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Internship Handbook

Introduction

A high quality education should offer a “capstone experience.” A capstone
experience is an activity students participate in that brings together the differ-
ent strands of their education and points students firmly toward a career. At
BMCC, that experience is the Cooperative Education internship. The majority
of students participate in practical hands-on activities that allow them to put
into practice many of the things they have been learning in the classroom. It is
with enormous pride that the Cooperative Education Department works with
students to offer internships designed to take each student to the next step on
her or his career path. And we have been doing this since 1963.

This handbook is designed to give you the tools necessary to get the most out
of your internship. You should refer to it often to orient yourself to the things
you should be doing as you proceed with your internship. The internship
course is really an independent learning experience. In practice, interns gain
experience and insights as they go through the phases of the internship.
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Responsibilities

You have many responsibilities as an intern. Meeting your responsibilities
will be factored heavily in your internship grade and may determine whether
you are offered a job as a result of your internship. There is never any prom-
ise of a job from your internship, but when offers are made it is often
because of the sense of responsibility you have shown on your internship.

Meeting with Your Coordinator at the Beginning of the

Semester

A few weeks before the beginning of the academic semester (August for fall,
January for spring, May for summer) you will receive a letter inviting you to
attend a required group meeting with your coordinator. Attendance is
mandatory, and you should contact your coordinator to re-schedule your
appointment if the one assigned is not convenient. Make sure you get to
your appointment at least 10 minutes ahead of schedule. At this group
meeting, you will learn about the internship research assignment, starting
the placement process, and other internship activities and requirements.
These meetings may take from one to two hours and you should come pre-
pared to be there the whole time. Day and evening sessions are generally
available.

Your coordinator may ask you to bring certain documents, such as:
e an acceptable resume

e copy of your current class schedule

e transcript or advisement sheet

e documents related to your immigration status

e portfolio or samples of projects in your field.

Please make sure to bring whatever materials your coordinator requests to
this initial meeting. At the end of the group meeting, you will know what the
“next step” is in your internship. Your coordinator may make an individual
follow-up appointment, ask you to contact various businesses or agencies, or
provide additional information for your next meeting. Failure to attend one of
these group meetings may result in you being dropped from the internship
course.

Establishing a good working relationship with your internship coordinator is
an important part of your internship experience. Students who get the most
out of their internships are those who actively participate in placement with
their coordinators. This participation means being on time for appointments,
being open to discussion if you are uncertain about your needs and skills,
and being open to suggestions from your coordinator. Following your coordi-
nator’s advice is very much like taking directions on a job — the more willing
you are to take direction and complete assigned tasks well, the better are
your chances of being successful.
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Meeting with Your Coordinator During the Placement Phase
During the placement phase of the internship, your coordinator will work with
you to develop internship interviews in order to get you started or placed on
your internship. You may be asked to call certain businesses, fax or e-mail your
resume to businesses, or otherwise contact an organization that is seeking
interns. It is essential that you be proactive in the placement phase. This
means that you should do whatever you are directed to do so interviews are
arranged quickly, interviews are conducted, and the results of those interviews
reported to your coordinator. By visiting your coordinator, e-mailing, or calling,
you can make sure you get and give the information that will help move you
along to starting your internship.

It is important to note that you will not be “assigned” to your internship. You
may be competing with other interns from BMCC and other colleges in New
York City and the nation for any individual internship spot. Every effort will be
made to place you quickly and in the type of internship you are seeking, but
being selected may depend on how well you perform at your interview or how
effectively you communicate with the internship site representative and your
coordinator. It may also depend on your schedule, your individual skills, the
needs of the internship site in a particular semester, and other factors. The
process may take several weeks. Most interns are placed within the first four
weeks of the semester and an intern’s grade will not be affected by when the
intern is placed. It is important for you to be flexible in terms of your expecta-
tions, as well as flexible with aspects of your personal life—job, school and
family responsibilities.

What to Expect From Your Internship

While most internships are unpaid field experiences, they function like regular
jobs. Work assignments will vary depending upon the needs of the employer.
Often, students expect to be assigned high-level sophisticated duties, but in
reality, most interns will be assigned basic tasks in their respective fields. No
one should expect to conduct a corporate audit or videotape the Super Bowl
from the Goodyear blimp if they have not done a professional worksheet or
video taped a live TV production on their own. But performing basic tasks
eagerly and well will encourage your internship supervisor to assign you more
important duties as the internship proceeds.

It is important to remember that the goals of an internship are not limited to
the performance of work tasks related to the intern’s major. Students will be
learning and observing appropriate work behavior, including personal hygiene
and dress, attitude, punctuality, interpersonal relations, and business commu-
nications. Interns learn by observing and asking questions. It is also important
for interns to remember that they are representatives of BMCC and the
Cooperative Education Department while on their internships and their behav-
ior on the job is a reflection of our college and our programs.

Cooperative Education Department 3



Internship Handbook

Using Your Own Job as an Internship

Many internship students are already holding their own full-time or part-time
jobs in positions related to their majors. Often they are going to college to
get credentials for skills they are already using on the job. In these cases, a
coordinator may give approval for students to use their jobs as internship
positions. The coordinator will work with each intern to develop a plan for
utilizing the student’s own job as an internship. In order for students to earn
internship credit for their jobs, individual job supervisors will be asked to
complete an evaluation of the employee/intern. “Own job” students are
responsible for fulfilling all of the requirements of the internship course.

Making a “Special Arrangement” at Your Own Job

Students who are holding full time or part time jobs where their duties are
unrelated to their major field of study often arrange with their employers to
get special work assignments to fulfill the requirements of their internships.
These may involve special projects, temporary reassignment to another
department, or observing and assisting an employee who is working in the
student’s chosen career field. Prospective interns should discuss this option
with their coordinators.

Interviews

After you have met with your coordinator, you will begin to interview for suit-
able internship positions. It is your responsibility to make yourself available
for all interviews arranged by both you and your coordinator. You must also
remember to stay in touch with your coordinator — either by telephone, e-
mail or in person — so that all interview possibilities and questions the coor-
dinator might have concerning your internship can be discussed with you.

Going on an interview for an internship position is like going to any regular
job interview. The person or persons you will be going to meet will expect
you to be ready and willing to answer questions about yourself and your
interest in the position being offered. You should be prepared to demon-
strate your skills for the internship and to ask questions of the interviewer to
get a clearer picture of the position you are investigating. You must bring
with you extra copies of your resume and any other materials you may have
been asked to produce (reels or disks of video projects, writing samples, a
portfolio of graphics projects you may have designed, computer programs or
assignments that demonstrate your skills.) You are expected to act and dress
professionally at the interview. Men should wear dress pants, a shirt and tie;
women a suit or a skirt and blouse. No sneakers, jeans or body piercing jew-
elry should be worn to an interview. Your coordinator will review with you
appropriate dress and interviewing techniques. This initial interview may
result in your being offered the internship, or a follow up interview may be
necessary.

After any interview, it is essential that you contact your coordinator to tell
her or him the results. If you have received a positive response — an internship
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offer — you will want to meet with your coordinator to discuss your feelings or
problems or questions concerning the position. If you have not received a posi-
tive response, you will want to meet with your coordinator to discuss what has
happened. Your coordinator may be able to offer suggestions on how to
improve matters on your next interview or to offer encouragement for a job well
done, regardless of the outcome.

Getting Started

Interns usually start their internships after the beginning of the semester —
generally after the first few weeks. During your first week of work as an intern,
it is important to stay alert to what is going on at your work site. You will be
meeting new people and learning new work assignments. It is important to use
this first week to get comfortable and also demonstrate your eagerness to learn
and grow on the site. Each day, try to review the things you've learned. Try to
use people’s names when you talk to them. Try to get some sense of how well
you are preparing the tasks you've been assigned. Don't be afraid to ask ques-
tions. Asking questions shows you are interested in learning and doing your job
well. But do not fall into the trap of acting too familiar or withdrawing from
people because you are afraid or unsure of what to do. Your supervisor’s and
co-workers’ sense of you will be determined by how you act in the early days of
your internship. Make sure you are dressed correctly and arrive on time each
day (ten minutes early is a good rule to follow.) Try to get a sense of how peo-
ple act in the office and model your behavior on it. If you have questions, ask
your internship coordinator when you meet to discuss your first week on the
job. Coordinators generally try to meet with students after they’ve completed
their first few days or week at an internship to review these things.

Meeting with Your Coordinator During the Internship Phase

After you are placed, your coordinator will want to meet with you regularly to
discuss the progress of your internship and to learn about problems, pressures
or successes you are encountering. Your coordinator may set a regular meeting
schedule for you or ask you to simply come by on a regular basis. It is your
responsibility to stay in touch following the instructions of your coordinator.
Make sure to relate changes in your life that may affect your work schedule.
When you are selected for an internship, you will set up a work schedule and
be expected to keep to that schedule. As an intern you are required to work a
minimum of 12-15 hours a week for the duration of the semester. If by the
14th week of the semester you have not completed at least 150 hours, you
will be expected to continue in your internship beyond the end of the semester
to complete your hours.

Students must be available to work within one of the following schedules:

e Monday through Friday from 9 am until 1 pm

e Monday through Friday from 12 pm until 5 pm

e Two full days a week. Full days means 9 am to 5 pm on any given day.
(This is generally required for Video Arts and Technology students,
Multimedia Programming and Design students, and a choice for students
in other majors.)
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There are few, if any, internships on the weekends or evenings. Coordinators
cannot promise to secure an evening or weekend internship for you and may
request that you delay your internship until you are able to arrange a suit-
able schedule.

School holidays are not necessarily work-place holidays, so you should look
down the road and make sure that a conflict does not develop between your
personal and school plans and the expectations or needs of your internship
site. If you plan to take time off for spring break, for example, make sure
your internship site knows this well in advance. Do not simply assume that
your internship supervisor or site will understand that you are off from
school so you are taking time off from your internship. Moreover, sometimes
college conversion days may be at odds with your work schedule. Make sure
to work out necessary adjustments in advance.

Following Up on Assignments and Issues

Another internship responsibility is following up and completing assignments
or working on issues that arise during the internship. The primary assign-
ment is the completion of the internship term project. A more detailed dis-
cussion of this appears below. But it is also important not to lose sight of
issues or problems that arise during the internship. If you are having prob-
lems with your internship schedule, you should work with your coordinator or
internship supervisor to work them out. Occasionally, employers will call your
coordinator to relate a problem that has been recognized. Your coordinator
may call you or arrange a meeting to discuss the problem. It is important to
understand that working through problems is both a career and life chal-
lenge, one that you should try to approach openly so that the resolution puts
you in a better place than before. Some common issues are being on time,
knowing how to act around people in the work place, communication prob-
lems, completing assignments, asking for help if you need it, taking respon-
sibility for errors, accepting criticism and acting assertively and positively to
correct problems. It might be wise to tell your coordinator about persistent
personal problems that affect your schoolwork or other activities so that
strategies for dealing with them can be devised.

Responsibilities to Your Employer

Just as you have responsibilities to your coordinator, you also have responsi-
bilities to your internship supervisor and the company or organization you
are working for. When you accept an internship, you are indicating that you
are taking on the task of being a contributing member of the work place.
You are expected to keep to your arranged work schedule, to dress properly,
and act maturely. As an intern you are assisting an organization with its day-
to-day tasks. Your reliability, responsibility, honesty, dedication, friendliness,
energy, and eagerness are things your supervisor expects from you, and
rightly so. Workplace ethics can sometimes become a problem if you take
things you should not, use phones for private conversations frequently or
without permission, use computers and access to the internet for personal
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reasons. Interns can be dismissed from their internships if they violate general-
ly accepted rules of behavior and professionalism. If you have questions, you
should talk to your coordinator. Dismissal from your internship site may result
in your having to retake the internship course in a subsequent semester, possi-
bly delaying graduation.

When the Internship Ends

Interns are required to work a minimum of 12-15 hours a week for the dura-
tion of the semester. There is no maximum number of hours. Your employer
may be happy to let you work additional hours so you can gain more experi-
ence. Also, offering to work more hours than the minimum demonstrates your
desire to learn, grow, and contribute. The Cooperative Education Department
requires you to stay on your internship until a week before final exams. If you
have not acquired 150 hours, you will have to continue until you do. About
two weeks before the end of the semester, you should tell your site supervisor
what your last day will be. Do not surprise your employer by announcing at 4
pm on a Tuesday that this is your last day. Your employer has come to rely on
your being there on a set schedule. Giving two weeks notice is a common cour-
tesy in the workplace and you should act accordingly.

Employers sometimes use the news that you are completing your internship to
consider offering you a job, having some kind of end-of-internship celebration
(like taking you out to lunch) or otherwise recognizing the end of your time in
the firm.

Paperwork

Coordinators use a variety of forms to develop, document and assess your
internship. It is important to complete paperwork when given to you and to
keep track of the paperwork your coordinator has assigned. Below is a list of
the forms that you may be given or required to complete. Examples of these
forms are contained in the Appendix. However, some coordinators may use
additional forms not contained in this list.

e Internship information sheet

e Intern data card

e Term paper selection form

e Internship syllabus

e Internship job description questionnaire

e Internship term paper project

e Term paper interview question lists

e Internship student survey

Visits

During the semester, coordinators try to visit all of their students. Your coordi-
nator will tell you about his or her method for doing this. Students are encour-
aged to be involved with scheduling visits. The visit is an opportunity for the
coordinator to see you on the job and learn more about where you are working
and who you are working for. Visits help express the seriousness with which the
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college approaches internships. A visit allows your internship supervisor to
learn more about the college’s programs and policies. Visits may take up to
an hour. It is important that when you have a visit scheduled you be there as
planned or address changes in your schedule well ahead of your coordina-
tor’s arrival. While coordinators attempt to visit all of their students, the
number of students, their work schedules, weather, and other responsibilities
may keep your coordinator from visiting you. Your coordinator may also stay
in touch with your supervisor by phone to monitor your performance and
progress.

There is no effect on your grade if the coordinator does not visit you during
the semester.

End-of-Semester Seminars

Near the end of the semester you are required to attend an end-of-semester
seminar arranged by your coordinator. Information about this seminar will be
communicated to you by your coordinator. This meeting is an opportunity for
interns to meet with each other and their coordinator and perhaps faculty in
their major to discuss their internship experiences, get back their term
papers and acknowledge in some fashion the end of the internship. Make
sure to attend.

Grading Policy
The internship is a 2-credit course. Internship grades are determined from
three sources.

Employer’s Evaluation 50% of grade
BMCC Coordinator’s Evaluation 25% of grade
Term Paper Project 25% of grade

Each of these sources is explained below.

Employer Evaluation

An essential part of your internship is the Employer Evaluation form that is
sent to your employer by the Cooperative Education Department. The form
asks your supervisor to evaluate your attitude at work, relations with others,
judgment, dependability, ability to learn, the quality of your work, and your
attendance and punctuality. This evaluation process is similar to periodic
evaluations that many full-time employees receive in the workplace to deter-
mine the nature of yearly pay increases, promotions, and dismissals. Your
supervisor may wish to discuss the evaluation with you, and your coordinator
may meet with you to discuss the outcome in order to bring both positive
and negative ratings to your attention. The Employer Evaluation counts for
50% of your grade for the internship.
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Appendix A: Internship Information Sheet
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Appendix B: Intern Data Card
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Appendix C: Term Paper Selection Form
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Appendix D: Internship Syllabus
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Appendix E: Internship Job Description Questionnaire
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Appendix F: Internship Term Paper Project

INTEENSHIPF TERM PAPER PROJECT

Yo nfmrmhip e paper assignrast i i 00 00 iendew-based lore papar dealsg with carens
inforemiion on your Sed of canser nigrest.  Speclcally, you will be inereiwing D pETS wWho
caTendy wirk m [he Sedd you hope 0 e DS LS 00 pou [ dRciSE whe e intefview and how B
defing wour Nkl of inloeest Yoo isaeEst My be @ broed criegany of pou ey Baes a8 vy dooueed o0
spachic ishredal By allampling & duline your nlerest, you will ba abls In maks clearer decisinne on
el o s 1S i e

s Shugenie mest aracges the islervies apROInOTeEne Tiamsees and Sy aech o Ui
FEG[iE in pErson,

w  Tht peapks yoo chooie % nieniew chould be thoes indiidugls who you Foeal can ghse you

ﬂﬁhmﬂmwhﬂmmmmﬂm bay o o anbe and dewidop o Hhe

# Wou may choose peopis YU ang 0 oordach with of i (B, paSpha n olier companee, peope
going diffenant bl neoiod ek, parsonnel presantaives whe mensl and hrm warksm n pour
el o ol Sl neg

»  Yeuw chokes shoud Be made on the tasis of gefing walsnle ond bmety information. Tee mona
painotal arerl you put me 1t project, the betier the resuls will ta

HOTE: You do not have b be working 15 gat sterted an this assignment,
It b= not based cn your working @ paeie s 42 &0 inbern,

— GET STARTED AF SOOM AS FOISIBLE —

#  Once yoe Bmes BTENOS FOUT Inbaryvie, yoe ahould prapans o tham by ahudyng Ba et ol
cuasticrm soppled iD you

#  Try o make he QUESHons youw' own by rphisang them or ladkring them ko yoor own mbenssis

= Baing coslodable with the quesSons wou st will make your NIENEGWS Sadimr and men
e teabng

* AR sach meniss, 9 prepanad 12 @R MdlEE o0 yoof conseraalicrm. © ysy wish o use o faps
recomer, & Dot io ask yould dubecs’ perminann in mheanre

= Ty b wiikh ug e irleraean [(fenl drafl] Ba same dey you conduot Hem, whis Be inesoa b

bash in poul ming  Labee you can supplsmen| your noles by inoliding your impoessiong. and
Tl S0 etilen cSiram

Flaass Boin that isilurs to nubemit a torm papsr will rasult In you Riling this couns,
ALL TERM PAFERE AHE DUE O8 3
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FORMAT FOR THE PAPER

You will be witing an B-page bypsd Iarm pigar  Resambed 0 doulle apeste whan po fjpe. Usa
coor ] oF ey and sl g s wiiling This Daper

nbroducon: |1

racie ared af loast 4

This section should Introduce you by indoating:

& Mal p ae @ SIL0ERE VAN an inenasl in and why pou
chose your major or cansar Rkl

i

widl yorr Chfai goali afa. Thay M be dillvie’ Shafl-eim (upon gradualng| o long-term
|5 1o 10 years in the futere)

& wial you hap 55 laain e hi Blacoiess Thad will felcay

|Swummiary of InMorviows

«  Summariza ssch ol yeur B inleniess in abod 2 pages apece
I3 Inerviews X T pages = B pages)

= Prasant asch ol your inlendaes in eessy lormal. Do nof presan 1ham @s a soript

& |nwyour summary, relals wio pog have talkesd bo, provice a brial dessniplian ol asch pédesn,
Iha Bk, edezaliseal Background and compary of your subjeci, it negpoases and
Imbormadon proskied by the person, and anp othar things thot you found imi=eesting or
Impomant — anvironmants, vivolons, ole (see soparaie sheels for sugpeshed queshons
o be asked)

Conclusson: (1 page amd af least 3 paragraphs)

Yo ponciusion should e The inlanaews and InineducSan logethar by indoaiing
& whether ar nol, ard io whal extanl, the nierdews mst poor expecialions
b whai have you feamed? Have pou viows changed? For the bemer? The worssT Ane pou
more inlsesies. svare, gimic sicted, disspponted? Whet ded pou lsam thal you did nod
wxpael o marm?

& nmistion o your caress goals, what were the most mportan) things thel you gained fom
ik projanty

Poge B
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Appendix G: Term Paper Interview Question Lists

m TOOFERATING EDFCATION DU S ETRENT

11

LF5

TYFICAL QUETTIONE TO BE ARKED WHEN INTERVIEWING IOMEDNE
EMPLOYED N THE FIELD I8N WHICH TOU ARE INTERESTED

WWhat made poa Choes this ed T
Hiomm i i St it Bind b = Bt Rakel?
Mo fpng hares you bees in i faks? Which prganizations heve yow worksd for and when?

Vel poiiona hawe pou Paid since you eelened this feld and how did pou gest tham?

W b your formal educaiional backgroond? What schoods did wou abend, what sas your
mager, e wheen did peu graduse?

‘Wit do wou do. speoificaly T WWhal ng your dubiens @nd your resporachilies T Yhat & yoor
eiTucial jok BT
Wit pechrecal ¢ inlebiachonr shibs ard §bengthe e eswne® o0 soones P el

Wit parsoraity and smctional stengihs aes requined Tor secosss in This Seid?

‘Whal are Pa sdvaniesges ol working s s Gela?

« Wwhat ore e dissdvantages of wodkdng in this Tioid?

What b & fyicsl asbany fod someona in o positicn sisisr o oo

W et e i “cka bl o, " i au oo The same Seld?  Why?

VAR G o canan okl e e s imediel hiue?

\Fital. historesuly, ham been the sxpenence of minorties, women, sin., in thes feld?
‘itat adhvice would Fo Oive B0 SOMe0nd |LsT pRnning 10 enler s feld?

AR B e i il T e iy S o il i Ak o e regal?

WY e 0
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Appendix H: Internship Student Survey

INTERMIHIF STUDENT SLURVEY
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