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Undergraduate Academic Internship Course Guidelines 
This document serves to outline the guidelines for undergraduate internships at John Jay College of Criminal Justice.  It is understood that a wide variety of undergraduate internships are offered in a broad array of settings and for a variety of reasons. Internships discussed in these guidelines are limited to those academic experiences for which a student earns academic credit in an agreed-upon, short-term, supervised work experience usually related to a student’s field of study or area of interest. For the purposes of these guidelines, an internship is distinct from community service or service learning, as credit-bearing internships will provide opportunities for students to consider and integrate their experience at the internship with what they are learning in the classroom. 
I. Purpose

The academic internship course is an educational experience integrating classroom theories into a professional work setting.  It is an opportunity for a student to gain practice in a real world setting under the guidance of a knowledgeable and experienced supervisor.  Therefore, the student is evaluated on both performance at the internship placement and on assigned coursework.  Usually the internship is completed by the student for the purpose of earning academic credit only.  In some cases, as long as the requirements for academic credit are established and incorporated as part of the overall internship experience, students may receive payment for their learning from the experience. 
II. Credit

The definitions in New York State, Title 8, Chapter II §50.1(n) and (o) of the Regulations of the Commissioner indicate the minimum time requirements for awarding credit: 

(n) “Credit means a unit of academic award applicable towards a degree offered by the institution.” 

(o) “Semester hour means a credit, point, or other unit granted for the satisfactory completion of a course which requires at least 15 hours (of 50 minutes each) of instruction and at least 30 hours of supplementary assignments, except as otherwise provided pursuant to section 52.2(c)(4) of this Subchapter. This basic measure shall be adjusted proportionately to translate the value of other academic calendars and formats of study in relation to the credit granted for study during the two semesters that comprise an academic year.” 

(<http://www.highered.nysed.gov/ocue/title_8_chapter_ii_regulations_o.htm#§50.1>) 

This is the New York State Education Department formula for calculating the minimum number of instructional and supplementary hours required for 1 credit in a course. Because this adds up to 45 hours of work, the minimum number of combined instructional and supplementary hours per credit for an internship is also 45. Since the State Education Department requirement is a minimum requirement, departments may require more than 45 combined instructional and supplementary hours of internship experience per credit earned. 

Institutions that require 45 hours or more combined instructional and supplementary hours per credit are in compliance with the Commissioner’s regulations. At John Jay, faculty often elect a model that includes 96 hours of placement, 15 hours of instruction and 23-25 hours of supplemental activities for three credits. 

III. Planning
A. General

Undergraduate internships may have prerequisites.  Enrollment in credit-bearing internship courses requires the approval of the respective faculty member, directors or coordinators of special programs in which internships are offered or the Associate Director of Undergraduate Academic Internships.  
Placement selection for students is facilitated by advisors from the Center for Career and Professional Development, the respective program director, or the faculty member in charge of the internship course.  Students may also proactively seek an internship placement, but final approval, depending on the course, rests with program director/coordinator, faculty, or internship coordinator from the Center for Career and Professional Development.  
B. Potential Internship Sponsors

1.  Institutions or organizations interested in providing an internship should provide a written job description to the Associate Director of Undergraduate Academic Internships. The Associate Director is located in the Office of Career and Professional Development and is supervised by the Executive Academic Director of Undergraduate Studies and the Director of the Office of Career and Professional Development.  
The description should include specific tasks to be performed, expected entry level skills, scheduled hours, and location of the internship.

2. The internship is a part-time position and should not exceed 20 hours per week. The required number of internship hours is based on the number of credits to be awarded (see II above).  The employing institution is expected to provide a qualified supervisor for the intern, who will complete and sign a learning agreement between the John Jay College student and the supervisor.  The agreement delineates the days and hours that the student is expected to work, the tasks the student is expected to perform, any required training the student is to attend, and lists any special agency requirements.  The supervisor is expected to determine the role of the intern and the specific tasks to be accomplished, sign time sheets, and provide John Jay College of Criminal Justice with timely evaluations of the intern’s work during the semester and at the end of the semester. 

3. Job descriptions may be revised to meet various skills of individual interns and demands of the employing institution, but specific tasks must be agreed on before an intern is placed. The internship is intended to provide some practical application of skills, and also for students to come as close as possible to "entry level" experiences for positions similar to that held by the supervisor. The internship should involve a wide variety of tasks, problems, opportunities, observations, and challenges. It is never to be solely a clerical or a routine experience.

C. Internship Coordinator–Center for Career and Professional Development and Office of Undergraduate Studies
Among the Internship Coordinator’s responsibilities are:

1. Seeks and cultivates relationships with the business and professional communities that will lead to internships for students.
2. Maintains on-going contact with internship supervisors and organizations/institutions and provides assessments of sites for the suitability of internships.
3. Develops and maintains a database of academic internship sites, provide workshops, and post information on the web. 

4. Administers the on-campus recruiting program for internships; initiates and maintains communications with employer sponsors; and schedules student interviews; creates and leads student career workshops
5. Designs and delivers standardized materials to orient students, faculty and internship supervisors; plans and oversees orientation workshops for internship supervisors.  
6. For programs and departments that do not place their own students, the Coordinator will work with students and faculty to pre-screen and assist students in finding course appropriate internships.
7. Providing a faculty reference book that includes pertinent forms and laws. 
D. Faculty
The faculty supervisor should be a full-time member of the department/college, but in limited instances, may be a part-time member of the faculty with the academic qualifications, training and experience equivalent to that of appropriate full-time faculty supervisors. 
Faculty members responsible for academic internship courses develop syllabi in accordance with College standards, specifying learning outcomes for internships, accompanying academic coursework, supervision mechanisms, assessment mechanisms for student performance and general conditions for termination from an internship placement (see section VI, E) should be indicated in the course syllabus. These syllabi represent the contract between the student and the faculty member. Employing institutions may provide orientation to or training for the student intern.  This training does not fulfill the student’s academic requirement.  
E. Students

1. Students should plan for an academic internship course in the semester prior to registering for the course.
2. Assistance to students looking for potential internship opportunities will be made available by the Internship Coordinator who is housed in the Center for Career and Professional Development.  S/he will work with students and faculty to assist students in locating course appropriate internships.  A database of sites will be developed and updated.  Information will be provided on the web.  
3. If a student finds an internship opportunity on her/his own, that internship opportunity must be reviewed and approved by the internship coordinator at the Center for Career and Professional Development or appropriate faculty, as established by the faculty member, prior to course registration.
4. Students must make sure that they fulfill the course prerequisites, including the minimum GPA for the course (should there be one) and a cumulative GPA of 2.50 or higher (some internship courses and sites have their own requirements). 
5. Students must make sure they have the time available to fulfill their internship site obligations [usually 8 to 10 hours a week (16-20 during the summer) for a total of approximately 96 hours of fieldwork for the semester] and to attend the academic portion of the class (15 hours per semester). These requirements may vary depending on the individual internship course.  
6. Students undertaking internships should check with their health insurers to determine whether insurance coverage applies to the internship.
7.  Students should also check with their financial aid advisors to determine whether their eligibility for financial aid will be affected by the internship.
8. International students should ensure that their internship is in compliance with their visa requirements.
IV. Supervision

Academic internships require a combined supervisory effort between the educational institution and the internship site. 

A. Faculty

Faculty members are responsible for communication with the placement supervisor, although this may be facilitated by the internship coordinator from the Center for Career and Professional Development. This communication may take the form of periodic phone calls, emails, or site visits to the placement agency, or requiring periodic reports from the agency about student performance.  The goal of communication is to ensure that the student is having a valuable internship experience and that the student is complying with the requirements and standards of the placement agency.  Faculty travel expenses to placement sites will be covered by the responsible program office (Undergraduate Studies/Graduate Studies or the department/program) at John Jay College for programs that require faculty site visits.
Faculty members, through the academic internship course, require students to report to them periodically on their progress through such activities as student journaling/blogging, assignments and class participation or presentations.  Students are responsible for tabulating their placement hours to the required total by the end of the course, and such tabulating should be approved by the placement supervisor and verified by the faculty member or the Center for Career and Professional Development.

B. Internship Site Supervisor

The supervisor should contact the intern’s faculty supervisor or John Jay College of Criminal Justice’s coordinator of internships if problems arise with the intern's placement.

C. Center for Career and Professional Development

 In addition, campus administrative support and coordination may be provided by the Center for Career and Professional Development. 
D. The Office of Undergraduate Studies

The Office of Undergraduate Studies, which is responsible for the academic administration of all courses, will also oversee internship courses.  Such matters should be directed to the Executive Academic Director. 
E. If Problems Arise

If problems arise, the institutions offering the internship may release an intern before the end of a semester's experience, or an intern may terminate the position with an institution before the end of the semester. In either case, due process will include first establishing a conference among the intern, the supervisor, and the coordinator of internships at John Jay College of Criminal Justice or the supervising faculty member.  Resolution of problems should come from this meeting, but should the problems continue in the opinion of any of the parties involved, the internship can be terminated.

Students may only change placements with the approval of their faculty advisor or the internship coordinator from the Center for Career and Professional Development.

V. Assessment
Undergraduate majors offering academic internships should include the course in their assessment plans.  Thus, the stated outcomes of internship courses should be periodically assessed by the department/program responsible for the course.  The methods for the assessment of student learning are determined by the department or program in which the course resides. 
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