Work Report Requirements Fall 2006
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INTERNSHIP/CO-OP REQUIREMENTS

UNDERGRADUATE/GRADUATE STUDENTS

Please submit 1 copy:

Koren S. Goodman

Assistant Director/Liaison to the College of Sciences

Career Management Center

Room 133 Oceanography/Physics Building

Old Dominion University

Norfolk, VA 23529

(757) 683-3282

KGoodman@odu.edu
EVALUATION DUE DATE:  Wednesday, November 29, 2006
WORK REPORT DUE DATE: Monday, December 4, 2006
College of Sciences

Work Report Requirements

     The following must be submitted to receive a grade: 

· Completed Work Report

· Supervisor Review and Signed Work Report

· Student Satisfaction Survey

· Supervisor Rating Scale

· Updated Resume

Reports must be physically received by the Career Management Center’s College of Sciences Satellite Office, Room 133 of the Oceanography/Physics Building by: Monday, December 4, 2006.
LATE PAPERS MAY RESULT IN A FAILING GRADE.  NO EXCEPTIONS.

Grading:  You will be granted a “Pass” or “Fail” grade based on the content and timeliness of your paper, as well as the results of both the Student Satisfaction Survey and the Supervisor Rating Scale.  These surveys are completed and returned online.  You will receive an initial link to your
survey and one for your supervisor on November 15, 2006. A second notice will be sent to you on November 22, 2006.  Please do not pass these links to other students as they have been especially created to gather your personal information. The CMC will pass along the completed survey to your faculty member.  Both evaluations are due:  Wednesday, November 29, 2006.
By submitting this report you understand that this is an academic program and you agree to adhere to the University honor system in completing your report.  Your signature on this report indicates that you are aware of the Honor Code and the consequences of violating it.

The following are responsible for grading your work report:

1.  Koren Goodman – Assistant Director for the College of Sciences at the Career Management 

Center

2.  Your Chief Departmental Advisor/Professor in charge of your Intern/Co-op class (i.e. Janet Brunelle, Dr. Nesius, Dr. Johnson, Dr. Sanchez, etc.)

The Writing Center is a great resource available to all students who may need assistance. 

Students working outside a 50-mile radius of campus may mail their reports to this office. Submission by FAX or e-mail is not acceptable due to variations in transmission quality. 

Your supervisor must review and sign your Work Report, as well as fill out and print the evaluation.  Check with your supervisor several weeks before the assignment is due to ensure they will be available to review and complete the necessary paperwork.  We cannot accept assignments not reviewed by your supervisor.

INTERNSHIP / COOPERATIVE EDUCATION WORK REPORT INSTRUCTIONS

Your report is an academic paper and must be approached as a professional paper suitable for
presentation.

GRADING: You will be assigned a "pass" or "fail" grade. You will be graded on the content of

your report as well as the results of both the Student Satisfaction Survey and the Supervisor Rating Scale.  These surveys are completed and returned online. Please do not pass these links to other students as they have been especially created to gather your personal information. The

CMC will pass along the completed survey to your faculty sponsor.

DUE DATE: Monday, December 4, 2006
GUIDELINES: The description contained in this document is based on general guidelines and

does not take the place of additional faculty requirements. Contact your faculty member for clarification about additional submissions if necessary. 

1. Your paper should be 5-7 double spaced pages and written in a formal writing style.  *When writing your report, be aware that simple descriptive answers will not be sufficient.  A good report evaluates and makes suggestions, and follows traditional research paper format.  The guidelines provide below, serve as an outline for your report.  Submitted paper should have one inch margins on all four sides. 

2.  Your site supervisor should review and sign this report for two important reasons:

a. To ensure that the information that you have discussed is appropriate for release

and does not violate company regulations or confidences.

b. To ensure that the report is an accurate description of the duties and functions of

the assigned position during the work period.

3. Thoroughly review all documents that concern your position, including any existing job

descriptions for your current internship and for any similar permanent positions.

4. Discuss this assignment with your immediate supervisor so that you may have the benefit

of his/her input during its preparation.

5. Be as specific and as complete as possible, making sure to highlight and emphasize

those aspects of your position that relate to your field of study and your career objectives.

(If you are at a distant site, allow plenty of time for mail services so that your report arrives

for faculty review by the due date. TELETECHNET students may use campus mail available

through the Site Director.)

INTERNSHIP / COOPERATIVE EDUCATION WORK REPORT SUBMISSION

Cover Page

1. Denote the work term your report covers (i.e. Description and Evaluation Undergraduate First Work Term, Description and Evaluation Undergraduate Second Work Term, Description and Evaluation Graduate First Work Term, or Description and Evaluation Graduate First Work Term).

2. Your title page should also include your name, university ID number, current phone number, email address, the course for which you are turning in the paper, and your supervisor’s signature.  Include in the body of the report the title of each section, (i.e. I. Position Information).

*When writing your report, be aware that simple descriptive answers will not be sufficient. A good report evaluates and makes suggestions. The following guideline is provided as an outline for your report.  All content areas must be addressed appropriately using proper paragraph structure, grammar, and attention to content.  
I.     
Position Information 

· Position Title

· Name of Organization: Briefly describe the nature of business activity.

· Name of department to which you were assigned.

· Name and title of your immediate supervisor.

II. 
Duties/Responsibilities (in paragraph form)

A.  Give a chronological account of your major activities on the job.  

B.  How are your assignment(s) providing you with an educational, developmental experience? What is your responsibility level?  If needed, how would you change, add, or lessen your assignments? 


III.
Progression



A.  Discuss how your job has developed since your initial employment.

B.  Have new duties or increased responsibilities affected your personal confidence and career development?
C.  If this is the second work term, identify responsibilities that are different from the previous term.

IV.
Academic Relevance: What relationships do you see between your work experience and the development of your professional problem solving abilities?



A.  Course work:
1.  Describe a problem you solved or a project you worked on and analyze what took place from your initial involvement to the point of solution.

2.   Identify the logical steps that took place and explain the course of action. (The size of the problem is not as important as your explanation and understanding of the process.)

3.  What was the final impact of your solution?

B.  Professional Literature  - 
(This section (Professional Literature) should be completed by Computer Science Graduate Students only):

1.  Read at least one article from two (2) separate professional/technical journals or other publications relevant to your problem discussed above.

2.  Summarize, compare, and contrast the major points in each article with the procedures you utilized in solving your problem.

3.  Include a bibliography for articles utilized.

4.  Discuss your future plan to bridge this practical experience with your ultimate career goals.  
V.
Beneficial Suggestions

A.   Did you and/or your co-workers submit a proposal based on the solution to this (or any other) problem?


B.  If so, did you or your co-workers receive an award or recognition of any type?


C.  Please attach a copy of any suggestions submitted.
VI.
Future Projections


A.  Describe your job search preparations to date.  At a minimum, specifically address network 

development, information gathering, and skills identification.


      B.  Describe how you are integrating your co-op experience into your job search preparations.

C.  Comment on the overall experience of the internship and whether you would recommend a similar internship experience to other students (not necessarily at your company).










