

Ball State University School of Kinesiology
SPORT ADMINISTRATION INTERNSHIP
Spring 2026 - SPTA 479 
_____________________________________________________________________________________
Faculty Supervisor							Site Supervisor
Mr. Eric Klosterman					 The student’s on-site internship supervisor
Office:  HP 360R					 who oversees the day-to-day internship
Email:  elklosterman@bsu.edu 	 			 responsibilities.  
Office Phone: 765-285-2275
Office Hours: By Appointment or Phone Only

SPTA 479 Overview
Now that you have reached senior status in the sport administration program, you will have the opportunity to intern for a sport organization to gather additional experience in the sport industry prior to seeking full-time employment. 

The key to a successful internship is your involvement and initiative.  Remember, “You get out of anything, what you put into it.”  This is the experience that employers require from future employees.  MAKE THE MOST OUT OF THIS EXPERIENCE.  This program has afforded you the opportunity to have one of the best academic and practical work preparation experiences that a student could acquire to qualify for this internship experience.  Even though you will probably be apprehensive at the beginning of this internship, you will acquire confidence as you progress.  
Keys to a Successful Internship
· Take Personal Responsibility for this Learning Experience
· Continually asking to do something is showing “INTEREST” not “BUGGING PEOPLE”
· Ask Questions - Be Inquisitive - Get Involved
· Make good use of slow times (ask for more work – same department or a new department (if allowed), projects, current literature, etc.)
· Interact with Staff & Clients (Listen as well as talk)
· Get involved in all the programs that are available - ask about other related areas
· Communicate continually with the site director and any preceptors
· Give extra time when needed - Remember the EXPERIENCE, not the HOURS, is what counts
· Believe in yourself - This is a great OPPORTUNITY to Improve Self Esteem/Self Respect
· You will be SUCCESSFUL IF THAT IS YOUR GOAL

General Objective
The internship will require you to work for a minimum of 400 hours over the course of one semester with an organization related to the sport administration field that could include experience in areas such as marketing, finance, event management, administration, etc. You will gain as much actual hands-on experience as possible in the varied programs under the supervision of qualified professionals in the sport industry.

Specific Objectives
1. Students will have the opportunity to gain practical experience in a specific area in the sport industry under professional supervision and guidance
2. Students will have the opportunity to apply theories and principles from their formal education to specific situations within the sport industry
3. Students will have the opportunity to use interpersonal and professional communication skills
4. Students will have the opportunity to learn to work with other individuals trained in the sport industry
5. Students will have the opportunity to demonstrate creativity, initiative, and responsibility
6. Students will have the opportunity to exercise and improve their time and stress management skills
7. Students will have the opportunity to observe and analyze professional behavior in the sport industry
8. Students will have the opportunity to demonstrate problem solving skills
9. Students will complete a resume that is appropriate for the sport industry
10. Students will complete written reports enabling them to assess and evaluate their organization’s business and management practices
COURSE POLICIES AND GUIDELINES
Work Hours
Work approximately 40 hours or more per week for a total of at least 400 hours. This may include evenings and/or weekends.  The 400 hours required for the internship is the minimum.  The experience, not the hours, is the most important component, so you may have to work more hours for your internship. Be prepared to put in whatever time is necessary, as designated by the organization. Do not quit working at the internship site simply because you have reached 400 hours. You should negotiate a final working date that may extend beyond the 400 hours. 
Commitment to Organization
During the internship experience, interns should consider themselves as staff members of the site, and are therefore subject to all rules and regulations that govern other employees. Adhere to the policies and procedures manual of the site, and be responsible for tasks assigned by the site supervisor.
Access to Canvas & E-Mail
Each student is required to have an e-mail account as well as access to Canvas. These will be critical resources utilized to communicate. Periodically, notifications will be sent via announcement/e-mail. Please check your e-mail and Canvas at least twice a week for any updates or important information regarding this class or your internship.  You are responsible for regularly monitoring your e-mail messages and Canvas.
Professional Conduct
While working at the internship site, you are a representative of that organization and need to conduct yourself ethically and according to professional standards. Remember, you represent not only yourself, but also your internship site organization, Ball State University, and our Sport Administration Program. Leave a positive impression whereby employers will want more of our students as interns!

Supervisor Evaluations
On-site supervisors will complete a mid-term and final evaluation. It is recommended that students discuss their performance evaluations with their site supervisor. Students should use the supervisor evaluation as a learning experience to identify ways to improve performance. 
Americans with Disabilities Act
Any student in the course who has a disability that may prevent him/her from demonstrating his/her abilities should contact his/her faculty internship supervisor personally as soon as possible to discuss accommodations necessary to ensure full participation and to facilitate his/her educational opportunities.

Problems During Internship
Your faculty supervisor is available to answer any questions that may arise during the internship.  However, try to resolve any problems at the site prior to involving your faculty supervisor.  The internship should be continuous; therefore, vacation and other absences should be avoided.  If there is a special situation that arises concerning the period of the internship, please work with the site supervisor to make the necessary adjustments, and then finalize any changes with your faculty supervisor.  

Termination of the Internship
Circumstances may arise that would cause an intern to desire or need to terminate an internship prior to the scheduled end date. If for any reason a student feels that early termination of the internship may be desired or needed, the student MUST meet with the faculty supervisor and discuss the student's situation, desires, and needs.  Under no circumstances should a student prematurely terminate an internship without first notifying the faculty supervisor.

Due Dates
Due dates for your assignments are assigned by your faculty supervisor.  The due dates are posted on Canvas and will be strictly enforced. Your final project MUST be turned in by the due date.  All assignments/submissions are due by 11:59pm according to the Due Date Schedule, unless otherwise noted.  LATE SUBMISSIONS WILL NOT BE ACCEPTED.  If you believe your internship hours/work will interfere with a scheduled due date, you must be PROACTIVE in your communication.  If you communicate in advance (24+ hours), accommodations can be made.
Special Issues
If it appears a potential problem may be developing at the worksite, the faculty supervisor should be notified immediately so major problems can be avoided. If a student is unable to complete the internship, he or she must adhere to the Ball State University deadlines for dropping a class. The student must also inform the site supervisor and the faculty supervisor of the intention to drop and provide adequate notice to the site supervisor to avoid undue interruption in business operations.

ASSIGNMENTS / REQUIREMENTS

***All assignments/requirements are due by 11:59pm on the Due Date schedule, unless otherwise noted.  See the “Due Dates” information posted on Canvas for specific due dates.  

Submission of Assignments 

The submission of assignments will be performed through the Assignments section of the Canvas course site. 

LinkedIn
Jobs in sports are all about who you know! Stay in touch with your fellow classmates as well as Ball State Alumni in a professionally set website. Students will create their own LinkedIn profile, and follow ‘Ball State University Sport Administration’ on LinkedIn.

Timesheets
Timesheets are submitted every two weeks and must be SIGNED (with an original signature of the site supervisor). Each Timesheet is due by 11:59pm. These reports will be used to keep track of the number of hours worked by the student. Students should retain copies of their timesheets and monitor the number of hours worked. Students will not receive credit for hours that are not included in the timesheet. Site supervisors must sign timesheets.  After site supervisors sign a hard copy, the timesheets should be converted to a PDF file and then submitted through Canvas. 

Example: (This is the REQUIRED format needed for each day.)
	Week One
	Date
	Hours Worked

	     Tuesday
	Jan. 20
	8-12pm & 1-5pm = 8 hrs.


*When you each lunch, don’t count your hours (as displayed in the example).
** If you don’t take a lunch and work straight through, you need to report this for EACH day (Examples: “I worked through lunch”, or, “I ate on the move.”
***Please note the time range AND total hours calculated for the day.  Both need to be included.  This will help YOU & ME keep track of hours.  If there is a time discrepancy, further communication will be required before I approve your completed hours.
****Your start times and end times should be in quarter minute increments (:00, :15, :30, :45).

Written Reflections
Each student will provide a written summary (100 words per question!) that answers the following questions: 
1. What were your new duties/learning experiences these weeks? 
2. What was the most difficult task/experience you had these weeks?
3. What was the most rewarding task/experience you had these weeks?
4. What is your evaluation of the learning experiences that you had these weeks?
5. What are suggestions for ways to improve/enhance your experience? 
The student should be thorough with their answers.  The student should help the faculty supervisor understand (in detail) what they are doing in their internship.  Written reflections are a way for the student to describe their experiences, and then reflect on thoughts, feelings, and ideas about those experiences.  The Written Reflection is due by 11:59pm.
Monthly Evaluations
Each month students will have a writing assignment (three total) with a unique focus. These writing assignments are meant to have the student reflect on the “bigger picture” of the internship experience. There is no page limit, but the evaluations should be comprehensive and thorough enough to completely address the assignment. At least 750 words per monthly evaluation
· Monthly Evaluation #1 – Describe the differences between your expectations before you began your internship and the reality after one month (or more if you started early) of work. Some questions you might consider that may support you with this assignment are: What types of things have surprised you? What experiences did you anticipate?  Does the “real world” operate the way you thought it would? Does your supervisor do what you anticipated?  Were your expectations of the job responsibilities realistic?
· Monthly Evaluation #2 – Describe how your internship relates to your coursework as a sport administration major.  Some questions you might consider to help with this assignment are: What courses helped you the most during your specific internship responsibilities? What courses did not apply to specific internship experiences? What course topics, discussions, or assignments helped prepare you for your experience?  Are there things you have experienced in your internship that you would have liked to have seen more in your coursework?  How could your coursework have better prepared you for your internship?
· Monthly Evaluation #3 –Describe how your internship will impact your future work in sports.  Some questions to consider for this assignment are: Do you consider the internship a valuable sport experience….why or why not? Did your internship strengthen or weaken your desire to work in this specific area…and why? Do you see yourself working in this field full-time after graduation? What specific responsibilities and experiences have impacted your future intentions most? If you are considering moving into another area, which one….and why? What type of leader or boss would you like to have, and what did your internship site supervisor help you realize about leadership? If you could give some advice to students preparing for this specific internship, what would you tell them about how it has impacted you?  

Business Strategy Assignments
At regular intervals (usually each month) students will have specific business strategy assignments to complete. 
1) The first assignment is a COMPLETE SWOT analysis (strengths, weaknesses, opportunities, and threats) of the ENTIRE ORGANIZATION - NOT JUST YOUR DEPARTMENT. To complete this assignment you will need to speak with people outside of your department and ask questions. You can use any format you wish, however, you should clearly and thoroughly explain each part of your SWOT analysis in detail. There is no page limit, but the assignment should be detailed!
2) The second assignment is to identify seven recommendations based upon your SWOT analysis. For each recommendation, provide a justification for why you are making the recommendation. The justification should demonstrate a sound and logical thought process and should clearly and thoroughly communicate your ideas. There is no page limit, but the assignment should be detailed!
3) Your third assignment is to pick one recommendation from the seven in assignment #2 and provide your faculty supervisor with a first draft of your Business Proposal, which indicates how your organization will implement the recommendation.  Your business proposal must include the following:
· Executive Summary (Overview)
· Identify the Recommendation
· Research/Justifications for the recommendation
· Implementation Steps (What steps must be taken to put your idea into action?)
· Evaluation (How will you measure the success or effectiveness of the recommendation?)
· Budget (How much will it cost, where will this money come from?)
· Summary
There is no page limit, but the assignment should be detailed and usually involves a great deal of time and effort on the part of the student.  

4) At the final due date you will submit your final draft of your Business Proposal.









Personal Reflection (Final Paper)
Once the student completes their internship, they will now have the opportunity to reflect upon their experience. Using the outline below, students should evaluate their experience as well as their future direction based on this experience. Evaluations should be written in paragraph format. This should be approximately 4-6 pages in length, but can be longer if necessary. 

A. 	INTRODUCTION
- Where did your internship take place? 
- Who was your site supervisor? 
- Explain how you ended up at the site you chose for your internship.
- Provide a brief statement about your thoughts leading up to your internship.
- Discuss your internship experience.

B.	LEARNING IMPLICATIONS
	- Based on your experience, what were you able to learn about yourself as a person?
	- Describe the experience or areas where you felt you grew most personally.
	- What have you learned about the field of sport management as a profession?
	- What skills were most important for your internship?
	- What impact has this internship had on you both personally and professionally?

C.	CRITIQUE
	- Did the internship meet your personal expectations? Explain why or why not.
	- Do you feel that you contributed to your internship site? 
	- If you could change one thing about your internship, what would it be and why?
- Would you recommend this site to future internship students?

Internship Materials
***You must provide at least five (5) photographs of yourself (and a detailed description of what you are doing in each photo) at your internship site in order to receive full points for this required element!*** 
Collect documents, projects, reports, emails, pictures, and other paperwork that you created during your internship that will be included in your final portfolio to demonstrate the types of projects that you worked on during your time as an intern.  Do not forget to save this information!

Updated Resume 
After completing your internship, create a new/revised resume that reflects the work completed as an intern. Be sure to use power/action words when describing the tasks you completed and the functions you performed during your internship. Provide quantifiable data when describing your tasks. 



Supervisor Evaluations
Your faculty supervisor at Ball State will contact your site supervisor by email and request him/her to complete a mid-term evaluation once you have completed approximately 200 hours, and a final evaluation when you have completed the required 400 hours (or at the end of your internship based on his/her preference. Supervisor evaluations account for 50% of your total grade. 

The final grade for the internship course will include submitted evaluations (50%) to the faculty supervisor by your site supervisor, and the timeliness and quality of the faculty-supervised assignments (50%). The grading rubric is below:

***Late assignments are not accepted***

	Faculty Supervised Assignments (50%)
	   Points

	Business Strategy #1
	5

	Business Strategy #2
	5

	Business Strategy #3
	10

	Written Reflections
	5

	Monthly Evaluations
	10

	Internship Materials & Updated Resume
	5

	Final Personal Reflection Paper (4-6 Pages)
	10

	Total
	/50

	Site Supervisor Evaluations (50%)
	 

	Mid-Term
	25

	Final
	25

	Total
	/50


Grading Scale
A	94-100
A-	90-93
B+	87-89
B	84-86
B-	80-83
C+	77-79
C	74-76
C-	70-73
D+	67-69
D	64-66
D-	60-63
F	BELOW 60
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