

Completed Credits _________   Overall GPA ___________   Major GPA ___________

Home Address _________________________________________________________



Home Phone _______________________  E-mail___________________________

School Address _________________________________________________________

School Phone ______________________  School E-Mail______________________

Preferable Location(s) of Internship _________________________________________

______________________________________________________________________

Semester Applied For ________________________ # Credits Desired ____________*

Type of Internship(s) Desired ______________________________________________




__________________________________________________________________
(Public administration majors must intern with a public or non-profit agency.)

Do You Require Financial Compensation?  If so, are you aware of the scholarships offered through the Department? ___________________________________________

On an Attached Sheet:

1. Provide a brief list of all past and present Political Science, Public Administration, and International Relations courses. Next, separately list courses from other institutions or departments that you feel are relevant to your proposed internship.
2. If you already have an internship site identified, please give details.
3. Describe your goals for serving in an internship. 
4. Separately, provide a brief resume of your accomplishments.


* Public Administration majors must serve a nine-credit internship and must have completed related course prerequisites.  Political Science majors may serve a nine-credit internship, but only six 
credits count toward the major and three must count as university electives. 
International Relations majors may serve a three-credit internship.


INTERNSHIP LEARNING AGREEMENT


PART I:  STUDENT INFORMATION

Student Name _________________________________	Tech ID______________

Student Major(s) ___________________________	Minor(s) ___________________

Home Address _________________________________________________________


Home Phone ______________________  E-Mail____________________________

School Address _________________________________________________________

School Phone _____________________  School E-Mail_______________________


PART II:  INTERNSHIP SITE INFORMATION

Internship Site __________________________________________________________
Internship Site Supervisor _________________________________________________


Internship Site Address ___________________________________________________


Internship Site Supervisor Phone __________________ Fax____________________

Internship Site Supervisor E-mail ___________________________________________


PART III:  DEPARTMENTAL INFORMATION

Faculty Internship Coordinator ________________________________________________

Phone _____________________________	E-mail __________________________

FAX __________________________________________________________________
Faculty Substantive Advisor (if any) _________________________________________
Phone _____________________________	E-mail __________________________



PART IV:  INTERNSHIP DESCRIPTION AND DETAILS

Brief Description of Internship ______________________________________________



Internship Period:  From _____________________ To __________________________

Work Hours Schedule ____________________________________________________	

Work Hours Per Week ___________________________________________________

Compensation ____________________________	Credits ____________________


PART V:  SPECIFIC WORK SITE LEARNING OBJECTIVES AND WORK ASSIGNMENTS/ACTIVITIES
Please list 4 to 7 objectives that you have for your internship, how you plan to achieve those objectives, and how you and your supervisors will assess your progress and achievements.

	Objective

(Upon Completion Of The Internship, The Student Will Be Able To:)

	Assignments/Activities

(How Objective Will Be Met)
	Assessment

(How Student’s Achievement Of The Objective Will Be Measured)

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	



PART VI:  TERMS OF INTERNSHIP AGREEMENT

It is expected that normally the internship will run during the period and hours stipulated above.  If problems arise during the internship, it is the responsibility of the student intern, site supervisor, and departmental internship coordinator to resolve the problems.  If in the opinion of the coordinator the internship is not meeting the learning objectives or the work supervisor is failing to meet the learning agreement and attempts at improvement prove unsatisfactory, the academic internship supervisor may terminate the internship.  If the student terminates the internship without prior written agreement, or fails to meet the above agreed upon conditions of the internship, an unsatisfactory grade will be automatically recorded.  If the internship is terminated through no fault of the student, it is the obligation of the internship coordinator to find an alternative experience or make other arrangements for the student to complete the course and receive a S/U grade.

Student interns agree to appear at the place of work on the days and at the hours specified, unless granted an exemption by the intern site supervisor.  The student also agrees to perform all assignments related to the specified learning objectives in a manner acceptable to the internship work supervisor.  Interns are required to complete a portfolio. Finally, interns are required to attend a pre-internship orientation and a post-internship de-briefing with the intern coordinator. Interns may be required to attend a mid-internship meeting or seminar.  

Internship site supervisors agree to provide the intern with an adequate orientation to the work position, provide and supervise agreed upon work assignments, answer student questions as needed, and conduct a formal work evaluation.  The work evaluation should be supplied to the student intern and to the internship coordinator near the conclusion of the internship.  Supervisors are encouraged to expose the internship to out-of-office activities and experiences as relevant to the internship.  

The internship coordinator agrees to see that the objectives of the internship are met, to be available to resolve any internship problem, to maintain regular contact with the student and site supervisor, and to provide the student with a written or oral evaluation of performance at the termination of the internship.

St. Cloud State University advocates strong policies discouraging gender, racial, religious, cultural, and other types of discrimination and harassment.  Internship work supervisors are expected to act ethically, to comply with SCSU policies and procedures prohibiting these behaviors, and to respect the legal and civil rights of student interns.  In turn, since students are enrolled for academic credit at SCSU, they are required to behave according to these policies.  Copies of St. Cloud State University’s policies and procedures prohibiting discrimination and harassment, as well as its rules regarding student conduct, will be made available to both students and internship site supervisors upon request.  The student remains subject to the SCSU Student Code of Conduct at all times during the internship.

The student may wish to seek the guidance of a faculty member in the substantive field of his or her internship.  If a faculty member volunteers to assist the student in some aspects of the internship (such as in the preparation of a research portfolio), the student will notify the internship coordinator of this fact, and the internship coordinator will coordinate with the faculty member as necessary.  Ultimately, however, the internship coordinator remains responsible for approving and supervising the internship, for evaluating the student, and for assigning the S/U grade.

The Department’s Guide to Internships is incorporated here by reference.  The student warrants that he or she has read the Guide and understands his or her responsibilities as a participant in the Internship Program. The student further warrants that he or she has met the pre-requisites for this internship and intends to fulfill it in good faith.  The student understands that his or her obligations as expressed in this agreement cannot be changed absent the express written consent of the Department’s internship coordinator.


PART VII:  SIGNATURES

By my signature, I affirm that I have read and agree to the terms of this Learning Agreement and that I will abide by the rules and regulations of the Department of Political Science Internship Program, St. Cloud State University, and applicable state and federal law.



Student Intern Signature __________________________________________________

Date:  __________



Department Internship Coordinator Signature ____________________________________

Date:  __________



Internship Site Supervisor Signature ________________________________________

Date:  __________




STATE OF MINNESOTA
MINNESOTA STATE COLLEGES AND UNIVERSITIES
ST. CLOUD STATE UNIVERSITY

MEMORANDUM OF AGREEMENT 
FOR STUDENT TRAINING EXPERIENCE/INTERNSHIP

This Agreement is made between the State of Minnesota acting through its Board of Trustees of the Minnesota State Colleges and Universities, on behalf of St. Cloud State University, St. Cloud, Minnesota (“the University”) and Facility Name]_________________, __[City]______________, __[State]____________ (“the Facility”).  This Agreement, and any written changes and additions to it, shall be interpreted according to the Laws of the State of Minnesota.

The purpose of this Memorandum of Agreement is to outline the terms of the training/internship experience for students of the University and to identify the responsibilities of the University and the Facility.

A.	THE PARTIES UNDERSTAND THAT:
1.	The University has a(n) [fill in name of program] Program (the “Program”) for qualified students enrolled in the University; and
2.	The University has been given authority to enter into Agreements regarding academic programs; and 
3.	The Facility has facilities for providing a suitable training experience that meets the educational needs of students enrolled in the Program of the University; and
4.	It is in the general interest of the Facility to provide a training site where University students can learn and develop skills and qualifications needed to achieve the student’s occupational goals and satisfy the Program requirements while assisting in the development of trained personnel to meet future area employment needs; and
5.	The University and the Facility want to cooperate to furnish a training experience at the Facility for students of the University enrolled in the Program.

B.	RESPONSIBILITIES OF EACH PARTY
1.	The University agrees to:	
a.	make arrangements with the Facility for a training experience at the Facility that will support the student’s occupational goals and meet any applicable Program requirements.
b.  	make periodic visits to the Facility’s training site to observe the student or receive periodic reports from the Facility and/or the student, and discuss the student’s performance and progress with the student and any site supervisor at the Facility, as needed.
c. 	discuss with the Facility any problems or concerns arising from the student’s participation.
d.	notify the Facility in the event the student is no longer enrolled in the Program at the University.
e.	keep any necessary attendance and progress records as set forth in the University attendance policy.
f.	assist in the evaluation of the student’s performance in the training experience.

2.	The Facility agrees to:
a. cooperate with the University in providing a mutually agreeable training		experience at the Facility that supports the student’s educational and occupational
 		goals.
b. consult with the University about any difficulties arising at the Facility’s
training site that may affect the student’s participation.
c. assist in the evaluation of the student’s performance and provide time for
consultation with the University concerning the student, as needed. 
d. sign the weekly work report to verify the student’s attendance.

3.	LIABILITY
Each party agrees that it will be responsible for its own acts and the results thereof to the extent authorized by law and shall not be responsible for the acts of the other party and the results thereof.  The University’s liability shall be governed by the provisions of the Minnesota Tort Claims Act, Minnesota Statutes, Section 3.732 et seq., and other applicable law.

4.	TERM OF AGREEMENT
This Agreement is in effect from (Month/day)  , 20 (Year) or when fully executed, and shall remain in effect until     (Month/day	,  20 (Year).  This Agreement may be terminated by giving at least seven (7) days advance oral notice to the other parties, with a follow up letter confirming termination delivered to the other party on or before the actual termination date. 

5.	FINANCIAL CONSIDERATION
a.	The University and the Facility each agree to bear their own costs associated with this Agreement and that no payment is required by either University or the Facility to the other party.
b.	The Facility is not required to reimburse the University faculty or students for any services rendered to the Facility or its customers pursuant to this Agreement.

6.	CHANGES OR ADDITIONS TO THE AGREEMENT
Any changes or additions to this Agreement must be in writing and signed by authorized representatives of each party.

7.	ASSIGNMENT
Neither the University nor the Facility shall assign or transfer any rights or obligations under this Agreement without first obtaining the written consent of the other party.
8.	AMERICANS WITH DISABILITIES ACT (ADA) COMPLIANCE
The Facility agrees that in fulfilling the duties of this Agreement, the Facility is responsible for complying with the Americans with Disabilities Act, 42 U.S.C. Chapter 12101, et seq., and any regulations promulgated to the Act.  The College/University IS NOT responsible for issues or challenges related to compliance with the ADA beyond its own routine use of facilities, services, or other areas covered by the ADA.

9.	MINNESOTA GOVERNMENT DATA PRACTICES ACT
The State of Minnesota has laws (the Minnesota Government Data Practices Act, Minnesota Statutes Chapter 13 (“the Act”)) that classify the University’s written and electronic information as public, private or confidential.  Except as otherwise provided in law or University policy, data on students is private and may not be shared with any other party.  If the Facility receives a request from a third party for any data provided to the Facility by the University, the Facility agrees to immediately notify the University.  The University will give the FACILITY instructions concerning the release of the data to the requesting party before the data is released and the Facility agrees to follow those instructions.

10.	STUDENT TRAINING EXPERIENCE/INTERNSHIP AGREEMENT
The student assigned to a training experience/internship at the Facility shall be required to sign a Student Training Experience/Internship Agreement (see Attachment A attached to this Agreement and made part of it) before the student begins the training experience/internship at the Facility.

	In signing this Memorandum of Agreement, we agree to work together to assist the student in learning and/or applying the tasks and skills identified.  We understand that the Individualized Training Plan for the student can be modified or dissolved at any time upon the mutual agreement of the Facility and University.

	FACILITY
	ST. CLOUD STATE UNIVERSITY

	
	

	 _________________________________
	Provost:_______________________________

	Authorized Facility Representative
	

	
	

	Title  _______________________________
	Date:________________________________

	
	 

	Date  _______________________________
	AS TO FORM AND EXECUTION


	
	______________________________________

	
	By: (authorized College/University signature)

	
	

	
	Title:__________________________________

	
	Date:  ________________________________________

	
	



MnSCU.ogc.5.07

1

ATTACHMENT A
STUDENT TRAINING EXPERIENCE/INTERNSHIP AGREEMENT

Name of College/University: _____________________________________________________
Name of University Program (“the Program”): _           _______________________________
Type of Training Experience/Internship: ____________________________________________
Dates of Training/Internship: __________________________________________
Student’s Name: _______________________________ Phone #: _____________
Average number of hours to be worked by the Student each week: ______
Facility Name and Address: ______________________________________________________
Location Where Training will Occur (if different from Facility’s Address above):_______________________________________________________________________
Facility Representative’s Name:   ______________________ Phone #: ___________

Activities/Job tasks and skills the Student will learn: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tools and Equipment the Student will use:  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


STUDENT RESPONSIBILITIES

In exchange for the opportunity to participate in the training experience/ internship at the Facility, the Student agrees to:

1. Keep regular attendance and be on time, both at school and at the Facility’s training site. The Student will promptly notify the Facility’s training site if unable to report.  The Student’s placement will automatically terminate if the student terminates his/her enrollment in the Program or is no longer enrolled as a student at the University.
2. Demonstrate honesty, punctuality, courtesy, a cooperative attitude, desirable health and grooming habits, desirable/required dress and a willingness to learn; and
3. Furnish the coordinating University instructor with all necessary information and complete all necessary reports requested by the instructor.  Submitting falsified reports is cause for immediate expulsion from the Program; and
4. Conform to all rules, regulations, and policies including health, safety, and work environment of the Facility, follow all instructions given by the Facility and always conduct myself in a safe manner; and
5. Consult with the University instructor/lab assistant about any difficulties arising at the Facility’s training site; and
6. Be present at the Facility’s training site on the dates and for the number of hours agreed upon; and
7. Not terminate his/her participation in the training experience at the Facility without first consulting with the University’s instructor/lab assistant.

The Student also understands and agrees that:
a.   	placement and participation in this training experience is not employment with the University or Facility; 
b.	the student is not covered by the University worker’s compensation coverage; and 
c.	the student will not receive any money or compensation or benefits of any kind from the University in exchange for his/her participation in the training experience.

The Student also understands that the Facility does not promise or guarantee any future employment for the student.

The Student understands that he/she is responsible for providing his or her own health insurance and for any and all medical expenses incurred by him/her related to any injury, loss or illness sustained by him/her while participating in the training experience at the Facility.

Student’s Signature: _________________________________________

Student’s Name (please print): ______________________________________

Date: _____________________________________________________


Name of Student’s Parent (required for students under18 years of age) (please print): _________________________________________________________

Parent’s Signature: ___________________________________________

Date: _____________________________________________________





St. Cloud State University, part of the Minnesota State Colleges and Universities system, is an Equal Opportunity employer and educator.
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Past Internship Locations (needs updating)


Selected Past Internship Sites								Paid

Americare of Waite Park								No
Anoka County Human Services/Income maint./Housing				Yes
Benton County: Office of Economic Development					No
Boswitch Campaign									No
Botzek’s Associates									Yes
Central MN Boy Scout Council							Yes
Children’s Heart Link									No
City of Andover									Yes
City of Big Lake									Yes
City of Eden Prarie									Yes
City of Fridley										Yes
City of Otsego-EDAAC internship							Yes
City of St. Michael									No
City of St. Paul									Yes
Council on American-Islamic Relations						No
Dept. of State: European and Canadian Affairs (Germany)				No
Freeman for Governor									No
Foley Nursing Center									No
Golden Valley GSC									No
Governor’s Office Intern Program							No
Green Party of MN									No
Green Peace										Yes
Hennepin County Public Attorney’s Office						No
MPCA											Yes
MID Minnesota Development Commission						No
Minnesota Rural Partnership								Yes
Monticello-Big Lake Community Nursing Home					Yes
Mother of Mercy Nursing Home							No
Office of Administrative Hearings							No
O’mann Campaign									No
Paul Wellstone									No
Peterson for Congress									Yes
Quinlivan and Hughes P.A.								Yes
Ramsey County									Yes
Ridgeview Medical Center								No
7th Judicial District Administrator’s Office						Yes
St. Benedict’s Center									No
St. Cloud Area Legal Services							No
St. Cloud Finance Dept.								Yes
St. Cloud State Univ.: Admissions Office						Yes
St. Olaf Residence									No
Sherburne County: Economic Development					Yes
State of MN: Dept. of Human Services						No
Stearns/Benton County								Yes
Stearns/Benton Employment and Training Council					Yes
Stearns County Public Defender’s Office						No
US Dept of State: Foreign Service Institute: Consular Affairs			No
United Way										No
Women’s International for Peace and Freedom					No
Wright County Sheriff’s Office							No
City of St. Cloud 									Yes
American University								No
DNR											Yes
Governor Arne Carlson’s Office							No
Rep. Jim Ramstead’s Office								No
Rep. Colin Peterson’s Office							Yes
Vermeulen Law Firm								No
Hall and Byers Law Firm								No
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