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Syllabus for Internships and Cooperative Education 
All Subject Designators - Internships 1470 or 2470 (transfer) 1970 or 2970 (vocational) 

Cooperative Education 1480 or 2480 (transfer) 1980 or 2980 (vocational) 
 
 

STUDENT LEARNING OUTCOMES 
 
Students will self-assess career and work environment preferences, and professional and personal goals in relation to the 
internship/cooperative education experience. 
Students will be able to articulate their strengths and weaknesses in relationship to both technical and soft skills required in 
the workplace of their chosen career. 
 
 
GRADING POLICY  Your grade will be determined as follows:  
 

• 1/4 on your Ice Training Agreement 
• 1/4 on your Work Supervisor’s Final Evaluation 
• 1/2 on your Course Requirements – 500 total points as follows: 1 = 70 points, 2 = 100 points,  

3 = 50 points, 4 = 30 points, 5 = 100 points, 6 = 50 points, 7 = 30 points, 8 = 70 points 
 
 
COURSE REQUIREMENTS  
 

1. Schedule a meeting with the Director of Work-Based Learning by February 20, 2008.  Schedule an 
appointment with Mrs. Dooley through Kathleen Vicchy Kathleen.Vicchy@northwestcollege.edu or 
754-6052.  We will go over the Syllabus at this meeting and answer any questions that have arisen in the 
internship.  Should your internship begin after February 20th this meeting should be scheduled within 1 
week of turning in your ICE Training Agreement. 

70 Points 
 

2. The Success Principles by Jack Canfield is the text for this course.* Students will write a two to 
three page paper on the Success Principles discussing your thoughts on the book overall identifying the 
top five principles. Why do you feel these are the most important?  How do you plan to use these 
principles in your life?  Are you already applying some of the principles, if so which ones. The paper is 
due on or before April 28, 2008.  Book is available at the NWC Bookstore, or on line at Amazon.com or 
Barnesandnoble.com  

*Second time interns may choose between the following texts - Winners Never Cheat  by Jon 
M. Huntsman and The Leadership Challenge by James M. Kouzes and Barry Z. Posner or 
a pre-approved book of your choice.  Other options can be discussed with the Work-Based 
Learning Manager.       

100 Points 
  
3. Weekly e-mails to the  Work-Based Learning Manager copied to their Faculty Supervisor  

through April 28, 2008, or the end of your placement, which ever is shorter. This e-mail is a means 
of keeping in touch and to give the student an opportunity to ask questions, share successes, and do 
critical thinking about workplace issues. WEEK 1: E-mail an electronic copy of your learning 
agreement to both your faculty supervisor and the Work-Based Learning Manager.  Weekly E-mails 
can be brief.  Example topics can be found at:  
http://www.northwestcollege.edu/wbl/downloads/weeklyemailtopics.doc 
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Students not having access to e-mail will send a postcard or letter to Office of Work-Based Learning % NWC, 231 
West First Street, Powell, WY  82435 (we will copy the letter or postcard to the faculty supervisor. 
*Students may opt to keep a journal that will be due on April 28, 2008.  Those arrangements must 
be made during the first week of your internship.  You may use your own journal or one will be 
provided.   

50 Points 
   

4. Timesheets to verify the time spent on the Worksite.  Students are required to spend 30 hours on the 
worksite for each credit hour earned.  You will need to turn in copies of your timesheets monthly to the 
Office of Work-Based Learning, if your Internship is unpaid, you will design a document to record your 
time on and your worksite supervisor will have to signoff on the document.  You can FAX timesheets to 
307-754-6241.  Attention: Office of Work-Based Learning or mail them to Northwest College, Office of 
Work-Based Learning, 231 West 6th Street, Powell, WY  82435.  Grades can not be issued without 
verification of time spent at the worksite.                                                                                                      

30 points   
 
5. Reflection paper of your work experience to be electronically submitted to 

kay.dooley@northwestcollege.edu by April 25, 2008.   A copy of your reflection paper should also be e-
mailed to your Faculty Supervisor.   Submit a minimum of four (4) typed pages (double spaced, no 
larger than 12 pt. font) of personal reflections about your internship.  Feel free to use an informal 
writing style.  You can access suggestions for this paper at:  
http://www.northwestcollege.edu/wbl/downloads/SuggestionsonPointsofReflection.doc 

100 Points   
 

6. Students will arrange a meeting between their Workplace Supervisor and Faculty Supervisor.  
Ideally the meeting would take place within the first few weeks of your Internship.  If you are employed 
outside the Big Horn Basin, this meeting can take place over the phone or e-mail. Once the meeting is 
scheduled include the time, date and meeting place in a weekly E-mail to the Work-Based Learning 
Manager and your Faculty Supervisor. 

50 Points 
 

7. Students will provide the Office of Work-Based Learning with a Photograph of them working at 
the worksite.  These photo’s can be digital and sent as part of your weekly e-mail or turned in at the end 
of your experience.  If you are working in the Big Horn Basin you can use David Vaughan the Staff 
Photographer, his e-mail is david.vaughan@northwestcollege.edu, his office phone is 6009, and his 
office is located in the Orendorff Building, room101 C.   

30 Points 
 
8. Students will make an appointment to meet with the Work-Based Learning Manager the week of 

April 28 for an exit interview. You will bring an updated resume that reflects your current work 
experience. Send your updated resume to kay.dooley@northwestcollege.edu no later than April 25 so 
she will have a chance to review it. This can count as one of your weekly emails.  Your meeting with the 
Manager will be a review of your internship experience and you will fill out a Student Evaluation of 
your worksite. 

70Points 
 


