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CIS 290

MICROCOMPUTER/NETWORKING INTERNSHIP

COURSE DESCRIPTION:

A supervised work program designed to provide students with a variety of practical on-the-job experiences.  This will allow students to apply their knowledge to real world situations.  This will

also allow relationships to be built between companies and students prior to graduation.

CLASS HOURS:   0


               LAB HOURS:   9
                                   CREDITS:   3
COURSE PREREQUISITES:

To be eligible to participate in the Internship Program, the student must meet the following criteria: 

1.  Has completed one year (two semesters) of their course requirements.

2.  Has a minimum of 2.0 GPA.

3.  Has approval of his/her faculty advisor.

4.  Has signed and dated all agreement of obligation forms provided to the student.

5.  Has completed two interviews, one with the prospective employer and one with the instructor for 

     the course.  The student will have to receive a combined total of 60 points out of a possible 90 points

     to be eligible to enter the internship program.

INTERVIEW PREPARATION AND OBJECTIVES LIST:

a.  Provide a resume for the interview.


b.  Provide a portfolio of your work for the interview.

c.  Discuss your own background (job experience and education) and how it relates to the job for

      which you are applying.


d.  Display behavior and personal appearance appropriate for the position you are seeking.


e.  Prepare for each interview by reviewing the background of the company you are

                 interviewing and preparing several questions to ask.

f.  Prepare career objectives and know how they relate to the company with which you 

      are interviewing.


g.  Display self-confidence about your ability and self.


h.  Communicate and answer questions quickly and logically.


i.  Be energetic and dynamic when trying to sell yourself in a job interview.

ON-THE-JOB OBJECTIVE LIST:

a.  Schedule and hold a weekly meeting with the supervisor to determine what problems

        
    or improvements you need to work on prior to final evaluation.  Maintain a log of these


    meetings and the things that are discussed.


b.  Always display positive work habits in the areas of neatness, efficiency, organization,


     meeting deadlines, and punctuality.


c.  Display appropriate personal propriety in dress, personality, accepting criticism, willingness


    to learn, and assuming responsibility.


d.  Demonstrate technical skills in the areas of professional standards, technical knowledge,


      use of equipment, technical language, and quality of work performed.


e.  Demonstrate oral and written communication skills.


f.  Demonstrate a positive work attitude in the daily performance of your work.


g.  Keep a weekly log of your intern experiences in your portfolio.

EVALUATION CRITERIA:

a.  Interview Critique - The interviewee evaluation form consists of nine areas that will be

      covered in the interview.  An overall rating of the interview will be awarded as shown

      on the interview critique form.

b.  Supervisor’s Evaluation - The supervisor’s evaluation consists of five categories

      as shown on the CIS 290 Microcomputer/Networking Evaluation Form.

c.  Internship Instructor’s Evaluation - The instructor’s evaluation consists of five 

      categories as shown on the Intern Evaluation Form herein.  The intern must keep

      a weekly log of activities.  This log must contain an organization chart for the agency / office

they are employed, names and titles of significant people contacted during the interview,       and any significant activities during the internship program.

d.  The weight of each evaluation is as follows:



Interview Critique……………………………………………..….………..10%



Industrial Supervisor’s Evaluation……………………………………….50%



Internship Instructor’s Evaluation………….…………………...……….40%

e.  The final course letter grade will be computed as follows:






A  =  92 - 100

B  =  83  -  91






C  =  75  -  82

D  =  70  -  74







     F  =  Below 69

f.  Students are responsible for reading the Jackson State Community College Catalog for further 

      information regarding grading policies, student policies, academic honesty policy, and student 

      support services available.

CO-OP INTERNSHIP POLICY AND PROCEDURE

1.  All students who are interested in participating in the co-op internship program should make initial

      contact with their assigned advisor and discuss the program with their advisor.  If it is agreeable with 

      the advisor, the student will be allowed to continue with the application procedure.

2.  Three weeks prior to the internship, the student shall prepare a list of three (3) major student

       internship goals and submit the list for approval by a faculty internship advisor.  A consultation

       about the goals and the interview process will take place at that time.

3.  An interview will be established with one or more companies and the interview will be deemed 

      successful if the student is accepted for placement by the prospective company.  The interview 

      critique should be returned to faculty advisor at this time.

4.  Upon successful completion of the interview process, all forms, applications, agreements, etc. must

      be signed before the student can be allowed to report for work.  This is to insure that the student fully

      understands what will be expected of him / her during the co-op internship tenure.

5.  The student shall keep a written record of his/her job experiences, recording those experiences at a frequency of at least twice per week.  This job log shall be presented to the faculty advisor at regular   intervals.  The job log must be neat, legible, and organized.  

6.  The supervisor will complete the student evaluation form before the final exam week.

7.  The student’s advisor will attempt to contact his/her supervisor either by telephone or personal visit at least once during the semester.

Agreement of Understanding
I, the undersigned, have a full understanding of expectations in the CIS  Internship Program.  The course instructor has fully explained, in detail, the aforementioned expectations, and I agree with their implementation upon acceptance into the Intern program.  All questions have been answered to my satisfaction and I agree to the terms therein.

Student’s signature: _______________________________     Date: _________________

Instructor’s signature: _____________________________     Date: _________________


Supervisor’s signature: ____________________________     Date: _________________
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INTERVIEW CRITIQUE

Interviewer: ____________________________ 
   Interviewee: ____________________________

    




Date: _____________________

Effectiveness Scale:


1

2

3

4

5





         Not






         Very





     Effective






      Effective








How effectively did the interviewee handle the following areas













     Circle Appropriate Number

1.  Opening







1
2
3
4
5

2.  Describing own background:




1
2
3
4
5


*ties in direct and indirect job related experience


*ties academic background to job related experience

3.  Show professional attitude.




1
2
3
4
5

4.  Interview preparation:





1
2
3
4
5

*did homework on organization


*appears ready to answer most questions


*has questions to ask interviewer

5.  Career objectives are clear and realistic.



1
2
3
4
5

6.  Personal appearance and nonverbal behavior.


1
2
3
4
5

7.  Self-confidence:






1
2
3
4
5


*believes in own ability


*is positive about self

8.  Ability to communicate:





1
2
3
4
5


*answers questions quickly and to the point


*uses overview statements and then develops specifics

9.  Reveals dynamic personal energy.



1
2
3
4
5









       TOTAL POINTS _______
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CIS INTERNSHIP SUPERVISOR’S EVALUATION

Student: _________________________________

Company: __________________________
Date: ________________




Supervisor: _________________________

Job Description: _____________________________________________________________________




                                              Not                   Not           Below                         Above 
 
Grading Criteria                                           Applicable       Acceptable    Average    Average     Average   Distinctive

                                                                                                                  (0)              (1)             (2)              (3)             (4)

I.  Work Habits:
A.  Neatness



|                |                |               |               |              |             |                                         

B.  Efficiency
  


|                |                |               |               |              |             |                                    

C.  Meets deadlines     

|                |                |               |               |              |             |                        

D.  Reports on time         

|                |                |               |               |              |             |                    

E.  Organization


|                |                |               |               |              |             |

II.  Personal Traits:

A.  Dresses appropriately

|                |                |               |               |              |             |

B.  Assumes responsibility

|                |                |               |               |              |             |

C.  Willingness to learn

|                |                |               |               |              |             |

D.  Cheerful personality

|                |                |               |               |              |             |

E.  Accepts criticism


|                |                |               |               |              |             |

III.  Technical Skills:
A.  Handles equipment properly
|                |                |               |               |              |             |

B.  Use of technical language

|                |                |               |               |              |             |

C.  Quality of work


|                |                |               |               |              |             |

D.  Technical knowledge

|                |                |               |               |              |             |

E.  Performance


|                |                |               |               |              |             |
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INTERNSHIP INSTRUCTOR’S EVALUATION
Student: __________________________

Instructor: __________________________
Date: _____________



Supervisor: _________________________




                                              Not                   Not           Below                         Above 
 
Grading Criteria                                           Applicable       Acceptable    Average    Average     Average   Distinctive

                                                                                                                  (0)              (1)             (2)              (3)             (4)

I.  LOG BOOK

A.  Neatness / format


|                |                |               |               |              |             |

B.  Grammar



|                |                |               |               |              |             |
II.  PERSONAL TRAITS
A.  Dress / grooming


|                |                |               |               |              |             |

B.  Attitude



|                |                |               |               |              |             |
III.  TECHNICAL SKILLS
A.  Samples of work


|                |                |               |               |              |             |

B.  Knowledge displayed

|                |                |               |               |              |             |
IV.  PROFESSIONAL PROPRIETY
A.  Ability to answer questions
|                |                |               |               |              |             |

B.  Logic and organization

|                |                |               |               |              |             |
V.  PROFESSIONAL GROWTH

A.  Working to industry standards
|                |                |               |               |              |             |

B.  New areas of learning explored
|                |                |               |               |              |             |



CIS 290

COMPUTER INFORMATION SYSTEMS

INTERNSHIP PROGRAM

Division of Professional and Technical Studies

Jackson State Community College

CIS 290  *   Internship Program Guidelines

Division of Technical and Professional Studies
BENEFITS TO THE COLLEGE AND EMPLOYER

· College

1.  To keep a close relationship to the commercial industry we are serving through placement       of students with industry for their Internship.

2.  To enable the Division to keep its program relevant to the needs of the industry.

3.  To enable the Division to modify its program to better suit the needs of the students.

4.  To attract capable college-caliber employees interested in participating in long-term career       programs in the agency by providing study-related experiences to potential entry-level       candidates prior to graduation.

5.  To assure a steady flow of capable personnel to fill technical positions in the agency by       permitting selections for career jobs on the basis of proven performance.

6.  To encourage student interest in existing, developing, or new occupations and professions.
· Employer

1.  To more clearly understand the education obtained by students in the Computer Information Systems area at Jackson State Community College.

2.  To allow industry to more clearly define its own needs for the training provided by the       associate degree area.

3.  To allow the industry to make specific and knowledgeable recommendations to the Computer Information Systems Program at Jackson State Community College.

RESPONSIBILITIES OF PARTIES INVOLVED:

· Student

1.  To observe employers’ rules and regulations concerning attendance, punctuality, dress, work
     habits; i.e. coffee breaks, telephone use, company tools, equipment use, etc.


2.  To perform to the best of his / her ability in any specific situation.


3.  To be aware of his role in the internship as well as the roles of others in the company.

4.  To perform work assignments as instructed by supervisor (or his designee) and to the                 standards of the company.


5.  To be competent in the basic skills for which the program is oriented.


6.  To participate in regularly scheduled conferences with the field supervisor.

· Employer

1.  To provide a placement opportunity for the student that will consist of 9 hours (minimum)      per week for 15 weeks (135 hours total).  Please be aware that this is the minimum amount      of hours required for the student to earn three (3) semester hours and by no means are you       limited to this amount.

2.  To orient the student to the company including things like explaining functions of company       personnel, explaining the types of work in which the company is involved, and to give a       tour of the physical plant.

3.  To provide work experiences that relate to internship objectives.

4.  To provide skilled and knowledgeable supervisor who is directly responsible for student’s       work assignments and evaluation.

5.  To provide adequate facilities, materials, transportation, equipment, supplies, etc., for the       student to carry out his work assignments.
· College:
1.  Provide supervisor briefings prior to the placement of the student to explain the program,      explain the College’s expectations of the internship, obtain employer’s expectations of      the internship, and share ideas and / or clarify misconceptions.

2.  Provide pertinent student information to the placement company.

3.  Be available to placement company for consultation on formal and informal basis.

4.  Develop educational objectives of the internship.

5.  Be responsible for the administration of the internship, including the student’s final grade      evaluation forms, etc.

6.  Provide administrative and appropriate faculty support for the internship program and      provide a liaison with the company.

7.  Inform prospective candidates of the companies’ internship educational opportunities and recommend students to be considered for the internship program.

8.  Furnish any needed data and information about appointee which the College is authorized      to release.

9.  Forward copy of student grades to the company each semester for students participating in the internship program.  Notify agency if an internship student drops out of the College      internship program or the school.

10.  Take all possible action to strengthen the relationship between study and work assignments.

Jackson State will make reasonable accommodations for persons with documented physical, mental or learning disabilities. Students should notify their instructor and the Coordinator of Disabled Student Services – located in the Counseling Office, Room 12 of the Student Union Building - of any special needs. Instructors should be notified the first week of class. All discussions remain confidential.
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