








When writing the weekly log, the basic strategy is for students to provide sufficient information
to detail the activities they engaged in, as well as how what they are learning affects their
professional development. For each weekly log, the Internship Coordinator will evaluate the
quality of the report in one of two categories: V = Acceptable and V- = Unacceptable. Given that
the weekly logs constitute 20% of a student’s final grade, it is important that students write
satisfactory logs that document work activities as well as detail how these experiences affect
their professional development for a given week. As noted above, examples of acceptable logs
are provided in Appendix C. Finally, although logs should be thorough they do not need to be
more than 2 single-spaced typed pages.

Internship Critique

During the last week of the internship (15" week for fall and spring; 12" week for summer) each
student is required to complete a short critique of the internship experience. The critique should
include: (a) an overview of the activities the intern engaged in with a critique of the personal and
professional development gained from these activities, (b) an assessment of the supervision and
support the intern received at the site, (c) self-assessment of the intern's performance and relative
strengths and weaknesses, (d) suggestions for improving the internship experience for future
interns, and (e) any other relevant comments. The critique should be 3-5 typewritten pages.
When writing the critique, be sure to use these exact headings: Overview of Internship Activities,
Supervision Assessment, Self-assessment, Suggestions for Improving the Internship Experience,
and, if relevant, Other Comments. The critique must be uploaded to the ANGEL site no later
than the last day of University classes.

Evaluation and Grading

Ongoing Evaluation

The Internship Coordinator will make three phone calls to the intern and three phone calls to the
Site Supervisor. The first call will occur during the first two weeks, the second call will occur
after receipt of the mid-semester evaluation, and the third call will occur during the last two
weeks of the semester. At mid-semester and during the last week of the semester the intern and
the Site Supervisor will complete an Intern Evaluation Report (see Appendix E), which provides
feedback about the intern’s performance. Space is provided for the intern to make self-evaluative
comments, and the intern and Site Supervisor must type their names at the end of the Intern
Evaluation Report. This typed name will serve as an electronic signature. The completed Intern
Evaluation Report will need to be uploaded to the ANGEL site by the dates provided by the
Internship Coordinator during the first week of internship.

Grading

The Internship Coordinator is responsible for assigning the final grade. The information provided
in the mid- and final semester Intern Evaluation Reports by the Site Supervisor is critical and
constitutes the most influence on the grade, but other factors are also evaluated (intern self-
assessment, submitting paperwork on time). In terms of the mid- and final semester evaluations.
the general expectation is that the intern has shown improvement and there are no major
deficiencies noted on the Intern Evaluation Report. Grading is assigned as follows:
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Intern Evaluation Report 70% (Mid-semester is 30%; Final semester is 40%)
Weekly Logs 20%

Internship Critique 10%

In the majority of cases, the final grade range falls between A and B+. Lower grades are
indicative of several deficient areas noted in the Intern Evaluation Reports, failure to submit
weekly logs, and/or failure to complete the Internship Critique.

RHS students must earn a grade of C or higher for internship. In the event students do not
achieve this level, they will be required to complete another internship. In this instance, a review
of remedial action with the student, the student's adviser, and Internship Coordinator will be
required prior to starting a subsequent internship. In the event student performance indicates a
serious breach in professional behavior, ethical practices, and/or general rules of acceptable
student conduct, during the course of the internship, it may be necessary to terminate the
internship. In these instances, a review by the Internship Coordinator, academic adviser, and
student will follow to determine an appropriate course of action.
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Frequently Asked Questions
1. When should I start preparing or visiting possible internship sites?
Student should begin looking at internship sites two semesters prior to beginning internship, and
they should conduct on-site visits to potential internship sites at least one semester before they
anticipate beginning internship.

2. How do I find information about possible internship sites?

Information on over 300 internship sites RHS students have used within the past several years is
available at http://www.ed.psu.edu/internships/Default.asp.

& How long will it take me to finish my internship?

Internships are full-time activities requiring approximately 40 hours of work a week for 15
weeks (600 hours). RHS students pursuing summer internships will follow the adjusted
University schedule (520 hours).

4. Can I complete other courses while I am pursuing internship?

Students should have completed all coursework prior to internship. Under very unusual
circumstances students may be permitted to complete one course. This exception must be
approved by the student's academic adviser and the RHS PIC. Under no circumstances will
students be allowed to complete more than one course.

5. Will my internship site provide me with housing?

Interns are responsible for making their own living arrangements. A few sites provide room
and/or board, but this is not common.

6. After I submit the Internship Application can I register for this course?

No. After reviewing all required paperwork the RHS PIC will take responsibility for registering
students for internships (RHS 495A).

p How do I know if my internship has been approved?

Students will receive a copy of the confirmation letter sent to the Site Supervisor. This letter is
the students’ confirmation that the internship is approved and that they have been registered for
internship. Typically this letter is mailed 2-3 weeks after the internship paperwork deadline.

As a general practice, it is always good to contact the Site Supervisor at least two weeks prior to

the starting date reminding him or her of the internship start date. This practice averts the
problem of the Site Supervisor forgetting when the student will be arriving.
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8. Do I need to provide the Internship Coordinator with a copy of my child abuse and
criminal background clearance forms or proof of malpractice insurance?

No; however, if the site requires clearances, students must provide proof to them before starting
internship. It is recommended that students make copies of all clearances to keep for themselves
in case any of the documents get lost. Students should also retain the original documentation and
make copies for the site as needed. This recommendation is made because after completion of
the internship, in the event these clearances are needed for subsequent employment, future
employers working in similar settings or with similar client populations typically need original
documentation.

9. When are the starting and ending dates for internship?

The starting and ending dates are the same as the regular Fall and Spring semester and the
Summer session schedule (including both summer sessions). These dates do not include exam
week for fall and spring semesters. Students must consult with their Site Supervisor before
internship begins about whether they will take a Fall/Spring Break.

10. Can I “bank” hours during prior to the beginning of the semester?

No. A student may be required to start internship on a date different from the University
schedule, but in general students should not begin internship early. We do not recommend
students work more than 40 hours per week to accrue hours to finish internship early. Burnout
can occur when professionals work long hours. We do not endorse and will not accept practices
where students work longer hours than expected. If a Site Supervisor expects an intern to work
more than 40 hours a week, the student should contact the Internship Coordinator.

11. After I have selected an internship site do I need to contact the other sites where I
interviewed, even if I am not doing my internship there?

Selecting an internship is a professional activity and students should remember they represent
not just themselves but also the RHS program and Penn State. Students must reach closure with
every site contacted. A call, letter, or email thanking the person and providing information about
the student's internship plans is consistent with good professional behavior.

12. If I cannot finish my hours within the semester in which I am registered for
internship, can I complete them during the break between semesters?

All internship assignments must be completed by the last day of classes during the semester of
the internship. If there are unusual circumstances that interfere with the expected completion date
then students must discuss this situation with the Internship Coordinator.

13. Can I complete an internship at my current place of employment?
Although students are permitted to intern where they are currently working, in general, this
practice is not encouraged. The expectations for an intern versus an employee are quite different.

When these roles are mixed, it can sometimes lead to problems in supervision (e.g., frequency,
intensity, focus) and, as a result, can negatively affect the internship.
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