Computer Technology Program
Internship Syllabus
Ball State University

CT385 — Internship
Instructor: Chris Davison
Office: ATI119 E-mail: cbdavison@bsu.edu
Office Hours: Monday through Friday, available by appointment.

Prerequisites
Permission of the Faculty Internship Coordinator

Course Description

Emphasizes internal or external placement in a technology workplace. Provides
opportunities to integrate and apply course content to the workplace. A paid or unpaid
work experience for majors in the Computer Technology Program.

Course Objectives
During this course, students should be able to:
1. Apply major-specific theory and skills to practical situations in an established
organization related to their field of study.
2. Further develop major-specific skills.
3. Lay foundation for future professional employment opportunities.
4. Develop an understanding of workplace issues and competencies.

Course Components and Content

Internship Learning Contract

Site Photo

Assigned Reading and Discussions: The 360 Degree Leader by John Maxwell
Internship Weekly Journals

Final Reflection Paper

Updated Resume - Post Internship

Final Survey Question
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Course Expectations

Internship Work Hours — For 3 credit hours of academic credit, it is expected that you
will work between 250-400 hours. The internship must be a minimum of 10 weeks.
If you have not worked at least 250 hours at the end of the internship you will receive
an Incomplete in the course until the hours are completed. All assignments, both
course related and internship site related, are expected to be completed on time.
Canvas is used to detail requirements for each assignment for the course. All
assignments will be submitted in Canvas. No assignments will be accepted via email.

No late assignments will be accepted. An assignment is considered late if it is
received past the deadline posted in the syllabus.
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Communication - During your internship, check your BSU email account at a
minimum of every other day. Emails (Announcements) are sent through Canvas as
the primary means of communication during this course.

Professionalism - You are representing the Computer Technology Program and Ball
State University at your internship, and you are expected to act as a professional.
You must continue to adhere to the Ball State University Code of Conduct during
your internship. This code is found at www.bsu.edu/sa/srcs/studentcode. In addition
to the Student Code of Conduct, if your employer reports that you came to work
under the influence of alcohol or drugs, you will automatically fail the course.

As an intern, you are expected to work full-time with your employer for the full
duration of the academic semester. The Ball State University calendar dates for the
beginning and ending of classes will apply unless you are instructed otherwise.
University holidays are not automatically guaranteed off by the employer. Be sure to
discuss any needs for time off work with your internship site supervisor. Having an
excessive amount of absences or being excessively tardy to work will also result in
failing the course.

You are expected to comply with all company rules and regulations. This includes
dress code and grooming standards. Any intentional or unintentional violation will be
handled by the employer. Be sure to ask about all company policies at the beginning
of your internship. Often, employers conduct a new employee, or new intern,
orientation session. If they do not, however, be sure to ask for a handbook or listing
of any relevant policies and procedures for employees.

Remember, the internship experience is a very important part of your academic
career. Often companies will contact your internship supervisor for an evaluation of
your work.

Ball Sate Required (i.e., mandatory speech) Diversity Statement

Ball State University aspires to be a university that attracts and retains a diverse
faculty, staff, and student body. 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 as expressed in our Beneficence Pledge and through university

resources found here.
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Student Evaluation

Assignment Points
Learning Contract 50
Site Photo 15
Book Discussions (3 Discussions) 150
Internship Activity Journals (9 Weeks) 360
Final Reflection Paper 250
Updated Resume 50
Final Survey Question 25
Total 900

The Grading Scale is as follows:

100 -92.5 %
92.4-90 %
89.9 -87.5 %
87.4-82.5%
82.4-80%
799-775%
774 -72.5%
72.4-70 %
69.9 -67.5%
67.4-625%
62.4 - 60 %
below 59.9 %

of total possible points = A
of total possible points = A-
of total possible points = B+
of total possible points = B
of total possible points = B-
of total possible points = C+
of total possible points = C
of total possible points = C-
of total possible points = D+
of total possible points = D
of total possible points = D-
of total possible points = F

Exceptions to the policy above may occur under the following circumstances:
Failure to complete the internship requirements as outlined in the course
syllabus and/or Learning Contract.

1.
2. Late submission or failure to submit course assignments.
You will lose points in your assignments for misspellings and incorrect grammar. All

assignments are expected to be professional and high quality. This experience should
help you transition from being a college student to being a professional in your field.

Special Needs

If you need course adaptations or accommodations because of a disability, if you have

emergency medical information to share with me, or if you need special assistance in
case the building must be evacuated, please make an appointment with me as soon as

possible.
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Plagiarism
The university policies on academic ethics apply to this course as in all other courses
at Ball State University. This code can be found at www.bsu.edu/sa/srcs/studentcode.

Internship Learning Contract Assiecnment — 50 points

The purpose of this assignment is for you to develop learning objectives and goals for
your internship with your site supervisor. Your supervisor will use this document to
help assess your performance on an evaluation at the end of the internship.

Site Photo — 15 Points

To further document the internship experience, submit a photo of you at work. Please
include the logo of your internship employer in the photo so it is evident where you
completed the internship. Creativity is encouraged, though the picture should be
appropriate. The course instructor determines what is appropriate, and "selfies" are
not appropriate.

The 360 Degree Leader Assignments — 150 Points

“If you’re not moving forward as a learner, then you’re moving backward as a
leader,” stated John Maxwell. In order to be successful in your field after graduation,
you must continuously learn and develop as a professional. Reading is one way to
continue your professional development in your industry. The 360 Degree Leader:
Developing your Influence from Anywhere in the Organization by John Maxwell
answers the question, “How do I apply leadership principles when I’m not the boss?”
Maxwell has sold over 12 million books and is internationally recognized as a
leadership expert. For the assignments related to the book, you will respond to 3
discussions questions. The discussion questions are posted in Canvas. You will
submit your response to each question in Canvas. An assignment has been created
for each discussion question response in the Book Discussion menu. Post your
response in the Discussion area in Canvas. Each discussion response is worth 50
points. You must participate in each discussion to earn the 150 points. If you follow
the weekly reading goals listed in the syllabus, you will be on track to participate in
the discussion questions. Failure to participate in at least 2 discussion questions will
result in the deduction of one letter grade from your final grade in the course.

Internship Weekly Journal Guidelines — 360 Points

Each week you will submit a weekly journal in Word. A sample activity journal
entry is included in the Content section of Canvas. Each set of weekly journals should
have five daily entries and one weekly summary. If you do not follow the directions
you will not get credit and will not be able to make up any points you have lost.
Please read the directions and use the sample provided as a template.
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Each day record your activities during the internship. Some guidelines or topics to
cover include:

e What happened today?

e What did I learn today?

e What challenges did I experience today?

e How do I feel about today? Was it good? Bad? Productive?
e How can I apply what I learned today?

For each day of the week, please include a paragraph using complete sentences
describing your day at work. Each daily paragraph should be at least four sentences.
For each day, please also include the hours that you worked as well as the total hours
for that day. At the end of each week, please include a paragraph summarizing your
thoughts about the entire week and a tally of the total hours you worked that week as
well as the total amount of hours you have completed at your internship. The end of
the week summary should also be at least four sentences.

Internship Site Photo — 15 points

To further document the internship experience, submit a photo of you at work. Please
include the logo of your internship employer in the photo so it is evident where you
completed the internship. Creativity is encouraged, though the picture should be
appropriate. The course instructor determines what is appropriate, and selfies are not
appropriate.

Final Reflection Paper — 250 Points

Write a reflective paper that details what you have learned during this internship
experience and how you will be able to apply this experience to your career.
Questions to answer in the paper may include but are not limited to:

e In what ways did your classes and coursework prepare you for this internship?

e What classroom theories and knowledge did you apply in this internship?

e What technical skills or competencies have you developed?

e What personal qualities have you developed through the internship? How will
these qualities help you in the future?

e What skills or competencies do you need to work on to become a better
professional in your chosen field of study?

e What was the most positive experience of your internship? The least positive
experience?

e How was your internship different than what you expected? Was this
difference negative or positive?

e Were you surprised at how much responsibility you were given at your
internship? In what ways?
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e What was the hardest part of the transition from going to school full time to
working full time at your internship?

¢ Did you complete a task in your internship that showed you that you wouldn’t
want that task to be a large part of your full time job?

e How has this experience influenced your career interests?

e What are your next steps to develop yourself as a professional in you chosen
field?

This paper should be 3-5 pages, 1.5 spaced, using 12 point font. More detailed
instructions will be provided with the assignment prior to the due date.

Please submit this assignment in Canvas.

Final Survey Question — 25 Points

Your final assignment is to answer in detail the following question:

What technologies/tasks did you experience during your internship that you felt you
were not prepared for and would be beneficial to include in the Computer Technology
program? (For example: SQL, scripting, database management, documentation, etc.)

This is to allow us to evaluate the program and determine what technologies should
be implemented into the curriculum.
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