EXPL 205/206 Student Checklist
A student may meet with a CDO Advisor anytime throughout the year to search for an internship.  Once an internship has been secured, if a student would like academic credit for their internship, they will schedule a meeting with a CDO advisor and complete the following steps:
[bookmark: _GoBack]*International Students-Please contact the Center for Global Engagement for guidance.

1. The CDO advisor and the student will meet and discuss the following:
a. Write/revise resume
b. Write/revise a cover letter
c. Create/review LinkedIn profile
d. Practice interviewing and networking skills
e. Review components of the Learning Plan for internship
2. Upon completion of CDO meeting(s), student will receive a signed form from CDO advisor to submit to the Registrar’s Office for audit notation.
3. Student will consult with a faculty member and request they be the faculty of record for the course. 
4. Student will discuss with faculty member how this internship connects with the academics and/or career goals.  Discuss the learning plan (please see attached example) and review expectations for reflection paper due at the end of the summer (outlined below).
a. Reflection Paper Components
i. No more than 5 pages in length
ii. Include the following:
1. Introduction
2. Description of work experience/projects/duties
3. Internship connection to academic focus
4. Academic insights gained from internship
5. Overall internship evaluation-reflection of personal and professional learning and growth
6. Conclusion

5. Student contacts CDO advisor to ensure all planning has been completed for the summer.
6. After completion of the internship, the student will submit the reflection paper to the faculty member and meet to discuss experience by the fourth week of class.
7. Student will obtain CDO and faculty signature on completion form indicating credit and submit to the Registrar’s Office by the sixth week of classes.










SAMPLE-Kenyon College EXPL 205 Internship Learning Plan

Learning goals should be Specific, Measurable, Achievable, Relevant, and Time bound

	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	Understand the construction and presentation of the visual display of quantitative information.
	In the first three weeks of the internship the student will quickly and accurately respond to ad hoc requests for collecting data and preparing charts on the efficacy of public policy initiatives. 
	30%




	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	
Understand persuasive writing and its components




	
By the fourth week of the internship the student will assist in preparing briefing memos for senior staffers on pending policy initiatives.   The quality of these memos will be judged both on content and presentation.
	
35%




	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	
Understand the role and importance of the narrative in modern communication




	
In the final three weeks the student will help develop compelling and accurate stories for media outlets using production techniques such as writing copy, interviewing researchers, and producing and editing audio files.
	
35%



Evaluation Method (specifically describe how you will seek/receive regular feedback from your supervisor):


Internship Site:        
Student Intern: (sign)                                                                (print)_                                                   date:                      

Faculty Sponsor: (sign)                                                              (print)                                                    date:                         

Site Supervisor: (sign)                                                              (print)                                                     date:                         


Kenyon College EXPL 205 Internship Learning Plan

Learning goals should be Specific, Measurable, Achievable, Relevant, and Time bound.  Please use the internship job description to develop these goals.

	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	
	





	




	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	




	

	





	Learning Goal
	Work activity to achieve this goal
	Percentage of work time spent in this activity

	




	

	




Evaluation Method (specifically describe how you will seek/receive regular feedback from your supervisor):




Internship Site:        
Student Intern: (sign)                                                                (print)_                                                   date:                      

Faculty Sponsor: (sign)                                                              (print)                                                    date:                         

Site Supervisor: (sign)                                                              (print)                                                     date:                         
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