
Pre-Internship/HDFS 4011/Section 020
Instructor Information  
Instructor: Dana Booker, PhD
Email: Dana.Booker@unt.edu  
Phone: 940-369-8369
Office: Matthews Hall 322E  
Office Hours: Mondays 11:00am-1:00pm; Wednesdays 2pm-4pm; Thursdays 11:00am-1:00pm; or by appointment
Meeting: The course is hybrid; thus, the course is primarily virtual/asynchronous but students are required to meet in person on Tuesday, Sept. 30th from 4:30pm to 5:30pm for the Internship Fair.

Course Description
Pre-Internship. 1 hour. 
[bookmark: _Int_sWzs8uo5]Provides a bridge from theory to professional practice. Determining career goals and assuming professional ethics, roles and responsibilities are emphasized. Preparation and placement for an in-depth internship related to or within the field of development and family science.

Structure
Pre-internship is a hybrid course. It takes place online and in-person through the internship fair. We will have a couple synchronous video conferences using Zoom throughout the semester. Other than that, your interaction with me and with your fellow students will take place in Canvas. There are 15 modules of content that you will move through in addition to the introduction week. 

Objectives 
Upon successful completion of this course, learners will be able to:
1. Discuss benefits and challenges of internship/internship experiences.
2. Apply knowledge of the qualities of a good mentor to proactively choosing and developing a relationship with an internship mentor.
3. Assess professional interests, strengths, and areas of needed growth.
4. Write a job application letter that presents professional qualifications, strengths, and competencies.
5. Work cooperatively to identify opportunities and organizations for appropriate internships and career placements for self or secondary students.
6. Apply principles of decision making to internship and career selection.
7. Demonstrate professional qualifications through preparation of a resume. 
8. Complete internship interview and application process. (FCS Ed - Complete research to identify appropriate careers and internships for secondary students.) 
9. Determine objectives and learning experiences for internship. (FCS- Ed- Determine objectives and learning experiences for a selected secondary student internship). 
10. Develop a professional profile that demonstrates competencies and professional qualifications.
11. Describe the benefits of participation in a professional association.
12. Apply principles of ethical decision-making through analysis of a case study. 
13. State principles and practices of professional behavior. 
14. Apply job search principals through activities.
15. Practice appropriate written and verbal communications related to school-to-work transitions.
16. Utilize campus resources, including Career Center. 

Assignments 
Course Orientation Quiz: This quiz is designed to demonstrate your comprehension of the Start Here and Introduction modules. These modules establish the guidelines and goals for the course. 25 points
Internship Description Essay: Write a short essay (200-250 words) to describe an internship. 25 points
Potential Internship Placement List: Utilize university and professional resources to create a list of five potential internship placement opportunities. 25 points
Resume: Create an error free resume that demonstrates your summary of qualifications including education and work experience. Students are strongly encouraged to meet with the Career Center for additional guidance. 50 points
Cover Letter: Introductory letter to compliment resume, express interest in available position using formal language and traditional letter format.  50 points
LinkedIn Profile: Create a professional profile on LinkedIn. You should include your education, experience, and skills. Connect to other professionals in your field of interest and find at least one professional organization to follow. 50 points
Interview Questions: Prepare for an interview with common questions. Questions will be provided in written format. 25 points
Group Interview Practice: Work with a small group within class to practice interview questions and etiquette. Provide constructive feedback to classmates. 50 points
Follow-up Email: Produce an appropriate email to send following an interview. 25 points
Active Waiting Quiz: Demonstrate knowledge needed for decision making and professionalism to navigate the time following an interview through position acceptance. 20 points
Internship Goals: Research your potential site and consider your professional needs to begin your career. Use your research and needs to create measurable goals for internship experience. FCS alternate assignment Work experience plan Objectives for a secondary student in an occupational work site, such as childcare. Submit your completed plan to the assignments folder.  50 points
Discussions: Discussions are targeted to enhance your professional development and encourage communication with fellow students. Please make your initial response by Wednesday of the module week for opportunity to “discuss” with others. 6 @ 25 points
Ethics Case Study: Professional ethics requires study, self-reflection, and application. The case study will provide you with an opportunity to work through steps to reaching an ethical decision while considering your own rationale and reasoning. 50 points

Internship Fair Preparation and Reflection: It is expected that students will attend the fair prepared to participate effectively. It is equally necessary to deliberate on the information gathered and determine next steps. This assignment will assist in your preparation as well as your reflection. 50 points

Introduction/Elevator Speech: Review the components needed for a professional introduction. Write out and rehearse an introduction to develop confidence and professionalism. 50 points

Internship Application: Application for internship will summarize your preparation, search, and conclusion of internship placement. It is a required step to register for HDFS 4023. 25 points

Handshake Account: Create a Handshake Account through UNT Career Center to serve as a resource for internship search, internship evaluation, and on-going career search. 25 points

Assignment Amendment: Upload a copy of a corrected professional tool created during the course to demonstrate responsiveness and professionalism 5 points

Final Exam: Demonstrate your comprehension of course content through completion of the final exam. 50 points

Required Materials 
A textbook is not required. All articles to support course are provided online through Canvas within modules. This course has digital components.  To fully participate in this class, students will need internet access to reference content on the Canvas Learning Management System.  If circumstances change, you will be informed of other technical needs to access course content.  Information on how to be successful in a digital learning environment can be found at Learn Anywhere (https://online.unt.edu/learn). 
14 career advice tips for college students. Indeed Career Guide. (2021, May 24). Retrieved May 31, 2022, from https://www.indeed.com/career-advice/career-development/career-advice-for-college-students 
Birt, J. (2022, June 30). How to respond to a job offer when waiting on other offers. LinkedIn. Retrieved January 6, 2023, from https://www.indeed.com/career-advice/finding-a-job/job-offer-but-waiting-on-another-interview 
Cate, R. (n.d.). What does good mentoring look like? National Council on Family Relations. Retrieved May 31, 2022, from https://www.ncfr.org/resources/career-resources/students/what-does-good-mentoring-look 
Doyle, A. (2021, January 27). When and how to use an elevator pitch. The Balance Careers. Retrieved May 31, 2022, from https://www.thebalancecareers.com/elevator-speech-examples-and-writing-tips-2061976 
Half, R. (2022, May 5). Behavioral interview questions and how to answer them. How to Answer Behavioral Interview Questions | Robert Half. Retrieved May 31, 2022, from https://www.roberthalf.com/blog/job-interview-tips/why-you-need-to-prepare-for-behavioral-interview-questions 
Heathfield, S. M. (2020, September 17). What are interns and Internships? The Balance Careers. Retrieved May 31, 2022, from https://www.thebalancecareers.com/what-are-interns-and-internships-1918155 
Kent State University Career and Exploration. (n.d.). Illegal/improper questions. Kent State University. Retrieved February 14, 2023 from https://www.kent.edu/career/illegalimproper-questions-0
LinkedIn. (n.d.). Using LinkedIn to find a job or internship. Retrieved February 10, 2023 from https://university.linkedin.com/content/dam/university/global/en_US/site/pdf/TipSheet_FindingaJoborInternship.pdf
National Council on Family Relations. (1998). Ethical principles and guidelines for family scientist. Retrieved February 17, 2023 from https://www.ncfr.org/sites/default/files/ncfr_ethical_guidelines_0.pdf
Oregon State University Career Services. (n.d.). Transitioning from college to the workplace. Oregon State University. Retrieved February 28, 2023 from https://career.oregonstate.edu/sites/career.oregonstate.edu/files/transitioning_from_college_to_workplace.pdf
Quora. (2020, December 15). 6 steps for college students using LinkedIn to connect. Forbes. Retrieved May 31, 2022, from https://www.forbes.com/sites/quora/2015/07/17/6-steps-for-college-students-using-linkedin-to-connect/?sh=228b14ba6ff2 
University of North Texas Career Center. (n.d.). How to write a great cover letter. University of North Texas. Retrieved February 10, 2023 from https://cdn.uconnectlabs.com/wp-content/uploads/sites/68/2019/05/How-to-Write-a-Great-Cover-Letter.pdf
Zhang, L. (2022, April 13). Exactly how to respond to a job offer via email (with examples). Retrieved February 16, 2023 from https://www.themuse.com/advice/respond-to-job-offer-email-examples

How to Succeed in this Course 
Attendance: Students are expected to participate in class each week by checking announcements, completing the weekly module and assignments. Consistent “attendance” is required to be successful in the course. It is important that you communicate with the professor and the instructional team prior to being absent, so you, the professor, and the instructional team can discuss and mitigate the impact of the absence on your attainment of course learning goals.  Please inform the professor and instructional team if you are unable to participate in class because you are ill, and in mindfulness of the health and safety of everyone in our community. 
Deadlines: All assignments are due on Fridays at 11:59pm on Canvas. Each student should be aware of his/her obstacles to meeting any deadline for this or any other class.  If a student has trouble meeting deadlines for medical, family, or any other reason, it is the student’s responsibility to adopt a pattern of behavior that will allow for the completion of the assignment by the required deadline. Late work will be accepted on assignments (not discussions assignments) for partial credit (25%-point deduction) up to 24 hours following the deadline.
Office Hours: Office hours offer you an opportunity to ask for clarification or find support with understanding class material. Come visit me! I encourage you to connect with me for support. 
Academic Integrity: Every student in our class can improve by doing their own work and trying their hardest with access to appropriate resources.  Students who use other people’s work without citations will be violating UNT’s Academic Integrity Policy.  Please read and follow this important set of guidelines for your academic success (https://policy.unt.edu/policy/06-003).  If you have questions about this, or any UNT policy, please email me or come discuss this with me during my office hours
Supporting Your Success and Creating an Inclusive Learning Environment  
As members of the UNT community, we have all made a commitment to be part of an institution that respects and values the identities of the students and employees with whom we interact. UNT does not tolerate identity-based discrimination, harassment, and retaliation so we will work as a class to collaborate in ways that encourage inclusivity. 
Instructor Responsibility and Feedback: As instructor for the course, my goal is to help students grow professionalism and learn more about our field. I aim to provide clear instructions and expectations for assignments, answer questions and provide additional resources to support you individually. I plan to return assignments with feedback within 1 week of the due date and will send an announcement if I am unable to maintain that pattern. Please invest time in reading instructions and assignment feedback. 
Academic Accommodations: The University of North Texas makes reasonable academic accommodation for students with disabilities. Students seeking reasonable accommodation must first register with the Office of Disability Access (ODA) to verify their eligibility. If a disability is verified, the ODA will provide you with a reasonable accommodation letter to be delivered to faculty to begin a private discussion regarding your specific needs in a course. You may request reasonable accommodations at any time; however, ODA notices of reasonable accommodation should be provided as early as possible in the semester to avoid any delay in implementation. Note that students must obtain a new letter of reasonable accommodation for every semester and must meet with each faculty member prior to implementation in each class. Students are strongly encouraged to deliver letters of reasonable accommodation during faculty office hours or by appointment. Faculty members have the authority to ask students to discuss such letters during their designated office hours to protect the privacy of the student. For additional information, refer to the Office of Disability Access website (http://www.unt.edu/oda). You may also contact ODA by phone at (940) 565-4323.
Assessing Your Work 
Throughout this course you will have an opportunity to earn 800 points. Your grade is determined by your effort. Students will be evaluated accordingly 
· A: 720-800 (Outstanding, excellent work. The student performs well above the minimum criteria.)
· B: 640-719 (Good, impressive work. The student performs above the minimum criteria.)
· C: 560-639 (Solid, college-level work. The student meets the criteria of the course.)
· D: 480-559 (Below average work. The student fails to meet the minimum criteria.)
· F: 479 and below (Sub-par work. The student fails to complete the course.)

Late work will be accepted on assignments excluding discussions for partial credit (25%-point deduction) up to 24 hours following the deadline. 
Turnaround timeline: I aim to return graded work to you within one week of the due date. When this is not possible, I will send an announcement to the class.
Extra Credit: You may join a professional organization and provide evidence of membership for 20 points extra credit in this course. 

Course Schedule
	Week
	Date
	Topic
	Assignment
	Point Value
	Percent of Final Grade

	Week 1
	
	Canvas & Course Orientation
	Orientation Quiz
	25 pts
	3%

	Week 2
	
	What is an internship?
	Discussion

	25 pts
	3%

	
	
	
	Essay: Internship Description
	25 pts
	3%

	Week 3
	
	Investigating Opportunities
	Discussion
	25 pts
	3%

	
	
	
	Potential Internship Placement List
	25 pts
	3%

	Week 4
	
	Personal Experience to Professional Skill
	Cover Letter
	50 pts
	6%

	
	
	
	Resume
	50 pts
	6%

	Week 5
	
	Professional Profile
	Discussion
	25 pts
	3%

	
	
	
	LinkedIn Profile
	50 pts
	6%

	Week 6
	
	The Art of Interviewing
	Interview Questions
	25 pts
	3%

	
	
	
	Group Interview Practice
	25 pts
	3%

	Week 7
	
	Internship Fair
	Fair Preparation & Reflection
	50 pts
	6%

	
	
	
	Elevator Speech
	50 pts
	6%

	Week 8
	
	Active Waiting
	Active Waiting Quiz
	20 pts
	2%

	
	
	
	Follow-up Email
	25 pts
	3%

	Week 9
	
	Ethics
	Ethics Case Study
	50 pts
	6%

	Week 10
	
	Professional Development
	Discussion
	25 pts
	3%

	
	
	
	Extra Credit
	(20 pts)
	

	Week 11
	
	Mentorship
	Discussion
	25 pts
	3%

	Week 12
	
	Internship Planning & Preparation
	Internship Goals
	50 pts
	6%

	Week 13
	
	Keys to Success
	Discussion
	25 pts
	3%

	Week 14
	
	Application & Registration
	Internship Application
	25 pts
	3%

	
	
	
	Handshake Account
	25 pts
	3%

	Week 15
	
	Review
	Assignment Amendment
	5 pts 
	0.6%

	Week 16
	
	Final Exam
	Final Exam
	50 pts 
	6%




Canvas Reliability: The University is committed to providing a reliable online course system to all users. However, in the event of any unexpected server outage or any unusual technical difficulty which prevents students from completing a time sensitive assessment activity, the instructor will extend the time windows and provide an appropriate accommodation based on the situation. Students should immediately report any problems to the instructor and contact the UNT Student Help Desk: helpdesk@unt.edu or 940.565.2324 and obtain a ticket number. The instructor and the UNT Student Help Desk will work with the student to resolve any issues at the earliest possible time.

Eagle Alert: UNT uses a system called Eagle Alert to quickly notify students with critical information in the event of an emergency (i.e., severe weather, campus closing, and health and public safety emergencies like chemical spills, fires, or violence). In the event of a university closure, please refer to Canvas for contingency plans for covering course materials.
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