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RECREATION AND LEISURE STUDIES

INTERNSHIP MANUAL
PREFACE

The internship is one of the most crucial steps a student takes in preparing for a professional career in the field of recreation. The manner in which the student approaches this opportunity, as well as the expertise of the supervisors that work with students, is critical to the success of the internship. Students should conduct themselves in a professional manner by displaying a positive attitude, being punctual and dependent, demonstrating initiative and leadership, adhering to professional standards and ethics, and contributing to the success of the agency by demonstrating creative and energetic talents. East Carolina University (ECU) is fortunate to have numerous agencies that are willing to work with students and provide them with competent internship supervisors. These supervisors have a thorough knowledge of the field, an interest in internship instruction and are dedicated to high standards in recreation service delivery.

By working together, the student and supervisor combine to make the internship a stepping-stone to the future. The faculty of the ECU Department of Recreation and Leisure Studies deeply appreciates the opportunities given to students in providing internship assignments. All students are to be applauded on their accomplishments to this point and they are encouraged to demonstrate their full potential to become a contributing member to this profession. ECU expresses sincere thanks and appreciation to all those involved in this rewarding endeavor.  

SECTION I: INTERNSHIP ELIGIBILITY REQUIREMENTS

In order for students to be eligible to complete the RCLS Internship (RCLS 4990), the following criteria must be met:

A. Students must be registered for RCLS 4990 during the semester period in which they will complete the internship (spring, summer, or fall).  Additionally, payment of tuition and fees must be completed in accordance with the University Cashier’s Office.




B. The following academic requirements must be completed prior to initiation of the internship:

1. All required courses toward the RCLS undergraduate degree must be successfully completed with a grade of C or better, including the RCLS Internship Pre-placement Seminar Course (RCLS 4901).  No incompletes will be accepted.

2. The student must have a minimum GPA of 2.0 overall and 2.0 in the RCLS major.

3. Students must have completed their Senior Summary Sheet.  This includes having it signed and delivered to the Registrar’s office.

4. Students must have submitted their application for graduation. 

C. Students must be certified from an acceptable organization in First Aid and CPR for the entire period of the internship.

SECTION II: INTERNSHIP POLICIES

A. Spring and Fall Interns must complete 480 hours of work over a minimum of 12 weeks; Summer Interns must also complete 480 hours of work over a minimum of 11 weeks.

B. A work week should constitute a minimum of 40 hours for Spring and Fall Interns (i.e., 40 hrs/wk x 12wks = 480hrs); Summer Interns will require longer weeks or time in order to obtain 480 hours in 11 weeks. Illness may result in less than a 40-hour work week. Hours lost to illness must be made up; the 480-hour minimum is required. A work week of less than 32 hours must be approved by your University Supervisor before a Weekly Report (see Appendix A, p. 13-14) is prepared and sent.
C. Students are required to research and interview 2 agencies prior to finalizing or selecting internship agency placement. Two or more students seeking internships with the same agency must obtain the 4901 Instructor’s approval prior to interviewing and placement. 

D. All reports, assignments, and forms that the student prepares are to be typed. Students may download the most current RPM Internship Manual from the RCLS website page.  Students are encouraged to save this manual, which contains all the forms, to disk prior to leaving ECU.  All forms are included in the Appendix (p.13-28) of this manual.

E. Late reports/assignments will receive a one letter grade reduction per day including weekend days.

F. Incomplete work will receive a letter grade reduction and will be returned to the student for completion and submission before grading. The following constitutes an incomplete report:

1. Missing or incomplete Summary of Hours on the Weekly Report; and

2. Any missing assignments due with specific Weekly Reports (e.g., Senior Capstone Project Proposal with Weekly Report #3).
Note that all documents are usually submitted electronically (i.e., as email attachments). Your agency supervisor must sign your Internship Signature Form (see Appendix B, p. 15) when you submit each weekly report to him or her prior to you emailing the completed weekly report to your university supervisor. After your agency supervisor approves the weekly report or capstone project proposal, or capstone project, send it as an email attachment to your university supervisor on or before the due date. The Internship Signature Form will be due week 11 for spring and fall internship, week 10 for summer interns, and must be mailed.  Do not fax anything to your university supervisor.
G.
RCLS 4990 grades will be submitted to the Registrar as soon as possible.  If a student has earned a D or F in the Internship, the student will not repeat the Internship.  He or she will be required to enroll in 12 semester hours of coursework that is selected in consultation with, and approved by, RCLS faculty.  The student will be required to make a C or better in each of these courses before becoming eligible for graduation.

SECTION III: VISITATION/CONFERENCE CALL

Visitation: Generally, if students are doing internships at an agency within 150 miles of Greenville, the faculty supervisor will conduct an onsite visit.  Students are to suggest several days and times for the visitation and turn these in with the first report (consider faculty advisor’s traveling time to/from ECU).  A map and directions need to be included. Visits are usually conducted between the third and seventh week of the internship.

The faculty supervisor will need to spend some time with the agency supervisor but will spend most of the time with the student.  Therefore, students need to be available during the visit and not involved with programs or other meetings.  The purpose of the visitation is for the student and faculty supervisor and internship agency supervisor to discuss the experience determine performance strengths and specify performance goals for the remainder of the internship.  The faculty supervisor will also be ready to answer any questions concerning academic assignments (reports, special projects, etc.).

Visitations vary in length – an average visit might be two hours (only 30-45 minutes would include the agency supervisor).

Conference Call: The faculty supervisor will make a conference call to those interns who are not visited.  Conference calls are to be arranged by the student and confirmed by both the Agency Supervisor and the Faculty Supervisor.  The student and Agency Supervisor are requested to use speakerphone, or telephone extensions, that permit a three-way conversation.  The conference call is to take place after the Faculty Supervisor has received the Mid-Term Progress Report.  The call will focus on student and Agency Supervisor comments concerning the student’s performance to date, student’s strengths, areas of performance and/or knowledge needing additional development and the status of the special projects.  Additional topics may be included as necessary.

SECTION IV: INTERNSHIP GRADING PLAN & ASSIGNMENT DESCRIPTIONS

A.  
Grading Plan

Interns will be responsible for a variety of tasks at the agency as well as numerous academic assignments.  Interns should remember that they are an upcoming professional in the field and they represent themselves, the agency, and the RCLS Department at all times.  Students may find it helpful to organize academic tasks by using the “RCLS 4990 Internship Worksheet” which can be downloaded from the RCLS home page (http://www.ecu.edu/rcls/internship/intern.html).  This worksheet is for the student’s use only. It is never submitted to the faculty supervisor.  Any questions or problems should be addressed to the faculty supervisor immediately by telephone or e-mail in a timely manner.

The following assignments and grading plan will be adhered to during the internship:

 1.
Weekly Reports




15%

 2.
Senior Capstone Project



30%

 3.
Practitioner Interview Report



10%

 4.
Internship Summary Report



10%

 5.
Agency Supervisor Evaluation


20%

 6.
Faculty Supervisor Evaluation


15%


TOTAL





100%

B.  
Internship Assignments and Descriptions

All written assignments are to adhere to the guidelines outlined in this Internship Manual; following the Publication Manual of the American Psychological Association (5th edition).  Students are expected to use professional language and write in first person on the majority of written materials (e.g., “I completed all of the tasks assigned to me for the week.”  “I learned that the administrative structure of the organization was very complex.”)  First person terminology is acceptable in a portion of the Weekly Report where students respond to the questions identified.  First person terminology is also acceptable in the third section of the Practitioner Interview Report and in the Internship Summary Report.  In order to better frame the types of duties performed, bullet statements are requested – especially for brevity. Abbreviations are to be used only with the explanation of the abbreviated information (e.g., National Recreation and Parks Association (NRPA). Margins are to be one inch on all four sides.  
Prior to leaving ECU, the student is to submit the following to the faculty member teaching RCLS 4901:

1. The completed Internship Information Sheet (see Appendix C, p. 16)

2. The completed Internship Due Date Form (see Appendix D, p. 17-18)

3. Proof of Graduation Application
4. Letter or email from the agency offering job

5. Letter or email from the student accepting the job

6. Copies of Thank-You letters sent to all agencies where the student interviewed (email is unacceptable)

7. Job Description of your Internship position.

8. The completed Pre-Placement Agreement (between Intern, RCLS Department, & Agency) (see Appendix E, p. 19). This must be signed by you, your advisor, your agency supervisor, and the 4901 instructor. 
9. Copy of First Aid/CPR certification cards

10. Map and written directions to internship site
11. Money order for insurance

1)
Weekly Reports








(15%)

Rationale: Weekly Reports are intended to provide the student with an opportunity to 

communicate with his/her faculty internship supervisor on a weekly basis and receive 

feedback from the supervisor. In addition, the weekly reports allow the student to track 

his or her progress toward their internship goals.


Procedures:

a) Each student is required to submit a total of 10 reports during the internship.  A projection of hours and work for the 11th and 12th week will be included with the 10th weekly report. Each weekly report will be graded and serves as a way to document the number of hours worked that week. The Agency Supervisor needs to read and sign the signature form (which is mailed at the end of the semester) before the weekly report is emailed to the ECU faculty supervisor. It is the intern’s responsibility to ensure their agency supervisor receives the report in a timely manner so he/she can give you feedback and sign the signature form.

b) Each report will be graded by the faculty internship supervisor and returned to the intern. Be sure to send the reports as separate e-mail attachments.
c) Reports will be “postmarked” based on when the email was received in accordance with the due date form. Due dates are to be established in accordance with the student’s workweek (typically Monday or Tuesday) and approved by the faculty internship supervisor. Faculty should respond within two working days.

The student should be sure that s/he has the correct mailing address for the ECU internship supervisor prior to leaving East Carolina University. The address will be:

Dr. (Faculty name)

Recreation and Park Management
Belk Building
East Carolina University

Greenville, NC 27858-4353



All email addresses can be obtained through ECU’s directory.

d)
All reports are to be prepared outside of scheduled work hours.

e)
The following items must be sent with the 1st report but are not attached to it:

1. Work Schedule.

2. Three suggested visitation or conference call date/times if beyond 150 miles.

3. Visitation map & parking directions (within 150 miles of ECU, Mapquest.com – include map and directions to the internship location).

4. Dress Code requirements.

f) All reports must adhere to the following format:

Weekly reports will not contain a cover page. The report must include the intern’s name, RCLS 4990, semester, year, date of report coverage, due date, brief description of weekly duties, question responses, summary of hours and dated signatures. Report headings are placed at the left margin in the following format:



 Awesome Student

 RCLS 4990, Spring 2005

 January 22-27, 2005

 Due Date: January 29, 2005

The content of your Weekly Report is to be one to two pages in length, single-spaced.  See Appendix A, p. 13-14 use that format.

The first page of the report should include:

1.  Report heading;

2.  Brief description of tasks completed each day during the week      (bullet responses are sufficient); and

3.  High and low points of the week – (bullet responses are sufficient).

· The second page of the report must include responses to each of the following questions every week (these responses may be written in first person):

1. What did I do well? (Be specific, identify and describe several skills that were used).

2. What situation would I have handled differently and how would I have done it?

3. What specific actions will I take to improve my performance? (Describe specific strategies for implementing change in the upcoming weeks).

g) Following the above is a “Summary of Hours”, the total number of hours completed thus far, and intern and supervisor dated signatures. (Hours exclude non-working meals and time required to prepare all reports required in RCLS 4990).

SUMMARY OF HOURS

Days




Hours



Total

January 22



8-12, 1-5:30


   8.5

January 23



8-10, 11-5


   8

January 24



9-12, 1-3, 8-10


   7

January 25



1-5, 7-11


   8

January 26



9-6



   9








Weekly Total
  40.5





       Total Internship Hours To Date
  80.5

h) The 10th report should end with a projection of duties or responsibilities and hours for the remainder of the internship week(s). Additionally, a paragraph describing expected tasks and a projected Summary of Hours with the appropriate signatures for each remaining week of the internship should be provided. (Note: Summer interns are required to complete an 11-week internship and Fall/Spring interns complete a 12-week internship. All interns complete a minimum of 480 hours of work during their internship period.)

2)
Senior Capstone Project






(30%)


Description:

Each intern, in cooperation with his or her agency supervisor, is required to design and complete a senior capstone project of significant and lasting value to the agency. The nature and scope of the project should be consistent with the student’s background, interests and career goals. However, the primary purpose of this project is for the intern to make a professional contribution to the agency.

Examples of Possible Projects:

   User Satisfaction with Facilities or Programs

   Employee Job Satisfaction 

   Developing/ Implementing a New Program Facility and Evaluating User Satisfaction

   Developing a Personnel Manual (as long as it is evaluated by number of staff including     

         Supervisors)
Examples of Projects That Will Not Work:

   Bulletin Boards

   Leading On-Going Programs

   Daily Documentation

   Organizing Files

   Development of Calendars

   Trail Construction Project (of and by itself is not acceptable; if evaluated by    

      
users, it would be acceptable)

Senior Capstone Project Proposal :

A completed senior project proposal must be submitted with the intern’s 3rd weekly report. The agency supervisor must review and sign off on the proposal on the Internship Signature Form before the proposal is emailed to ECU. The proposal will be returned with feedback and marked as “approved” or “resubmit”. Note that it must be approved before beginning the project. The proposal must contain the following information:


Title Page


Table of Contents


Project Description (in detail)

Benefits to Agency


Measurable Objectives 


Detailed Evaluation Plan (Note that: (1) the evaluation must be based on hard 

data/numbers (i.e. a sample of at least 20 subjects) and NOT a subjective evaluation by one person such as your supervisor and (2) a draft of the evaluation instrument(s) must be included as part of the proposal) 



Project Timeline

Senior Capstone Final Project Report :
Following the project’s completion, each intern must submit a typed, double-spaced report, with the intern’s 10th weekly report. The agency supervisor must review and sign off on this report on the Internship Signature Form before it is sent to ECU. It must include the following: 


    Title Page


    Table of Contents


    Project Description (in detail)

 
    Benefits to Agency

    Measurable Objectives 

    Evaluation and Discussion (this should a description of the sample or 

     population evaluated, how they were chosen, how the data was analyzed, a 

     presentation of the analyzed data in tabular form, a discussion of the table or 

     tables, the instrument used to collect the data, and a detailed explanation of 

     which objectives were achieved and which ones were not achieved, as 

     supported by the data.)

    Conclusions (What do you conclude from the above evaluation?)

    Project Summation (Discuss what you learned from this project beginning 

    with the proposal stage going through implementation, evaluation of the 

    project, and completion of this report.  What skills did you learn at ECU that 

    were helpful in completing this project? What do you wish you knew more 

    about? With regards to the project, what would you do differently next time?

3)
Practitioner Interview Report






(10%)

Rationale: The Practitioner Interview Report is designed to allow students an opportunity to interview personnel who hold full time positions and have various levels of responsibility. The interviews should provide the student insight into the organizational structure and operation of the agency, as well as how these individuals view the roles and responsibilities of persons at each level of management. INCLUDE an organizational chart in your report. Students are encouraged to view this assignment as an excellent opportunity to have in-depth conversation with individuals who have experience and are employed in their chosen occupation.  

Procedures:

a) Students will be responsible for conducting interviews with three full time employees (FTE) at their agency. If a student is interning at an agency that does not have 3 FTE’s s/he will be responsible for securing interviews with practitioners outside of the agency employed in a similar agency. Students must interview one person who holds a position at each of the following managerial levels: Executive, Middle Management, and Entry Level. Students are encouraged to consult the agencies organizational chart for clarification on the management structure of that agency. Students will be responsible for asking questions that allow them to address the topics on the next page. In addition, students are encouraged to ask questions that deviate from what is outlined below. 

1) What are the managerial responsibilities of someone who holds a position at this level of management?

2) How are these responsibilities similar to other levels of managers at your agency?

3) How are these responsibilities dissimilar to other levels of managers at your agency? 

4) How do you coordinate the efforts of all three levels of management?

5) What educational and professional credentials do you need to secure a similar position? 

6) How has your professional career path evolved? 

7) What do you like best about your job?

8) What do you like least about your job?

9) What is the most important thing that you believe I need to learn during this internship?

10) What advice would you give me to be a successful professional in this field?

b) Students will utilize the information gained during the three interviews to prepare the Practitioner Interview Report. This report is to be no more than ten double-spaced pages in length (including Appendix, but NOT Title Page or Table of Contents). Students may include attachments to the report if the material enhances the content of the report. The report should be organized in the following manner: 
1. Title Page

2. Table of Contents

3. Overview of the Levels of Managerial Responsibilities: (Include information such as: a review of the operational chain of command with an emphasis on managerial responsibilities at each level and coordination of efforts between managerial levels; include an organizational chart); 
4. Qualifications of Personnel at Each of the Three Managerial Levels;


5. Reflections on What You Learned from Talking to These Professionals; and

6. Appendix with the 10 questions and answers to those questions by the 3 managers.  

c) The Practitioner Interview Report is due with the 4th weekly report. 
4)
Internship Summary Report






(10%)

The Internship Summary Report is designed to provide the student with an opportunity to reflect upon their overall internship experiences as well as the things that they would like to accomplish in the near future with regard to their professional development. In addition, the students will have an opportunity to share their overall reflections of the agency and provide their opinion for future interns as to the value of completing an internship at this agency. This report may be written in first person terminology.
Procedures:
a)
Internship Summary report will be no longer than three pages in length, double-spaced, and should include the subheadings listed below.  It must include a Title Page identifying the internship agency in the title (e.g., INTERNSHIP SUMMARY OF …) and a Table of Contents. Students are encouraged to expand upon these topical areas if they feel they have pertinent information to share with the faculty internship supervisor that is not captured under the following areas.

1. Overall Reflections of the Internship and Key Learning Experiences;

Note: Students are encouraged to refrain from providing a superficial account of the   internship experience. Analysis and reflection upon the experience, and description of specific experiences key to professional growth and development, are expected. Students are encouraged to reference their internship goals and objectives when completing this analysis.
2. Professional Plans and Goals for the Near Future; and

3. Words of Wisdom and Advice for Future Interns.

b)
The Internship Summary Report is due with the 9th weekly report.

SECTION V: EVALUATIONS

The following forms can be downloaded from the RCLS World Wide Web page (http://www.ecu.edu/rcls/internship/intern.html):

· Evaluation of the Agency

· Evaluation of the Agency Supervisor

· Evaluation of University Supervisor

A.
Agency Performance Reports of Student

It is the student’s responsibility to make sure the internship supervisor receives all evaluation forms upon arrival and that all forms are returned on the appropriate due date. As a self-assessment process, it is suggested that the intern make a copy of each evaluation tool and complete it by him or herself. A comparison of intern and supervisor perceptions may then be made. This exercise is purely for self-assessment. The supervisor’s performance reports are the only ones to be turned in to the faculty supervisor. They must be signed by the supervisor and can be emailed or mailed.
1. 
Mid-Term Performance Report

The Mid-Term Progress Report evaluates the student’s performance halfway through the internship. This evaluation form is the same one that will be used as the final performance. It is due with the 6th weekly report and may be emailed. This evaluation will not be used to determine the course grade, but will serve as a source for establishing goals for the remainder of your internship. See Appendix F, p. 20-23. Make sure your faculty supervisor faculty supervisor receives this prior to your university supervisor’s visit or conference call.

    2.
Final Performance Report

The Final Performance Report is an evaluation of your overall internship performance.  It is to be mailed to your faculty supervisor by the end of the 11th week (Fall and Spring) or the 10th week (Summer) of the internship period. This evaluation will be the primary source that your faculty supervisor uses to determine your final grade (evaluating student performance during the internship). The student and agency supervisor should jointly review and discuss all performance reports. See Appendix F, p. 20-23.

B.
Student Evaluations of Internship

Students are to evaluate the Internship Agency, (Appendix G, p. 24-26) the Internship Agency Supervisor (Appendix H, p. 27), and the University Internship Supervisor (Appendix I, p. 28). Summer interns who are supervised by a different faculty member each summer session are to submit an “Evaluation of University Supervisor” for each faculty supervisor. It is the student’s responsibility to obtain and complete these forms and return them during week 10 for summer interns and week 11 for spring or fall interns. The evaluation of the Agency, the Agency Supervisor, and the University Supervisor are to be submitted to the RCLS Administrative Assistant’s office. The University Supervisor evaluation will not be given to the faculty supervisor until after 4990 grades are submitted. While your agency evaluation may be shared with future interns, your anonymity will be maintained.

C.
Faculty Supervisor Evaluation of Student

The Faculty Supervisor will evaluate the intern student on the basis of the following criteria. This will count 15% toward your final grade.

1.
General quality of internship assignments;

2. Initiative in following and conforming to internship deadlines;

3. Ability to follow instructions and communication; and

4. Professional attitude and performance.

Appendix A

John Doe

RCLS 4990, Spring 2004

February 18, 2004 – February 24, 2004

Due Date: February 25, 2004

Weekly Report 6

Wed., February 17, 2004

· Cleaned out golf cart shed.

· Serviced all golf carts including checking batteries and inflating tires.

· Patrolled golf course for litter.

Thur., February 18, 2004

· Made Advanced Tee Time Reservation for True and Caledonia, including taking advanced credit card deposits and filing them.
· Daily tasks and routines of True Blue Pro Shop.
· Did some merchandising of new spring apparel including pricing and putting on shop floor.
Fri., February 21, 2004

· Worked in the bag drop at True Blue.

· Work and duties consist of unloading customer’s golf bags out of their cars and load them onto the golf carts.

· Properly start and ranger customers onto golf course.

· Clean customer’s golf clubs if needed.

· Clean and properly care golf carts.

· Close down golf driving range and put up golf carts for the evening.

Sat., February 23, 2004

· Worked in the bag drop at True Blue.  Same duties as above.

· Worked and duties consist of unloading customer’s golf bags out of their cars and load them onto the golf carts.

· Properly start and arrange customers onto golf course.

· Clean customer’s golf clubs if needed

· Clean and properly care golf carts.

· Close down golf driving range and put up golf carts for the evening.

Sun., February 24, 2004

· Daily task and routines of True Blue Pro Shop.

· Merchandised golf shop.

· Answered phone and took tee time

· Operated Point of Sale System for golf shop.

High Points 

· Working with and pricing spring apparel

· Starting customers on course

Low Points 

· Cleaning golf clubs and golf carts

· Staying in the office and filing reports

What did I do well?


This week I felt what I did well was operate the True Blue Bag Drop.  I really focused on pleasing customers as they came through the bag drop and in general, operated really tried to operate the golf course as efficiently as possible.

What situation would I have handled differently and how would I have done it?


A situation I would have handled differently would be to get better at cleaning and turning around golf carts during the afternoon turnaround.  You have to be really focused and prepared to successfully get the golf carts ready for the afternoon round.

What specific actions will I take to improve my performance?


Some specific actions I will take to improve my performance is that with time and experience in operating the bag drop I will become more efficient and quicker at doing the duties and tasks required, although I only work out in the bag drop maybe twice a week, I want to do my best dealing with numerous golfers at one time can be stressful.  

SUMMARY OF HOURS

Days





Hours





Total

February 17, 2004



8-5





8

February 18, 2004



8-5





8

February 21, 2004



8-5





8

February 23, 2004



8-5





8

February 24, 2004



8-5





8











  Weekly Total: 40









 Total Internship Hours to Date: 240

Appendix B
Internship Signature Form
Instructions for the RPM Intern and Agency Supervisor:

In this electronic age, ECU needs to verify that the agency supervisor has reviewed and indicated their approval of critical internship documents including the ECU Intern’s weekly reports, Senior Capstone Project Proposal and Senior Capstone Project Final Report. The intern is expected to obtain your signature indicating your approval before these are sent to the ECU faculty supervisor via email. Please sign and date this page indicating the date your reviewed and approved each item. It is incumbent upon the student to give you the reports in a timely manner so you have time to read and review them. If you do not approve of any content, or believe changes are necessary, please direct the intern to make the necessary changes and to re-submit the report for your signature. This form will be sent to the ECU faculty supervisor when complete.

Intern’s Name 










Agency Supervisor’s Name 







Agency Supervisor’s Phone Number and email Address 





	Item
	Agency Supervisor’s Signature
	Date Approved

	Weekly Report 1
	
	

	Weekly Report 2
	
	

	Weekly Report 3
	
	

	Weekly Report 4
	
	

	Weekly Report 5
	
	

	Weekly Report 6
	
	

	Weekly Report 7
	
	

	Weekly Report 8
	
	

	Weekly Report 9
	
	

	Weekly Report 10
	
	

	Projected Weeks & Hours 
	
	

	Senior Capstone Project Proposal
	
	

	Senior Capstone Project Final Report
	
	


Appendix C
     
     
EAST CAROLINA UNIVERSITY
Recreation and Park Management
Internship Information Sheet

Name:






Student ID#:






Last


First

Middle

Home Phone #: (_____) _______________________ Office Phone #: (_____) _____________________
Internship Mailing Address:







              


City:




State:




Zip Code:


E-Mail Address:











Term You Expect to Graduate:
Fall
   Spring
Summer
Year:




Permanent Mailing Address:







              


City:




State:




Zip Code:


Permanent Phone #: (_____)________________________
   


Official Name and Mailing Address of Internship Agency:

City:




State:




Zip Code:


Name and Title of Internship Agency Supervisor:

Name:






Title:






Internship Agency Supervisor Business Address if Different from Above:

City:




State:




Zip Code:


Supervisor’s Office Phone Number: (_____) 




Supervisor’s Fax Number: (_____) 






Supervisor’s E-Mail Address:










(See Next Page)

Appendix D
EAST CAROLINA UNIVERSITY

Recreation and Park Management
Internship Due Date Form for RPM Interns

Name:





Semester:







Agency: 












Begin Date:




End Date:






	Due Date
	Date Posted
	Date Received
	Date Returned
	Grade
	Number of Hours
	Comments/Items Due

	1
	
	
	
	
	
	· Work Schedule

· Visitation/Conference Call 
            Suggestions

· Dress Code

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	Senior Capstone Project Proposal 

	4
	
	
	
	
	
	Practitioner Interview Report

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	Mid-Term Performance Report

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	Internship Summary Report

	10*
	
	
	
	
	
	See * below.

Also see ** below


* With the Week 10 Report, include all of the following:

a. Senior Capstone Final Project

b. Projected work and hrs. for weeks 11 (summer interns only) and 12 (spring and fall interns only). 

c. Final Performance Report

e. Student Evaluation of Agency Supervisor


d. Student Evaluation of Agency

f. Signature Form
**Your evaluation of your University Intern Supervisor(s) should be sent to the Department Secretary during Week 10 in the summer or Week 11 in the spring or fall.

Senior Capstone Project Proposal:

Project Due:

      Received:



Approved:



Practitioner Interview Report:

Due:



Received:




Mid-Term Progress Report:

Due:



Received:




Senior Capstone Project Final Report:

Project Due:



Received:



Internship Summary Report:

Due:



Received:




Final Performance Report:

Due:



Received:




Internship Signature Form:

Due:



Received:




Grading Plan:

	Assignment
	Grade
	Percentage
	Points

	Weekly Reports
	
	15%


	

	Senior Capstone Project
	
	30%
	

	Practitioner Interview Report
	
	10%


	

	Internship Summary Report
	
	10%


	

	Agency Supervisor Evaluation
	
	20%


	

	Faculty Supervisor Evaluation
	
	15%
	

	TOTAL
	

	LETTER GRADE
	


Faculty Signature:





Date:





Appendix E
RECREATION & LEISURE STUDIES 4901 

PRE-PLACEMENT AGREEMENT

DEPARTMENT OF RECREATION & LEISURE STUDIES

RECREATION AND PARK MANAGEMENT CONCENTRATION

COLLEGE OF HEALTH & HUMAN PERFORMANCE

EAST CAROLINA UNIVERSITY
This agreement among the Department of Recreation & Leisure Studies, (RCLS 4901 Instructor)​​​​____________, East Carolina University, (Student Intern)_______________________, and (Internship Agency Supervisor) __________________________, identifies the responsibilities of all parties.

Department of Recreation & Leisure Studies Responsibilities: 4901 Instructor and University Supervisor 

1. Assist students in identifying and selecting an acceptable agency for an internship;

2. Monitor student progress during the internship through student assignments, communication

with the student intern and agency supervisor, and agency supervisor evaluations;

3. Onsite visit or conference call if over 150 miles with student intern and agency supervisor;

4. Evaluate all assignments including weekly narrative reports, approved senior capstone project, practitioner interview report, and internship summary report; and

5. Notify the agency supervisor if significant problems/issues arise concerning the intern.

Student Intern Responsibilities: Internship Must Be Recreation Based 

1. Successfully complete a minimum of 480 hours during 12-week internship (Spring & Fall), or complete 480 hours during 1l week internship in summer with minimum grade of “C”;

2. Successfully completing a minimum 40 hour work week for Spring and Fall Internship; Summer Internship will require longer work weeks or time in order to obtain 480 hours in 11 weeks.

3. Successfully complete all assignments including weekly narrative reports, approved senior capstone project, practitioner interview report, final internship summary report, and any other assignments deemed necessary by the university supervisor;

4. Meet, or participate in a conference call, with university supervisor and agency supervisor;

5. Meet with intern agency supervisor to discuss mid-term and final performance report; and

6. Always perform in a professional manner (e.g., attitude, appearance, punctual, and behavior).

Intern Agency Responsibilities: Supervisor Must be a Full-time Employee of the Agency

1. Provide student intern with a variety of quality work experiences including, but not limited to planning, programming, budgeting, supervision and maintenance; a 40 hour work week is required with a completed total of 480 hours.

2. Provide regular supervision and feedback from an experienced full time employee of the agency;

3. Provide student intern with input on weekly reports, practitioner report;

4. Supervise intern to ensure student follows agency policies and procedures;

5. Complete a mid-term and final performance evaluation of the student intern and discuss the performance reports with the student intern;

6. Assist student intern in identifying, planning, implementing and evaluating the senior capstone project; and

7. Notify university supervisor immediately if problems or issues arise with the student intern.

_________________________        _________________________        ___________________________

RCLS 4901 Instructor       Date
     Student Intern                   Date          Intern Agency Supervisor    Date

Department of Recreation &
    _________________________          Agency Name & Address below:

   Leisure Studies, ECU

     Advisor

        Date

Appendix F


EAST CAROLINA UNIVERSITY

Mid-Term and Final Internship Performance Report (Circle one)

Recreation and Park Management Concentration
Department of Recreation and Leisure Studies
Student Name: 












Agency/Department:












Dates of Internship:












The internship is an important aspect of the student's professional education.  It is the student's opportunity to gain experience in the application of concepts and theories under the supervision of professional practitioners.  Since the internship is a part of the total education process, strengths and suggestions for improvement should be stressed in order to promote professional growth and development. This performance report consists of three sections: 1) performance items which are uniform to any leisure service setting, 2) performance items which are setting or specialty specific, and 3) summary comments.

This form is designed to be used as a communication tool as well as an evaluation tool.  Please discuss the ratings with the student near the end of the internship period. In order to maximize this valuable opportunity for the intern to receive developmental feedback, we ask that you evaluate the intern as if he or she was an entry-level employee. You will have the opportunity to give the intern a letter grade separate from your ratings at the end of the evaluation. If more than one staff member has supervised the student, the evaluation should reflect their combined judgment, even though only one signature is required.

You will note that there are "Comments" sections throughout the performance report.  If poor or unacceptable performance is noted, please be sure to provide comments, which will assist the student in understanding what follow-up is recommended.

Please return the Final Performance Report to the University supervisor one week prior to completion of the internship.  Your input is appreciated and will be essential in reviewing the student's development. 

I. General Performance Items

	I. General Performance
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Work quality
	0
	1
	2
	3
	4
	5

	Productivity
	0
	1
	2
	3
	4
	5

	Attendance
	0
	1
	2
	3
	4
	5

	Dependability
	0
	1
	2
	3
	4
	5

	Punctuality
	0
	1
	2
	3
	4
	5

	Attitude
	0
	1
	2
	3
	4
	5

	Initiative
	0
	1
	2
	3
	4
	5

	Appearance
	0
	1
	2
	3
	4
	5

	Flexibility
	0
	1
	2
	3
	4
	5

	Creativity
	0
	1
	2
	3
	4
	5

	Oral communications
	0
	1
	2
	3
	4
	5

	Written communications
	0
	1
	2
	3
	4
	5

	Ability to cope with stress
	0
	1
	2
	3
	4
	5

	Assertiveness
	0
	1
	2
	3
	4
	5

	Critical thinking
	0
	1
	2
	3
	4
	5

	Problem-solving
	0
	1
	2
	3
	4
	5

	Judgment
	0
	1
	2
	3
	4
	5

	Ability to learn new information
	0
	1
	2
	3
	4
	5

	Follow instructions/procedures
	0
	1
	2
	3
	4
	5

	Team player
	0
	1
	2
	3
	4
	5

	Professional ethics
	0
	1
	2
	3
	4
	5

	Professional philosophy
	0
	1
	2
	3
	4
	5

	Awareness of diversity issues
	0
	1
	2
	3
	4
	5

	Overall Professionalism
	0
	1
	2
	3
	4
	5


Comments:













II. II. Management of Recreation Facilities & Services Specific Items

	III. Program Management
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Plans, organizes & schedules 

activities effectively


	0
	1
	2
	3
	4
	5

	Identifies and procures equipment & facilities to conduct activities
	0
	1
	2
	3
	4
	5

	Ability to lead and teach a variety of programs for different age groups
	0
	1
	2
	3
	4
	5

	Facilitates group behavior
	0
	1
	2
	3
	4
	5

	Program marketing skills
	0
	1
	2
	3
	4
	5

	Program budgeting skills
	0
	1
	2
	3
	4
	5

	Program evaluation skills
	0
	1
	2
	3
	4
	5

	Follows agency policies 
	0
	1
	2
	3
	4
	5

	Follows risk management and safety procedures
	0
	1
	2
	3
	4
	5

	Designs, markets & implements programs for inclusion 
	0
	1
	2
	3
	4
	5


	IV. Facility Management
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Maintains neat and orderly work environment
	0
	1
	2
	3
	4
	5

	Conscientious about cleanliness and safety
	0
	1
	2
	3
	4
	5

	Enforces facility rules and guidelines
	0
	1
	2
	3
	4
	5

	Coordinating and scheduling facility use
	0
	1
	2
	3
	4
	5


	V. Personnel Management
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Provides employees with constructive feedback
	0
	1
	2
	3
	4
	5

	Demonstrates supervisory skills
	0
	1
	2
	3
	4
	5

	Program staffing ability
	0
	1
	2
	3
	4
	5

	Ability to get things done with others (leadership)
	0
	1
	2
	3
	4
	5


	VI. Administrative Management
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Contributes at staff meetings
	0
	1
	2
	3
	4
	5

	Meets deadlines
	0
	1
	2
	3
	4
	5

	Record keeping and office skills
	0
	1
	2
	3
	4
	5

	Computer Skills
	0
	1
	2
	3
	4
	5

	Marketing of agency
	0
	1
	2
	3
	4
	5

	Follows administrative procedures
	0
	1
	2
	3
	4
	5


	Summary Rating
	N/A
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Overall Performance
	0
	1
	2
	3
	4
	5


Comments:












VII. Additional Summary Comments

What do you consider to be the primary areas for this intern’s professional development? Give specific suggestions as to how the student may improve.

What do you consider to be the major strengths of this intern? 

Overall Intern Grade: Please assign what you believe to be an appropriate letter grade for this intern. Please circle the most appropriate letter grade.

Failing


Average

Very Good

Outstanding

F
D
C-
C
C+
B-
B
B+
A-
A
A+

0
1
2
3
4
5
6
7
8
9
10

Supervisor signature:







Date:




Title:














Intern signature:







Date:




Your signature indicates that you have reviewed and discussed your performance evaluation with your supervisor.  It does not necessarily indicate that you agree with the evaluation.

Appendix G             
EAST CAROLINA UNIVERSITY

Recreation and Park Management
Student Evaluation of Internship Agency
(This will be kept anonymous)
Agency:                           




   Date: 




Location: 












Use the following to rate your internship agency. Please circle your response to indicate the quality 

of the item.

	Pre-Placement
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Information Provided
	0
	1
	2
	3
	4
	5

	Prompt Communications
	0
	1
	2
	3
	4
	5

	Interview/Tour
	0
	1
	2
	3
	4
	5

	Job Description
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































	Orientation
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Quality
	0
	1
	2
	3
	4
	5

	Manual Provided
	0
	1
	2
	3
	4
	5

	Welcome Package
	0
	1
	2
	3
	4
	5

	Goals/Objectives Clarified
	0
	1
	2
	3
	4
	5

	Policies/Procedures Explained
	0
	1
	2
	3
	4
	5

	Work Schedule Established
	0
	1
	2
	3
	4
	5

	Job Description Reviewed
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































	Benefits
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	On-Site Transportation
	0
	1
	2
	3
	4
	5

	On-Site Parking
	0
	1
	2
	3
	4
	5

	Housing
	0
	1
	2
	3
	4
	5

	Stipend/Salary
	0
	1
	2
	3
	4
	5

	Uniform
	0
	1
	2
	3
	4
	5

	Additional Insurance
	0
	1
	2
	3
	4
	5

	Transportation to and from Internship Site
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































	Work Experience
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Adequate Resources
	0
	1
	2
	3
	4
	5

	Adequate Supervision
	0
	1
	2
	3
	4
	5

	Adequate Staffing
	0
	1
	2
	3
	4
	5

	In-Service Training
	0
	1
	2
	3
	4
	5

	Reasonable Work Schedule
	0
	1
	2
	3
	4
	5

	Reasonable Work Load
	0
	1
	2
	3
	4
	5

	Variety of Work Experiences
	0
	1
	2
	3
	4
	5

	Exposure to a Variety of Professional Activities, Seminars, Materials
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































	Work Environment
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Clean
	0
	1
	2
	3
	4
	5

	Safe
	0
	1
	2
	3
	4
	5

	Accessible
	0
	1
	2
	3
	4
	5

	Conducive to doing your job
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































	Equipment
	Not Applicable
	Unacceptable
	Poor
	Average
	Good
	Excellent

	Availability
	0
	1
	2
	3
	4
	5

	Condition
	0
	1
	2
	3
	4
	5

	Adequacy
	0
	1
	2
	3
	4
	5


Comments for future interns:   


































Post-internship

If offered a position at this agency would you accept it? Why/why not?





















































Would you recommend this site for future interns? why/why not? 





























What specific skills are needed to succeed as an intern at this agency? 





























Appendix H
EAST CAROLINA UNIVERSITY

Recreation and Park Management
Student Evaluation of Internship Agency Supervisor

(This will be kept anonymous)
Student Name: 







 Date: 





Agency: 













Supervisor's Name: 












Title: 














Use the following rating scale to rate your supervisor. Please circle your response.

	QUALITIES
	Unacceptable
	Poor
	Fair
	Good
	Excellent

	Ability to do job
	1
	2
	3
	4
	5

	Provided support as needed
	1
	2
	3
	4
	5

	Motivator
	1
	2
	3
	4
	5

	Role-model
	1
	2
	3
	4
	5

	Oral communication
	1
	2
	3
	4
	5

	Written feedback
	1
	2
	3
	4
	5

	Able to solve problems
	1
	2
	3
	4
	5

	Honest and fair
	1
	2
	3
	4
	5

	Good leadership
	1
	2
	3
	4
	5

	Took time to work with me
	1
	2
	3
	4
	5

	Professionalism
	1
	2
	3
	4
	5

	Overall Rating
	1
	2
	3
	4
	5


Would you recommend this person to serve as a future internship supervisor?
_____ Yes_____ No

Comments: 







































Appendix I
EAST CAROLINA UNIVERSITY

Recreation and Park Management
Student Evaluation of University Internship Supervisor
(This will be kept anonymous)

Student Name: 







 Date:





Agency: 












University Internship Supervisor's Name:









Directions:  Please evaluate your University internship supervisor by circling the appropriate number for each of the following qualities:

	QUALITIES
	Unacceptable
	Poor
	Fair
	Good
	Excellent

	Clarification of Assignments
	1
	2
	3
	4
	5

	Prompt Communication
	1
	2
	3
	4
	5

	
a. Written
	1
	2
	3
	4
	5

	
b. Oral
	1
	2
	3
	4
	5

	Grading Timeliness
	1
	2
	3
	4
	5

	Grading Fairness
	1
	2
	3
	4
	5

	Performance Feedback
	1
	2
	3
	4
	5

	Effective Advocate
	1
	2
	3
	4
	5

	Conflict Resolution
	1
	2
	3
	4
	5

	Availability
	1
	2
	3
	4
	5

	Visitation/Call
	1
	2
	3
	4
	5

	Professional Knowledge
	1
	2
	3
	4
	5

	Overall Rating
	1
	2
	3
	4
	5


Comments: 































































 
Return this form during week 10 (i.e., summer interns) or week 11 (i.e., spring or fall interns) of your internship.  Please mail directly to:





Elizabeth P. Hecker





RCLS Department





Belk Building
East Carolina University





Greenville, NC 27858-4353 
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