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The purpose of the Business Management Internship is to provide a variety of experiences that will help the Intern develop additional business skills, knowledge, and attitudes.  The internship experiences should provide the Intern the opportunity to apply that which has been learned in discipline-centered program classes.

Business Management Internships are available to accepted Business Management Program students who have completed at least 15 credits in Business Management courses with catalog numbers beginning with 10-102 and/or 10-196.  Internships may be 1, 2, or 3 credits and may be applied to the requirements of the Business Management Associate Degree. For each credit desired, the Intern must obtain a total of 72 hours of experience in the following general areas:

· Make decisions that support the organization's mission and help the business to successfully adapt to a changing environment. 

· Analyze financial aspects of a business.

· Manage the service function of a business.  

· Apply Human Resource concepts to establish and maintain effective working relationships in multicultural setting. 

· Design operational plans critical to the success of a business.

· Build effective employee relations.

· Apply legal and ethical principles to professional behavior. 

The Business Management Internship process requires the following steps:  
1. The Intern contacts the Business Management Program Manager to identify a meeting date and time to discuss internship requirements and to obtain required internship forms.  (Training Agreement and Training Plan).  Before proceeding to step #2, students must be employed by a business that is willing to provide experiences in the above noted general areas.    

2. The Intern enrolls in the Business Management Internship course and pays the associated tuition.  

3. The Intern and Business Representative complete the Business Management Internship Training Agreement and document the Business Management Internship experiences on the Business Management Internship Training Plan.  The Agreement and Training Plan are provided to the Business Management Program Manager. 
4. The Business Management Program Manager reviews the Training Plan and either approves it or returns it to the Intern until its content is approved.  A copy of the Training Agreement and approved Training Plan is provided to the Intern and the Business Representative.  

5. The Intern and Business Representative work together in the accomplishment of the Training Plan experiences. The Intern journals his/her experiences throughout the internship to prepare for completion of the Formative Intern Evaluation.  
6. At the completion of the internship:
· The Business Representative completes the Summative Intern Evaluation and returns it to the Business Management Program Manager. 

· The Intern completes the Formative Intern Evaluation and returns it to the Business Program Manager. 

· Both of the above documents must be submitted to successfully complete the internship.

7. The Business Management Program Manager issues a S (satisfactory) or U (unsatisfactory) grade, based on the Business Representative’s Summative Intern Evaluation, to the Intern’s permanent record.   






Intern Name: 












Intern Address:_











Intern Telephone:











Business Name:












Business Address:











Business Representative Name:










Title/Position:












Business Representative Telephone:









Business Management Program Manager:








Business Management Program Manager Telephone:







First day of training:




  Last day of training:




The Mid-State Technical College representative, business representative and the Intern shall outline a training plan for the Intern.  This training plan shall list the type of work, duties, functions, and experiences the Intern will be involved in during the training period.

The business will accept that a training plan is being followed and that supervision of the Intern will be needed.  The business will (1) provide work experience as listed in the training plan and (2) provide educational experiences for 72 hours per credit per semester. .  

The business representative will assist the Intern to apply and refine abilities, skills, and knowledge of the major duties defined in the training plan and asses the student’s/trainee’s performance using the Student Summative Evaluation. 

The Intern will fully participate in the internship, will perform the duties outlined in the Training Plan professionally, effectively, and efficiently and will provide a summary of the internship experience in the Formative Student Evaluation.
Intern Signature:










Business Representative Signature:









Business Management Program Manager Signature:








[image: image2.wmf]

	Program Outcome
	Experience Explanation

	1. Make decisions that support the organization's mission and help the business to successfully adapt to a changing environment. 


	

	2. Analyze financial aspects of a business.


	

	3. Manage the service function of a business.  


	

	4. Apply Human Resource concepts to establish and maintain effective working relationships in multicultural setting. 


	

	5. Design operational plans critical to the success of a business.
	

	6. Build effective employee relations.


	

	7. Apply legal and ethical principles to professional behavior. 
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	Business Representative Name:


	Intern Name:

	Evaluation Period :  From  _____________  to  ________________

	Judge each characteristic or trait separately.  Your evaluation of one trait should be independent of all others.  Keep in mind that this rating should express an evaluation of the employee in comparison with others doing the same or similar work.  Make no entry except where statement is based on personal knowledge.  

	INITIATIVE - Consider ability to accept responsibility in absence of instructions. Can the Intern start needed work and continue the task with no supervision?

Comment:
	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 



	DEPENDABILITY - Consider the amount of supervision required. Can you depend on the student’s/trainee’s word? Punctuality? Attendance?

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 

	COOPERATION - Consider willingness to work with and help others. Is the Intern willing to assume the full share of the work and responsibility?

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 



	PERSONALITY - Consider appearance, tactfulness, self-confidence, integrity, loyalty, and the impressions made on others.

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 

	APTITUDE AND ABILITY TO LEARN - Consider how quickly the Intern learns new work, retains what has been learned, and follows instructions.

Comment:
	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 



	ATTENTION TO DUTY - Consider ability to work thoroughly and conscientiously.

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 



	JUDGMENT - Consider the intelligence and thought used in arriving at decisions. Does the Intern have the ability to think and act calmly, logically, and rapidly under stress?

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 

	QUANTITY OF WORK - Consider quantity of work and promptness with which it is completed

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 

	QUALITY OF WORK - Consider neatness, accuracy, and general efficiency of work. Does the Intern constantly maintain high standards in this respect?

Comment:
	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 



	KNOWLEDGE OF JOB - Consider how much the Intern knows about his/her present job and of other work closely related to it, as well as work in other departments.

Comment:


	 FORMCHECKBOX 
  Exceeds Expectations

 FORMCHECKBOX 
  Meets Expectations

 FORMCHECKBOX 
  Does Not Meet Expectations

 FORMCHECKBOX 
  Not Observed 




List duties and/or tasks that the Intern performed extremely well during this training period.

List duties and/or tasks that the Intern performed below expectations or below job requirements during this training period.

​​​​​​​​​​​​​​​​​​​​_____________________________________________            ____________________________________________

Business Management Program Manager 
Date            Signature of Intern
Date               

The Business Management Internship Intern Formative Evaluation is a well written 4 – 5 page paper that includes for each Internship Training Plan experience: 

1. A description of each experience, based on the intern’s journal
2. A description of what the intern learned by engaging in the experience. 

3. A description of additional learning required to master the skill used in the experience. 
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TRAINING PLAN
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