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Dr. Hope Garcia 				
Assistant Vice President for Student Services 		
hope.garcia@unt.edu | 972.668.8114

Office Hours	
Office hours are by appointment only. You can schedule an appointment via email. 

Course Description
Supervised work in a job related to student career objective. 

Course Objective 
Student internships provide valuable work experience and increase knowledge in the field. 

Students that complete the course will be able to: 
1. Apply and explain the relationship between coursework taken and work being performed in the internship.
2. Continue to develop communication skills in the areas of written, oral and presenting. 
3. Practice work habits and attitudes needed to be successful professionally. 
4. Identify your career interest and develop strategies for success unique to that industry. 

Internship Hours and Credit Hours 
Each credit hour is equivalent to 65 actual work hours of internship. 

Credit Hours and Work Hour Matrix
· 1 SCH must have 65-129 work hours
· 2 SCH must have 130-194 work hours
· 3 SCH must have 195-259 work hours
· 4 SCH must have 260-324 work hours
· 5 SCH must have 325-389 work hours
· 6 SCH must have at least 390 work hours
Course Requirements 
While your internship experience may be in-person, this course will be online via canvas.unt.edu where you can find course content and submit assignments. There are no in-person meetings for this course. 

Assignments & Grading
All assignments are due by 11:59 p.m. on the date listed. More information about assignments can be found in Canvas. 

	Assignment
	Points Possible
	Due

	Syllabus Statement
	25
	1/18	 

	Pre-assessment
	25
	1/18 

	Journal #1
	100
	1/18

	Journal #2
	100
	1/25

	Journal #3
	100
	2/1

	Journal #4
	100
	2/8

	Journal #5
	100
	2/15 

	Journal #6
	100
	2/23 

	Journal #7
	100
	3/1

	Journal #8
	100
	3/8

	Instructor 1:1
	200
	3/8-3/31

	 - - - Spring Break - - - 
	
	

	Journal #9
	100
	3/22

	Journal #10
	100
	3/29

	Journal #11
	100
	4/5

	Journal #12
	100
	4/12

	Journal #13
	100
	4/19

	Journal #14
	100
	4/26

	Supervisor Evaluation
	100
	4/26

	Journal #15
	100
	5/3

	Colleague Interview Paper
	200
	5/3

	Post-assessment
	50
	5/6

	Final Package
	300
	5/6

	Weekly Time Log
	100
	5/8

	Thank You Cards
	200
	5/8



	Assignment
	Description
	Canvas
	Points

	Syllabus Statement
	Confirmation that you have read the syllabus and are aware of the late work policy. 
	Canvas Quiz
	25

	Post-Assessment
	Description of career plans based on internship expectations
	Self-Assessment
	25

	Journal
	Each journal entry will have two parts. 
*The first part is a reflective recap of your week (not just a play-by-play, but what did you think of the things that happened that week?) – 200 words
*The second part is a response to the weekly prompt. – 400 words
*Pay attention to complete sentences, grammar, spelling. Although these answers are your personal take, write it like you’re a professional blogger.

1. Hopes & readiness: What excites you about starting your internship; how do you feel you have prepared for it; what do you believe you can offer your team?
2. What is the mission of your company? What do you think it means in practice; how does it relate to the work you’ll be doing this term; what impact is your company trying to have on it’s community?
3. Listen to the podcast Work Life by Adam Grant titled “Your Insecurities Aren’t What You Think They Are.” Respond. What are your work-related/internship-related insecurities? Have you taken on tasks to help you grow? If not, how can you encourage yourself to grow through your insecurities? Did the podcast spark any other thoughts? 
4. Consider the time left in your internship now that you have had some time on the job. What reasonable goals do you think you can set for yourself during the time you have ahead. Is there something specific you would like to learn/accomplish/experience?
5. Reflect on your expectations for this experience before you started. Were they realistic? Why? Why not? What has gone as expected versus what surprises have you encountered? 
6. Listen to season 2, episode 4 of the podcast Work Life by Adam Grant titled “The Perils of Following your Career Passion.” Respond. Do you agree or disagree? Why? Why not? Did the podcast spark any other thoughts? 
7. You’ve made it to the halfway point of this course. Recap and assess your performance thus far – Where have you excelled? What has been a challenge? Have or can you seek feedback or guidance from your supervisor if needed?
8. Read the linked article. Select a company that you hope to work for in the future. Conduct a deep dive into their corporate values. What are they? Based on what you find, do they live their values? If so, how? If not, where do you feel that they fall short. This journal entry will require research and critical thinking. It isn’t enough to say “the website says…” 
9. How has your internship connected to your coursework? Which class/es have been the most relevant to your internship experience? 
10. Listen to season 1, episode 1 of the podcast Work Life by Adam Grant titled “How to Love Criticism.” Respond. Do you agree or disagree? Why? Why not? Did the podcast spark any other thoughts? 
11. Picture your future work-life. What sort of workplace descriptors, factors, modality, colleagues, supervision,  characteristics, etc. can you think of that would be something you desire to be a part of your future work experience?
12. What do your colleagues say about you? What is your work reputation? If so, how did you build that reputation? If not, how can you use what you've learned during this internship to build a better reputation at future internships/jobs.  
13. Listen to the podcast Work Life by Adam Grant episode titled “Taken for Granted: Mellody Hobson on Taking Tough Feedback.” Reflect on a time that you received tough feedback. Looking back, could you have handled it differently based on what you learned from this podcast? Did the podcast spark any other thoughts? 
14. Read the Coursera article on transferable skills. Complete the activity under the heading “Identifying Your Transferable Skills” and submit your work. 
15. Expressing gratitude: What aspects of this internship are you grateful for? What has it taught you that you wouldn’t have be able to realize otherwise? 
	Assignment 
	100 per journal

	Instructor 1:1 Mtg
	Reach out via email to Hope.Garcia@unt.edu and request a 30-minute appointment to check-in on internship and discuss thoughts on future career. Must have completed appt by 3/31 for full credit. *Take request timing into account; keep in mind not everyone is on your schedule. 
	Email request and confirmed appt.
	200

	Supervisor Evaluation
	Supervisor Evaluation
	Confirmation of email notice
	100

	Colleague Interview Paper
	Interview a colleague at your workplace who holds a role that you may be interested in pursuing in the future. Aim for mid-level position or higher, not entry-level. Use questions from the question bank provided. * Take request timing into account; keep in mind not everyone is on your schedule.
	Assignment
	200

	Post-Assessment
	Description of career plans based on internship experience
	Self -Assessment
	50

	Final Package
	Final Reflection, 
Updated LinkedIn, 
Updated Resume,  
	Assignment
	300

	Time Log
	Weekly submission of total number of hours.  
Time log may be periodically verified with supervisor. A grade cannot be submitted for you without a completed time log. 
	Assignment
	100

	Thank You Cards
	Hand write and deliver/mail 5 thank you notes to those you have worked with during your internship. Pick up notes in advance from FRLD 352.
	Confirmation of sent Thank You Cards
	200



Due dates and assignments are subject to change. Changes will be communicated via email and Canvas announcements. Students are responsible for monitoring their email and Canvas. 

Hours Worked
If you do not complete the number of work hours needed for the number of credit hours that you enrolled in (see Internship Hours and Credit Hours above), you fail the course. For example: If you enrolled in 3 credit hours, but only complete 180 work hours, you fail the course regardless of other coursework completed. 

Late Submissions
Late work will not be accepted more than 12 hours after the time due. Work turned in between 1-12 hours after the due date will be given an automatic 50% deduction. All work turned in after the 12 hour window will receive a grade of zero unless the student has made an arrangement with the professor in advance or has a university-excused absence  (Links to an external site) and provides documentation within 48 hours of the missed deadline. 

ADA Accommodations
UNT makes reasonable academic accommodation for students with disabilities. Students seeking accommodation must first register with the Office of Disability Accommodation (ODA) to verify their eligibility. If a disability is verified, the ODA will provide a student with an accommodation letter to be delivered to faculty to begin a private discussion regarding one’s specific course needs. Students may request accommodations at any time; however, ODA notices of 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 accommodation for every semester and must meet with each faculty member prior to implementation in each class. For additional information see the ODA website at disability.unt.edu or email disability@unt.edu. 

Emergency Notifications and Procedures
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 Blackboard for contingency plans for covering course materials. 

Academic Integrity Expectations and Consequences
According to UNT Policy 06.003, Student Academic Integrity, academic dishonesty occurs when students engage in behaviors including, but not limited to cheating, fabrication, facilitating academic dishonesty, forgery, plagiarism, and sabotage. A finding of academic dishonesty may result in a range of academic penalties or sanctions ranging from admonition to expulsion from the University. 

Acceptable Student Behavior 
Students are representing UNT during an internship, so professional behavior is especially important. For this course, it is essential that all of your conversations, electronic communications, and face-to-face interactions with the professor, your internship supervisor(s), and coworkers are respectful and professional. 
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