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	BUSA 369 Professional Practice in Business Administration Fall 2025

	
Management Department
	
Miller College of Business

	Instructor:
	Carla C. Flores
	

	Office:
	WB 219
	

	Office Phone:
	765-285-5185
	

	Email:
	ccflores@bsu.edu
	

	Office Hours:
	MWF, 8:30 – 10 AM or by appointment online
	



Course Description
Professional experience as an intern with an approved, for-profit or nonprofit organization under the supervision of a departmental faculty member. Students may receive up to 3 credit hours.

Course Pre-requisites
MGT 300; permission of the department chairperson or internship coordinator. Open only to business administration/management majors.

Required Text
None (See Ball State First Day)

Course Objectives
In addition to the student’s individual goals related to his/her career interests, students successfully completing this HR Internship experience should be able to:
1. Enhance their on-the-job communication skills.
2. Enhance their applied knowledge of management principles.
3. Gain experience applying various management technologies to real-world management problems/issues.
4. Enhance their sensitivity to ethical issues that often surface in the workplace in a real- world setting.

Communication
The best way to contact me is via Canvas Inbox or email. You can expect an email response from me within 24 hours during weekdays. For emails sent after 5pm on Fridays, I will respond by the following Monday. If you would like to talk over Zoom or phone, please email me to find a time that works for both of us.
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Grading
Each student’s grade will be determined by his/her performance on the following components:


	
	Points

	Mid-Stage Weekly Log
	150

	Final Report
	250

	Internship Supervisor’s Evaluations
	150

	
	550


Overall Grading Scale:

	A
	92 - 100%
	C
	71 – 76.99

	A-
	90 - 91.99
	C-
	68 – 70.99

	B+
	88 – 89.99
	D+
	65 – 67.99

	B
	82 – 87.99
	D
	60 – 64.99

	B-
	80 – 81.99
	F
	Below 60

	C+
	77 – 79.99
	
	



Mid-Stage Bi-Weekly Logs
From Week 3 (September 1 - September 7) to Week 15 (November 24 – November 30), keep a bi-weekly log. If you worked on weekends for a particular week, you may discuss your work over the weekend as well. Bi-weekly log does not have to be long or academically written. Just two or three paragraphs per log as you would write in your personal diary will be sufficient. However, ensure to include detailed explanation so I can fully make sense of your experiences and thoughts.

The log can be about a memorable experience(s) that you had that week, a task that you found particularly interesting or difficult, a conflict that you might have had with your supervisor or coworkers, an external event that you attended as an intern, meeting someone who inspired you career-wise, etc. You may add photos or other attachments to accompany your log if you’d like. Have fun keeping this log. Compile the weekly log and submit it on Canvas by the end of Week 15 (November 30, Sunday). Late submissions will lead to an automatic loss of 10% from your final score.

Final Report
Each student is required to submit a final summary report on their internship experience. The report should be written professionally and be typed. It should be no more than 8 pages (font size 12, double-spaced, standard margins) and submitted via Canvas by 11:59pm, December 7 (Sunday).
Late submissions may lead to an automatic loss of 10% from your final score.

The report must include the following:
1. Main goal(s) that you initially planned to achieve through this internship experience
2. Description of your main tasks and responsibilities: Do not copy-and-paste from the job description that you previously submitted for registration. This description should be based on your actual experience.
3. Any specific instance(s) where you were able to apply your HR knowledge/skills acquired in the classroom prior to your internship
4. New knowledge/skills learned during your internship: Be specific about what knowledge/skills and how you acquired them
5. Challenge(s) you faced during your internship and how you addressed them
6. Self-evaluation of your performance as an intern: A brief description of things that you did well and/or aspects which you could improve on
7. Any additional thoughts/experiences that you would like to share if there is any

There is no specific format for your report. As long as it is professionally written and includes all the components listed above, it will be well accepted.

Supervisor Evaluations
The link to the evaluation survey (in Qualtrics) will be uploaded to Canvas. It is your responsibility to get it to your supervisor, and ask them to complete the survey. Please make sure your supervisor completes the Qualtrics survey by November 30 (Sunday). I will let you know by “grading” the assignment in Canvas once I confirm the survey is completed. Late submissions will lead to an automatic loss of 10% from your final score.

COURSE POLICIES
University Statement
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services Office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.
Freedom of Expression 
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.
Attendance, Participation and Timeliness:
Your regular participation (attendance) and timeliness are important to your academic success. In this online course, it takes the form of Bi-Weekly Logs.
As this is an online course, it is up to every student to stay on track and not fall behind. You must be self-motivated and disciplined to meet all due dates. 
All assignments are expected to be submitted by a specific time and date. Assignments submitted late are subject to a reduction in points, or no points at all
· Absences (late work) will be excused for the following: funeral and bereavement leave, jury duty, late course addition, military absences, observance of religious holidays, pregnancy leave, student-athletes participating in University- or department-approved activities, and university advisories.
· Students may encounter other circumstances (e.g. car accidents, job interviews) that result in course absences. Only faculty members can excuse these absences, and adjustments are at my discretion. Where possible, and with sufficient documentation, I support student educational activities.
· When making a determination, I consider field-specific best practices as well as student well-being.
· In general, you are expected to notify me once you anticipate being absent (turning in an assignment late) for any reason (e.g., funeral) or as soon as possible after the absence begins (e.g., unexpected injury or illness). You may need to provide documentation (with confidential information redacted when appropriate) to me if I request it.

[bookmark: BSFirstDay]Ball State First Day

This course is part of our course material delivery program, Ball State First Day. The bookstore will provide each student with a convenient package containing all required physical books and any digital materials will be integrated into Canvas for this course.

You should have received an email from the bookstore confirming materials provided for each of your courses and asking you to select how you would like to receive any printed components (in-store pick up or home delivery). If you haven't done so already, please confirm your fulfillment preference so the bookstore can prepare your materials. Students who do not want to participate in the First Day program may choose to opt out.

	To access your digital materials within Canvas:

	Delivery Method
	Direction

	eBook
	Select the “Course Materials” link

	Courseware – SSO Partner Integration
	Select the “Course Materials” link

	Courseware – Access Code Reveal
	Reveal the access code in the “Course Materials” link and redeem the code at the link provided on that page,
or in the publisher’s integration in Canvas

	Courseware – Publisher Direct
	Select the publisher’s link in your course



Statements and Information

Title IX
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu   
As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations.
What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator,
· Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward.
· If a complaint is filed by the complainant or the University, an investigation will begin following University policy.
University Grade Appeal Policy
If you believe you received a final course grade that does not reflect your performance due to fairness or a procedural issue, you have the right to file an appeal within 5 school days after final grades are posted by the Office of the Registrar. Review the University Grade Appeal Policy and Process.]

Student Academic Ethics Policy
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy. 
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. Examples of academic integrity violations include but are not limited to:  
· Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books) 
· Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.). 
· Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.).
· Working with another person on any assignment other than authorized group projects. 
· Sharing or allowing others to access your files, whether done with permission or not. 
· Reusing your own work from another semester, course, or section. 
· Sharing answers with others during exams (passing notes, texting, whispering, gesturing) 
· Discussing exam questions and answers with students who have not taken the exam. 
· Soliciting others to complete work for you.
Subject to Change Statement
This syllabus is subject to change in the event of extenuating circumstances.

Student Support Service Information

The Learning Center
The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit myballstate.bsu.edu and click on “Navigate” in the Academic Tools section, or just go directly to bsu.navigate.eab.com. 
Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.   
Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about Learning Center programming, visit bsu.edu/learningcenter or call 765-285-1006. Follow us on Instagram: BallStateLC. 

The Writing Center
All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any of our regularly scheduled hours) to get additional feedback on your writing. 
The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly!

The Basic Needs Hub
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students.  To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form. 

The Counseling Center 
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide. 
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here.
The Speaking Center  
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  
The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom.  Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment.

Undergraduate Assurance of Learning Competencies

The Miller College of Business is committed to ensuring that every student graduating with a business degree is competent in five areas that are crucial to success in business. These learning goals can be easily remembered with the acronym C-KITE (Communication, Knowledge, Integration, Technology, and Ethics).

Communication: Miller College Graduates will be able to communicate appropriately in a professional context. Specifically, they will be
· effective oral communicators who can: organize a presentation; use transitions; avoid verbal pauses; maintain audience interest; use eye contact, body language, and use visual aids effectively
· effective written communicators who can: introduce the main idea; provide closure consistent to the main idea; use content to support the main idea; use transitions and emphases; maintain connections between ideas; use organizational structure effectively (paragraphs, flow); effectively use diction and conventions; and avoid spelling and grammatical errors.
Knowledge: Miller College Graduates will demonstrate basic knowledge in
· Operations
· Marketing
· Finance
· Management
· Accounting
· Economics
Integration: Miller College Graduates will be able to integrate business knowledge in decision making. They will be able to
· Identify issues confronting the organization
· Synthesize and analyze available information
· Draw well-reasoned inferences and judgments for courses of action
· Design a plan for implementing the course of action
Technology: Miller College Graduates will be able to obtain, manage and communicate data effectively. They will be able to
· Analyze data for information to support decision-making using technology 
· Identify common data security risks and safeguards 
· Use common cloud technologies to collaborate on projects effectively
Ethics: Miller College Graduates will be able to recognize ethical dilemmas. They will demonstrate an ability to
· Identify an ethical dilemma in a business situation
· Identify relevant stakeholders
· Assess potential consequences to the stakeholders
· Recognize the importance of making ethical decisions

In this class, you will demonstrate 
Communications through written assignments. You will be working with others, which requires effective communication.
Knowledge: through applying your basic understanding of management to your internship responsibilities.
Integration: through the use of decision-making processes and applying them to problems in your internship work.
Technology: through working with others as part of your job duties, some of those interactions will rely on technology. This means you may have interactive conversations with your colleagues, perhaps to decide how to collect information, analyze, and solve a business problem. You will use technology in various ways to support your work duties.
Ethics: You may observe or need to resolve ethical dilemmas in your work environment.
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