        REQUIREMENTS & PROCEDURES FOR INTERNSHIPS


HA&A 1903/History of Art and Architecture Internship

The student is to complete a short paper detailing his or her responsibilities on a weekly basis and a description of the projects with which the intern was involved.  This paper should include a discussion of how the intern’s tasks contributed to the general functioning of the organization and any observations about the projects and operations of the organization or department as a whole. What were the chief benefits of the internship experience? The student is welcome to include copies of any work completed during the internship for review.  This paper is to be turned in at the end of the term to Gretchen Bender for evaluation.  It, along with the intern evaluation form completed by the site supervisor, will be taken into consideration when determining the grade for the course. The internship will be graded either satisfactory (S) or not-satisfactory (N).

HA&A 1900/Architectural Studies Internship

The student is to complete a journal or paper detailing his or her responsibilities on a weekly basis and a description of the projects with which the intern was involved.  This paper should include a discussion of how the intern’s tasks contributed to the general functioning of the firm and any observations about the projects and operations of the organization as a whole.  The student must also include copies of any work or projects that were completed during the internship.  This paper is to be turned in at the end of the term to Drew Armstrong for an evaluation.  It, along with the intern evaluation form completed by the site supervisor, will be taken into consideration when determining the grade for the course.  The internship will be graded either satisfactory (S) or not-satisfactory (N).  

PROCEDURES:

1. Once an internship has been secured, the student must pick up an internship agreement form in the main HA&A office (room 104).  Please specify whether you are pursuing a general HA&A or an Architectural Studies internship as there are different forms for each!  These forms can also be printed from the departmental website.  

2. Please review the academic requirements listed at the bottom of the form.

3. The student must fill out the top section of the form (providing information about credits, qpa, major) and SIGN the form (section II).  The seminars are not required for HA&A 1900 or 1903, so ignore these spaces. 

4. Take the form to your site supervisor and have him or her complete Section I.  

5. Review your site supervisor’s comments and make sure that the terms listed are acceptable to you and that you believe the internship experience is valid and worthwhile.  If you have any concerns about this, please speak to Gretchen Bender (for HA&A 1903) or Drew Armstrong (for HA&A 1900) as soon as possible. 

6. Return the form to the main HA&A office for processing. 

7. As your internship draws to a close, check with the department about the deadline when all of your internship materials are needed.  This is usually during finals week.    Also, make sure that your site supervisor has received an Intern Evaluation form, and that this form is filled out and returned to the department by the deadline.  This completion of this form is necessary before a grade can be assigned to you for the course!  The intern evaluation form can be picked up in the main HA&A office, or downloaded off our website.   

