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Introduction & Acknowledgments

The internship is a unique experience within the curriculum of the undergraduate program at Fredonia. The primary purpose of an internship is to further intellectual, personal and professional growth. Ideally, An internship will enable students to relate classroom studies to a specific career field, to test skills and interests in that field, and to apply theory to a work setting. The academic credit received for an internship is awarded in recognition of the learning value of this experience.

This Internship Handbook for Students is designed to enable students to make the most of the learning potential of their internships.  It is based on the handbook used at Hartwick College, Oneonta, New York, and was originally modified by Dr. Leonard Faulk, Dean of Graduate Studies and Dr. William Muller, former Director of Internships. The latest modification by Dr. Charles Davis, targets internship experiences for students majoring in Sport Management and Exercise Science.  Permission to change and editorialize was given by Mary Sasso in 2006.
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I. GENERAL INFORMATION
Definitions

The term "Internship" is used in this handbook to designate any arrangement involving college-sponsored experiential education, including cooperative education arrangements based upon alternating work/study periods. The purpose of an internship is to further the academic goals of a student's major, minor or concentration; and to involve students productively in the work of the host organization, agency or business.  An internship is not an interruption of the student's academic obligations, but an occasion for integrating classroom studies with the ongoing work of the host organization. Thus, the student becomes at once an observer and a participant. It is this combining of roles that constitutes the special educational merit of an internship.

Sport Management Majors: Premise. An undergraduate student will benefit from in-depth practical experience(s) before entering the sport industry.  These experiences help the student bridge the gap between classroom learning and practical application in sport settings.  Students can explore career options, develop management skills, and gain a better understanding of the total operation of sports organizations.

Exercise Science Majors:  Premise.  The practical experience consists of competencies in orientation and internship.  This standard describes the minimum practical experiences expected of an entry level fitness specialist.  The orientation competency describes the initial practical experience.  The internship competencies describe the second and third (final) practical experience.  Orientation:  The student will have at least one observation experience at a worksite.

The term "Learning Contract" will be used in place of its more formal name, Learning Contract for Experiential Education whereever appropriate.

Required content:  Field experiences in sport management may be categorized as practica or internships.  Practica are part-time work experiences in the sport industry, which may or may not be offered for credit.  Practica are often performed in proximity to the campus and usually involve observing and providing assistance to another professional.  They must be directed and evaluated by a qualified Fredonia faculty member with appropriate supervision by an on-site professional. (NASSM Standard 12).

Internships are full-time work experience in the sport industry (40 hrs/week) that are offered for academic credit.  This experience is actual work in a sport management  setting in which management practices are applied.  Final agreements and arrangements are completed by The Department of Health, Wellness & Recreation.  An on-site professional will also direct and evaluate the experience.  

Pre-Internship.  SPMG 398 was created to give students the skills they need to successfully acquire an internship.  All students in the majors are required to take the pre-internship. The content of the pre-internship will include Introduction to field experiences, using on-line services including “Quest”, “Internship.com” and “Career Search”. Resume writing including cover letters, and preparation for interviews.  Portfolios and the “Angel” online diary will also be addressed in this course.
Student Eligibility

To be eligible to earn internship credit at SUNY Fredonia students must:

· have earned at least thirty credit hours 

· have a 2.0 minimal grade point average

Limits For Earning Academic Credit

Under normal circumstances, the total number of credits awarded for an internship may not exceed 24 credit hours toward the fulfillment of the 120 hours required for graduation. The minimum number of credit hours required  for students majoring in Sport Management is 6.  Students may exceed this basic requirement with permission of the Department Chairperson. The suggested limit of 24 hours does not include credit taken by students in related studies, such as a seminar that may be taken in tandem with an internship.  Students should verify the maximum number of credit hours their major department allows before registering.
The Faculty Sponsor 

At the beginning of every academic year, a faculty member is selected by each department to be the Faculty Sponsor for their majors.  Students choosing a different Faculty Sponsor must notify the assigned Faculty Sponsor for their department of the change before beginning the internship.

An understanding, written or verbal, between the Faculty Sponsor (on behalf of the college) and the host Site Supervisor is strongly encouraged. Such an understanding should make clear what each expects of the other. It is especially important that the Site Supervisor agree to supervise the student's work, and to assist in the evaluation of that work.  However, it remains the primary responsibility of the Faculty Sponsor to evaluate the written work based on the Learning Contract criteria, and to assign the grade.

II.
LOCATING AN INTERNSHIP

Locating an internship is a multifaceted process. A portion of the educational value of the internship lies simply in locating one. If students decide to find their own internship, the process is much like a job search.  Students may identify organizations that have potential placements and then identify the appropriate person within that agency who is willing to establish an internship opportunity.   

It is vital that the student maintains close contact with appropriate departmental faculty from the very earliest stages of the process. The sponsoring faculty member has the ultimate responsibility of deciding if the proposed internship will provide a suitable setting to contribute to the student's education. Credit will not be awarded for the experience without prior approval.  

There are three main sources of information on the campus. The first is the Internship Office (LoGrasso Hall, 673-3451) which maintains a computerized database of recurrent internships.  Student will also find directories, listing a variety of opportunities throughout the United States, and on-campus announcements for interns. Periodically workshops and classroom presentations are held to publicize opportunities.

The second source of information is the Career Development Office (Gregory Hall, 673-3327) which also has a number of national directories. A good resume is important in establishing contact and the Career Development Office offers regular workshops on preparing such documents.

The third source is the student's own department, which may be able to assist in identifying new internship opportunities. Our Department is often aware of placements in a number of specific college approved programs such as fitness centers, intramurals and recreation, sports marketing, sports information, private sport businesses such as sports complexes, YMCA and YWCA’s,  public schools, town and city recreation departments and wellness centers.

III.  PREPARING FOR THE INTERNSHIP INTERVIEW 
An internship is an excellent opportunity to explore careers. Students are able to gather information, clarify how they feel about specific work environments, and test their abilities as they learn skills that are essential for various positions. Students can also develop professional contacts that can be used during a job search. Students will gain career information during the hours worked each week. A systematic effort to obtain data, however, can yield an even greater dividend. What strategies work the best?  Consider the following:

• Ask several co-workers questions about their careers and compare answers.

• Schedule individual meetings with co-workers throughout the experience.

• Use the final evaluation meeting with a supervisor to discuss career concerns.

Students may want to ask the following questions about a career field that interests them. Check those that are most important and add any others in the space provided.

A.  Present job

· Describe how you occupy your time during a typical workweek.

· What skills or talents are most essential for effectiveness in this job?

· What are the toughest problems you must deal with?

· What do you find most rewarding about the work itself, apart from external motivators such, as salary, fringe benefits, travel, etc.?

· What least interests you about this job, or creates the most problems?

· Other

B.  Preparation

· What credentials, educational degrees, licenses, etc. are required for entry into this kind of work?

· What kinds of prior experience are essential?

· How did you prepare yourself for this work?

· Other

C.  Prior Experience

· Which of your past work experiences affect what you do now?

· Have any of your job changes been for reasons of life style?

· Other

D.  Life Style

· What obligation does your work place upon you, outside of the ordinary workweek? Do you enjoy these obligations?

· How much flexibility do you have in terms of dress, hours of work, vacation schedule, place of residence, etc.?

· Other

E.  Supply/Demand

· What types of employers hire people in your line of work? Where are they located?

· How do people find out about these jobs? Are they advertised in the newspapers (which ones?), by word-of mouth (who spreads the word?), by the Personnel Office?

· Is turnover high? How does one move from position to position? Do people normally move to another agency, or do they move up in the agency?

· How much do wages or salaries vary in your work by employer or region?

· What kinds of job-related values are sought in this type of work? (Security, high income, fringe benefits, vacation time?) What form do these considerations take at your place of work? (E.g., what type of pension plans?)

· Other

F.  Hiring Decisions

· If you hired someone to work with you today, what factors would be most important in your hiring decision and why? Educational credentials? Past work experiences? Personality? Specific skills? Applicant's knowledge of your organization, department or job?

· Other

G.  Career Future

· If things develop, as you would like, what would be the next step in your career?

· If the work you do was suddenly eliminated, what different kinds of work do you feel that you could do?

· How rapidly is your present career field growing? How would you describe or estimate future prospects?

· Other

H.   Advice to me

· How well suited is my background for this type of work?

· What educational preparation do you feel would be best?

· What kinds of experiences, paid employment or otherwise, would you recommend?

· What courses were of most use to you, or would you recommend for students today? 

· Other

I.   Referral to others

· Based on our conversation, what other people do you think I should talk to about my career?

· Can you name a few of these people who might be willing to see me?

· May I have permission to use your name when I call or contact them?

· Other

IV. REGISTERING FOR INTERNSHIP CREDIT
· You must register and pay for the credit hours to receive academic credit.   

· The Course Offerings Bulletin has a complete listing of  internship course numbers. 

· Completing the Learning Contract  is not the same as registering for the credit hours.

V.  DEPARTMENTAL GRADING POLICIES AND CREDIT LIMITS
The type of grade you will receive is determined by the academic department awarding the credit.  The student should ask the Faculty Sponsor what grading method is used by their department, and put that in the Learning Contract.  The Health, Wellness & Recreation Department will use a letter grade for all internships in sport management and exercise science.
Academic departments also establish policies on the number of internship credits that can be applied to meet major, minor or concentration requirements. It is generally recommended that the internship credits not exceed one-third of the total academic credits required for the major, minor or concentration. The Sport Management Major requires 6 credits of internship credit.  The Exercise Sciences requires 3 credit hours of internship experience. 

VI. WORK/CREDIT HOUR EQUIVALENTS

Academic credits be awarded for an internship according to the following formula.
Clock hours                 67            134           201              268         335
        400
        Credits:                 1                2              3                  4             5                     6

NOTE:  sport management majors must complete 400 clock hours for 6 credits and Exercise Science majors must complete 200 clock hours for 3 credits.

VII.  LEARNING CONTRACT DUE DATES

The deadline for submitting a signed and fully complete Learning Contract is the final day to ADD courses each semester.  The student is responsible for getting it to the Director of Internships before the end of that day.  Since the academic calendar changes annually, the student should refer to the Course Offerings Bulletin to find out the exact date. 

Failure to file the Learning Contract by the appropriate deadline date may result in the loss of credit for the internship.

VIII. PREPARING THE LEARNING CONTRACT FOR EXPERIENTIAL EDUCATION
Internship credit is awarded on the basis of the knowledge gained, skills developed and the student's performance.  In order to ensure a fair and reasonable assessment, each intern is required to prepare a Learning Contract. The Learning Contract states the educational objectives, the job requirements and the methods of evaluating of the educational objectives. It spells out what you will do and learn how you will accomplish this, and how your progress will be evaluated. The effort invested in defining the internship will reward you with a sense of accomplishment and a clear sense of your own competencies and interests.

In writing a Learning Contract with the assistance of your Faculty Sponsor and Site  Supervisor, you are essentially formulating the syllabus for a college course.  The Learning Contract provides:

• a framework and structure for the internship

• a reference for measuring academic progress 

• a definition of job duties and activities of the internship

• the basis for evaluation and validation of the learning experiences

The student receives academic credit for learning, not for work experience alone. The contract, therefore, requires the participants to articulate and reach agreement on educational objectives and job requirements in advance, thus providing a useful means for planning and evaluating the active learning experiences of the internship.

The following guidelines should assist you in completing your Learning Contract. Remember to consult the Faculty Sponsor and Site Supervisor and secure their agreement before completing this form.

Describing the Educational Objectives
Educational objectives are specific, measurable statements of what you hope to accomplish/learn in the internship. The Educational Objectives should be discussed with the Faculty Sponsor, and should be related directly to the Job Requirements. The criteria for evaluating the internship are based on what the student sets out to learn. The student, the Faculty Sponsor and Site Supervisor will know therefore, before the internship begins, what the student expects to accomplish/learn in order to receive credit and a grade.  It is important to note that subject matter or content areas that a student wishes to learn about in detail are often discovered during an internship.  Some flexibility is needed to allow for changes in the Learning Contract.  Unexpected changes in the job assignments are sometimes made after the contract has been approved and the student has started the internship.  The student must get approval from the Faculty Sponsor within 5 days of the change.  
Educational objectives may be divided into three general categories as described below.

1. Knowledge/Understanding

Gaining knowledge implies acquisition of information, facts, concepts, theories, or ideas. It also implies retention (memory) as well as exposure. Gaining understanding implies an ability to apply information to problem-solving situations: seeing patterns and relationships, developing categories, using knowledge for reasoning, judging, analyzing, and synthesizing to extend learning beyond information acquisition.


Examples:    To gain knowledge about how computers are used in bill collection. 

                
      To develop an understanding of the psychology used in writing fund-raising letters.

2. Skills

Gaining skills implies becoming able to do some activity; skills improve with use and practice; skills and the results of their use are observable. Skills may be mental or physical and can pertain to activities carried out with people (interviewing, public speaking, and counseling), with things (sculpture, photographs, and computers), or with data (analyzing or preparing reports, gathering research information).

Example: 
To develop interviewing skills to interview clients at the outpatient unit of the hospital.

3. Attitudes/Values
These objectives usually involve the formulation and/or clarification of personal values or feelings. Think in terms of the personal convictions you believe will be affected by this experience. What opinions, attitudes or feelings do you hope to clarify?

Examples:  
To clarify my feelings about behavior modification in the treatment of autistic children. 

To clarify my feelings about moral issues related to the safe disposal of toxic waste.

Remember that each type of objective must be directed toward some subject matter or content area. You can easily formulate educational objectives by listing answers to the question; "What would I like to gain from the internship experience?" Vague learning objectives have little educational value. Succinct learning objectives, however, are written clearly and concisely in concrete, measurable terms.

Vague Objective 




Succinct Objective
I want to learn all about working in    


To learn the methods involved in researching

a senator's office.                    
legislation for committee assignments. To develop communication skills needed to respond to constituent letters.

Vague Objective



 
Succinct Objective
I will learn about personnel work.      


To study wage and hour laws.

To learn to develop appropriate test items for employment tests.

To receive an overall perspective on insurance

and benefits provided to employees.

 An internship will give me 



To study the methods of cost  accounting used by experience in the accounting field.




this firm in the accounting  field. 


To apply the basic principles of accounting to tax

preparation.

To determine if working for an accounting firm is an appropriate career goal for me.

Describing the Job Requirements
The student should talk to the Site Supervisor and ask him/her to describe what the specific job assignments pertaining to this internship, getting as many details as possible. The activities described here will be directly related to the educational objectives. They enable the student to work towards achieving these objectives and learn in the process.

The student must also meet with the Faculty Sponsor to discuss any additional learning.  Such activities might include relevant readings from a selected bibliography, a review of an appropriate professional journal or an interview, or series of interviews, with a person in a high-level decision making position at the internship site. 

Describing the Method of Evaluation 
The Faculty Sponsor is responsible for grading the internship. Since the method of evaluation is primary source of the grade, the student should discuss the evaluation method carefully with the Faculty Sponsor and be very clear and specific when writing the evaluation requirements. It is important to understand and agree in advance, on how the internship will be evaluated. The grade for the internship will be based on the documentation, which the student and the Faculty Sponsor agree on, and on the Site Supervisor's written evaluation of the internship. It is frequently helpful to specify what percentage of the grade will be based on each component in order to avoid any misunderstandings later. In addition, it is generally helpful to understand what criteria will be used in the evaluation process, e.g., an analytic paper may be evaluated for its comprehensiveness, clarity or usefulness. 
Indicate how often and in what form the student will maintain contact with the Faculty Sponsor while doing the internship.  Normally the student should be in touch with the Faculty Sponsor weekly for the first 5 weeks and twice a month thereafter.
A journal is typically required in which the student will both describe the experience on a daily basis and analyze or evaluate it and suggest alternatives. Sport Management and Exercise Science majors must submit their journal by e-journal.
The Faculty Sponsor may request some additional form of documentation of the learning that is taking place in the internship. This documentation will relate to the stated learning objectives and might include a paper or project. Be certain to describe the type of paper or the nature and specification of the project to be submitted. State the deadline date for submitting the documentation of learning.

IX.  LEARNING CONTRACT ACCEPTANCE - OBTAINING SIGNATURES

When the Learning Contract is complete, the student must get all the signatures of those listed: Site Supervisor, Faculty Sponsor, and Director of Internships. After reviewing the contract for compliance to the general guidelines, the Director of Internships will keep the original and send a copy to the student, the Faculty Sponsor and the Site Supervisor along with a cover letter and the evaluation forms. 

X. STARTING OUT

Review Goals and Objectives

On the first day, to review the Learning Contract with the Site Supervisor, reviewing the principal tasks and responsibilities outlined under the job requirements. There should be clear and mutual agreement on what is expected and how to accomplish them.  Talk about the educational objectives, and make sure these are clear to the Site Supervisor and co-workers so they understand that even though this internship is designed to serve the needs and objectives of the employer, it is also supposed to augment or extend an aspect of Fredonia’s academic life.

Get to know the employees

Who does what in my work situation? Who is responsible to whom? To whom am I responsible? To whom does my supervisor report? Who are good sources of information? To whom should I go to get the information that I need? What are the important names and telephone number I need to know? Who has the practical information? 

Define the work environment

How is work done? Do individuals help one another or is work carried out independently? Am I expected to seek instructions frequently or is my work reviewed as it proceeds? Are there unwritten codes of behavior? How flexible is my placement regarding work completion? (Such expectations may be very important and require your close attention.) When are the critical deadlines? When is time most important? How can I tell when speed is more important than accuracy?

Be aware of barriers!

Unanticipated developments may occur during the internship and become barriers to a positive experience. Keen awareness and ability to handle a problem will make a positive outcome more likely. Listed below are a few potential problems along with possible solutions:

Not having enough to do, boredom 
Seek out new assignment. See where there is a need to be met, and develop a plan to meet it.  Suggest this to your supervisor.

Unrealistic expectations              
Were your expectations realistic? If they were, how might you still meet them? If not, why were they unrealistic? Realize the time limitations. Try to see the results of your efforts in relation to the overall goals of the organization.

Conflicting goals                     
Be aware that some of your goals may be different from those of the work supervisor. Try to balance the two sets of expectations, meeting as many of your supervisor's expectations as possible, while keeping the focus on your own goals. If there is a specific means of obtaining one of your goals, ask to see if it can be accommodated.

Poor communication                   
Most problems arise from misunderstanding or lack of communication between people. If you can identify a concern, take the risk of raising it with your supervisor in a polite and tactful manner. Work supervisors generally do not take on a student intern unless they are interested in helping him or her.

XI.  EVALUATING PROGRESS

Student Self Evaluation Reports

Although the student is immediately responsible to the Site Supervisor during the internship, the responsibility to the faculty sponsor continues in the student's absence from campus. It is very important to keep the Faculty Sponsor informed of, and get his/her approval of all changes made in the educational objectives or job assignments during the internship.  The Student's Mid-term Evaluation Form must be completed and returned to the Faculty Sponsor. This report advises the Faculty Sponsor of the student's progress. 

Site Supervisor Evaluation Reports

The Site Supervisor will also send mid-term and final evaluations to the Faculty Sponsor. The Site Supervisor's Evaluation Form is used to evaluate the interns job performance. Often the Site Supervisor will review his/her evaluation(s) with the student intern, providing an opportunity to both give and receive comments. This review can help the student identify strengths and suggest skills or areas needing further development.   Most supervisors recognize the value of systematic evaluation and appreciate feedback.

XII. CONCLUDING THE INTERNSHIP

Performance Review

An objective performance review involves both the student and the Site Supervisor to assess the result of the internship.  Approaches to this assessment or evaluation include the following:

Review What You Have Learned

You probably are not aware of everything you have learned from your field experience. By asking yourself the following questions, you may be better able to identify some of the specifics. You may wish to share these with your Faculty Sponsor. Use the space provided to write in your thoughts.

Did I achieve my goals? Why or why not?

_________________________________________________________________________________

What could I have done differently to achieve my goals and enhance my experience?

_________________________________________________________________________________

What was the effect of my work on the clients/staff of my agency or organization?

_________________________________________________________________________________

What specific kinds of information did I gain through the experience?

_________________________________________________________________________________

Appendix A

Internship Journal Guidelines






One goal of an internship is to have the student reflect upon the experience and what it means in terms of value to their education overall. Reflection should be a deliberate, conscious action, not merely some passing thought. Reflection in this sense is, of course, also part of the Fredonia's General College Program goals and a characteristic of an educated person. Reflection about the experience is one of the essential elements, along with the supervision of a Faculty Sponsor, which helps distinguish an internship from a job. Even if it was not the role of the Six Hundred to reason why, according to Tennyson, it is surely the role of an the student to do so, and to share that reasoning and reflection with his or her Faculty Sponsor.

To help develop this reflective approach, students doing an internship should keep a journal of their experiences. Entries should be recorded regularly (daily if engaged in a full-time placement), in legible fashion in some sort of notebook and should be turned in to the Faculty Sponsor at periodic intervals to allow the Faculty Sponsor an opportunity to evaluate how the student is progressing and to identify problems. The complete journal should be turned in to the Faculty Sponsor within a week after the end of the placement. It will be used in conjunction with reports from the Site Supervisor, to evaluate how well the student has achieved the stated educational objectives, and as the basis for the final grade. Most Faculty Sponsors will return the journal to the student with comments and suggestions.  (Weekly and then Bi-weekly). Sport Management and Exercise Science students will keep an e-journal.
The internship journal should be candid and forthright. It should include several different kinds of thoughts. Daily entries should have a brief descriptive section about who the student met or saw that day and/or what tasks the student did that day. These references are valuable to Faculty Sponsors to show in a factual way what the student did in the course of the placement. Entries will also prove valuable to the student as a record of what they did and who they met during the internship.

A second portion of each daily entry should indicate how you are feeling or thinking about your experience. What are the ethical implications of the assignments and the relations with others in the office? This portion should be introspective and indicative of perceptions and thoughts about the experience. The internship is more than a mere job; it is an educational experience. It is important for the Faculty Sponsor to have some sense of how the student is learning, growing and developing during the placement.

A third portion of the journal entry would be a list of several questions about the experience. Why are things being done in a particular way? Why do some people get more done than others do? What are some alternative ways of dealing with these situations? The student may not always be able to answer these questions, but it is important to ask them. By the end of the term, the questions should be increasingly perceptive of the office culture and politics and the implications to the work process.

The precise format for the journal should be decided bye the student and the Faculty Sponsor and include the previously mentioned elements. In the beginning, it may be easier to keep the sections clearly distinct but with time and discipline, it will be possible to integrate them. Thoroughness is important. Entries should be as brief as possible and consistent with the various types of data needed. Good writing is always important, expected, and required.

As specified in the Learning Contract, the student should send sections of the journal to the Faculty Sponsor at periodic intervals for reaction, evaluation, and comment. A photocopy of the original is sufficient and will be returned with the Faculty Sponsor's comments.




       

The Role of the Faculty Sponsor

 When working with on-campus students, the Faculty Sponsor should never simultaneously be the Site Supervisor. The three-way communication pattern involved in the Student--Faculty Sponsor--Agency Supervisor model is deliberately designed to encourage questioning and dialogue without the constraints normally associated with a formal classroom or one-on-one pattern.

While it is primarily the responsibility of the student to turn in the Learning Contract on time (by the last day to ADD a course for the relevant term), Faculty Sponsors can help and encourage them.

The Faculty Sponsor should have extended discussions with the student before the student completes the Learning Contract.  Both need to know something about the placement and the Faculty Sponsor should help the student clarify the stated "Educational Objectives." While this Handbook contains some guidance on this point, it needs to be sharpened and made more specific for each student and each placement. Faculty regularly specify goals and objectives in course outlines and should do the same with an internship.

The Faculty Sponsor should insist that the student contact them in person or by telephone on a regular basis. (716-673-3159).  This is especially true in the earliest stages of an internship where such contact might take place twice a week. However, it is no less important in later stages even if the contact might be only once every two weeks. A seminar with the students (if there are several) on a regular basis will facilitate the learning process.
During these contacts, questions need to be asked about how the placement is working and how well the student is achieving the stated educational objectives. What problems have developed? How is the placement different from the original description of it? How do personal relationships affect what is being done and what is being learned? What are the ethical implications of the placement duties?

The Faculty Sponsor should recommend selected reading assignments that will help the student integrate the experience with relevant theory. The readings should help the student reflect on the experience and recognize that the placement is part of a much larger environment.

Faculty should have the student keep a Journal (see pp. 13-14). Reading an internship journal is not a thrilling experience, but one element of evaluation must involve that sort of detailed examination of what the intern did and felt.

The Faculty Sponsor should talk with the Site Supervisor several times during the term to gain that individual's perspective in evaluating what the student is saying. Three-way conversations can be very useful in helping to resolve problems. The experience is, supposed to be an educational one--not a job. Even in established internship sites, agency, sponsors should recognize that the presence of a new student creates a different environment.

Many Faculty Sponsors require a paper at the end of the internship. What the paper contains varies considerably, as does its length. A final paper should be an analysis of how the student achieved the stated Educational Objectives, the problems faced, and how goals would be rewritten if done over again. Samples of work might be included as evidence of what was learned.

A written evaluation from the agency is strongly recommended. The evaluation should not be viewed as a possible recommendation for future employment--that is something else entirely. Rather, it should address the question of how the Site Supervisor perceived the intern's ability to reach the stated goals and what strengths and weaknesses were shown in the process. A Supervisor's Evaluation Form is found in Appendix A.
With internships, as with any other course, the Faculty Sponsor makes a judgment and assigns a grade. Some departments use letter grades (A-E), other departments use Satisfactory/Unsatisfactory (S/U).  If a student's performance is average, a Faculty Sponsor should assign a C. If a student fails, assign an E. 

It is the responsibility of a Faculty Sponsor to decide if a particular placement provides an appropriate learning experience for the student. It is also the responsibility of the Faculty Sponsor to ensure that the student is required to do work that will make college-level learning a reality. The Director of Internships can help to ensure that college procedure is followed and that information is readily available. However, it is the job of the Faculty Sponsor to monitor all intern placements on a substantive basis. 
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Internship position Title ________________________________________________________________________

Organization Name ______________________________Website Address _____________________________

Address _______________________________________     __________________    ________    ____________   







           
City
                                 State
           Zip Code         

Site Supervisor __________________________________   Site Supervisor’s Title _________________________

E-mail ____________________________
Phone (____) ________________    Fax (____) ______________[image: image4.emf]


Compensation:   FORMCHECKBOX 
 Unpaid
Paid: $        FORMCHECKBOX 
 Stipend    FORMCHECKBOX 
 Hour    FORMCHECKBOX 
 Week    FORMCHECKBOX 
 Month    FORMCHECKBOX 
 Semester   Other      
What semester is this internship offered? (Check all that apply)     FORMCHECKBOX 
 Fall      FORMCHECKBOX 
 Spring      FORMCHECKBOX 
 Summer      FORMCHECKBOX 
 Winter

Approximately how many hours per week would a student intern work?    FORMCHECKBOX 
 5-10    FORMCHECKBOX 
 10-15    FORMCHECKBOX 
 15-20    FORMCHECKBOX 
 20+

Please provide a description of this internship position: (attach additional sheet if necessary) __________________

___________________________________________________________________________________________

What minimum qualifications are required for this internship? __________________________________________

___________________________________________________________________________________________

What academic preparation or experience is necessary for this internship? _______________________________

___________________________________________________________________________________________

What contact information would you like to be listed on your internship posting for candidates to see? (Check all that apply.) 

 FORMCHECKBOX 
 E-mail

 FORMCHECKBOX 
 Mail

 FORMCHECKBOX 
 Phone

 FORMCHECKBOX 
 Fax

 FORMCHECKBOX 
 Website

 FORMCHECKBOX 
 Apply Online – Resume responses will be sent to your e-mail confidentially. Your e-mail address will not be viewable by candidates.

 FORMCHECKBOX 
 Apply Online – Website (Students will be directed to your website to apply for this internship.

Number of positions available:      


Deadline date (if any):      
Post this position:   FORMCHECKBOX 
 Always active (ongoing)    
 FORMCHECKBOX 
 30 days    FORMCHECKBOX 
 60 days    FORMCHECKBOX 
       days

Has your organization supervised an intern from SUNY Fredonia before?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    FORMCHECKBOX 
 Unknown

How did you learn of SUNY Fredonia’s internship program? ___________________________________________

[image: image5.wmf][image: image6.emf]

                       



Submit completed form to:


State University of New York

at Fredonia 






Fredonia, New York 14063

To be completed by the SITE SUPERVISOR  (signature required on page 2)
Internship Title ____________________________________________________________________________________

Dates of Internship from ___/___/___ to ___/___/___          Number of Weekly Internship Hours  ____________________

Organization Name ______________________________Organization Website ________________________________

_________________________________    _________________    ________    ____________    (____) _____________

Organization Address



         City
       
         State
          Zip Code          Area Code / Phone

Site Supervisor ____________________________________
Site Supervisor’s E-mail _________________________


Compensation:  Unpaid  FORMCHECKBOX 
    Paid $_______ Stipend  FORMCHECKBOX 
   Hour  FORMCHECKBOX 
   Week  FORMCHECKBOX 
   Month  FORMCHECKBOX 
   Semester  FORMCHECKBOX 
   Other ________ 

To be completed by the faculty sponsor  (signature required on page 2)
Grading System:  FORMCHECKBOX 
 S/U   FORMCHECKBOX 
 Letter   Mid-term Evaluation Due Date: __________  Final Evaluation Due Date:__________

Faculty Sponsor _______________________________     ______________________________     (____) ___________

Name Code / Phone




Campus Address/Bldg./Room
     Area 

To be completed by the student  (signature required on page 2)
Student Name ___________________   ____________________________S. S. No.___________________________

First



               Last

Internship Term: 
Fall ________
Spring ________
      SS1 _______SS2 ________
Winter ________

Registration: Dept., Course No.(s), Sect.(s) _________________________________________
       Cr. Hrs. ________

Major ________________________________
Concentration/Minor ______________________________________

G.P.A. _____________
Cr. Hrs. Completed _____________
Previous Intern Cr. Hrs. Earned ___________________

_________________________________   __________________    _______     ____________    (____) _____________

Address During Internship



           City   
                    State
        Zip Code 
 Area Code / Phone

Student’s E-mail ____________________________________________

EDUCATIONAL OBJECTIVES:  After consulting with your Faculty Sponsor, state clearly what you want to learn from this experience in terms of the application of theory or method of inquiry, acquisition of professional knowledge, development of specific skills, career exploration, etc.  Be sure attainment of your objectives can be documented.  (Attach additional sheets if necessary.)

1.
__________________________________________________________________________________________

2.
__________________________________________________________________________________________

3.
__________________________________________________________________________________________

4.
__________________________________________________________________________________________

5.
__________________________________________________________________________________________

(Continued)

JOB REQUIREMENTS:  After consulting with your Site Supervisor, list what you are expected to do in your position.  Be specific.

1.
__________________________________________________________________________________________

___________________________________________________________________________________________

2.
__________________________________________________________________________________________

___________________________________________________________________________________________

3.
__________________________________________________________________________________________

___________________________________________________________________________________________

4.
__________________________________________________________________________________________

___________________________________________________________________________________________

5.
__________________________________________________________________________________________

___________________________________________________________________________________________

METHOD OF EVALUATION OF EDUCATIONAL OBJECTIVES:  After consulting with your Faculty Sponsor, list specific requirements for evaluation.  These may be written journals, logs, papers, and Site Supervisor evaluations.  Other types of evidence may also be used, such as photographs, conferences with your Faculty Sponsor, and samples of work completed at the internship site.  Specify due dates.


Evaluation Requirements







Date Due
1.
____________________________________________________________________
___________________

2.
____________________________________________________________________
___________________

3.
____________________________________________________________________
___________________

4.
____________________________________________________________________
___________________

5.
____________________________________________________________________
___________________

ACCEPTANCES (Signatures required:)


Student ___________________________________________________
Date __________

Site Supervisor __________________________________________
Date __________

Faculty Sponsor ____________________________________________
Date __________

Internship Coordinator (CDO) __________________________________
Date __________

IMPORTANT:
1.
DID YOU COMPLETE BOTH PAGES OF THE LEARNING CONTRACT?

2.
DID YOU GET SIGNATURES FROM YOUR SITE SUPERVISOR AND FACULTY SPONSOR?

3.         DID YOU REGISTER FOR THE CORRECT INTERNSHIP COURSE?

4.
SUBMIT COMPLETED CONTRACT TO THE CDO NO LATER THAN THE FIRST WEEK OF THE INTERNSHIP.

5.         DIRECT QUESTIONS TO:  Career Development Office ▪ Gregory Hall, 2nd floor ▪ careers@fredonia.edu
   Phone: (716) 673-3327 ▪ Fax: (716) 673-3593 ▪ www.fredonia.edu/cdo








 
ONLINE DIARY

Sports Management Weekly Diary Report
Intern Name: ____________________________________________________

Date:_____________________________ Week # __________  Hours ______

Site Supervisor: _______________________________________________
Site/School: ______________________________________________________

Briefly describe your weekly experience.  Include what you learned, what you did and what you observed.

STATE UNIVERSITY OF NEW YORK AT FREDONIA

Internship Program

Student MID-TERM Self-Evaluation Form
Student Name: ___________________________________________________________________

Organization Name: _______________________________________________________________

Site Supervisor:








Telephone: ___________
Site Address: __________________________________________________________________

1.
Job Requirements: Have there been any changes in your job requirements as they appear on your Learning Contract?  If yes, please explain.


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________

2.
Educational Objectives: Please refer to the “Educational Objectives” section on your Learning Contract.  In the areas provided below, comment on each objective by:  (a.) Reiterating the Educational Objective as stated on your Learning Contract; (b.) Describing the job requirements that are enabling you to accomplish each Educational Objective; and (c.) Evaluating your progress toward achieving that objective.



       Educational


   Job Requirements for

Progress Toward


        Objective


Accomplishing Objective

Achieving Objective

1.















2.















3.














  4.















5.














PLEASE COMPLETE BOTH PAGES

Page 1

Student MID-TERM Self-Evaluation Form

3. Additional comments regarding your internship:

Please discuss this report with your Site Supervisor before sending it to your Faculty Sponsor.

Student Signature










     Date
Please complete both pages of this Self-Evaluation Form and then return it to your Faculty Sponsor by the mid-term evaluation date listed on your Learning Contract. Your grade will be in jeopardy if all necessary paperwork for your internship is not on file.  Thank you for your attention to this matter.

Please return this completed Internship Self-Evaluation Form to your Faculty Sponsor

at SUNY Fredonia, Fredonia, NY 14063.

Page 2


STATE UNIVERSITY OF NEW YORK AT FREDONIA

Internship Program

Student FINAL Self-Evaluation Form
Student Name: ___________________________________________________________________________

Organization Name: _______________________________________________________________________

Site Supervisor: ______________________________________
Telephone:
______________________
Site Address: ________________________________     ______________    _______    __________
1.
Job Requirements: After looking at your original Learning Contract again, have there been any changes in your job requirements during your internship?  If so, please explain.


___________________________________________________________________________
___________________________________________________________________________


___________________________________________________________________________

2.
Educational Objectives: Please refer to the “Educational Objectives” section on your Learning Contract.  In the areas provided below, comment on each objective by:  (a.) Reiterating the Educational Objective as listed on your Learning Contract; (b.) Describe which parts of the Job Requirements contributed to accomplishing each Educational Objective; and (c.)
State the degree to which you made progress in achieving that objective.



Educational


Job Requirements for

Progress in Achieving



Objective


Accomplishing Objective

         Objective

1.















2.















3.














4.     ______________________________________________________________________

    ______________________________________________________________________

5.     ______________________________________________________________________

    ______________________________________________________________________

3.
Did this internship help you to clarify your career goals?


( not at all

( very little
( somewhat
( quite a bit
( very much

                                                        PLEASE COMPLETE BOTH PAGES




Page 1
Student FINAL Self-Evaluation Form

4.
Did this internship meet your expectations?  ( Yes   ( No   Please explain. ______________


___________________________________________________________________________


___________________________________________________________________________

5.
Would you recommend this internship to other students?   ( Yes   ( No   Please explain. ____


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________
6. Do we have your permission to share the above statements in writing with other interested students and prospective students via campus communications?   ( Yes   ( No

7.
How did you find out about your internship?
( CDO Counselor


( Quest 

( CDO Online

( Organization Website

( Direct contact with  

   organization 

( Faculty

( Student/Friend

( Other

8.
Did you register for your internship before it started?    ( Yes     ( No











                 __________

Student Signature









Date
Please complete both pages of this Self-Evaluation Form and return it to your Faculty Sponsor by the final evaluation date listed on your Learning 

Contract. This is to assist your sponsor in evaluating your progress this semester and the suitability of this internship site for future internships. Your grade will be in jeopardy if all necessary paperwork for your internship is not on file.  Thank you for your attention to this matter.

Please return this completed Internship Self-Evaluation Form to your Faculty Sponsor

at SUNY Fredonia, Fredonia, NY 14063.

Page 2
STATE UNIVERSITY OF NEW YORK

AT FREDONIA
Site Supervisor’s Mid-Term Evaluation Form
Student Intern: ______________________________ Semester/Year: ____________________

Site Supervisor’s Name: ________________________________________________________

Organization Address: _________________________________________________________

A supervisor’s rating is helpful in evaluating the intern’s performance.  The rating serves as a basis for consulting and it becomes a part of the student’s college record.  We would appreciate frank responses to the following questions.

I.
Please look at your copy of the Learning Contract and comment on how well the intern is achieving the Educational Objectives:


1.
___________________________________________________________________
















2.
___________________________________________________________________














3.
___________________________________________________________________














4.
___________________________________________________________________














5.
___________________________________________________________________













II.
What problems have developed in the pursuit of these objectives?  Please be specific.


1.
___________________________________________________________________
















2.
___________________________________________________________________














3.
___________________________________________________________________














4.
___________________________________________________________________














5.
___________________________________________________________________

PLEASE COMPLETE BOTH PAGES OF THIS FORM

Site Supervisor’s Mid-Term Evaluation Form

Please rate your student-intern by placing a check in the appropriate box:

 1.
Ability to learn:   FORMCHECKBOX 
 slow    FORMCHECKBOX 
 below average    FORMCHECKBOX 
 average    FORMCHECKBOX 
 learns readily    FORMCHECKBOX 
 very quick

 2.
Quality of work:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 barely acceptable   FORMCHECKBOX 
 average    FORMCHECKBOX 
 very good    FORMCHECKBOX 
 superior

 3.
Quantity of work:   FORMCHECKBOX 
 unproductive     FORMCHECKBOX 
 acceptable    FORMCHECKBOX 
 highly productive

 4.
Attitude towards work:  FORMCHECKBOX 
 indifferent   FORMCHECKBOX 
 acceptable    FORMCHECKBOX 
 industrious    FORMCHECKBOX 
 highly enthusiastic

 5.
Relations with co-workers:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 satisfactory    FORMCHECKBOX 
 very well accepted by others

 6.
Dependability:   FORMCHECKBOX 
 unreliable     FORMCHECKBOX 
 generally acceptable     FORMCHECKBOX 
 exceptionally dependable

 7.
Judgment:   FORMCHECKBOX 
 immature    FORMCHECKBOX 
 average     FORMCHECKBOX 
 exceptionally dependable

 8.
Punctuality:   FORMCHECKBOX 
 usually late    FORMCHECKBOX 
 generally punctual    FORMCHECKBOX 
 never late

 9.
Appearance:   FORMCHECKBOX 
 often questionable     FORMCHECKBOX 
 sometimes questionable    FORMCHECKBOX 
 always acceptable

10.
Oral communication:   FORMCHECKBOX 
 needs improvement     FORMCHECKBOX 
 satisfactory     FORMCHECKBOX 
 very good

11.
Written communication:   FORMCHECKBOX 
 needs improvement     FORMCHECKBOX 
 satisfactory    FORMCHECKBOX 
 very good

12.
Reaction to supervision:   FORMCHECKBOX 
 resents criticism    FORMCHECKBOX 
 accepts criticism     FORMCHECKBOX 
 seeks guidance

13.
Overall performance:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 marginal    FORMCHECKBOX 
 average    FORMCHECKBOX 
 very good     FORMCHECKBOX 
 outstanding

Additional Comments _________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Evaluated by: ___________________________   ______________________________        _____________




Site Supervisor Signature
           Supervisor Title
                                Date
Please complete both pages of this Evaluation Form and then return it to the Faculty Sponsor by the mid-term evaluation date listed on the intern’s Learning Contract.  The intern’s grade may be in jeopardy if all necessary paperwork for the internship is not on file.  Thank you for your attention to this matter.

Please return this completed evaluation form to the student’s Faculty Sponsor at

SUNY Fredonia, Fredonia, NY 14063.

Page 2

STATE UNIVERSITY OF NEW YORK AT FREDONIA

Site Supervisor’s FINAL Evaluation Form
Student Intern: ______________________________ Semester/Year: ____________________

Site Supervisor’s Name: ________________________________________________________

Organization Address: _________________________________________________________

A supervisor’s rating is helpful in evaluating the intern’s performance.  The rating serves as a basis for consulting and it becomes a part of the student’s college record.  We would appreciate frank responses to the following questions.

I.
Please look at your copy of the Learning Contract and comment on how well the intern achieved the Educational Objectives:


1.
________













2.
______













3.
_____














4.
_____














5.
_____











_____
II.
What problems developed in the pursuit of these objectives?  Please be specific.


1.
______













2.
_____














3.
_____














4.
_____











_____

5.
_____













PLEASE COMPLETE BOTH PAGES OF THIS FORM

Site Supervisor’s FINAL Evaluation Form

Please rate your student-intern by placing a check in the appropriate box:

 1.
Ability to learn:   FORMCHECKBOX 
 slow    FORMCHECKBOX 
 below average     FORMCHECKBOX 
 average    FORMCHECKBOX 
 learns readily    FORMCHECKBOX 
 very quick

 2.
Quality of work:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 barely acceptable   FORMCHECKBOX 
 average    FORMCHECKBOX 
 very good    FORMCHECKBOX 
 superior

 3.
Quantity of work:   FORMCHECKBOX 
 unproductive     FORMCHECKBOX 
 acceptable    FORMCHECKBOX 
 highly productive

 4.
Attitude towards work:   FORMCHECKBOX 
 indifferent   FORMCHECKBOX 
 acceptable    FORMCHECKBOX 
 industrious    FORMCHECKBOX 
 highly enthusiastic

 5.
Relations with co-workers:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 satisfactory    FORMCHECKBOX 
 very well accepted by others

 6.
Dependability:   FORMCHECKBOX 
 unreliable     FORMCHECKBOX 
 generally acceptable     FORMCHECKBOX 
 exceptionally dependable

 7.
Judgment:   FORMCHECKBOX 
 immature    FORMCHECKBOX 
 average     FORMCHECKBOX 
 exceptionally dependable

 8.
Punctuality:   FORMCHECKBOX 
 usually late    FORMCHECKBOX 
 generally punctual    FORMCHECKBOX 
 never late

 9.
Appearance:   FORMCHECKBOX 
 often questionable     FORMCHECKBOX 
 sometimes questionable    FORMCHECKBOX 
 always acceptable

10.
Oral communication:   FORMCHECKBOX 
 needs improvement     FORMCHECKBOX 
 satisfactory     FORMCHECKBOX 
 very good

11.
Written communication:   FORMCHECKBOX 
 needs improvement     FORMCHECKBOX 
 satisfactory    FORMCHECKBOX 
 very good

12.
Reaction to supervision:   FORMCHECKBOX 
 resents criticism    FORMCHECKBOX 
 accepts criticism     FORMCHECKBOX 
 seeks guidance

13.
Overall performance:   FORMCHECKBOX 
 poor    FORMCHECKBOX 
 marginal    FORMCHECKBOX 
 average    FORMCHECKBOX 
 very good     FORMCHECKBOX 
 outstanding

Do you feel this student is ready to take on the responsibilities of the profession? Why or why not? ___________________________________________________________________________________

___________________________________________________________________________________

Comments regarding the student’s overall performance ________________________________________________________________________________________________________________________________________________________________________________

Letter grades are generally assigned  according to the following categories:    A = Superior,      B = Above Average, C = Average, D = Passing, E = Failing.  Most students fall into the “B/C” range and only about 25% of the students in any given course are likely to receive an “A”.  To assist the Faculty Sponsor in determining the intern’s grade, what letter grade would you suggest for this intern?  
___
Evaluated by: ______
















Site Supervisor



Supervisor Title


Date

Please return this completed evaluation form to the student’s Faculty Sponsor at SUNY Fredonia, Fredonia, NY 14063.  The intern will not receive a grade or credit without your evaluation.  Thank you for participating in our internship program.

Page 2

FINAL GRADE

The student’s final grade is based upon the following information.

A.
Learning Contract

B.
Online diary (e-journal)

C.
Student midterm and Final self-evaluation

D.
Site Supervisor midterm and final evaluation

E.
Site Supervisor grade recommendation (A,B, etc.)

F.
Final review of A-E by the Faculty Sponsor.  Faculty Sponsor determines final grade.
APPENDIX C
AFFILIATION AGREEMENT BETWEEN


(____________________HOSPITAL)

AND

STATE UNIVERSITY OF NEW YORK


This Agreement is made by and between the ___________________ Hospital, a corporation organized and existing under the laws of the State of New York, with its principal office located at _____________________________________ (hereinafter referred to as "Hospital") and the State University of New York, a corporation organized and existing under the laws of the State of New York with its principal office located at University Plaza, Albany, New York 12246, for and on behalf of the Campus (hereinafter referred to a "University").


WHEREAS, the University has undertaken an educational program in the discipline of _____________________; and


WHEREAS, the Hospital operates a facility under Article 28 of the Public Health Law; and


WHEREAS, the University and Hospital desire to affiliate for the purpose of carrying out the said educational program in the discipline of ______________________ and meeting the medical needs of the Hospital's patients.


NOW, THEREFORE, it is agreed that:



1.  The University shall assume full responsibility for planning and 

executing the educational program in the discipline of ___________________ including programming,   administration, curriculum content, faculty appointments, faculty administration and the requirements for matriculation, promotion and graduation and shall bear all costs and expenses in connection therewith.  Attached as Exhibit B is a copy of the curriculum. The University furthers agrees to coordinate the program with the Hospital's designee.



2.   The University shall be responsible for assigning students to the 

Hospital for clinical practice.  However, the University shall notify the Hospital one (1) month in advance of the planned schedule of student assignments to clinical duties including the dates, number of students and instructors.  The schedule shall be subject to written approval by the Hospital.



3.  The University at its sole expense and cost, shall provide faculty as may 

be required for the teaching and supervision of students assigned to the Hospital for clinical experience.


4.  The University agrees to provide the students with comprehensive 

infection control training, including blood borne pathogens, prior to rotation at the Hospital. The University also agrees to inform students of the need for a hepatitis B vaccination prior to rotation at the Hospital.

5.  The University agrees that at all times students and faculty are subject 

to the supervision of the Hospital administration and the University shall inform both students and faculty that they must comply with all applicable rules and insofar as they may pertain to the activities of both while at the Hospital, and failure to comply shall constitute a cause for terminating such student's assignment to or faculty member's relationship with the Hospital.  The Hospital will provide copies of all policies and procedures to the students and faculty members.



6.  The University shall advise each student and faculty that he/she must 

provide the Hospital, upon request, with a physician's statement that the student is free from any health impairment which may pose a risk of illness or injury to health center patients or interfere with the performance of his/her assigned duties.  The following documentation is also required:  (i) PPD (Mantoux) skin test for tuberculosis performed within one year, and a chest x-ray if positive; iii) Td (Tetanus-diphtheria) booster within ten years; and (iii) proof of immunity against measles (Rubella) and German measles (Rubella); such proof is documentation of adequate immunization or serologic confirmation.  The health information and documentation required by this paragraph shall be furnished, upon request, to the Hospital with respect to each student prior to the assignment of such student for clinical experience.  The health information and documentation required to be furnished for participating students shall also be furnished for any faculty.

7.  The students and faculty shall respect the confidential nature of all information which may come to them with regard to patients and Hospital records.  

8.  HIPAA, The students and faculty shall respect the confidential nature

of all information that they have access to, including but not limited to patients' personal health information provided to them orally, contained in patient medical records or maintained on the Hospital’s electronic information system.

The University shall advise all students and faculty of the importance of complying with all relevant state and federal confidentiality laws, including the Health Insurance Portability and Accountability Act of 1996 (HIPAA), to the extent applicable.  In addition, the University agrees to provide students and faculty with training in the requirements of the privacy and security provisions of HIPAA and to advise them of the importance of complying with Hospital’s policies and procedures relative to HIPAA.  
Hospital agrees to provide students and faculty with training regarding Hospital’s policies and procedures relative to HIPAA.
University and Hospital acknowledge that students and faculty may use patients’ personal health information for educational purposes at Hospital and at University.  To the extent practicable, all information used for such purposes shall be appropriately deidentified so as to remove all data that may be used to connect such information back to the patient to whom it relates.

9.  The Hospital may terminate any student's assignment from the Hospital 

when a student is unacceptable to the hospital for reasons of health, performance or other reasons which, in the Hospital's reasonable judgment and to the extent allowed by law, cause the continued presence of a student at the Hospital not to be in the best interest of the Hospital any such action will be re​ported to the University orally and in writing.

10.  Notwithstanding any other provision of this agreement, the Hospital remains responsible for patient care and treatment rendered at the Hospital.

11.  The Hospital, as it deems necessary and proper, shall make available 

the classroom and clinical areas for student experience, including the necessary equipment and supplies, consistent with current policies in regard to availability.  The Hospital shall also provide orientation for the University faculty and students to the Hospital.
12.  The Hospital shall have no responsibility for the transportation of 

faculty and students to and from the Hospital.
13.  In case of an emergency during the clinical experience at the Hospital, 

the Hospital will provide emergency care to the students and faculty.  With the exception of emergency care, the students and faculty will arrange for their own medical care.

14.  Any student, instructor or faculty member shall not for any purpose be 

deemed to be an employee, servant or agent of the Hospital, but shall be considered an invitee.  Neither the university including the students and faculty, nor the Hospital, shall pay any party compensation to any obligation or benefit arising out of this agreement.  It is understood by all parties that the Hospital is not providing any insurance, professional or otherwise, covering any such persons.

15.  The University agrees that it shall secure Workers' Compensation for 

the benefit of and keep insured during the life of this Agreement all faculty, and other University employees as are required to be insured by the Workers' Compensation Law.  For the purposes of this Law, no student or faculty member is to be con​sidered an employee, servant or agent of the Hospital.
16.  The Hospital agrees to Indemnify and hold harmless the University, its 

officers, employees and agents, from any and all loss or liability including claims, demands, costs, attorney's fees and expenses of any nature whatsoever for bodily injury or damage to property whenever to the extent that such loss or liability arises out of or occurs by reason of the acts or omissions, within the scope of this agreement, of the Hospital, its agents, servants and employees.

17.  The University, to the fullest extent authorized by State law and 

decisions thereunder, shall be responsible for any claims, costs, damages or injuries to persons or property of whatever kind or nature arising out of the activities carried out under this agreement and out of the negligence of the University, its officers and employees.  In addition, the University shall take out and maintain during the term of this agreement liability insurance, in amounts not less than $3,000,000 for bodily injury and property damage combined single limit; and the Hospital is to be additionally named insured under such liability policy or policies.  It is agreed that the persons insured under such policy or policies shall be the students of the State University of New York with respect to liability arising out of their participation in the clinical training program carried out under this agreement.  The University agrees that the Hospital will receive no less than ten (10) days written notice prior to the cancellation, modification or non-renewal of any insurance coverage.  Notwithstanding the foregoing, the Hospital shall remain liable for direct damages resulting from its negligence.



18.  It is mutually agreed that at no time shall either party discriminate 

against any party to or beneficiary under this agree​ment based upon color, religion, sex, sexual orientation, national origin, age, veteran status and/or handicap.  The provisions of Exhibit A, State standard contract clauses, attached hereto, are hereby incorporated into this Agreement and made part hereof.
19.  This Agreement will become effective as of __________________ 

and shall continue in full force and effect until terminated as set forth in this paragraph.  This Agreement may be terminated by either party giving at least ninety (90) days written notice to the other, provided, however, that no such termination shall take effect until the students already placed in the program have completed their scheduled clinical training.

20.  For purposes of written notification:




To the UNIVERSITY





Office of the Vice Chancellor




State University of New York




State University Plaza




Albany, New York 12246




To the COLLEGE




SUNY Fredonia




Office of the VP Administration




Maytum Hall




Fredonia, New York 14063

To the HOSPITAL

____________________________

____________________________

____________________________

____________________________





                                                 

IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the dates set forth below:

HOSPITAL:____________________________________________________________


By:
_______________________

Date:________________________

Name:
_______________________




Title:
_______________________

SUNY FREDONIA


By:
_______________________

Date:________________________

Name:
_______________________




Title:
_______________________

APPENDIX D

AFFILIATION AGREEMENT BETWEEN ______________________________AND STATE UNIVERSITY OF NEW YORK

This Agreement is made by and between                                                   , a corporation organized and existing under the laws of the State of New York, with its principal office located at                                                                                                        (hereinafter referredto as "Affiliate") and the State University of New York, a corporation organized and existing under the laws of the State of New York with its principal office located at University Plaza, Albany, New York 12246, for and on behalf of the Campus (hereinafter referred to a "University").

WHEREAS, the University and the Affiliate desire to have an association for the purpose of carrying out the said educational program in the discipline of                                   .

NOW, THEREFORE, it is agreed that:

1.  The University shall assume full responsibility for planning and executing the 

educational program in the discipline of                                              including programming,   administration, curriculum content, faculty appointments, faculty administration and the requirements for matriculation, promotion and graduation and shall bear all costs and expenses in connection therewith.  Attached as Exhibit B is a copy of the curriculum. The University furthers agrees to coordinate the program with a designee of the Affiliate.


2.   The University shall be responsible for assigning students to the program for 

clinical experience.  However, the University shall notify the Affiliate one (1) month in advance of the planned schedule of student assignments to clinical duties including the dates, number of students and instructors.  The schedule shall be subject to written approval by the Affiliate.

3.  The University at its sole expense and cost, shall provide faculty as may be 

required for the teaching and supervision of students assigned to the program for clinical experience.

4.  The University agrees that at all times students and faculty are subject to the 

supervision of the Affiliate administration and the University shall inform both students and faculty that they must comply with all applicable rules and insofar as they may pertain to the activities of both while at the Affiliate/s facility, and failure to comply shall constitute a cause for terminating such student's assignment to or faculty member's relationship with the Affiliate.  The Affiliate will provide copies of all policies and procedures to the students and faculty members.


5.  The students and faculty shall respect the confidential nature of all 

documentation and information associated with the Affiliate.

6.  HIPAA, The students and faculty shall respect the confidential nature of all 

information that they have access to, including but not limited to patients' personal health information provided to them orally, contained in patient medical records or maintained on the Affiliate 's electronic information system.

    The University shall advise all students and faculty of the importance of 

complying with all relevant state and federal confidentiality laws, including the Health Insurance Portability and Accountability Act of 1996 (HIPAA), to the extent applicable.  In addition, the University agrees to provide students and faculty with training in the requirements of the privacy and security provisions of HIPAA and to advise them of the importance of complying with Affiliate’s policies and procedures relative to HIPAA.  

Affiliate agrees to provide students and faculty with training regarding Affiliate’s 

policies and procedures relative to HIPAA.

University and Affiliate acknowledge that students and faculty may use patients’ 

personal health information for educational purposes at Affiliate and at University.  To the extent practicable, all information used for such purposes shall be appropriately deidentified so as to remove all data that may be used to connect such information back to the patient to whom it relates. 

7.  The Affiliate may terminate any student's assignment from the program if the 

student/s conduct disrupts the orderly operation of the program, threatens the health and safety of individuals, or other reasons which, in the Affiliate/s reasonable judgment and to the extent allowed by law, cause the continued presence of a student in the program not to be in the best interest of the Affiliate.  Any such action will be re​ported to the University orally and in writing.

8.  The Affiliate, as it deems necessary and proper, shall make available the 

classroom and clinical areas for student experience, including the necessary equipment and supplies, consistent with current policies in regard to availability.  The Affiliate shall also provide orientation for the University faculty and students.

9.  The Affiliate shall have no responsibility for the transportation of faculty and 

students.

10. Students will be assisted by the Affiliate in obtaining emergency medical care 

and/or treatment if needed during their clinical experience.

11. Any student, instructor or faculty member shall not for any purpose be deemed 

to be an employee, servant or agent of the Affiliate, but shall be considered an invitee.  Neither the University including the students and faculty, nor the Affiliate, shall pay any party compensation to any obligation or benefit arising out of this agreement.  It is understood by all parties that the Affiliate is not providing any insurance, professional or otherwise, covering any such persons.

12.  The University agrees that it shall secure Workers' Compensation for the 

benefit of and keep insured during the life of this Agreement all faculty, and other University employees as are required to be insured by the Workers' Compensation Law.  For the purposes of this Law, no student or faculty member is to be con​sidered an employee, servant or agent of the Affiliate.

13.  The Affiliate agrees to indemnify and hold harmless the University, its 

officers, employees and agents, from any and all loss or liability including claims, demands, costs, attorney's fees and expenses of any nature whatsoever for bodily injury or damage to property whenever to the extent that such loss or liability arises out of or occurs by reason of the acts or omissions, within the scope of this agreement, of the Affiliate, its agents, servants and employees.

14.  The University, to the fullest extent authorized by State law and decisions 

thereunder, shall be responsible for any claims, costs, damages or injuries to persons or property of whatever kind or nature arising out of the activities carried out under this agreement and out of the negligence of the University, its officers and employees.  In addition, the University shall take out and maintain during the term of this agreement liability insurance, in amounts not less than $3,000,000 for bodily injury and property damage combined single limit; and the Affiliate is to be additionally named insured under such liability policy or policies.  It is agreed that the persons insured under such policy or policies shall be the students of the State University of New York with respect to liability arising out of their participation in the clinical program carried out under this agreement.  The University agrees that the Affiliate will receive no less than ten (10) days written notice prior to the cancellation, modification or non-renewal of any insurance coverage.  Notwithstanding the foregoing, the Affiliate shall remain liable for direct damages resulting from its negligence.

15.  It is mutually agreed that at no time shall either party discriminate against any 

party to or beneficiary under this agree​ment based upon color, religion, sex, sexual orientation, national origin, age, veteran status and/or handicap.  The provisions of Exhibit A, State standard contract clauses, attached hereto, are hereby incorporated into this Agreement and made part hereof.

16.  This Agreement will become effective as of ____________________________________________     

and shall continue in full force and effect until terminated as set forth in this paragraph.  This Agreement may be terminated by either party giving at least ninety (90) days written notice to the other, provided, however, that no such termination shall take effect until the students already placed in the program have completed their scheduled clinical training.

17.  For purposes of written notification:

To the UNIVERSITY


Office of the Vice Chancellor

State University of New York

State University Plaza

Albany, New York 1224

To the College

SUNY Fredonia





Office of the VP Administration





Maytum Hall





Fredonia, New York 14063

To the
Affiliate



                 




                                              




                                                                                             





                                              
IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of the dates set forth below:

By:
_______________________


Date:
_____________________

Name:  _______________________

Title:
_______________________

Affiliate: ____________________________

By:
_______________________


Date:   _____________________

_______________________



_______________________



SUNY Fredonia

LEARNING CONTRACT FOR EXPERIENTIAL EDUCATION





� EMBED Equation.3  ���





Street                                                                 City       	               State	          Zip Code





Questions?





Phone: (716) 673-3327


Website: � HYPERLINK "http://www.fredonia.edu/cdo" ��www.fredonia.edu/cdo�





Career Development Office


SUNY Fredonia


Fredonia, New York 14063





Fax: (716) 673-3593


E-mail: � HYPERLINK "mailto:careers@fredonia.edu" ��careers@fredonia.edu�
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