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Smithsonian-Mason MA in the History of Decorative Arts 
 

 
INTERNSHIP BASICS 

 
 

 Internships are optional and not required to earn a degree in the 

HDA MA Program.  However, it is strongly recommended that all 

students pursue internship opportunities in order to build their 

professional experience. 

 

 Students may take an internship ‘for credit’ (ARTH 593) after 

completing 12 credit hours. 

 

 Students may either earn academic credit for an internship, or they 

may decide to take an internship ‘not for credit.’ 

 

 If taking an internship for ARTH 593 credit, students may not accept 

monetary compensation. 

 

 Students may take a maximum of two internships for credit (or 6 

credits total).  These internships (ARTH 593) are counted as electives. 

 

 If taking an internship for ARTH 593 credit, students do not register 

for it through PatriotWeb.  Instead, students must fill out an Internship 

Contract and an Individualized Section Form.  It is imperative that 

these forms be completed and returned to the HDA MA Program office 

no later than the first day of the semester of the intended 

internship. 

 

 The HDA MA requirement for completing an internship is a minimum of 

120 hours of work over the course of one semester (a minimum of 8 

hours per week is required).  Students registering for an internship 

“for credit” are also required to write a Critical Analysis paper, and 

their Supervisor needs to submit a Performance Review to the HDA 

MA Program.  

 

 Students who take an internship ‘for credit’ must submit both their 

Critical Analysis paper and Performance Review by December 5, 

2014 (fall semester) and May 1, 2015 (spring semester). 
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Should I apply for an internship?  
The Smithsonian-Mason MA in the History of Decorative Arts program’s top 

priority is for its students to broaden and deepen their knowledge of 

decorative arts to the greatest extent possible during the course of their 

studies. For this reason, HDA MA students are strongly encouraged to pursue 

professional and practical experience in the decorative arts field.  

An internship is viewed as a bridge between academic studies and career 

development. Benefits of pursuing an internship are numerous. In addition to 

the possibility of earning academic credit for doing practical work in the field 

of your future profession, you will be able to weigh your expectations of the 

decorative arts field vis-à-vis real experience. You will be exposed to 

networking opportunities and possibilities to meet decorative arts 

professionals at their workplace. You will be introduced to a mentor 

relationship which, as our experience has shown, may contribute to 

successfully jump-starting a career. Finally, projects you will be assisting 

with may inspire you to choose your future area of specialization in the 

decorative arts.  

What support is available?  

HDA MA students who wish to explore internship opportunities can count on 

the full support of HDA administration and faculty. 

Over the years, the HDA MA Program has developed working relationships 

with decorative arts institutions in Washington, DC, across the United States 

and abroad. The Program is uniquely positioned to place students with the 

most knowledgeable professionals in the field. 

An up-to-date database of institutions providing internships for decorative 

arts students is kept by the Program. We also maintain a complete list of 

institutions that have a history of hosting HDA MA students. 

Throughout the academic year the HDA MA Program notifies students of 

opportunities for internships via its e-newsletter and through direct 

solicitation by HDA MA administrators.  In addition, administrators are 

available to meet with you to discuss your academic and professional 

interests and suggest internship opportunities that would help you build 

professional skills.   
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Internship Specifics for Students 

 Students may receive academic credit for their internship (referred 

to as a ‘for-credit’ internship) if an agreement is made between the 

school and a host institution and if students meet the requirements of 

both the HDA MA Program and the host institution.  

 

 ‘For-credit’ internships (ARTH 593) must be approved by the HDA MA 

Program based on educational value and relevance to decorative arts 

scholarship. 

 
 Although an internship does not involve classroom instruction, it is 

considered a 3-credit course (ARTH 593).  The same tuition fees and 

grade requirements apply to an internship as to any 3-credit HDA MA 

course. 

 
 The grade for ARTH 593 is determined by the Performance Review 

provided by the internship supervisor and the Critical Analysis paper 

produced and submitted by the student at the completion of the ‘for-

credit’ internship.   

 

 Students may choose to apply for internships and opt out of taking 

them for academic credit.  Although the internship (referred to as a 

‘not-for-credit’ internship) will not be counted as part of a student’s 

official curriculum, it provides exposure to the decorative arts field and 

is a valuable addition to a student’s resume. 

 

 To apply for a ‘not-for-credit’ internship, a student must have 

completed 12 credits hours of coursework in the HDA MA Program. 

 

 Students who undertake a ‘not-for-credit’ internship are recommended 

to complete a minimum of 8 hours of work per week and a minimum 

of 120 hours total and are required to comply with the HDA MA policies 

for interns. 

 
 There is no tuition or a grade associated with a ‘not-for-credit’ 

internship.  

 
 ‘Not-for-credit’ internship students do not: 

o Complete the Internship Contract and the Individualized Section 

Form. 
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o Write the Critical Analysis paper. 

o And their supervisor does not need to provide a Performance 

Review. 

 

 

Registering for a ‘for-credit’ internship (ARTH 593) 

 Internships taken ‘for credit’ (ARTH 593) must be approved by the 

HDA MA Program.  Please make an appointment with the Director one 

semester before your intended internship to find the assignment that 

best suits your needs.  

  

 Once an internship is approved by the HDA MA Program and accepted 

by the host institution, fill out and sign two registration documents: 

the Individualized Section Form and the Internship Contract.  

Registration for ARTH 593 is not complete until these documents have 

been accepted by the HDA MA Program.  

 

 Copies of the Individualized Section Form and the Internship Contract 

are found at the end of this guide.  Additional copies are located in the 

HDA MA Program student area.  

 
 The Internship Contract must be filled out, signed by the internship 

supervisor, and submitted to the HDA MA Program no later than the 

first day of the semester of the intended internship.  
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Internship Expectations 

An internship is a privilege.  You are entrusted with projects that are a 

valuable contribution to the overall work of your host organization.  The staff 

of your chosen organization expects you to take your commitment seriously.   

Completing your hours 

 Internships require a minimum weekly hour commitment of 8 hours 

and a minimum total hour commitment of 120 hours.  Please promptly 

notify your supervisor if you will be absent from your scheduled 

internship due to illness or any other reason.  You are expected to 

make up any missed hours before the end date of the internship. 

Complying with security requirements 

 As an intern you are expected to adhere to the security rules of your 

host institution, including the established clearance and security 

procedures such as finger-printing, background checks, and wearing 

an ID badge at all times. 

Dress code 

 As an HDA MA student, you are expected to maintain a level of 

professionalism in both your demeanor and appearance.  Please take 

time to ascertain the dress code of your organization.  Also note if 

there are safety concerns or job requirements that might affect your 

choice of attire. 

Performance Review  

 Your grade for ARTH 593 will be based on your Critical Analysis 

paper and on the Performance Review provided by your internship 

supervisor.  Your supervisor will evaluate you based on the following 

criteria:  

a. Punctuality  

b. Ability to complete assigned jobs with accuracy 

c. Manner of handling unexpected assignments  

d. Problem-solving skills 

e. Ability to apply critical thinking to assigned work 

f. Respectfulness to staff 

g. Respectfulness to visitors 

h. Collaborative attitude 
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i. Ability to comply with deadlines 

j. Appropriateness of behavior and dress 

 As you begin your internship assignment, please remember you 

represent the HDA MA Program.  A positive working relationship 

reflects advantageously on your professional reputation and also 

benefits potential future HDA MA student interns. 

 Note: although we give internship supervisors instructions on the 

deadline for submitting the Performance Review, it is your 

responsibility to make sure your Performance Review is received by 

the HDA MA Program on or before December 6, 2013 (fall 

semester) and May 2, 2014 (spring semester). 

Critical Analysis paper 

 All HDA MA students completing an internship for ARTH 593 credit 

must write a Critical Analysis paper.  This paper must be received 

by the HDA MA Program on or before December 6, 2013 (fall 

semester) and May 2, 2014 (spring semester)  

 

 The Critical Analysis paper must be submitted as a hard copy 

document to the HDA MA Program. 

 

 We recommend you keep a reflective journal throughout your 

internship to record daily experiences, projects worked on and 

discoveries made. The HDA MA Program does not ask students to 

submit the journal. Our recommendation is based only on the 

observation that students who keep a journal find it easier to write the 

Critical Analysis paper.  

 
Critical Analysis Paper Criteria  

 
 The purpose of a Critical Analysis paper is to evaluate the worth, 

utility, and validity of the internship experience. 

 In a Critical Analysis paper, we look for an intelligent assessment of 

your personal learning experiences as an intern. 

 Your Critical Analysis paper should include the following information 

in the proportions suggested: 

 10% Description of the organization  
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 10% Description of specific assignments and projects 

 80% Analysis of overall experience as an intern 

 

 Consider the following writing points and questions: 

Description of the organization 

o Give a brief outline of the mission and structure of the 

organization.  In which department do you work?  What is the 

job of your supervisor?  How does it compare with the jobs of 

others who work in the organization?  What similarities and 

differences exist between this organization and others of its 

type?  What is commendable about your organization?  What 

are areas that need improvement?   

Description of specific assignments and projects 

o Be sure to include the projects and assignments you completed 

during the course of your internship.  What was your reaction to 

the projects you were assigned?  Was it a good learning 

experience?  Why?  Did any skills you learned prior to the 

internship help you complete the assignments?   

Analysis 

o The analysis of your internship should include your thoughts on: 

 The condition of your organization 

 The extent of the organization’s collections 

 Challenges you and/or your organization faced during the 

internship 

 The effect of your contributions as an intern 

 The lessons you learned during your internship 

 Experiences you had that were better than others 

 Your expectations of the internship versus real experience  
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Internship Guidelines for Supervisors 

 

We have created guidelines to assist you with providing a framework for HDA 
MA student interns. 

 
 Internships occur in a variety of ways—supervisors reach out to the 

program, the program reaches out on behalf of a specific request from 
a student, a student answers a ‘call’ for applications, etc.  

 To be eligible for an internship, an HDA MA student must have 
completed 12 credits in the program.  

Internships 

‘For-Credit’ Internships (ARTH 593) 

o Students may receive academic credit for their internship if an 

agreement is made between the school and the host institution 
and if students meet the requirements of both the HDA MA 

Program and the host institution.  

o A student can register for a maximum of two ‘for credit’ 

internships over the course of the Program. 

o A ‘for credit’ internship is a 3-credit course (ARTH 593), with the 

same tuition fees and grade requirements as any HDA MA 3-
credit course. 

o To receive academic credit for an internship, it must be 
approved by the HDA MA Program based on educational value 

and relevance for the History of Decorative Arts Program.  

o The grade for a ‘for credit’ internship is calculated by the HDA 
MA Program based on the Intern Performance Review 
provided by the internship supervisor on or before December 

6, 2013 (fall semester) and May 2, 2014 (spring 
semester) and the Internship Critical Analysis paper 

produced by the student at the completion of the internship.  

o Supervisors of ‘for-credit’ interns receive an email reminder 

from the HDA MA Program one week before the Intern 
Performance Review is due to ensure reviews are submitted 

within the deadline. 

o Students may choose to apply for internships and opt out of 

taking them for academic credit.  Although the internship 

(referred to as ‘not-for-credit’ internship) will not be counted 

as part of a student’s official curriculum, it provides exposure to 



11 
 

12/18/13 

the decorative arts field and is a valuable addition to a student’s 

resume. 

o To apply for a ‘not-for-credit’ internship, a student must have 

completed 12 credits hours of coursework in the HDA MA 

Program. 

o Students who undertake a ‘not-for-credit’ internship are 

recommended to complete a minimum of 8 hours of work per 

week and a minimum of 120 hours total and are required to 

comply with the HDA MA policies for interns. 

o There is no tuition or a grade associated with a not-for-credit 

internship.  

o Not-for-credit internship students do not: 

 Complete the Internship Contract 

 Write the Critical Analysis paper  

o Supervisors do not need to provide a Performance Review for 
students.  However, supervisors are urged to give ‘not-for-

credit’ interns candid feedback on all aspects of their 
performance. 

Supervising interns 

 After a host organization has accepted an HDA MA ‘for-credit’ intern, 
the supervisor and intern have an initial meeting to outline the scope 
of work and agree on a specific work schedule. After the assignment 

has been defined to the satisfaction of intern and supervisor, the 
student is responsible for providing a description on a standard HDA 

MA Internship Contract. 

 Both sign the Contract and the student submits the Contract to the 

HDA MA Program. 

 We ask internship supervisors assign HDA MA students projects that 
give them training and hands-on experience in the area of the 
supervisor's expertise. Equally appreciated are opportunities for 

students to interact in a collegial and professional environment, which 
may be as important to them as the development of specific skills. 

 Internship supervisors are encouraged to communicate with the HDA 
MA administrators if any concerns arise during the student’s tenure in 

the internship. 
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 Near the conclusion of a ‘for-credit’ internship, the supervisor 
summarizes the student’s performance by completing the Intern 

Performance Review, due to the HDA MA office December 2, 
2013 (fall semester) and May 2, 2014 (spring semester).  A 

reminder from the HDA MA Program will be sent with the specific due 
date. This evaluation and the student’s written Internship Critical 
Analysis paper are the two factors the HDA MA Program uses in 

assigning a final grade for the internship.  

 All HDA MA students are instructed to adhere to the rules of their host 
institutions, including working schedule, dress code and 
clearance/security procedures, such as finger-printing or background 

checks.  
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Smithsonian-Mason MA in the History of the Decorative Arts 

 

INDEPENDENT STUDY AND INTERNSHIP CONTRACT 
 

Course Code:    Independent Study  Internship 

(Please check one)   (ARTH 596)    (ARTH 593) 

 

  

Student’s First and Last Name: ____________________________________________________  
 
Phone:________________________ Email:__________________________________________ 
 

Project Title: __________________________________________________________________ 

Project Deadline Date: __________________________________________________________ 

Project Details: ________________________________________________________________ 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 
 

Supervisor’s First and Last Name:__________________________________________________ 

Supervisor’s Title:_______________________________________________________________ 

Signature:_____________________________________________________________________ 

Institution Address:______________________________________________________________ 

Phone:_____________________  Email:____________________________________________ 

Host Institution’s HR/Administrative Contact Name:____________________________________ 
(for internships only) 
 

Phone:___________________ Email:______________________________________________ 

HDA MA Representative’s Signature:__________________________  Date:________________ 

Student’s Signature:________________________________________ Date:________________ 
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INDIVIDUALIZED SECTION FORM 
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Smithsonian-Mason MA in the History of the Decorative Arts 

 

INTERN PERFORMANCE REVIEW 
 

 

______________________________  ______________________________ 
Name of Supervisor     Name of Student Intern 

 

1. The student showed up at the expected time and was prepared to work. 

□ Below expectations □ Met expectations □ Exceeded expectations 

2. The student demonstrated an ability to handle assigned jobs with accuracy 

and completeness. 

□ Below expectations □ Met expectations □Exceeded expectations 

3. The student demonstrated an ability to handle unexpected tasks with 

accuracy and a positive attitude. 

□ Below expectations □ Met expectations □ Exceeded expectations 

4. The student was respectful of staff. 

□ Below expectations □ Met expectations □ Exceeded expectations 

5. The student was respectful with all visitors and collection resources. 

□ Below expectations □ Met expectations □ Exceeded expectations 

6. The student exhibited a collaborative attitude. 

□ Below expectations □ Met expectations □ Exceeded expectations 

7. The student completed tasks within a set deadline.  

□ Below expectations □ Met expectations □ Exceeded expectations 

8. The student applied logic and critical thinking to all assigned work.  

□ Below expectations □ Met expectations □ Exceeded expectations 

9. The student demonstrated creative problem solving skills.  

□ Below expectations □ Met expectations □ Exceeded expectations 

10. The student dressed and behaved appropriately in all environments.  

□ Below expectations □ Met expectations □ Exceeded expectations 

 

Overall Performance Grade ________ 

 

Would you hire this intern as a permanent employee if the opportunity arose?  

□ YES □ NO 

 

Additional comments on performance: ______________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 
Date: ________________ 



16 
 

12/18/13 

Smithsonian-Mason MA in the History of the Decorative Arts 

 

INTERNSHIP CRITICAL ANALYSIS PAPER CRITERIA 
 
Students are given the following Critical Analysis paper criteria: 

The purpose of a critical analysis is not simply to inform, but to evaluate the worth, 

utility, validity, or goodness of something.  

In an Internship Critical Analysis paper, HDA MA Program looks for an intelligent 

assessment of learning experiences during an internship that prepare students to 

become better decorative arts history professionals. 

We expect students to demonstrate that they have established solid foundations of 

core knowledge of the decorative arts history and developed the critical thinking 

ability. 

A Critical Analysis paper should include the following information in the proportions 

suggested: 

10% Description of the organization 

10% Description of specific assignments and projects 

80% Analysis of overall experience 

Description of the organization: in this section students are asked to provide a brief 

outline of the mission and structure of the organization, focusing on the following 

points: Which department did the student work in? What is the job of his or her 

supervisor and how does it fit with the jobs of others in the organization? What are 

the similarities and differences between the student’s host organization and other 

organizations of this type? What is commendable about this organization? What 

areas may need improvement? 

Description of specific assignments and projects: students are expected to discuss 

the projects and assignments they were given during the internship. We suggest that 

they consider such questions as: Were the assignments a good learning experience 

and why? What previously acquired skills helped student complete these 

assignments well? What knowledge was lacking before the internship and is 

improved after it thanks to the tasks completed? Who or what was helpful in this 

regard? Has a student become knowledgeable in a certain area of expertise? Was the 

internship as a whole valuable for his or her studies and why? 

Analysis: students are asked to provide their assessment of: 

o The condition of the host organization 

o The extent of the organization’s collections 

o Challenges student and the host organization have faced during the course of 

his or her internship 

o The effect of student’s contributions as an intern 

o The lessons student has learned during the internship 

o Student’s overall experience as an intern 

o Experiences that were better than others 

o Student’s expectations of the internship versus real experiences 


