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FOREWORD

Continuing advances in technology, changing employment opportunities, and changing work
requirements demand that vocational teacher educators establish linkages with the pfivate sector in
order to keep up-to-date in their efforts to support relevant education programs for youth and
adults. It is recoanized also that in developing these linkages, vocational educators can be helpful
to their business, industry, and labor counterparts.

Educators must share their concerns for the design and maintenance of viable vocational edu-
cation programs. Giving visibility to effective strategies and working arrangements will help spread
the practice of utilizing business, industry, and labor inputs and, in the process will greatly
strengthen the possibilities of placing vocational education graduates in satisfying and rewarding
careers.

These eight handbook sections are a response to the need for direction and suggestions in in-
creasing business, industry, and lahor inputs into vocational teacher education programs. The guide-
lines contained in the handh®ok sections are intended for use by facuicy members of vocatioral
teacher education departments, but the material is also easily adaptable for use by vocational edu-
cators at the post-secondary and secondary levels.

A strength of these handbook sections is the interest and involvement of vocational education
teacher educators across the nation. Appreciation is expressed to the many educators who contrib-
uted materials and reviews of the initial drafts. Center staff involved in the development of the
Resource Handbook sections include Dr. Richard Dieffenderfer, project director, Ms. Lee Kopp,
and Mr. Orest Cap.

Robert E. Taylor
Executive Director
The Center for Vocational Education




Preface

Resource Handbook Development

The Resource Handbook for improving vocational teacher educatiors linkage with business,
industry, and labor was prepared as resource materials for an EPDA Training Workshop conducted
at The Center for Vocational Education, April 18-19, 1977. The training workshop and resource
materials development work are part of the activities of a Center project sponsored by the U.S.
Office of Education and the Ohio Department of Education, Division of Vocational Education under
EPDA Part F, Section 553 as a national priority project entitled: “‘Improving Business, Industry,
Labor Inputs into Personnel Development Programs.” -

Tne Resource Handbooi: has been prepared based on information gathered during literature
searches, contributions of dividual vocational teacter educators, inputs from the project planmng
committee and work session review panel, and the development effort and adaption by project staff
of ideas thought most appropriate to the neads of vocational teacher education departments. The
choice of the eight topics developed in each of these handbook sections was based on the stated
needs of respondents to a national survey of vocational teacher education departments conducted
as part of project activities for identifying existing business, industry, and labor linkages.

The development of the resource handbook for improving vocational teacher education depart-
ment linkages with business, industry, and labor was guided by sev.ral basic objectives. These in-
cluded a desire to: .

1. Identify various types and sources of information appropriate to the business, industry,

and labor interests of vocational teacher education departments;

2. Describe for vocational teacher educators appropriaté ways to access and utilize selected
business, industry, and labor information resources; and

3. Organize and present resource information i~ a wiy that encourages its use in meeting the
business, industry, and labor linkage objectives of vocational teacher education departments.

The eight topics featured in the Resource Handbook sections include:

#1 Staff Development:
Creating a Staff Development Plan for Business, Industry, and Labor Involvement.

»

#2 Advisory Committees:
Utilizing Business, Industry, and Labor Advisory Committees.
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#4
#5
#6

#7

1.

2
3
a.
5

Cooperative Internships:
Establishing Cooperative Internship Programs lnvolwng Business, Industry, and Labor

Personnel Exchange Programs:
Establishing Personnel Exchange Programs Involving Business, Industry, and Labor.

Workshops: '
Involving Business, Industry, and Labor Thrcugh Workshop Programs

Site Visits:
Conducting Business, Industry, and Labor Site Visits.

Resource Persons:
Involving Resource Persons From Business, Industry, and Labor.

Program Support:
Securing Program Support for Business, Inaustry, and Labor Involvement.

Resource Handbook Feedback "

The development of this type of resource handbook series needs the continual input of fresh
ideas and reactions in order to make the final product as useful as possible to vocational teacher
educators.
reaction sheet for submitting your suggestions for improving business, industry, labor, and education
linkages. Your ideas are wanted concerning:

Inside the back cover of each of the Resource Handbook Sections ther: is a feedback

Suggestions for other linkage ideas and approaches;
Linkage problems that are unique to various types/sizes of teacher education departments;

Suggestions for references and resource materlals,

Identification of additional planning steps and procedures; and

Additional comments.

Your professional contribution to cooperative efforts ‘vith business, industry, and labor is
appreciated.

RESOURCE HANDBOOK
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4 : Introduction

“ 5
This part of the handbook section provides an overview of the cooperative internship approach
. to utilizing business, industry, and labor inputs. The introduction begins with a need statement for
- the use of cooperative internships in vocational teacher education programs, followed by a statement
. ot the benefits and contributions of cooperative internships to vocational educators, an overview of
\ the parts of this handbook section, and a ||st of objectives for department faculty that use this hand-
T ""'bcoksectmn
\
\ e, Need Statement
{ )
! Our country, in this era of rapidly changing technologies, needs more and,better qualified
" teachers tc help train more effectively our nation’s manpower. We need t¢ be aware that adequate
\ preparatson of vocational teachers is of vital importance in the continued delivery of quality educa-
. tion in vocational programs. An internship, properly sponsored and coordinated by a teacher training
institution in cooperation with business, industry, labor, and other agencies can assist in the develop-
‘@ent of competent vocational teachers.

\ Universities must play an important role in developing that awarenescs. Leaders in"the institutions
of higher learning and in the work places as well, need to recognize the mutually beneficial results of
actwe business/industry/labor education cooperation.

|

i

Contributions / Benefi's

A number of benefits to the intern, institution, and sponsor can be derived from implementation
of a cooperative internship program. The following are possible benefits:

‘ - .
¢ |n-service and preservice teachers may earn while they learn;

3
'

& Promotes business, industry, labor and vocational education;

e Develops the concrete concepts helpful to subsequent theoretical instruction;

© Broadens the work experience of pre- and in-service teachers which may be uneven and/or
hmlted in depth and breaath;

¢ Allows mterns to associate with businessmen and craftsmen so that an exc.iange of ideas
o can benefit the intern in his work; -

E)

] Interns can observe, first hand, changes which may reflect new skills and knowledges related
to his service area;

T Iy
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1
3.2 '
® The intern obtains an overall picture of business and industry procedures and procasses; and

o Allows for closer cooperation between all parties involved.

Handbook Section "\ Overview

!

- Cooperative Interaships, as defined in this section, eni;ompasses the period of time spent in
business, industry, or other agency for the purpose of providing the intern with supervised occupational
or profes;nonal experiences. The intern may or may not receive a salary. Industry education exchange
programs for department faculty and staff are not included i m this definition.

This handbook section is sub-dnvnded into the following parts: .

o |ntroduction—This part of the handbook secticn contains a need statement, a statemer:t of
the contributions and benefits of this ap:proach to the department faculty, an overview
of the handbook section, and a list of abjectives for the handbook section.

The Cooperative Internships Appreach—Included in this part are descriptions of the basic
activities that are common to most cooperative internships.

Alternative Approaches—Sugges.ed alternative forms and prosedures are presented in this
section to aid departments in developing plans that are unique to\their own situations.

Administration Details—Part of planning involves investigating and establishing poﬁcies and
procedures. This part contains suggested items to consider.

\
\

Planning Notes—This part is a step by step listing of ideas designed to help the faculty develop
plans for the effective use of Y:ooperatwe internships by their department.
!
Selected References—References in this part include sources of information used in the hand-
book section as well as additional references that may be helpful to your department.

.

Resource Materials—The example materials contained in this part are illustrative of the types
of materials you may be developing as part of your department’s involvement with
cooperative internships.

Developmental Objectives

This handbook section is designed to promote vocational teacher education department
linkages with business, industry, and labor through the use of cooperative internship techniques.
Based on the reading, adapting, and implementation of - & strategies and techniques presented in
this secticn, department staff will be able to more effectively:

? -
13

\‘

H
H
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1.  Design and implem.ent cooperative internships;

2.  Develop criteria for cooperative 1nternship based on department linkage goals;

3. Assess how well coop=rative internship experiences are being used by the departinent;
4. Seiect appropriate cooperative int’ernship strategies for your department;

5. Prepare a department plan or procedures for pre-service and in-service teachers;

6. Locate and utilize available reference materials; and

7. . Design and prepare appropriate aids to assist in planning, coordinating, and evaluating
cooperative internship activities.

" This handbook section is one of an integrated series of eight sections designed for vocational
- teacher education departments interested in more effectively utilizing local or national business,
industry, and labor resources in their personnel development programs.

Cooperative internshir * properly organized and managed can be an effective and valuable
method of professional develoy nent for vocational educators both for preservice and in-service
development. ’

e —
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3.5

The Cooperative Internship Approach

The Cooperative Internship Approach part of this handbook section will describe basic
activities that are common to most cooperative internships. A model procedure for establishing,
supervising, and evaluating cooperative internships will be described under Planning/Preparations
Required. This will be followed by Resources Required where budget and personnel resources are
discussed.

Model Procedures

.A variety of practices have been utilized in the operatic >hip programs; however, basic
program policies, guidelines, and basic decisions are essenti 1y vocational department interested
in implementing a program of internship training. The madel procedure for establishing a cooperative
internship program as part of a vocational teacher education program may include the following
basic elements:

® Advisory committee;

¢ *Dissemination of information;

e Application for internship;

® Assessment of competence;

® Interview applicants;

e Selection of interns;

® Locating and selecting training?stations;

¢ Internship training plans;

o Orientation program far interns and coordinator;

® Supervision and coordination of activities;

e Monitoring internship activities;

e Evaluation of internship experiences; and

® Credit for internship.

RESOURCE HAKNDBOOK ;
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3.6

Planning / Preparation Required

Basic planning is the first essential aspect when designing an internship program. A great amount
of this planning is accomplished with the help of selected individuals from university/college staff,
State Department of Education, business, industry, and labor. Selected individuals must not only be
interested in internships but also bacause of their expertise, varied backgrounds, and abilities can con-
tribute to the obiectives of the program.

Advisory Comrnittee

An advisory committee is a helpful asset to an internship program. The following elements must
be considered if you intend to utilize an advisory committee:

Committee members involved in such a program can be of help in many ways. The {ollowing
list suggests possible roles: .

NOTE: Refer to the Advisory Committees; handbook section for any additional information.

- React to issues and concerns regarding the operation of the program;

.React to policies,proposed relative to the internship program;

Determine the committee size (five to ten members is a workable size);

Select individuals with expertise in related fields;

Appoint each member for a one-year period and develop a rotating plan of membership;
Determine the number of meetings to be held each year;

Develop agenda prior to each committee meeting; and

Determine the role of the-internship advisory committee. B

Give input into basic decisions regarding the operation of such a program;

React to concepts and practices proposed regarding the internship program;

Discuss placement opportunities;
Review sample forms and coordinating techniques;
Assist in disseminating to the community vital informat”sn regarding such a program; and

Help identify or revise program objectives.

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
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3.7

Dissemination of Information
' 5, . . . L] . .

Information about the internship program and its objectives should be presented and circulated
widely among pre- and in-service teachers as well as the business community. Such effort, if done
several m_dnths in advance, can assure a good source of potential interns. Some recommended dis-
semination approaches follow: )

® Prepare program information sheets and AV presentation;

e Circulate information related to the program among university faculty and staff;

e Create awareness among university faculty and staff;

o Hand out materials at professional meetings;

e Present information to undergraduate students;

e Contact potential employers;

e Contact former interns if program has already beer in operation;

e Attend teacher’s conferences;

e Prepare articles for journals-newspzpers; N

v

e Hold meetings with several statewide agencies; and

e Maintain personal contacts with executive officers of related associations.

]

A sample internship information sheet is incluced in Resource Materials (Figure 3.1).

A sample newspaper article is included in Resource Materials (Figure 3.2).

Application for Internship

Once potential interns have been contacted they should fill out an application form and submit
it to the program director. The applicant should provide information that wili allow him/her to be
judged according to the selection criteria. Information to be collected may include:

e Name, address, and present position;

® Past work experiences;

e Education completed;

e Activities in which he/she would like to participate;

RESOURCE HANDFEOOK
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3.8

e Reason for his/her desire to participate; and
‘e Other pertinent data,

A sample application for internship is inciuded in Resource Materials (Figure 3.3).

Interview Applicants

Once an applicant has submitted the necessary information a personal interview should be
scheduled as soon as possible with the program director. The director or selection committee
anpointed by him/her should examine the individual’s qualifications in relation to the selection
criteria, Discussion might focus on:

® Personal qualifications;

® Needs;

Future aspirations;

Specific goals; ] N

Ability in human relations;
® Desire to accept the role of-a learner; and
® Acceptance of constructive criticism.

éample questions that are helpful for interviewing prospective candidates ére included in
Resource Materials (Figure 3.4). o
. -
A sample worksheet to provide a summary of a candidate evaluation is included in Resourde-
Materials (Figure 3.5). - . . 2 \

%

.2

* Assessment of Competence,

The major pu}pose of the program is to provide opportunities for interns to acquire new and/or
up-to-date competencies in their field. These competencies, however, may be technical, managerial,

and/or academic. A self-assessment inventory based on skills and knowledge related to the job can
help the intern, sponsor, and the employer verify and focus on acquired and/or 1ieedcd competencies.

A portion'of an intern task and skill self-assessment is included in Resource Materials (Figure 3.6).

b ¢

Selection of Interns

} Upon completion of the candidate’s intérview, the director or selection committee may accept
the candidates suitable for such a program. The applicant’s qualities and the potential for henefiting

RESOURCE HANDBOOK
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3.9

from such an internship experience should be considered in the selection. In addition to the afore-
mentioned conditions, the following aspects can be considered:

o Desire to pursue additional competencies;

e Previous knowledge that will facilitate his/her entrance into his/her area of interest;

e Positive concern for developing and improving new programs in vocational education: and
® Part of required program. -

The size of the group should be based on any or all of the following items: availability of the
staff supervision, stipend funds, number of training stations and travelling to the internship site.

Locating and Selecting Training Stations

Onge the candidates have been accepted and an assessment of their desired proficiencies
determined, poteritial employers who may be able to provide internship stations should be contacted.
Interns may also individually locate appropriate training stations; however, a final assessment should
be made by the director of the program. An advisory or consulting committee can also be a valuable
source of assistance.

The progra’m director and the employer who has expressed an interest to participate in such a
program should meet to review the internship program and the responsibilities of various persons in-
volved. )

The following guidelines can help evaluate potential training sites:

o The setting must be able to provide experiences needed by. the intern.

~.

® The location must be able to provide a wide variety of experiences.
® The employer exhibits support for the program.

® The employer must make provisions for providing workmen’s compensation.

L The employer must be able to provnde needed superwsnon for th yintern.

e The employer must be able to provide necessary work hours for the intern and provide safe
working co—ditions. .

® The setting should expose the intern to the latest developments.

NOTE: A survey of the possible agencies, institutions, businesses, and industries willing to
participate and cooperate in the program should be made in the initial planning stages.

-
s
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3.10

Internship Training Plans

Once training station has been located and the cooperating firm or agency indicates interest
in placing the intern, an interview between the potential supervisor, employer, intern and director
of the program should be arranged. The following details should be discussed during such an interview:

e Decide if t’he selected training site would be beneficial to the intern.

e Verify if the experiences that will be pr'ovided by the cooperating firm match the intern’s
goals and desires.

e |f an agreement is reached, then procedures must be initiated to formulate a detailed guide
or training plan for the intern and the supervisor.

e When developing a training plan, involve the intern, employer, and program director.
e Describe in writing the respon: ibilities of all parties involved in this program.
¢ Include procedures for révising or expanding the training plan.

e Agreements should be consistent with the policies and practices of the employing agency and
the sponsoring university.

e Mutually agrée upon the duratjon of the internship, amiount of compensation to be
provided, and the hours of work.

A sample agreement is inciuded in Resource Materials (Figure 3.7).

Follow-up to site visit. Confirmation of details of the cooperative internship and an outline of
the training agreement should be included in follow-up letter to the company, with a copy sent to

any necessary administrators at the univessity.
™

A sample intern assignment description is included in Resource Materiafls (Figure 3.8).

Orientation Progranis for Interns and Coordinator

___ Prior 1o assuming on-the-job duties, a candidate who will participate in the internship experience

" should be informed of the responsibilities placed on him by his employer and the university. The

candidate should:
e Strive to qevelop good human relatioﬁs;
o_Seek out information related to his training program;
2 Become familiar with his training site; and

N

e Familiarize himself with all the rules of the employer and the program.

RESOURCE HANDROOK
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Such an orientation can be accomplished on an individual basis or with others participating in
this program.

The business-industry supervisor responsible for-the intern must also be provided with an
informal orientation prior to the initial pnases of each internship. Such an orientation car: help
reduce any misunderstandings wh'~h might occur at a later date. The supervisor assigned to the
intern should:

© Guide the intern in his assignments;

Establish a friendly and coopzrative r2 Iatlonshlp with the intern;

:

Be aware of the intern’s needs and goals;

2miliarize the intern with the structure and operations cf the business;

Familiarize himself with the intern’s qualifications; and

Stimulate an appreciation of the informal relationships that occur in the business.

A sample agenda for intern orientation is included in Resource Materials (Figure 3.9).

‘

Supervision and Coordination of Ac\wities
<8

Essentia! compunents of any internship program are supervised visits to the training sites and the
coordination of internships. Such isits indicate interest by the college/university in the intern’s
assignment and provide feedback as to the intern’s Jdevelopme'\t on-the-job. Determining the frequency
of such visits rests with the employer, intern, selected training s'te, and particularly the time of year.
Asa general rule, bi-weekiy visits by the program coordinator are recommended. In some instances,
however, variations are necessary requiring, therefore, the program coordinator to visit at least once
per month. During the visit the coordinator shouid riieet with the employer and the intern, and give
Loth the opportunity tu express their epinions concerning necessary changes to bé made in the intern-
ship. Visits by the program coordinator throughout the internship can provide:

® An excellent public relations activity;
® An assurance of continuing participation of the employer in future internship placement;
® An opportunity to secure materials;

»

® An occasion to examine if the activities identified in the wraining plan are being performedss

.

® An opportunity to identify needed changes to be made in the traininn plans;

An opportunity to evaluate the intern’s human relatior, skil)§ and overall capabilities;

A chance to counsel or advise interns; and

® An occasion to courdinate education and work experiences.

~—

S
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A sample coordinator’s site visit report is inclt ded in Resource Materials (Figure 3.10).

Monitoring Internship Activities

The operation of an internship program requires the recording of dai!y/weekly activities
that occur. The intern can best monitor his own daily activities related to the training plan. The
information provided througn various reports can help the program coordinator assess the intern’s
progress and experience, accomplishments, educational growth, adaptation to the job, and good
human relations abilities. The following types reports or logs may be required:

% Completed by interns
~—Daily work log
—Weekly work log
—Progress Report
—Monthly Report
e Completed by employers
—Monthly Re;;ort “¢
—Confidential Progress Repor¢ A
e Completed by coordinators
—Weekly Report . . : -

.- A sample intern activity report is included in Resource Materials (Figure 3.11).

Evaluation of Internship Experience .

A well conceived internship program must include some form of evaluation for determining the
value of the internship experience {o the participant. This can be achieved through:

® Reports submitted by the interns';

. Visits by the coordinator with the interns;

Employer’s feedback;

Employer’s final evaluation; and g N

Foliow-up studies to evaluate the overall program.
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When all evaluation data is gathered a plan must be developed to merge the evaluation. Review ' !
of nrogram procedures is another necessary and useful dimension which needs to be given attention. |
The following elements may be included:

o Review forms completed by the intern;

Review forms completed by the supervisor;

o Review forms completed by the primary coordinator;

® Review plan for screening-and selecting applicants;

e Review plan for intérnship experiences;

o Review format for internship products;

® Review probable internship éssignments;

o Review internship placement problems; and

e Review evaluation schemes and evaluation instruments.
A sample of a program participant evaluation form, an employer evaiﬁaiion of an intern form, and
a program participant follow-up form are included in Resource Materials (Figures 3.12, 3.13, and
3.14).
Credit for Internship

Usually, cooperative internships are a part of, aﬁd not apart from, the preservice and the —

in-service program of a department. In that the internship is under direct supervision of the depart-
ment, the allocation of university credit for internships is justified.

. The amount of credit to be awarded for internship experiences depends usually on two 8spects:

S

. ® Quantitative S

—Number of hours worked
e (Qualitative '
—Detailed internship training plan;

—Nature and variety of work performed; and

—Assessment by the coordinator through supervised visits.
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The general guideline used for granting credit is to award one hour of university credit for
each 100 hours of approved supervised work accomplished. The grading system for credit is
usually indicated by S (Satisfaction) or U (Unsatisfactory); however, grades A through F are also

- utilized in some instances.

Resources Required

The following resources are necessary for the successful operation of a cooperative internship
program.
Budget

An adequate source of continuous funding must be established for the operation of the
internship program. This budget should be sufficient enough to assure the costs for: |

e A proéram director;

e vestigation of prospective employers;

. Recruitr\:1ent of interns;

® Secretarial services;

e Office supplies;

e Advertisement; -
e Travel to site;

. TeIeﬁhone service;

e Supervision-coordination of activities; and

e .Substitute compensations when teachers are released.

NOTE: Tips on how to obtain funds can be located in the Program Support handbook section.

>

Faculty Status for Coordinators

- A full time intern coordinator position .. ay be created in the department. The individual
assigned to such a position should be granted full faculty status. With the appointment of such a
coordinator:
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1

~® Responsibilities are fixed;

® Results and budget are more likely to be forthcoming;
® Closer attention would be given to the continual expansion of the program; and

® When combined with an advisory committee, this approach can be quite effective.

Advisory Committee
An existing department advisory committee can be utilized in the cooperative internship
program or a separate advisory committee might be organized to aid in planning, implementing,

and evaluating the program. If you desire to obtain more information about advisory committees,
refer to the Advisory Committees handbook section. .

Involving Local Vocational Teachers

Local vocational teachers can help serve as intern coordinators and, thereby, could assume
_ avery important role in the internship program. Intern coordinators can help:

® Assist in the selection of training sites;
® Assist in the placement of interns;

® Assist the intern in adjusting to the work setting; and

® Assist with the coordination of the intern’s training.

Financial Assistance. >

A plan to provide financial assistance to the interns may be required in order to attract partici-
pants. Procedures must be set up concerning the awarding and distribution of such payments.
Some financial plans may include:

e Stipends;

Fellowships; -

Scholarships;

[ 4

Industry would pay for any work done by the intern;

Intern should not receive regular full pay and monies beyond normal expenses for travel
and meal expenses; and

Handle payments of released instructors such as for jury duty or military duty.
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Alternative Approaches

Alternative forms and procedures for cooperative internships are presented in this section.
, - Alternatives presented include conference calls, scheduling, and the consortia approach. Special
‘ themes/topics related to cooperative internships are included at the end of this part of the handbook
section. These suggestions should aid departments in developing plans that are unique *o their own
situation and needs.

Other Procedures / Purposes

\

Internships come in many different forms. It's therefore wise to decide on which form can
effectively meet your need. The following are possible variations:

® |ndustry-education exchange programs;
® Internships for persons who have no teaching experience;

e Internships for educators who need other kinds of experiences in educational settings;

® Internships in business or industry for individuals who need preservice or in-service experience.
e

P
A

Conference Call Approach

As an alternative to the bi-weekly/monthly visit as for example, when travel time to the site is too
long, the intern’s activities can be successfully coordinated by holding a tereptione conference call.
The operator in your area can set up this conference call and get all participants on the line simul-
taneously. :

Such a conference, however, necessitates careful planning. An added advantage of such an
arrangement is that everyone gets to talk to.everyone else.

NOTE: If you desire additional information on conference calls refer to Resource Persons
hat 'book section.

-

Scheduling
Internship programs can be structured tc fit various schedule arrangements such as:
¢ Full-time internship and seminar or confarence;

® Full-time on the job and all courses available in the late afternoon hours;
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® Part-time internship;

e Other periods; and

® Summer breaks.

°

Consortium Approach

An alternative approach to developing a departmental cooperative internship program is to
establish a consortium of several universities. A consortium approach might, also, involve secondary
and post-secondary schools as well as other teacher education departments. The consortium could:

® Serve as a coordinating agency;
® Help locate a pool of training sites;
¢ Help place program participants; and

® Help supervise interns.
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Special Themes / Topics

In implementing a cooperative internship type program for pre and/or in-service teachers it is
useful to explore a variety of alternative approaches before selecting what is best for your department.
Included below are some suggestions for themes, topics, and groups that might be part of a coopera-
tive internship program involving business, ir dustry, and labor representatives. This is the start of a
brainstorming list; you are encouraged to add to it:

1. Seek placement as an instructor in the training department of a company;
Assist in apprentice training programs; -

Become involved in teacher training for apprentice instructors;

> W BN

Study the benefits of involvement in cooperative internship programs;

6. Qrganize an orientation workshop for teacher partlcmants and cooperatlng business,
industry, labor representatlves,

6. Participate in private non-profit skill training programs for disadvantaged and special
groups;

7. Serve as an instructor in correctional institution training programs;’

2
8. Broaden experience through placement in emerging occupations or other non-traditional
vocational education areas;

9. Choose experiences needed to upgrade teacher technical skills;
10. Establish procedures for an on-going search for cooperative internship proyram sites;

11. Conduct assessment with pre- and in-service teachers of the types of experiences they
’ desire;

12. Direct effort at evaluation of placement procedures and value of internship experiences.

Use the remaining space to add your own ideas: ,
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~ Administrative Details

This part of the handbook section contains suggested items to consider in investigating and
establishing policies and procedures. These items are followed by a Planning Steps Checklist which
gives an overview of the major items to be considered in planning cooperative internshigs.

Examine Existing Policy /' Procedures

The following items need to be examined in order to develop procedures/guidelines for caopera-
tive internship programs: ’

® University/college clearance procedures;

® Opinions of r‘epresentatives of the depa:tment, faculty, staff;

® Costs benefits of such a program;

® Available financial resources;

® | ocal labor agreements;

e Liability, acc,ident, and health coverage;

® Reimbursement obligations; and

® Salaries.

A sample health, services, acciaent, and liability coverage statement is included in Resource
Materials (Figure 3.15).

Estahlish Policy / Procedures

The following policies and procedures need to be developed or incorporated into the guidelines
for cooperative internships:

® Criteria for intern participation;

® Criteria for promotion, work load, tenure, and/or profes%ional recognition of individuals
involved; )

® Insurance coverage;

RESOURCE HANDBOOK

Impreoving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Education — The Ohio Stata University

25




3.22

o Criteria for selecting appropriate sites; -
/
e Criteria for establishing employer contacts;
/
o Financial responsibilities related to pfogram; and

o Criteria for establishing work ?,g'reements.
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Planning Steps Checklist

The purpose of the Planning Steps Checklist is to give an "at a glance” listing of the major
specific items that are involved in planning for the use of cooperative internships to increase busi-
ness, industry, and labor inputs intc vocational teacher education programs.

]

|—————F3—Petermine-internship costs-and-values— — el
O Determine facuity and administrative support o
[0 Determine program director B
O Confirm advisory committee members
O Determine program objectives
O Determine responsibilities of the employer, coordinator, intern
O Dt;terminé dissemmination of ir\iformation g
O Determine application procedures for internship =
‘ (3 Assess competencics
O Interview applicants
O  Select interns
O Locate and select training sites
. CI  Set ronditions for financial compensation and time schedules for internships
* O Develop internship training plans
O Develop probable internship assignments and agreements
O Exarnine liabilities of personnel and intern involved
O Orient intern and sponsor
{J Supervise ard coordinate internship activities
0 Monitor internship activities
O Evaluate internship experiences
RESOURCE HANDBOOK
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J Grant credit for internship
(J Develop a plan for merging evaluation

(J Follow-up study to evaluate program effectiveness
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Planning Notes

This section is designed to assist you in working out plans for the effective use of cooperative
internship activities/approaches by your department. These points are based on the specific items
identified in the Planning Steps Checklist. The purpose of these Planning Notes worksheets is to
focus attention on gathering information, organizing details, and defining department objectives
that are critical to involving business, industry, labor representatives in this type of activity/approach.

List of Planning Notes ToEics:
AN
1. Determine Support: : ) .
Are faculty and administration sympathetic to internships? -
What are the values of such arrangements to the department?

2. Plan Funding:
Where will adequate sources of funding be obtained from to assure the success of the
program?

3. Plan for Advisory Committee:
What lay parsons will be active on the advisory committee?
What sources should be investigated?
What criteria should be developed for selection?
4. Plar for Coordinator:
Who will be responsible for this program and what experiences must he/she possess?

5. Plan Delivery S;lstem:
What will by your program objectives?
What items will be included in the delivery system?

2. Determine Responsibilities:
What are the responsibilities of employers, coordinators, and interns?
When, where, and how will interns and sponsors and supervisors be oriented to their
responsibilities?

7. Plan Publicity:
How do you intend to disseminate information about the internship?

8. Assess Competencies:
How do you intend to assess competencies and lnterns needs?

9. Select Interns:
What criteria will be established when selecting interns?
What should your interview guide (candidate) con‘ain?

10. Identify Sites:
How do you intend to locate and select training sites?
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‘11. Plan.Administrative Details: i
What type of financial arrangements and time schedule for internships and the granting
of credits have you set?

12. Determine Training Plan and Assignments:
What snould an internship training plan include?
What type of assignments will the interns perform?

13. ‘Examine Liability Responsibilities:
Have the liability aspect relating to parsonnel and interns been examinéd?

14. Plan Supervision: .
How do you intend to monitor and supervise internship activities? !
When will individual conferences, seminars with interns be held?

15. Plan Evaluation:
How do you intend to evaluate the intern?
How do you intend to evaluate the program?
What is your plan to merge all evaluation data? \
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~ Planning Notes

1. Determine Support

Are faculty and administration sympathetic to internships?
What are the values of such arrangements-to the departrnent?

LN

2. i’lan Funding

Where will adequate sources of funding be obtained from to assure the success of the program?

W
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3. Plan for Ad\;isory Committee o

What lay persons will be active on my advisory committee? .
What sources should be investigated?
What criteria should be developed for selection?

=

4. Plan for Coordinator

Who will be responsible for this program and what experiences must he/she possess?

s
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5. Plan Delive?i}gyﬁem

What will be your program objectives?
What items will be includéd in the delivery system?

6. Determine Responsibilities

What are the respansibilities of employers, coordinators and .interns?
When, where, and how will interns and sponsors and supervisors be oriented to their responsibilities?
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7. Pilan Publicity

How do you intend to disseminate information about the internship?

ey — —

. 8. Assess Competencies

How do you intend to assess competencies and interns needs?
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9  Select Interns

What criteria will be established when selecting interns?
What should your interview guide {candidate) contain?

10. ldentify Sites

How ¢'» you intend to locate and select training sites?

7
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11.. Plan Administrative Details

What type of financial arrangements, time schedule for internships and the granting of credits have you set?

12. Determine Training Plan and Assignments

What should an internship training plén include?
What type of assignments will the interns perform?
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'»13. Examine Liability Responsibilities

Have the liability aspect relating to personnel and interns been examined?

14. Plan Supervision

How do you intend to monitor and supervise internship activities?
When will individual conferences, seminars with interns be held?
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15. Plan Evaluation -

How do you intend to evaiuate the intern?
How do you intend to evaluate the program?
What is your plan to merge all evaluation data?
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- Selected References

This part of the handbook section lists selected reference materials that peitain to cooperative
internships. In addition to these materials, each service area has a multitude of organizations and
publications that are related to that particular service area. The library should be helpful in
identifying these. You are encouraged tc add to this list.

Print Materials

!

Colvin T.S. ““internship in Off-Farm Agyriculture.”” The Agriculture Education Magazine, May 1971,
\ ol. 43, No. 11, p. 266.

Hulle, W. Cooperative Vocational-Industrial Teacher Education Task Force Report—NAITTE.
Keene State College: Department of Industrial Education, Keene, New Hampshire, 1976.

Larson, M.E. and Valentine, lvan E. An /1. hip Proaram for Occupational Teachers Involving
Industry-Exchange, Curriculum Buildis., .areer Euucation, or Leadership Development
Experiences, Final Report. Fcrt Collins .ulorado State University: Departmeni >f Vocational
Education, June 1974. (ED 099 571)

Little, K. J. Review and Synthesis of Reseafch on the Placement and Follow-up of Vocational
Education Students. Columbus: The Center for Vccational Education, The Ohio State
University, 1970.

Mason, K. . and Haines, P. G. Cooperative Occupational Education and Work Experience iri
Curriculum. 1linois; |Interstate Printers and Publishers, Inc., 1972,

Newell, C. A. Handbook for Development of In_grnship Programs in Educational Adnanistratior.
New York: Teacher College, Columbia University, 1952.

Pautler, A. J. and Buzzell, J. C. Cooperative Educational Program for “rospective Vocational-
Technical Education Teachers. New Brunswick: Rutgears University, 1968.

Renetzky, A. and Schlachter, G. A. Directory of Internships, Work Experience Programs, and On-
The-Job Training Opportunities. California: Ready Reference Press, 1976.

Smith, C. W. ’Internships in Nonfarm Aqriculture for Frospective Teachers.” The Agriculture
Education Magazine, February 1975, Vol. 47, No. 8, pp. 186-187.

Sexton, C. N. In-Service Work Experience Internship Program for Occupationa! Education
Teachers. Charleston: Eastern |llinois University, Department of Health Education, 1974.
{ED 097 461)
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. Stitt, R. R. “Internship—A Tool for Upgrading and Maintaining Proficiencies Required by
s Experienced Agriculture Occupational Teachers” in The Journal of The National Association
of Colleges and Teachers of Agriculture, Vol. XIll, No. 1, March 1969, pp. 10-13.

Stitt, R. Structured Occupational Internship for Experienced Vocational Teaci.ors. Carbondale:
Southern Iltinois University, 1970. (ED 053 238)

Yoder, P. E. and Bender, R. E. Development and Implementation Programs in Agricultural
~ Occupations for Present and Prospective Vocational Agriculture Teachers. Columbus: The
Ohio State University, Department of Agricultural Education, 1976.
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Resource Materials

The example materials illustrated in this section are designed to be adapted and used selectively
as your s *uation dictates. The purpose of these materials is to show a variety of standard forms,
letters, suggested procedures, and other similar aids that would be useful to vocational teacher edu-
cation departments in promoting.and developing improved linkages with the business, industry,
labor community in their area.

Table of Figures: ... _

3.1 Sampte Internship Information Sheet {adapted from Colorado State University
Department of Vocational Education)

3.2 . Sample Newspaper Article {Colorado State University Depértment of Vocational ’
Education)

3.3 Sample Application {adapted from Colorado State University Department of

Vocational Education)

3.4 Suggested Questions for Interview of Prospective Interns (adapted from Colorado
State University—Department of Vocational Eaucation)

3.5 Samople Summary Candidate Evaluation Worksheet (adapted from Colorado State
University—Department of Vocational Education) .
3.6 Portion of an Intern Task and Skill Self-Assessment (adapted from Ohio State
University —Agricultural EGucation Department)
3.7 Sample Work Agreemant (adapfed from CoIorado State Umversnty—Department of -
Vocatjonal Education)
3.8 Sample Intern Assignment Description (adapted from Ohio State Umversnty—
Agricultural Education Department) ) ]
3.9 Sample Agenda for Intern Orientation

3.10 Sampie Coordinator’s Site Visit Report (adapted frum Colorado State University—
Department of Vocational Education)

3.1 Sample Intern Activity Report (adapted from Coloradc State University—Department
of Vocational Education)

3.12 Sample Participant Program Evaluation Form (adapted from Colorado State
University—Department of Vocational Education) -

3.13 Sample Emplover Evaluation of Intern Form (adapted from Colorado State University—
Department of Vocational Education)
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3.14 Sample Program Participant Follow-Up Form (adapted from Colorado State
University—Department of Vocational Education)

3.15 Sample Health, Services, Accident, and Liability (Colorado State University—
Department of Vocational Education)
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(tiame of University) ' STATE FROTESSICHLEL DEVELOPHENT
PROGRAM INTERNSEIP

" (Cepartment Title)

h continuaticn uf the INTERISHIP PPOGRAM with (state name) and EPDA support
provides opportunities for interesied individuals to participate during (date).

PARTICIPANT This prorosal provides for four different groups to
CLASSIFICATIONS: participate:

A. GRADUATE Individuals preparire for positions as
STUGELTS _ leaders in administration, curriculum _
develcpment, career education.
L
B. UNDERGRADUAT g
STUDENTS Ind1v1duals need1ng additional work ex-
periences in industry, business, or
agriculture. -
C, VOCATIONAL Persons desiring updating experiences
TEACKERS in industry, business, or agriculture.

D. POTENTIAL Individuals from industry, business, or
agriculture dasiring tc teach in voca-
tional and/or technical education.

ACTIVITIES: An approved, ccordirated, and supervised work internship program
will be planres for 1nd1V1duals in accordance with tre above
clascifications.

LENGTH CF Each internshic will be planned for a university quarter (ap-

INTERISSHIPS: proximately __ weexs). As ruch as possible this will be schedu]ed
to coincide w:th calencars established for individuals in partici-
pating institutions,

CREDITS: (#) credits may be earrned for successful completion of the in-
ternship in (Vi 593, rumber ard title of course INTEPISHIP IN
VOCATIONAL ECUCATION;. This course m2y be either uncergraduate
or gradvate credit,
Participants will rairtain a daily diary and make other reports.

STIPEND: A stipend of (&) will be provided for individuals who complete
the program,

APPLICATION: Contact for anplication form or additional information:

(fiame of Contact)
(Address)

Figure 3.1 Sample Internship Information Sheet
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wm C.V.A. Newsletter

January [

INTERNSHIPS — AN ANSWERTO
KEEPING UP WYITH! PROGRESS
FOR VOCATIONAL EDUCATORS
Dr. Milten E. Larson,

Prolewsor of Vocational Education
COblg“ State University

Keeping up with new develop-
ments and changes are challenfes
for both vocational teachers and
sdministrators. Cae way of accom-
plishing this s through intern-
ships, including some finanecial
assistance and university cvedit,
sre available this year throush a

* program "supported by the State

Board for Community Collegesand
Occupational Educationunder E.P.
D.A. and directed atColoradoSate
University.

Internships are arranged forten-
week during the school
year for vocational teacheru and
administrators. Sone may be inter-
ested in new experiences in indus-
try, business oragriculture. Others
may desireadvanced orexploratory
experiences of a leadership nature
with educational agencies or inst-
tutions. This year special attention
will be focused on individuals in-
terested in CURRICUL UM DEVEL-
OPMENT and CAREER EDUCA-
TION. .

Internships can be arranged for
employed secondary and post-sec-
ondary vocational teachers as well
as for individuals at CSU preparing
to enter the field.

Six credits, graduate or under-
graduate, and a stipend of 2325 is
provided to those who successfuly
complete the program. Twenty-
seven individuals have participated
in such an expenence, under this
program, in the past. Some bave
interned with such firms as Hew-
jett-Packard (Colorado Spnngsand
Loveland), Aqua Tech Corpora:
tion, Fort Collins; C.F. and I. Steel
Company, Pueblo; Denver Tool

Crid, Denver; and Mr. Steak,
Pueblo. Othcrs hsve interned at
institutions such as Denver Com-
munity Coll2ge (north and Red
Rocks Campuscs); Otero Junior
Colicge, “a Junta; Wid:field Righ
School, S2curity; The State Board
for Community Colleges and Qecu-

- pationa)l Educntion, Denver; and

the U.S. Offica of Educntion, Re-
gion V11I, Bonver.

Ammanements for internships
are made atter the application has
been recetved and the backsround
and desires of the individual sesk-
ing the interrship have been care-
fully reviewed. Careful placement,
coordination'and followup is apart
of the operational procedure.

If you, or a member of your fac-
ulty are interested in this program
or would like an application blank
and further information eall or
write NOW to:

Dr. Milton E. Larson

Project Director and

Professor of Vocational Education
115 Vocational Education Bullding
For: Colling, Colorado 80521

Figure 3.2 Sample Newspaper Article
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(Name of University) STATE PROFFSSTONAL DEVELOPHERT
PROGRAM INTERWSHIP
(Department Title)
APPLICATION
Hr.
1. HName of trs.
Applicant:  Miss -
{Last) (First) (MiddTe}
: . * . Sogial - ]
2. Age __ Date of Birth ‘ * Security Ho.
; 3. Home Address:
Street: City
N N Telephone
State: Zip Code Number
4. Present: ___ _ Employer (or) Educational Institution (Complete below): o
Name (Employer or school)
Street ] - City '
Telephone
State Zip Code Number
5. Title of present posiEion (or student classification)
6. Education (List most recent first, indicate others in descending order).
' Dagree or Year Major
Institution Address Diploma Received Field

7. Mork Experience (List most recent or most applicable first).

. No. of
Position Address City State Years

8. Bricfly indicate why you are interested in particip.ting in this internship pro-
gram. Relate your personal objectives to possible partic’-ation in this program.

Figure 3.3 Samplé Application
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3.42

9. If selected, would you be able to participate for an eleven-week period?

Yes No

Prefer: Fall Quarter Winter Quarter
Spring Quarter Summer Quarter

Other 11 week period (Indicate) to

10. I have been admitted to {name of university) Yes No
Degree sought or immediate goal

Program -

r

11. 1 plan to apply for admission to (name of university) VYes No
Program

12. I have a vocational credential valid in (state) Yes No
Other state:
I am applying for a credential in (state) Yes No

13. My service area is

14, Other significant information:

15. Reference: (List thrée)
TELEPHONE
NAME ADDRESS NUMBER

Date Signature:

- NOTE:
Attach a copy of transcript of institutions attended and resume (if available).

If additional space is desired for any of the numbered items, complete on the
reverse side, identifying with the number of the items.

Figure 3.3 continued
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16. Any problcrs? If yec, explain and state possible solution(s}.

17. 1Is the work assignment, as imitially drawn up, being followed?

18. * Did the intern give the coordinator his daily diary copies?

19. 0iher -

20. Next appointment:

Date

Time

Coordinator

Date

. NOTE: Since later evaluation of the above statements must be considered
in light of the length of the assicnment, the coordinator should
staté the week of the zssignment just coroleted prior to the
visit.

Number of weeks completed.

Figure 3.3 continued
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(Name of University) STATE PROFESSIONAL DEVELOPMENT
PROCRAM INTERNSHIP

(Department Title)

SUGGESTED QUESTIONS FOR INTERVIEW OF
’ PROSPECTIVE INTERN

1. Did {or do) you have'speciai reasons for selecting teaching as a career?

2. What are your short term and long term teaching goals? Do you have certain -
positions in mind as your goai 5, 10, 15 years hence? . ;

3. Why are you interested in an internship? Are the purposes of the internship
clear?

4, What type of internship position do your desire? Do you have a second and 7
a third choice?

5. Please tell us about your past work experiences and your educational ex-
periences?

6. How do you sce the internship helping you to achieve your goals?

7. Do you sce an area of your background whic'. would e strengthered by the
. internship experience?

8. 'If you accept an internship position, do you see opportunities to not only
help yourself, but also to help the University and the sponsor?

9. whét kind of an internship position would you prefer? What do you see as
the kinds of duties or tasks you wouid like to do?

10. D/ you have in mind any particular location where you would like to intern?
Any particular employer? Do you know who should be contacted within the
© organization about this matter?

11. Are there any special needs that should be considered relative to your
possible internsﬂip?

12. Do you have a car available for transportation?
13. Would you accept a position in a location cther than that indicated?

14 Are there any other bits of information that we should know about you, or
your plans relative to this possible internship? .

‘Figure 3.4 Suggested Questions for Interview of Prospective Interns
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SUIARY CANDIDATT EVALUATION

Date Nare

%
S e =
= |s o
= < [*2]
[ 30 1)
» fe? +»
Q| olxl sl sl
+ | 23 i 3
R R R N2 I
[o 2 § 9 R&7 BN Ke¥ £ 7

Tl 1. HOW WOULD YOU Dr&CRIRE TET CAIDIDATE'S GINERAL APFPARANCE? . |

- (Consider éress; greening; bearing; physicel. defects,

if any, cic.) . ,

_— . . 2. WHAT IS YOUR iGTIMATE OF TEE CANDIDATIE'S LNTHUSIAMS?
. (Consicder his attitude towerd this project; his outlock
towaré his profession; purpose in life, etc.)

3. WHAT WAS THE QUALITY CF FIT TFACHING EXPIRIENCE?
(Consider the reletionchip of his teackhing experience to
the needs of emplicymert~touné youth; setisfactions frem
teaching;. relationshiys and repport with students and
others, etc.)

L, WHAT WAS THE QUALITY OF KIS WORK EXPERIENCE OTHER THAN TEACHING?
(Consider the ccatributicn of work exrerience to his effec-
tiveress as & teacker; was it a saticsfying experience? Is
the work experience reported accurate?

5. OW WOULD YCU RATE TEE CALDIDATE'S GOALS ARD ASPIRATIONS?
- “onsider his reasens for teirg interested in this project;
the reaslictic zeture of his gosls, etc.)

6. HOW WOULD YOU RATE THE CANDIDATF's CCMUNICATION SKILISS
(Consider ability to express himself; proper English usage;
fluency, etc.)

T. WHAT WAS TEE CAXDIPATE'S ATTITUCE TOWARD TEE INTERVIEW AN
THE INI:RVIEWEF?

8. HOW WOULD YCU RATE THE CANDIDATR'S LEVEL CF MATURITY?
{Corsider his . 1f-understanding, Judgnent, raticnality.)

Figure 3.5 Sample Summary Candidate Evaluation Wcrksheet

“ RESQURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Education — The Ohio State University

Aruitoxt provided by Eic:



Overell eppraissl (check one) Corrents:

Recommended very highly

Recommended highly

Recommended

Recommenced with reservetions Signature of
Wot recorzernded Interviewver

/

—Adapted from instrument developed by Ralph C. Venrich. University of Michigan.

~

Figure 3.5 continued
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. . -
TIMEFR PRODUCTICH . .
Producing S-:dlings in hurserys *
Take soil samples
Interpret soil test results
iys —t
Apply live aréd fertilizers
Furigate scedbted to prevent dexping=-off
. Till scedbed
Treat seeds —
Broadcast cceds L
Cover seeds
Mulch seecbed
* Water
Weed nursery cterd
Provide shading for nurac:y star?d
Identify ciseuses and insects |
Apply chericals to cortro} diceeses and inscceis .
Calibrate chemical eppliceters
- Determine vicn seedlings are ready to lerves
Harvest seedlings
Pack seedlinge __
Label packrrrs for shipment _
Identify species i
Esteblishing Tinber Stands I
Develop reforestation plan
Deteruiine tree <pacing
Determine stocking rates
sy 2. . - :
. Prepare secdbeé with mechanlcil reens and chenicel
neans
Transport secdliings
Plant secdlings Ly hand cr nuchire
Broadcast seeds ty hand troadcasting, machine or '
airplane ,
Determine germiraticn and sur+ival rate A

Figure 3.6 Portion of an Intern Task and Skill Self-Assessment
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STATE FROTESSIONAL DEYELGPHENT /
PROGRAY, INTERNSHIP ‘
(Department Title) .
AGREEMENT ,

(Name of University)

State Professional vevelopment Program Inte ip

Preamble:

(Name of University) thrcugh its (Jeoartment title) a~d in cooperation with
the State Goard for Cormunitly Colleges and Occupational Educaticn, and the
Office of [ducatior, U.S. Depariment of health, Educztion, and Yelfare, is
undertaking a pilot interaship pregran for the trainirg, exchange and trerii-
tion of Vocatioral £duca“:cn and rusiness, industry, acricultural and govern-
ment personrei. An exchinge of personnel, on & carefully pianned structured
program, will irprove cerunications, enhance educationzl personnel-and
strengthen incustry's prasent &nd future erployees. The pilot internsnip

w ' h-lp imrezasura. iy tc develcp ard refine essential methodology, gather
. tat? forrulate operational suidelines for later exparded pragrams of
iny n.
Agreemg; .: . /'
Sponsor: The industry, agency, institution or district, )
hereafter called the - nsor, siall provide /
opportunity for learnirg under supervisior, in / ‘
accordance with the program assignment which /
- {* attacred to this agreement and which is /

deve-ioped and zgreed to by .all parties.

Intern: The intern shall perferm the work assignment
on the jcb as a professional, devoting full
time to ‘he duties, according to the policies
and regulations of tre sponsor-employer 2nd
hic functional assigrrent. The intern will
assume tne duties assigned as detailed in the
agreement. Pe shall help develop the program
assignmert anc advise as to program revisions
during end after the internship.

University: The University shall coordinate the learning

experierces of the intern with the program
P opporturities provigec by the sponsor. The
= -upiversity, in cocperation with the intern

Y and the spensor, will develop the precram

assignme-.. It shall also maintain an on-going
evaluaticn thrcugh observaticn, reports and
consultetion with the 1ntern and supervisor(s)
to cont:nually be alert to changes or neecs that
will male the prograr and iearning process as
effective as possible. The university »ill aiso
award (=) hours colliege credit to the intern who
successfully ccrpletes the requirements of the
elever week internship.

Fiqure 3.7 Sample Work Agreement
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The tntern, whe is a full-time student prior te *ne t i~ 19 of the
internship, shall receive a stipend of (dollar arount) as «lentified in the
grant agreement with the university. Fayments shall te made
to help cover expenses coincident with fulfilling this

internship.

Any compensation other than as indicated above constitutes ¥ separate
agreement between the intern and the sporsor. The university shall be informed
of the provisions of such agreement.

The intern, wha is employed full-time in the industry-education exhange
program, shall also receive a stiperd of (dollar amaunt) as specified in the
grant agreemen® with the unfversity. E£ach individual shall centinue to receive
such compensation as has been agreed to by the original employer.

Simmary:

It {s further understood and agreed thzt many details which are inherent to
a program of pilot internship of vocational education can not be entirely foreseen.
Each party, in cooperation with the other parties, will give his best efforts in
review and make decisions to afford the best methods of handiing these details as
they arise.

For the
Sponsor

Title

Intern

{address)

For the
University

Date : Title

*Discrimination based solely upon race, coler, creed, sex, or national origin and
which is without appropriate basis of distirction is contrary to the purposes and
pol}c1es 3f the University and violates the spirit and intent of civil rights laws
of (state)."

Figure 3.7 continued
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3.50

(Department Title)
(Name of University)
(Address)

INTERN ASSIGHMEKT DESCRIPTION

Student's Name Phone { )
Last First Middle

Internship Mailing Address

Street City State Zip

Student's Social Security humber Py

Program

Employer Hame _ Phone ( )

Adaress

Street City State Zip

Name of Supervisor : Ii;le

Dates of Employrent to

Activities in which student will participate (use extra page if necessary)

Daily hours of work a.m. to p.m. Day per week

Remuneration employer is to pay this studant per hr. wk. mo.

Other Information

On back, diagram a simpie map showing location of employer, street names and distance
on the main highways ,

The undersigned agree to conform with this agreement and two weeks notice must be given
to all parties before this agreement is terminated.

Signed: Approved by Employer Date
Approved by Student Intern Date
Approved by Coordinating Teacher Date
Approved by Dept. Conrdinator Date

Figure 3.8 Sample Intern Assignment Description
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(Name of University)
(Department Title)

AGERDA

(Date)

(Time)

(Room)
(Building)

Introductions

Overview of.Internshin Program

Rules and Regulations

Reporting Procedures

L

Figure 3.9 Sample Agenda for Intern Orientation
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(Name of University) STATE PROFESSIORAL DEVELOPLENT
PROGRAM INTERSHIP
(Department Title)

PROGRAM COORDINATORS SITE VISIT REPORT

Student's Name Assignment

Insiitution Addrassg

Supervisor Title

. Don't
Yes No Knov

* 1. Is he given the responsibility he seeks?

2. Is he aware cf the skills and abilities needed
for the role he seeks?

3. Intern's opinion of his progress.

4. Coordinator's opinion of his proéress. .

Don't BN
Yes No Know

5. Is the supervisor satisfied with his progress?

6. 1Is the intesn succeeding in his objectives?

7. Does he offer constructive ideas to his
supervisor?

8. Does he understand the duties of his supervisor
and otfers to whom he is assigned?

~— 8. 1Is he positive toward his training assignment?

10. Does he readily accept suggestiuns from others?

11. Does he exercise initiative to learn more than
his assignment requires?

Figure 3.10 Sample Coordinator's Site Visit Report
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12.
13.

14.

15.

s he punctuzl in his att~dance on the job?

Is his acpearance and dress in keeping wivh
his associates?

Are his relaticns with fellow evployees
satisfying and perscrall

Does his supervisor seém very willing .o
assist in his prosress?

Figure 3.10 continued

RESOURCE HANDBOOK

Improving Vocational Teacher Education Departrment Linkages With Business, industry, and Labor
The Center for Vocationai Education - The Ohio State University

61




Date Received
Dept. Coord. Initials

(Depal vment Title)
(¥ame of University)
(Address)

INTERN ACTIVITY REPORT

Report by for the period of 97
to 197 Employment address

Phone ()

Iniernship Program (Check)

Production Agriculture - Agricultural Products

FBPA Farz lMenagement (Food Processing)

Swall Animal , Horticulture
____Agriculturzl Business, Supplies, Agricultural Resources

and Services vironmental Protection

Agricuitural Mechanics Forestry

Work Experiences

Approx. No. of Hrs.
on Each Job Fer
Reporting Feriod

Breakdcwn of Jobs Performed (Be Specific)

Total NLuxter of Fcurs worked

Time absent 'rom cuty: Days Hours

ol e < > )
Skills Learned: Some  Aversge  High Reason for absence(s)

liunber of persoral confcrences tetveen
Manager und
Intern

Subject

At the end of (report poriod) cornlete one form ard rail to your
Departmental Coordinator

Submitted by: Verified by:

Figure 3.11 Sample Intern Activity Report

ERIC
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3.55

(Name of University) OTAFF TROFECSTION L DEVELOPMENT
PROGRAM INIIRLCSKIP
(Departrent Title)

. e - v
PARTICIPANT FROGRAM EVALUATICH o
(1] W
[ &
S ©
o i
< o [&]
(Read each questiorn corefully and check ihe answer that kel Sleln
most nearly eapresses your “eclings. If ycu check "urdecided" wlolelhly -
it will nean you have ro op:ricn. Where asked why, please oletelgle
. oini . » ™ > [
amplify on your opinion) HAEIEN T .
1. The program assignzernt was properly planned with adequate i
- time alloved to complete it. P
TS

2. I succeeded vith my originel objlectives for the
internship.

3. My future plans have changed as & rcsult of this
it..~rnship. Why?

k. Routine and special tesks assigned bty ry supervicsor were
completed to ry satisfaction.

5. I gained valuable experiences not availatle in the
classroon.

6. The internship as lecs educational than expected.

T. The srganizational structure of =y ascigned industiry,
agency or institution ic clear tc me.

8. Because of this internship, I can make a more
neacingful contritution to a future Jjobl.

¥hyt

9. A different placexernt vould have teen core worthwhile.

10. I was readily eccepted as "part of tre -am” in oy
assigned orgenization.

%1. More responsibility would have been desire le.

] Why* ,

Figure 3.12 Sample Participant Program Evaluation Form
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"Feectack” to University rersonnel was adeauate to
handle any prodblezs that arose.

13. My supervisor was helpftl, ccoperative, and
interesicd in meking this a usef leerning experience.

1k. Others within the organization were lLeipful.

15. Persons contacted outside this organization added
ruch to this experience.

16. This type of corganizetion is one in vhich I would be
- proud to serve.

Why?

17. Considering the previous sixteen statements and other information you have
gaired during your internship, plense comment on any part of your experience
that was meanirngful to you and how this program could te strengthened to
benefit others. (Ccntinue on the back of this page if necessary).

Date Intern

Figure 3.12 continued

RESOURCE HANDBOOK
Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Education — The Ohio State University

"ERIC 53

Aruitoxt provided by Eic:
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(Department Title)
(%ame of University)
(Address)

EMPLOYER EVALUATICN COF INTERN

Employer: Please return this form in the attached envelope.

Student Intern's Name:

Please rate the intern on characteristics listed below. Check the appropriate
space fndicating your evaluation of the student to date.

Superior Good Average Fair _ Pcor

—
.

Punctuality

Willingness to learn

Dependability

L (%] ~n
. . .

Thoroughness of work

(4]
.

Acceptance of constructive criticism

Personal appearance

Cooperation with fellow workers

Work speed

Responsibility

O W M N O

Acceptance bty supervisors

11. Acceptznce by others

12. Technical competence

13. Other comments

Date
Firm's Name Address
Signature Address

Figure 3.13 Sample Employer Evaluation of Intern Form
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(Name of University) STATE PROFESSIONAL DEVELOPMENT FRCGRAM
INTERNSHIP

(Department Title)

INTERNSHIP PROGRAM PARTICIPANT FOLLOW-UP

INSTRUCTIONS: Please respond to each item by checking the response
you feel is most approvriate for each item. NA (not
applicable) may be checkad if you are a full-time
student. Disregard the numbering system in parentheses
which is for tabulating purposes.

1. Current position in vocational and technical education.

, ; i
5)
)

2. Are you emp]oﬁed (or were you employed following your internship)
in a position similar to or related to your internship?

a. Yes
H"ﬁ"

‘Full-time teachina
Administraticn and supervision

Educaticn training in busiress or industry
Unrelated to vecational and technical education
Other (please detail)

manoow
o o o e o

3. Is your present position (or any subsequent position) within the
same firm, agency, or institution in which you interned?

é ) a. Yes
) b. NA
() c. Mo

If YES, do y0uffee1 it was a result of the internship?
{ a. Yes
b. NA
( c. No
4. If your positicn has changed since your internship, did the internship

afford you personal contacts leading to your present position or to
subsequent positions?

( ; a. Yes
$ b. NA
) c¢. No
() d. Position is unchanged

Figure 3.14 Sample Program Participant Follow-Up Form
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3.59

Considering the position you new hold (er positions held following
your 1n~orn«h1p) how vould you rate the overall experience gained
from your internship?

|

Please rate the knowledce gained by you during the internship that

Very rmuch related to ry later position(s).

Related, but not applicabic less than %0 of the time.
Valuable, tut net reletes to my positiri(s).

of 11tt1e or no presert valuc.

NA

(1 2= g B = g -4
o o o e o

. assists ycu in problen <o1v1ng at your present position or in

involvemenrts since your internsnip.
() Very useeble in many situations.
Useable in some situaticns.

a
b.
g i c. Seldom useatle.
d. Cf no benefit.

Considering your formal college classroom instruction versus your
internship experiences, what percentage cf the experiences were
meaningful reinforcement of your classroch instruction?

2 ; a. None

b. 10%

c. 20%

( d. 30&
() e. 40% or more

Considering your formal collece classroom instruction versus your
internship experiences, what percentage of the experiences were

not duplicated in the classrocn?

; a. 100%
b. 75%
) c. 504
é ) d 25%
() e. None

Because of your internship experiences, do you now see for yourself
future implicatioas for the follcwing:

A salary increase?

SRS

An advancement in position?

$ } a. Yes
V' b, No
Increased performance on the job?

() a. Yes
() b. No

Figure 3.14 continued
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10. In retrospect. has your attitude of personal gain toward your
internship changed during the intervening time?

i ; a. Yes
b. No

Please comment

11. Would you recommend to others the internship method of gaining new
educational experiences? .

e
?

Why

12. Your comments about the internship are earnestly solicited and will
be much appreciated, You might reflect on hcw you could be better
prepared for the interaship, what courses could be offered that
would re-enforce the internship experiences, needless duplication
that occurred between the classroom anc¢ internship, more credit
hours for the internship, or any subject you deem important to
improve the internship.

{1f you deSire, make add:tional comments or the back
of this page.)

Thank you for your cooperation. Please return this form in the
self-addressed stamped envelope to-

(Contact Name)
éName of University)
Address)

Figure 3.14 continued
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COLORADO STATE UWIVERSITY STATE PROFESSICHAL DEVELOPMENT
DEPT. OF VOCATIOMAL ECUCATICN PROGRAY THTERNSRIP

HEALTH, SERVICES, ACCIDENT, AND LIABILITY

The Student.Health Service: (See Coloredo State University Bulletin, 1972-73
pp. 58-59).

“The University maintains and operates an out-patient clinic and infirmary
in the Stident Health Center Euilding. The out- -patient clinic is open from
7:30 tc 5:00 p.nm., londay through Friday wnile school is in session. Out- -patient
emergency care is evailable an. the infirmary is in operation 24 hours a day, seven
days a week while schcol is in session including the ten-week summer Quarter.

Any full-time students are eligible for care at the Center and nart-time
students are encouraged to contact the Health Center and rake indiv’dual arrange-
ments best suited to their needs....

Irn conjunction with the health services offered, there is a supplemental .
sickness and ac-ident insurance polizy offered by an independent company which
covers a majer portion of the costs involved in maintainirg optimum health. The
insurance coverage is in effect during both the school term and vacation periods.
It is the policy of the University that all students carry this supplerental
insurance or have ecuivalent ccverage by another company.

A complete statement of services offered by the Health Center is furnished to
new students and is available at the STUDENT HEALTH CENTER OFFICE.

The above applies to interns whe have met the s*ipulation indicated. Fach
individual should provide such additional insurance coverage as he or she deems
necessary. Other coverage IS W07 provided through the INTERNSKIP PROJECT or
COLORADO STATE UNIVZRSITY.

Accident Coveraqe

It is strongly suagested that each intern secure accident insuranc. coverage
to adequately protect himself or herself on the internshio educations¢l experience.
Many indiviguals ray already have such co.erage. Arrangcrents should be rade with
your independent i{nsurance cor~any. Protection is not prcvidea by tie INTERGSHIP
PROJECT or by COLGRADC STATE UNIVERSITY to cover injury by accic nt while partici-
PR pating in the internship experience.

Liability Coverage

It is conceivable that the actions of an intern might result in an injury to
an employee cr other individual. Protection for the intern relative to suck
1iability may be secured by:

1. Securing an endorserent to an exis.ing HOMEOWNER'S POLICY
2. Purchasirg a personal liability insurance policy (Cost
about $10 from independent insurance companies).

The INTERNSHIP PROJECT or COLORADO STATE UﬁIVERSITY does not provide such
insurance or assume liability.

"

Figure 3.15 Sample Health, Services, Accident, and Liability
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