LAKE ERIE
COLLEGE

OFFICE OF CAREER SERVICES

Iake Enie College
Inte mship and Clinical Observation
Program



Table of Contents

Program Overview

Stud e nt Re sponsibilitie s
Inte mship/Clinical Observation Search Procedures
Re gistration
OutofState orOutof Country Experiences
On-site Re q uire me nts
Academic Require ments
Involuntary Te rmination
Vo luntary Te rmina tion

Faculty Sponsor Re sponsibilitie s

Employer Re sponsibilitie s
During the experence
Dismissal Procedures
Iegallsues

Office of CareerServices & Inte mships
Stude nt Communic ation
Faculty Communic ation
Employer Communic a tion

Harassment and Discrimination
Nondisclosure/ Non-compe te

Appendix A: Sample Academic Inte mship Description
Appendix B: Job Description Form-for Employers
Appendix C: Site Visit Che c klist Inte mship

Appendix D: Application & Agreement

Appendix E Mid-Term Evaluation of Stude nt Inte m/ Clinical
Appendix Final Assessment of Inte mship Experience
Appendix G: Student’'s Evaluation of Inte mship Experience
Appendix H: Final Assessment of Clinical Observation
Appendix & Student's Evaluation of Clinical Observation

Page

Page
Page
Page
Page
Page
Page
Page
Page

Page

000 ®~1-3 5 Ul

11
11
13
13

14
14
15
15

16
16

18
19
20
21
24
25
27
29
31



Program Overview

Inte mshipsand clinicalobservationsatlake Erde College are opportunitiesthat allow
studentsto sample professionalenvimnmentsin which they plan to pursue careers. The
intemship and clinicalobservation program isa part ofthe many experimentalle aming
opportunitiesoffered atlake Ere College and are defined asa closely monitored,
certifiable academic relationship between the student,a memberoffaculty, Career
Services and Intemshipsand an employer. The outcome ofthe experience iscourse
credit within a specified academic area.

o0 Definition

Allexperiencesunderthe intemshipsand clinicalobservationsprogram require an
application and signed agreementofallparties. Evaluation paperwork may differ
depending on the type ofexperentialeducation a studentchoosesorisrequired to
complete based on theirmajor.

e An intemship is a single—semesterorfinite time period that may be paid or
unpaid, and whenregistered, isan academic course forcredit. An inte mship
experienc e infers thatthe student wilbe provided with me aning ful, planned,
supervised workrelated to theircareergoals.

Documents needed: Appendix E G, & H

e 'The clinicalobservation is a single—semesterorfinite time period thatmaybe paid
orunpaid, and when registered, isan academic course forcredit. The clinical
observation allows studentsto activelyobserve a licensed medical professionalin
a realwonrd situation to leam day-to-day ac tivities ofthe practice and the
vanable needsand circumstancesofthe patients who seek treatment there.
Stud e nts will witne ss fissthand the work environment, the skillsrequired in practice,
and increase theircareerawareness.

Documents needed: Appendix I, & J

o Benefits

Intoday’scompetitive job market,employersare looking forexperience coupled with a
college education. Intemshipsand clinicalobservationsallow studentsto gain work
experience through an academic relationship with the college and the employer,
allowing them to explore differentcareeropportunities. ktisa win-win situa tion whe re
both the student and the employerhave the opportunity to determmine ifthey are a
good fit. While notallmajors are required to do an inte mship orclinical observation, it
is sttongly encouraged that all students do atleast one inte mship during theiracademic
career.



o Academic Policy

T qualfy forthe program, students must have a minimum ofa 2.0 cumulative
G.P.A and minimum o0f32 credit hours(atleast sophomore status).

The experience should be related to the student’'sarea ofacademic study.

One academic credit houris eamed forevery 75 hours worked at the

inte mship/clinicalobservation site. An intemship can be assigned 1to 5 semester
hourcredits. A clinicalobservation can be assigned to 1-2 credit hours. In
addition, the participating studentisrequired to complete the academic
componentofthe experience thatwasagreed upon on the application with
theirfaculty sponsor.

Students may NOTbegin theirexperience untilallpaperworkis submitted,
approved and theirregistrationiscomplete.

Students may participate in the inte mship/clinicalobservation program during
the fall, spring, orsummersemestersasthe processfolows Iake Ere College’s
academic schedule. Students mustbe registered forthe experience during the
semesterin which the inte mship willbe completed. (ie.,to receive credit fora
summerinte mship, a student must be registered forthe inte mship during the
summer se me ster).

Inte mships are required forthe following majors: Advertising, Public Relations, and
Digital Media, Biology (Generaland Envimnmental Science), Communic a tio ns,
Crminal Justic e, BQ Facilty Management, BQ TeacherTrainer, Finance,

Inte matio nal Busine ss, Ma ke ting, Sports Management, legal Studies.

Clinical Observations are required forthe Biology majorwith c onc entrationsin
Pre -PhysicalTherapy and Pre-OccupationalTherapy.

A second experience atthe same site may be completed only if the
re spo nsibilitie s are distinc tly diffe re nt. Students must complete the application
processfora second experience.

o 'Tuition for Cre dits

The inte mship/clinicalobservation program providesacademic courses forcredit. Thus,
tuition and fees forinte mship/clinicalobservation creditsis the same asforothercredits
eamed atthe college.



Stud e nt Re sponsibilitie s

Inte mship/Clinical Observation - Search Procedures

Allstudentscan be successfulin theirsearch foran inte mship/clinicalobservation
opportunity; howeverthe successrate improvesdramatically when they do the
following:

Where to Start (1 yearin advance)
1. Decide whattype ofexperience you are interested in completing. Considerhow
thisexperence willhelp you with yourcareergoals foraftergraduation.

2. Consult with yourfaculty advisorto disc uss how the inte mship/clinicalobservation
fits into youracademic plan and semestersc hedule. ldentify who willbe your
faculty sponsorforthe experence.

3. Have yourresume and coverletterreviewed bya CareerServicesstaff member
and disc uss yourinte mship/clinicalobservation goals.

The Search (1 semester—1yearin advance)
4. Utilize connections through IEC and CareerServicesby checking the weekly Hot
Jobsand Intemships—even when you are notin the market foran
inte mship/clinicalobservation, you may be able to reach outto setone up for
the upcoming semester. F'snevertoo eardy to start building connections. Youcan
accessresources foryourinte mship/clinicalobservation search on the Career
Servicesweb site: www.lec.edu/career/ inte mships

5. Create a targetlistoforganizationsyou would be interested in working for. Do
research to see if they have established inte mship/clinicalobservation programs,
whattime ofyeartheyacceptapplications. Even iffthey do not have a
designated program posted, they may still take intems/student observers. Find a
personto reach outto and discuss whatopportunitiesare available and what
you have to offer.

6. Utilize yournetwork to find connections and opportunities. Think of yourne two rk
ofthe 5 F s- Friends, Family, Faculty, Foundations, and Felow peers & alumni

7. Attend an Inte mship/Job Fair—check with CareerServicesto see when the se
upcoming eventsare. Even if nte mships/clinicalobservation are not posted, itisa
good opportunity fornetworking and inquiring about future o pp o rtunitie s.

AfterSearch (Semesterprior- deadline)
8. Once you have identified an inte mship/clinicalobservation options meet with
yourfaculty advisorand sponsor.



9. Contactemployerto secure inte mship/clinicalobservation by phone and/or
email

10.The student must meet with theirfaculty sponsorto determine theiracademic
activitiesand how they willbe assessed on theirexperience priorto the faculty
memberapproving the experience. These assessmentsmay include employer
asse ssments, joumals, written ororalresearc h re ports, pre se nta tio ns, e xa mina tio ns,
class/’seminarattendance,orany otheracademic activity deemed appropmnate
by the supervising faculty sponsor. Then follow the Registration Poceduresbelow.

11.Determmine yoursc hedule and hours with youremployer. Be sure to remind your
employerofmid-term and finalevalua tions.

12.Additionalassistance and tips forsearc hing, inte rvie wing, and pro fe ssional
communicationisavailable in the Office ofCareerServices.

Registration Procedures

13.Students are responsible forcompleting and obtaining the propersignatures (See
Appendix D) and retuming alldocumentation to the Registrar's Office to receive
finalapproval from academic Dean(s) priorto the start of the work opportunity.

14.Students must registerforallacademic experentialeducation courses by the
course registration deadline forthe semesterin which they are completing their
experience.

15.The Registrarwillnot accept student re gistra tion forany inte mship/c linic al
observation courses without the properpaperwork with allnecessary
documentation and signatures.

Quick Che cKklist:

v'With your Site Supervisor: Determine weekly schedule, responsibilities and project
require ments. Discuss organization policies and supervisorexpectations. Complete
Section 2 o0f Application togetherand provide a job descrption. (see page 18 for
example)

v'With your Faculty Sponsor: Setleaming goals, determine the content and timing of
academic activities, and establish a meansforacademic assessment. Complete
Section 3 of Application together.

vComplete Application —submit to the Registrars Office forDean’s signature with copy of
resume and job description.



Out-of-State or Out-of-Country Opportunitie s

Students may receive inte mship o pportunitie s re quiring that they live away from home
ortheirresidence hall In these instances,itisessentialthatthe office of CareerServices
& Inte mships and the faculty sponsormaintain c o mmunic ation with the student and the
employervia phone and/ore-mail While a site visit may notbe possible, a virtual site
visit may be amanged via conference call. Out-of-state/out ofcountry inte mshipsdo
not preclude any otherinte mship procedures.

Students seeking to complete an intemship overseasmay need to follow a different
procedure. Overseasintemshipstaken aspartofa course of study ata foreign
mstitution with credit awarded by that institution fallunderthe host schoolspolicies. As
such, studentsdo notneed to clearthe inte mship through the normalchannelsat Iake
Frie College;aswith any otheroverseascourse, they need to clearthe materalwith
theiradvisor, the Office of hte mational Pograms, and the Registrars Office. Such

inte mships will simply transferback to Iake Ere astransfercredit. Stud e nts should
however, make sure thatthe detailsofwhatiscovered by the inte mship, the contact
hours, and otherpertinent nformation are available forreview by these offices, to
ensure that propercreditisawarded forthe experience, and thatthe inte mship meets
Iake Erie College’srequirements forinte mshipsfora given major.

Overseasintemshipstaken asa distance leaming experence withcredit awarded by
Lake Ene College follow the same generalproceduresasany otherinte mship, and will
be govemed by the policiesoutlined in the Iake Ere College Inte mship handbook.
Stud e nts should follow the normalproceduresassociated with the inte mship processfor
Iake FErie. Studentsmay also be taking non-inte mship classesat an overseas institution
durnng this time, re sulting in a split registration; again, the Office of Intemational
Programsand the Registrars Office need to know this.

h bothcases, studentsplanning anoverseasexperience foracademic purposesneed
to go through the Office of htemational Pongramsto complete Lhabilty paperwo ik,
applications,etc.,aswellasforinformation pertaining to practicaltraveltips.

On-Site Re quire ments (during the inte mship/clinical observation)
The studentisresponsible forrepresenting Iake Erie College in a professionalmanner.
Thiscan be accomplished when the student adoptsthe following guide line s:

e Reportto the workplace on time and when scheduled;

e Dressprofessionally. (f unsure what this me ans, ask);

e Be polite, professionaland cooperative with allteam members;
e Show initiative; set goals and prio rtize ;

e Observe confidentiality;

e Be aware ofoffice politicsand avoid office gossip; and

e Ieam everything possible about the position and the wo rksite.



Academic Re quire ments

The student must meet with theirfaculty sponsorto determine theiracademic
activitiesand how they willbe assessed on theirexperience priorto the faculty
memberapproving the experience. These assessmentsmay include employer
asse ssments, joumals, written ororalresearc h re ports, pre se nta tio ns, e xa mina tio ns,
class/'seminarattendance,orany otheracademic activity deemed appropmnate
by the supervising faculty sponsor.

The student willc ontact he v his fac ulty sponsorthroughout the inte mship/c linic al
observation to discussprogresstoward attaining leaming goalsand completion
ofacademic ac tivities.

The student wilcommunicate allproblemsthat arse durng the inte mship/c linic al
observation to theirfaculty sponsorand/orthe office of CareerServices &
Inte mship s.

The student will submit the approprate evaluation form (see page 3, “documents
needed”) to the office of CareerServices & Inte mships by the published
deadlnes.

Involuntary Termination from the Inte mship/ Clinical Observation Site

Any student who isterminated from (see “EmployerRe sponsibilitie s-Dismissa |
Procedures” page 13) the site during the course ofthe semesterand priorto
completing the required hours, must have the situation evaluated by the Academic
Standards Committee to determine the academic disposition and/orresolution of the

case.

Voluntary Termination Without College Approval

As stated in the inte mship/clinicalobservation program de finition found at the
beginning ofthis guide, the experientialleaming experience isan academic

re lationship between the student, faculty sponsor, office of CareerServices & Inte mships
and the employer. Because ofthisfact, studentsare highly discouraged from severing
the relationship with the employerpriorto the completion ofthe required ho urs.

Stud e nts with conc ems about theirinte mships/c linicalobservations must addre ss them
mmediately with the faculty sponsorand the office ofCareerServic e s & Inte mships.



Faculty Sponsor Re sponsibilitie s

The faculty sponsoristhe first link in the chain forthe student. They should begin the
disc ussion about the importance ofexpernentialeducation in the eary yearsof the
students’ educationalcareerand help to plan theircourse load to include atleastone
inte mship/clinicalobservation experience in the sophomore, juniororsenioryear. The
faculty sponsorcan workone-on-one with the student to help them determine what
type of opportunities be st fit theirintere sts and abilities. I isthe role ofthe faculty
sponsorto insure thatallacademic goalsare setand reached in the processofthe
inte mship/clinicalobservation. Thiscanbe accomplished by following the se
procedures:

e 'The faculty sponsormust meet with the student, priorto the start of the
inte mship/clinicalobservation, to complete the leaming objectives (syllabus),
academic activities, and methods of assessment forthe finalinte mship grade.
The faculty sponsormust sign the Inte mship Application and Agreement form
(Appendix D).

e Academic activitiesare used to measure the student’s worksite pefformance and
synthesisofacademic leaming with workplace activities. These activities are
used asdetemining factors forthe finalinte mship/clinicalobservation grade.
They may include employerassessments, joumals, written ororalresearch reports,
presentations, examinations, class/seminarattendance,orany otheracademic
activity deemed appropriate by the supervising fac ulty sponsor.

e 'The faculty sponsorwilamange professionalcontact with the site supervisor. This
contactensuresthatthe studentishaving a good leaming experience and
allows the faculty sponsorto gathersupporting nformation needed to assign the
finalgrade. Thiscontactcan take place asa professionalphone callora site visit.
A site visit c hecklist hasbeen provided (Appendix C).

Tps fora Suc c e ssful Site Visit:

The benefits o f visiting a student at her his inte mship/c linicalobservation site are many.
Ik givesyou an opportunity to ensure that the studentis having a good leaming
experience and isaccomplishing herhisleaming goals. Kallowsyou to disc uss any
problemsorissuesin the intemship/clinicalobservation. Eequipsyou to betterevaluate
the site asanapproprate placement foryourstudents, and helpsyou to advise future
studentsabout that intemship. And, tisexcellent public relationsforthe college and
yourdepartme nt.



So,whatdo you actually do on a site visit? The tipsbelow are designed to help you
amange and carmy out a suc c e ssful site visit.

o Sc he dule the site visit ata time when both the student and the supervisor(s)
are working. Askthe supervisorto allocate 30 minute s forthe visit (although
many visits will last longerthan that). Askthe supervisorif there is anything
she/he would like you to know before the visit.

o Before the visit, contact the student to re view he v/ his Inte mship Le aming
Objectives. Askthe studentifthere are any specific issues, problemsor
concems she/he would like to disc uss during the visit. ¥itisapproprate, ask
the student to puttogethersamplesofherhisworkforyou to see durnng the
visit.

o Take the site’s Inte mship Description and a copy ofthe student’s Inte mship
Leaming Objectivesto the visit. Kitisa first time visit, also take along
information about yourdepartment/program and the college (A little PR
neverhurts).

o Begin the visit by reminding both the student and the supervisorthat thisisan
nformalmeeting designed to focuson what the studenthasbeen doing and
leaming and to discuss what wilhappen durng the rest ofthe intemship. kis
an opportunity forboth the student and the supervisorto be open and candid
about the inte mship experence.

o Eac h site visit is unique and should be allowed to take on itsown “life”. In
orderto move thingsalong, thinkaboutthese asa few questions to ask the
supe1visor.

1. In general how are things going so far?

2. Is the inte mship going according to the Inte mship De sc rip tion?

3. What isin the future ofthe inte mship? Whatnew projectsor
assignments willdevelop? What would you like to see the student
focusonin hisorherown development?

Here are a few questions forthe student:

1. Whathave youbeen leaming so far? (Don’taccept“A bt” asa

response!)

2. What surprises have you had about the inte mship, the organization or

yo urse lf?

3. Are there thingsyou would like to leam ordo that you haven’t had the

opportunity to do yet?

4. Isthisexperence sending you messagesabout whatyou would--and

would not—like to do in the future?
At the end of the visit, ask the supervisorif she/he would be interested in wo rking with
anotherintem in the next semester. Fso, be sure they know the planning datesand
have the opportunity to re view the inte mship job description they have on file with the
colege.
This list of tipsiscertainly nota complete one, and there may be nuances with your
departmentora particularsite thatcreate specialissuesto workthrough. ¥you would
like to disc uss those nuancesoranything else about conducting site visits, ple a se
contact CareerServices & Inte mships. On the next page, you willfind a checKklistto be

used on yoursite visit.
10



EmploverRe sponsibilitie s

Iake Erie College valuesits relationship with allemployersinvolved within the

inte mship/clinicalobservation program. We see thisasa true partnership in the
education of ourstudents. Because of this, it isimportant that ourstudents have
meaning ful work assignments, closely related to theirchosen field. The ultimate success
ofthisprogram occurs when the student makesthe connection between the classroom
and the workplace, and the employerdevelopsa poolofqualfied graduatesready to
accept positions of re sponsibility.

Employers will be suc cessful in theiruse of inte mship/clinical observation program if
they adhere to the following procedures:

e Eachemployerinterested in participating in Iake Ede College’s
inte mship/clinicalobservation program must submit a detailed job
description. Employers can submit these posting online in advance to
CareerServicesonline job database through the web site:
www.lec.edu/careerorby utilizing the Job Description Form (Appendix B).

e Employersare responsible forthe screening, intervie wing and hiring of
students. CareerServicesisavailable to aid in securing a location ifan
employerwishesto interview on campus.

e Lkisimportantthatthe employerprovide feedbackto CareerServiceson
students’ response to callsand interview performance. The Office of
CareerServices & Intemshipsdoesnotcondone lackofresponse or
mapproprate preparation forinte rvie ws from stud e nts.

e Students may notbegin theirinte mship/clinical observation until all parties
have signed the Application & Agreement Form. In the event that the
employerprefersa different form, orhasadditionalagreements forthe
studentto complete, they should contactthe office of CareerServices &
Inte mships.

e Negotiationofsalary and benefitsisleft solely to the employerand the
student. Iake Ere College wil,, in no way, attempt to influence
ne g o tia tio ns.

Once the studentbegins hiss herexperence, it isthe employers responsibility to:
e Provide anorentation forthe student covering the following areas:

O

@)
O
©)

Facility tour

Wo rksite policiesand procedures
The organiza tionalstruc ture

The corporate culture

11



o Introduction to co-workers

Provide the student with adequate workspace including a desk, chair, telephone,
office supplies,and a computer(where appropmnate).

Keep aneye on the intem/studentobserver. The employershould watch forsigns
that the studentisconfused orbored. Asoften assilence meansthatan
intem/student observerisbusy, it could also mean that she/he isconfused and
shy about telling the employer. Paying attention eardy helpsto head offproblems
and bad habitseary on in the experience.

Make sure the intem/studentobserverhasa mentororsupervisorto provide
guidance. Make it someone who truly likesto teach, and the experience willbe
even betterforeveryone.

Be aware ofthe numberofhoursthe student mustcomplete atthe job site to
receive academic credit. The employeris responsible forverifying the accuracy
ofall hours worked by the student.

Insure that the studentisnotrequired to workmore hoursthan is stipulated in the
intem agreeme nt.

Complete a midterm evaluation (AppendixF) at the midpoint ofthe academic
semesterand submititto the office of CareerServic e s & Inte mships. This is does
notapply to clinical observation students. Employerscan faxormail these forms.

Communic ation isthe most important aspectofthe partnership between the
employer, the student and the college. The office of CareerSerices &

Inte mships re que sts imme diate no tific ation from the employershould the
following situationsoccur:

Failure of a student to report forthe assignment

Exc e ssive absente eism

Unexplained orcontinualtardine ss

Inproperdress

Uncooperative attitude

Ihsubordination orany otherdisciplinary issue s

0O O O O O O

Upon completion of the inte mship period, communic ation on the following topics is
requested of the employer:

A complete finalevaluation ofthe student’'sperformance. kisasked that this
form be completed and submitted to the office of CareerServic e s & Inte mships in
a timely manner, asit affectsthe awarding ofthe student’'sfinalgrade.

Studentsmay requesta letterofrecommendation. Kitis within the company’s
policy to provide one, please do so.

12



e Ifthe employerintendsto make the studentanofferfora permanent position, it
should be communicated to the student atthe eariest possible date. This will
prevent uncertainty on the part ofthe studentthat maylead her him to solicit
otherpo sitions.

Dismissal Procedures

While we hope there isnevera need to severthe busine ss relationship priorto the
scheduled ending date,itisalwaysa possibility. Priorto dismissing a student from
her his assignment, we askthat the following procedure be observed (The employer
may feelfree to supply uswitha copy ofthe company procedure):

e Notify the office of CareerServic es & Inte mships o f the diffic ultie s surmo unding the
student assignment wellin advance ofthe decision to dismiss.

e 'The director(and fapproprate the faculty sponsor) wil meet with the employer
and the studentseparately, then togetherifnecessary. (Depending on the
location, a vitualmeeting mightbe necessary.)

e 'The employershould provide documentation ofthe student’'sactionsleading to
the dismissal Thisisimportantin orderto facilitate c o mmunic ation with the
faculty sponsorin termsofthe student'sgrade.

We wantalllake Frie College studentsto represent themselvesand the college well, in
addition to providing the employerwith much needed skills and a wilingne ss to leam.
Thiscan only occursuccessfully if every memberofthe partnership workstogether.

Non-compete/ Nondisclosure Agreements

See Page 16.

IegalIssues

Do you have to pay inte ms/ student observers?

The US. FairlaborStandards Act (FISA), which appliesto allcompaniesthat have at
leasttwo employeesdirectly engaged in interstate commerce and annualsalesofat
le ast $500,000, severely restricts an employers ability to use unpaid mtemsortramees. k
doesnotlimitan employersability to hire paid inte ms.

Youdon’thave to pay intems/student observers who qualify astrainees. The U.S.
Departmentoflaborhasoutlined six criteria fordetemining trainee status:
1. Intems/studentobserverscannotdisplace regularemployees.
2. Intems/studentobserversare not guaranteed a job atthe end ofthe
inte mship/clinicalobservation (though you may choose to hire them atthe end
ofthe experience).
3. Intems/studentobserversare notentitled to wages durng the inte mship.
13



4. Intems/studentobservers must receive training from yourorganization, even if it
somewhatimpedesthe workprocess.

5. Intems/studentobservers must get hands-on experience with equipment and
processesused in the industry in whic h they intem/observe.

6. Intems/studentobservers’ training must primarily be ne fit them, not the
organization.

Workers’ and Unemployment Compensation

Workers compensation boards have found that inte ms/student observers c ontrbute
enoughto a company to make them employees. kiswise to coverinte ms/student
observersunderyourworkers’ compensation policy even though itisnotrequired.
Student ntems/observersare not generally eligible forunemploymentcompensation at
the end ofthe inte mship/observation.

Keep in Mind

Even if a studentis working through a schoolprogram forwhich he orshe isbeing
“paid” in college credits, the student still has the right, underthe FISA, to be paid unless
the employerisnotdernving any inmediate advantage by using him/her.

Paid intems/studentobservers make idealworkers—hungry to leam, eagerto make a
good impression and willing to perform a multitude oftasks. The relatively smallamount
of moneyemployersspend on intem wagesand benefitsisa good inve stment,
because it often produces future, long-term employees.

The employershould id e ntify the specific termsand conditionsofemployment (e.g.,
datesofemploymentasan intem/student observer, inc luding inte mship/observation
end date;compensation;organizationaland/orreporting relationships; principle duties,
tasks orre sponsibilitie s; wo rking conditions; and any otherexpectations), and should
disc uss the se with the prospective intem, so that there isno misunderstanding regarding
the relatio nship.

Office of Career Services & Inte mships Re sponsibilitie s

The office of CareerServices & Inte mshipswillactasa liaison between all partie s: the
student, employer on-site supervisor, and faculty sponsor.

Stude nt Communic ation

The Office ofCareerServices & nte mships willbe the key contactin the student’s

search forher his inte mship orclinicalobservation opportunity.
The Office of CareerServices will:

e Communicate new opportunities and the inte mship/clinicalobservation process
to the campuscommunity.

14



e Aid students with theirinte mship/clinicalobservation scarch and selection and
resume/interview preparation.

e Ensure allnecessary paperwork is completed before the Dean’s approval The
Dean(s) ofthe academic area in which the academic creditis being given is the
last person to sign offon all paperwork, ensuring thatallaffected and approprnate
parties approved it. The completed and signed paperwork will then be submitted
to the Registrar's Office, scanned and sentelectionically to CareerServices for
filling .

Once the studentbeginstheirexperience, the Office of CareerServices & Inte mships is
responsible forkeeping the inesofcommunication open between allparties. Any
concemsfaced by the student should be communicated to the Office of Career
Services & Inte mships and/orfaculty sponsor, forguidance asto a furthercourse of
action. The communication between the office of Career Servic es & Inte mships and the
student are considered confidential unle ss othe rwise stipulated by the student.

The Office ofCareerServices & Inte mships cannot guarante e inte mship/ clinical
observation placement, but willassistin developing the documentsand process
necessary forthe studentto be successfulin herhissearch.

Faculty Communic ation

The Office ofCareerServices & ntemshipswillactasa support person to the faculty
sponsorin the student’'sexperience. Although it is the fac ulty sponsors re sponsibility to
aid the studentin detemining whic h dire c tion should be taken with he 1/ his inte mship/
clinicalobservation opportunity, it is the responsibility of the office of CareerServices &
Inte mships to assist the studentin developing the documentsand processnecessary to
be successfulin her his searc h.

Employer Communic ation

The Office ofCareerServices & Inte mshipsisresponsible forcommunic ating Lake Ere
College’srequire me nts forthe inte mship/clinicalobservation program to allemployers,
making sure thatthe employerunderstandsacademic expectations.

The process begins with the attainment ofthe job descrption forthe inte mship/c linic al
observation position and communic ation of this position’s availability to the fac ulty
sponsorand students. Allinterested students wilcontactthe office of CareerSerices &
Inte mships and the following course ofaction wilbe gin.

15



The Office of CareerServic es & Inte mship s will:

e Communicate available openings forinte mship/clinicalobservation opportunities
with the c ampus c ommunity.

e Aid employers, whenrequested, in securing anoncampuslocation to conduct
inte rvie ws.

e Provide deadline remindersofmidterm and finalevaluationsto the employers
and students.

Harmassment and Discrimination Policy

Federaland state law prohibits discimination orharassmenton the basisofsex, race,
color, religion, disability, age, citize nship, veteran status, ornationalorgin. Iake Ede
College supportsthe principle ofequalemployment and wishesto promote
opportunitie s in work environme nts free from harassment and disc imina tio n.

Iake Ere College strivesto provide an environme nt, which promotesthe worth and
dignity of each individual Sexualharassmentdemeansboth the victim and the
harasserand undemines the philosophy and mission ofthe College. Therefore, Iake
Frie College wilnottolerate behavior, which amounts to sexual harassment. Sexual
harassment may take many formsinc luding, but not limited to, unwelcome sexual
attention oradvances, requestsforsexualfavors, and othersexually suggestive re marks
orconduct:

1. whensuchremarksorconductare intended orhave the effectofcreating an
mtimid a ting oroffensive envimnment; or

2. whenacquiescence to suchconductorremarksis, eitherexplicitly orimplicitly, or
made a term orcondition ofemploymentorfavorable evaluation.

kisessentialthatany and allincidentsofharassmentordisc imination be reported to
the DirectorofCareerServic es & Inte mships. fan intem/studentobserverisharassed at
the work site, and the employerdoesnothing aboutit, the employing organization
opensitself to risk o flawsuits. The employershould take time to advise the
intem/studentobserverofappropriate workplace behavior, and the organization’s
harassment policy and complaint procedures.

Non-disclosure/ Non-compete Agreements

Some o1ganizations will re q ue st that the student/intem sign a non-disclosure ornon-
compete agreementupon/before starting theirinte mship/clinicalobservation. A non-
disclosure agreement prohibits an intem/student observerfrom giving another
employerpropretary information. Thisinformation can include productorprocess
information; customerlists and profiles; marketing, busine ss, and strategic plans;
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technologicalinnovations; and any otherinformation thatisnot publicly known. 'This
agreementdoesnotrestrict the intem/student observersability to workelse where, but
it placeslimitations on the information she/he can use in a new position. These typesof
agreementsare typically enforceable because they do notlimit a person’s ability to
work.

By signing a non-compete agreement, the intem/studentobserveragreesnotto
compete with the cumentemployerafterleaving the company. These agreements
prohibit the solicitation of formercustomers,employmentby a competitor, orthe
establishmentofa competing business. These agreements are diffic ult to enforce when
an intem/studentobserverisinvolved. The enforceability dependson the
reasonablenessofthe restric tions and whethersufficientlegalconsideration was given
to the studentin exchange forthe promise notto compete.

Organizations that want intems/student observers to sign non-compete ornon-
disclosure agreements should:

e Advise the office of CareerServices & Inte mships, priorto posting the position
announc ement, that the inte mship is conditionalupon signing a non-compete or
non-disclosure agreement, and explain the purposes, intent and crtic al pro visions
ofthe agreement.

e Ensure thatthe non-compete agreement precisely definesthe competitive
activity thatisto be restricted. & should be limited to the activity that would have
a directimpacton the organization’sbusiness and provide the student with other
optionsforemployment. fthere are no otheroptionsforemployment during the
non-compete period, the company should agree to pay the studenta salary for
the length of time it doesnot want the student to workforthe competitor.

IFthe College findsthe agreementto be acceptable, it is the re sponsibility o f the

employerto give the intem a reasonable period of time to review the documents,
alone orwith an attomey.
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LAKE ERIE

COLLEGE

OFFICE OF CAREER SERVICES

Appendix A: Sample Academic Inte mship Description

Inte mship Title: Marke ting Interm - Knowledge Services (Imbrizol)

Participate in design and execution of online marketing programs and analysis of the resulting analytics to determine if
these activities are meeting business unit marketing and sales goals for education and marketing services.

RESPONSIBILITIES:

Marketing copywriting of brief articles and announcements for magazines and online promotions

@)
O
O

Copywriting both promotional and informative materials

Graphical layout of online materials

Conduct market research and subject matter research in Lubrizol's Library, reference materials and on the
Internet to develop relevant, topical and informative materials

Work with subject matter experts to vet materials in a way which limits the time required by the experts (see
previous point)

— Execution of online marketing including working with online email, CRM and web usage tracking tools,
Analyze results of online marketing

PROJECTS:

— Develop a series of short information articles on lubrication for online email (4-6 articles will be published
over the course of 18 months to improve open rate of monthly emails).

—Publish monthly emails. Write and text layout of promotional announcement within a standard Lubrizol K2ZM
template set.

—Develop a series of internal promotional articles (3-4 paragraphs) of new products/services.

—Phone survey recent customer, identify areas of improvement, barriers to repeat purchases and collect
testimonials for the website and catalogs.

—Analyze business unit sales and email/web traffic for trends; and develop automated reports which a)
identify improvements that might drive sales or traffic, b) evaluate the return on investment based on
message views, visitor traffic.., ¢) summarize global accounts online activities (email, marketing site and
training site) for sales managers. Prepare presentations or brief promotional articles summarizing findings.

REQUIRED SKILLS:

O O O0OO0OO0Oo

Numerical analysis

Copywriting both promotional and informative materials

Graphical layout of online materials

Highly skilled in the use of Internet sites and Internet based tools

Experience with online authoring tools, knowledge of HTML and related tools a plus
Experience with reporting and graphical presentation tools

EDUCATION REQUI REMENTS:

Completed college courses pertinent to the skills above
Pursuing a degree in Business, Marketing, IT, Communications, Journalism or Graphic Design
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LAKEERIE
COLLEGE

OFFICE OF CAREER SERVICES

Appendix B: Job Description Form

Employers: Use thisform if you are a NEW Employerin orderto registerand post yourjob/mte mship. If
youare alcradyregistered in Storm CareerNetwork, please log in to the system and post your
opportunity direc tly to the database.

*Students: Use this form if you are registering foran inte mship orobservation thatyoucreated ordoes
not have a traditionaljob posting and tum in with yourcompleted application. Complete the stamed
field s only.

Desired AccessID (12 charactermax):
Desired Password (10 charactermax):

*Organization Name:
*Address, City, ST, Zip Code:
*Web Site :

*Site ContactName:
*Title :

*Phone Number:
*Frmail:

*Company De sc rip tio n:

*Stud e nt Po sitio n Ttle :
*Stud e nt Po sitio n De sc rip tio n:

Applic ation Instruc tio ns:
Po sting Start Date: Po sting End Date:

Position Type: [ ] Full Tme
|:| Part Time
[] Inte mship

Salary: Intemships:
[ ] Paid /Hour or /Stipend forsemester
[] Unpaid

Employment:
/Hour or /year

Majors Desired (indic ate All:

EqualOpportunity Emplo ye r (Initial):
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COLLEGE

OFFICE OF CAREER SERVICES

Appendix C: Site Visit Che cklist

1. Wasthe student on-site during the visit?

2. Wasthe student’ s supervisoron-site during the visit?

3. Doesthe studenthave herhisown workspace? Computer? Supplesand tools
necessary to perform herhisjob?

4. Do the student’'s work assignments conelate with he v his le aming goals?

5. Do the student and the site supervisorhave a clearunderstanding of what's
required ofthe leaming goals?

6. Isthe intemship going according to the job description, orhave there been
changes? Kthere have been changes, whatare they and why have they
occured?

7. Whatprjectsisthe student cumently working on, and willshe/he have the
opportunity to see a projectthrough from beginning to end?

8. Isthe student utilizing on-site, the skillsleamed in the classroom?

9. Isthe studentchallenged by the work assignme nts?

10. Is the site supervisorintere sted in working with anotherinte m in the ne xt se me ste r?

Please make sure that you give the on-site supervisora business card and any
brochures you have about yourprogram and Iake Ere College. Contact the office of
CareerServices & Inte mships with any questions orconc ems.
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LAKE ERIE
COLLEGE

OFFICE OF CAREER SERVICES

Appendix D: Inte mship/ Clinical Observation Application & Agreement
(Read Handbook, TYPE, Print, and Obtain Signa tures)

Section 1: Student nformation

Iast Name: First Name: Middle itial:
IEC Student ID #: Major.

CheckOne: |:| Sophomore |:| Junior |:| Senior
Cumulative GPA: (2.0 GPA required for Inte mships)

Telephone Number(include area code):
Email

Current Address:
Street Address, City, STZip Code

Campus Maibox #:

The studentagrees to: perform allassigned dutiesto the best of his’ herability, satisfactorly meetallrequire ments of
the employer,complete allacademic requirements, and abide by the rules, regulations and the policies of the

Inte mship/Clinical Observation Program. Failure to meet these re quire me nts will re sult in the student’s withdrawal
from the assignment and the forfeit of any benefits o f the Inte mship/Clinical Observation Program. Thave reviewed
the inte mship guide on CS&Iwebsite orhave received a copy ofit and understand the requirements attached to the
inte mship/clinicalobservation inc luding re gistering forthe inte mship/clinicalobservation course and paying all
applicable fees.

Stud e nt Signa ture Date
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Section 2: EmployerInformation (Complete with your Site Supervisor)
Inte mship/Clinic al Obse rvation Site :

Site Supervisor:

Ttle :

Phone:

Fax:

Email

Address:
Street Address, City, STZip Code

Stud e nt Po sitio n Ttle :

Job ID # on Storm Central Ne twok:
Select One: [] Unpaid [] Paid
Houry Wage or Monthly Stipend:
Hoursperweek:

Begin Date: End Date:

Attach Intemship Description: Specifically, what projects and responsibilitie s will the
intem/student observerhave during the inte mship/clinicalobservation? —Please explain this in
an “academic intemship description” See page 18 foran example. (Mustbe typed)

The Employer Site Supervisoragrees to: abide by the guidelines set forth in the “supervisorsection” of the
handbook; provide supervision ofthe student; evaluate the student'sperformance on formsprovided by the
College,and provide the same consideration of health, safety and working conditionsaccorded otheremployees. I
also acknowledge thata job description willbe provided orisalready on the Storm Central Networkdatabase.

Employer Signa ture Date
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Section 3: Academic Require ments & Signatures
Complete with yourFaculty Sponsor:

Course Code: SemesterYear: Numberof Credits:
Faculty SponsorName: Academic AdvisorName:

What work is re quire d outside ofthe expenence hours?
*Include Attached Syllabus with Ie aming Objectives*

FOR EXAMPIE:

|:| Employerassessments |:| Class Pre se ntations

|:| Joumals |:| Examinations

|:| Written orOralresearch reports |:| Class/seminarattendance

[0 Other Please indicate:

1) The Faculty Sponsor: Thave read and reviewed Section 2 with the student and approved the stated expenence forthe course
credit information stated in Section 3. Thave communicated academic expectationsto the student, help develop leaming
objectives,and make atleastone site visit perinte mship program guidelines. Upon successfulcompletion of allrequirementsby
the student, the faculty sponsorwillassign a grade.

Faculty Sponsor* Date

*IFAPPIICABIE: Faculty Member (sign ONLY IF fac ulty sponsoris not within the academic area for which creditis being given -
IDOKATCOURSECODE) -Approvalforregistration ofacademic credit forthe course code and numberofcredits assigned in
Section 3.

Faculty Member(within the area creditisbeing given) Date

2) Faculty Advisor Approvalforregistration ofacademic credit forthe course code and numberofcredits assigned in Section 3.

Faculty Advisor Date

3) 'The Office ofCareerServices & Inte mships agrees to: maintain c o mmunic ation with the employer, the student, and the fac ulty
sponsorin an effort to answerquestions, resolve potentialproblems and otherwise endeavorto make the experience as
productive and rewarding aspossble forboth the employerand the student.

CareerServices & Intemships Date

ForCareerServices Staff Use Only:

_ Resume ___ Job Description Attached ___ SyllabusAttached

IFAPPILICABIE: Out-Of-Country Opportunities- students planning an overseasexperience foracademic purposesneed to go
through the Office of Intemational Pogramsto complete liability paperwork, applications, etc.,aswellasforinformation
pertaining to practicaltraveltips.

CoordinatorofIntemational Studies Date

4) FINALSIGNATURE (obtain by dropping offapplication and allmaterials at the registrar's office)
Dean(s) of Academic Area: Approvalforregistration ofacademic creditforthe course code and numberofcredits assigned in
Section 3. Signature prompts re gistra tion.

Dean(s) of Academic Area (in which creditisbeing given and faculty sponsors Dean applicable) Date




LAKE ERIE
COLLEGE

OFFICE OF CAREER SERVICES

Appendix E Mid-Term Evaluation of Student Inte m/ Clinical Observation

Please complete the following evaluation of yourintem’s performance.

Stud e nt:
Organization/Company:
Supervisor:

Date:

Forthe individualstudent being evaluated, please give each statement a numeric alvalue

based on whetheryou:

4 Strongly Agree

3 Agree

2 Disagree

1 Strongly Disagree
N

func tioning expected ofthe student.

Statementdoesnotapplyorisnotappropriate to the positonorlevelof

Student hasmade every effort to maintain a regularwork
sc hedule

(14 13 [

[J1 [N

Student makesappropriate amangements when regularwork
schedule cannotbe adhered to

(14 13 [

[]1 [N

Student displays e nthusia sm and profe ssionalism in work
assignme nts

(14 13 [

[J1 [N

Student usesclassmom knowledge to complete inte mship
projects

(14 13 [

[J1 [N

Quality and quantity of workoutputisacceptable

(14 13 [

[J1 [N

Stud e nt no tifie s supervisorofissue s that may inte fere with the
successfulcompletion of projectsin a timely fashion

(14 13 [

[J1 [N

Descrbe anyconcemsyoumay have:

This form isavailable on-line athttp://www.lec.edu/careerintemships. The completed form canbe emailed to career@lec.edu;
faxed to 440.375.7005; ormailed to CareerServic es & Inte mships, 391 W. Washing ton Street, Paine sville, O H44077
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LAKE ERIE
COLLEGE

OFFICE OF CAREER SERVICES

Appendix F
Final Assessment of Inte mship Experence

This assessmentisa toolused to measure the student’s worksite performance. The mformation
on thisdocumentisone ofthe determmining factors forthe finalinte mship grade. Otherfactors
may include joumals, written ororalresearch reports, pre se nta tions, examinations, ¢ lass/semmar
attendance,oranyotheracademic activity deemed appropriate by the supervising fac ulty
SPONSOT.

Stud e nt:

Organization/Company:

Supervisor

Datesof Intemship: Start Date: End Date:

Forthe individualstudentbeing evaluated, please give each statement a numericalvalue
based upon the following:

Outstanding

Above Average

Average

Needs Improvement

Statementdoesnotapplyorisnotappropriate to the position orlevelof
func tioning expected ofthe student.

Z = N W

Professional/ Personal Development

Open to leaming from supervisorand coworkers.

Cooperation is shown in wo rking re la tio nship s with o the r sta ff
members.

Effortismade to be accepted by overall staff.

Can workeffectively with a wide range of people within the
01g aniza tio n.

Take s the initia tive to solve problems afterse eking input from
sup e rviso v/ sta ff.

Ikable to keep supervisorinformed of workprogressand process.

T I I O O
OO0 0|0 d
OO0 0|0 d
OO0 0|0 d
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Ikdependable and reliable in worktasksand levelofperformance.

Displays enthusiasm, diligence and interest in work a ssignme nts.

Po sse sse s time manage me nt skills.

Isable to set prioritiesforworkyetrespond to departmentalneeds.

Can analyze, synthesize, and apply academic leaming to work
assignme nts.

Po sse sse s sufficient tec hnicalability to ac c omplish wo 1k ta sks.

Can processconstructive criticism in an objective mannerand act
upon it.

Sho ws initia tive in fo llo w-thro ugh with wo 1k a ssignme nts.

Can assume a leadership role when approprate.

Ikappropriate in dressand grooming.

s conscientious in maintaining work sc hedule, hours and starting
time.

Isable to collaborate within a group effort.

o ojgjogyoojggyo)t

00000 oD DD oD D|f]n

00000 oD DD oD D|f]n

00000 oD DD oD D|f]n

00000 oD DD oD D|f]n

Comments:

Profe ssional Transition

Knows and respectsorganizational struc ture and protocol

Hasawarenessand interestin organizationalobjectives, goalsand
policies.

Iscomfortable within the corporate/organizationalc ulture.

Can adjust se lf-inte re st to organizationalinte re st.

Represents the organization with positive e nthusiasm and attitude.

Oojd ot

OO 00 d

OO 00 d

OO 00 d

OO 00 d

Comments:
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kisrecommended thatthe employerreview this asse ssment with the student. Kthisisnot possble, it is the
responsibility ofthe faculty sponsorto review the assessment with the student priorto the issuance ofa
grade.

This asse ssment hasbeen disc ussed with the student: |:| Yes |:| No

Stud e nt Signa ture:

EmployerSignature:

This form is available on-line athttp://www.lec.edu/careerintemships. The completed form canbe emailed to career@lec.edu;
faxed to 440.375.7005; ormailed to CareerServices & Inte mships, 391 W. Washington Street, Paine sville, O H44077
Confidentiality of mforma tion:
This evaluation c onstitute s a confidential asse ssment that wilbecome partofthe student'sconfidentialpermanentrecord. In the

eventthe college iscontacted by prospective employersforthe purpose ofobtaining personalorprofessionalreferencesfora
studentbased upon theirinte mship assessment, they canbe told ONLY the location and datesofthe student’s assignment.

27



LAKE.ERIE
COLLEGE

OFFICE OF CAREER SERVICES

Appendix G - Student’'s Evaluation of Inte mship Experience

Thistoolisused to measure if the inte mship metIake Fre College’srequirements for
academic and professionaldevelopment. The office of CareerServices & Inte mships
will use thisinformation to evaluate the employerand the student’'sexperiences.

Stud e nt:

Organization/Company:

Supervisor:

Datesof Intemship: Start Date: End Date:

Foreach statementbelow please circle a numerncalvalue based upon whetheryou:
4 Strongly Agree

3 Agree

2 Disagree

1 Strongly Disagree

N Statementdoesnotapplyorisnotappropriate to the position orlevelof func tio ning
expected of the student.

Academic Development

Ac tivitie s nvolved in the inte mship were understandable due [] 4

Ability to apply yourpreviousknowledge to cument problems [] 4
hasincreased

to previouscourse work s Uz L1 LN
i:i’Zi\IIitiesweIe challenging yetapproprate forknowledge (14 [13[J2[]1 [N
Skilllevelin yourfield hasincreased due to inte mship D 4 D 3 D 9 |:| 1 |:| N
sz?en:;t;oanlzsftween academic workand intemship work D 4 I:I 3 D 9 D 1 D N
ik;j]liz‘sczdsynthesize mformation from varoussourceshas (14 13 [d2[11 [N
(13 2 [
(13 2 [

Inte mship leaming goalshave been met (] 4
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Faculty sponsorprovided academic guidance forinte mship

activititsasneeded 1 Lls [ 11 O
On-site supervisorprovided academic guidance asneeded (4 [13 [] (1 [
Office of CareerServices & Intemships provided guidance as

needed 1 Lls [ 11 O
The proceduresrequired by Lake Ere to officially comple te (4 [13 [] (1 [

the inte mship experience were clearly explained

Comments:

Profe ssional Development

Supervisorsdirection wasclearand understandable

Supervisorwasavailable and receptive when apprmached for
help orclarfic ation

Developed an understanding of, and ability to adjust to, your
supervisor s management style

Understanding ofthe organizationalstruc ture hasincreased

Understanding of the processto accomplish complex tasksin
thisorganization hasincreased

The knowledge you have gained at thisorganization is
applicable to otherorganizationsin the same field

This inte mship hasprovided you with experiences that will help
i future job searches

Confidence in yourability to succeed in this field has
increased

Confidence to take on more responsibility in future endeavors
hasincreased

Understanding ofemployerexpectationsregarding
punctuality and work ethic hasincreased

Ability to set priorities and accomplish assigned tasks has
increased

|y |joyg|oydjoyd|t

|y |joyg|oydjoyd|t

I T T T O I O O R R I O

I T T T O I O O R R I O
I T T T O I O O R R I O

Comments:

Would you recommend this inte mship to otherstudents?

Stud e nt Signa ture:

[ ] YES

Date:

[ ] NO

This form isavailable on-line athttp://www.lec.edu/careerintemships. The completed form canbe emailed to career@lec.edu;
faxed to 440.375.7005; ormailed to CareerServic es & Inte mships, 391 W. Washington Street, Paine sville, O H44077
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COLLEGE

OFFICE OF CAREER SERVICES

Appendix H:
Final Assessment of Clinical Observation

This asse ssmentisa toolused to measure the student’s onsite pefformance. The information on
thisdocumentisone ofthe detemmining factors forthe finalobservation grade. Otherfactors
may include joumals, written ororalresearch reports, pre se ntations, examinations, class/semmar
attendance,oranyotheracademic activity deemed appropriate by the supervising fac ulty
SPONSOT.

Stud e nt:

Organization/Company:

Supervisor

DatesofObservation: Start Date: End Date:

Forthe individualstudentbeing evaluated, please give each statement a numeric alvalue
based upon the following:

Outstanding

Above Average

Average

Needs Improvement

Statementdoesnotapplyorisnotappropriate to the position orlevelof
func tioning expected ofthe student.

Z, = WG

Professional/ Personal Development

Open to leaming from supervisorand staff.

[N

—

Cooperation is shown in relatio nships with o the r sta ff
members.

—

[N

Effortismade to be accepted by overall staff.

[N

—

Caninteracteffectively with a wide range of people within
the o1ganiza tion.

[N

Take s the initiative to solve problems afterseeking input from
sup e rviso v/ sta ff.

[N

—

kable to keep supervisorinformed of progressand process.

Oy djog g
DDEDDD
DD%DDD
OO oyg g

[N

—
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Ikdependable and reliable in taskcompletion and levelof
performance.

Displays enthusiasm, diligence and inte re st in a ssignme nts.

Possesses time management skills.

kable to set priorties yet respond to changing organization
needs.

Can analyze, synthesize, and apply academic leaming to
assignme nts.

Po sse sse s sufficient tec hnicalability to accomplish wo rk ta sks.

Can pmocessconstructive crticism in an objective manner
and actupon it.

Sho ws initia tive in fo llo w-through with wo rk a ssignme nts.

Can assume a leadership wle when approprate.

approprate in dressand grooming.

Is conscientious in maintaining sc hedule, hours and starting
time .

Isable to collaborate within a group e ffort.

OO ooooood|bojo]i

OO ooooood|bojo]i

Oydjoygjogjog) g g o

Oydjoygjogjog) g g o

OO ooooood|bojo]i

Comments:

Profe ssional Bansition

Knows and respectsorganizational struc ture and protocol

Hasawarenessand interestin organizationalobjectives, goals
and policies.

kcomfortable within the organizational c ulture.

Can adjust self-inte re st to o 1g a niza tio nal inte re st.

Represents the organization with positive enthusiasm and
attitude.

OO 0|00

OO 0|00

Oydjod|t

O o gjopg
O ogjopg

Comments:
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kisrecommended thatthe employerreview this asse ssment with the student. Fthisisnot
possible, it is the responsibility ofthe faculty sponsorto review the asse ssment with the student
priorto the issuance ofa grade.

This asse ssment hasbeen disc ussed with the student: |:| Yes |:| No

Stud e nt Signa ture:

Sup e rviso r Sig na ture :

This form is available on-line athttp://www.lec.edu/careerintemships. The completed form canbe emailed to career@lec.edu;
faxed to 440.375.7005; ormailed to CareerServices & Inte mships, 391 W. Washing ton Street, Paine sville, O H44077

Confid e ntiality of nforma tion:

This evaluation c onstitute s a confidential asse ssment that wilbecome partofthe student'sconfidentialpermanentrecord. In the
eventthe college iscontacted by prospective employersforthe purpose ofobtaining personalorprofessionalreferencesfora
studentbased upon theirinte mship assessment, they can be told ONLY the location and datesofthe student's assignment.
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Appendix I - Student's Evaluation of Clinical Observation

Thistoolisused to measure if the inte mship metIake Ede College’srequirements for
academic and professionaldevelopment. The office of CareerServices & Inte mships
will use thisinformation to evaluate the employerand the student’'sexperiences.

Stud e nt:

Organization/Company:

Supervisor:

DatesofObservation: Start Date: End Date:

Foreach statementbelow please circle a numercalvalue based upon whetheryou:

4 Strongly Agree

3 Agree

2 Disagree

1 Strongly Disagree

N Statementdoesnotapplyorisnotapproprate to the position orlevelof func tio ning
expected ofthe student.

Academic Development

ﬁ)ct}i)vit;?::?sieazli inte mship were understandable due |:| 4 |:| 3 |:| 0 |:| ) |:| N
ﬁig\lfitieswem chalenging yetapproprate forknowledge (403 21 ON
iﬁgc;svfadtienlevelinyourﬁeld hasincreased due to O« 0s Oz 010N
gZ?enzzzoaI;:E:tween academic workand observation work D 4 |:| 3 |:| 9 |:| 1 |:| N
il;ii‘z:;)dsynthesize mformation from varoussourceshas (403 21 ON
ﬁ:;]igct;zsepdly yourprevious knowledge to cumrent problems O« 0s Oz 010N
Observation leaming goalshave been met O+0s D201 0N
:a;ct;ig;zpaosnszzgzogided academic guidance forobservation 403 2 (01 OIN
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On-site supervisorprovided academic guidance asneeded

[l

[l

Office of CareerServices & Intemships provided guidance as
needed

[l

[l

L]

L]

The proceduresrequired by Lake Ere to officially comple te
the observation experience were cleardy explained

[l

[l

L]

L]

Comments:

Professional Development

Supervisorsdirection wasclearand understandable

Supervisorwasavailable and receptive when apprmached for
help orclarific ation

Developed an understanding of, and ability to adjust to, your
supervisor smanagement style

Understanding ofthe organizationalstruc ture hasincreased

Understanding of the processto accomplish complex tasksin
thisorganization hasincreased

The knowledge you have gained at thisorganization is
applicable to otherorganizationsin the same field

Thisobservation hasprovided you with experiences that wil
help in future job searches

Confidence in yourability to succeed in this field has
mcreased

Confidence to take on more responsibility in future endeavors
hasincreased

Understanding ofemployerexpectationsregarding
punctuality and work ethic hasincreased

Ability to set priorities and accomplish assigned tasks has
mcreased

ooy g|joyd|oydjoyd|)t

ooy g|joyd|oydjoyd|)t

I T T T I 0 O O

I T T T I 0 O O

I T T T I 0 O O
z

Comments:

Would you recommend this Clinical Observation to otherstudents? |:| YES

Stud e nt Signa ture:

Date:

[ ] NO

This form is available on-line athttp://www.lec.edu/careerintemships. The completed form canbe emailed to career@lec.edu;
faxed to 440.375.7005; ormailed to CareerServices & Inte mships, 391 W. Washington Street, Paine sville, O H44077
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