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DEFINITION OF TERMS

University: California State University, Sacramento.

Department: The Department of Recreation and Leisure Studies at California State
University, Sacramento

Internship Program: The sum total of the Department’s efforts relative to internships,
including administrative activities associated with such courses.

Internship Coordinator: The Department faculty member who is assigned responsibility for
the administration of the internship program including but not necessarily limited to,
identification of opportunities, relations with agencies, reviewing Internship Contract forms,
assisting the Department Chair in assignment of faculty instructors, and overall evaluation of
the internship program.

Academic Advisor: The Department faculty member assigned to assist a student in planning
for the completion of the academic requirements and in making career decisions.

Faculty Internship Advisor: The Department faculty member assigned to assist a student in
planning for the completion of requirements for a particular internship.

Cooperating Agency: An agency, or other entity, through which a student completes an
internship.

Agency Supervisor: The member of the cooperating agency’s staff who is assigned primary
responsibility for coordination and evaluation of the internship of a particular student.

Learning Objective: A statement describing a specific, intended result of an internship which
will be used as one means of measuring the accomplishment of the student during the
experience.

Learning Outcome: Statements of what is expected that a student will be able to do as a
result of participating in an internship.

Pre-Internship Experience: The 600 hours of paid or volunteer work experience which aims
to ensure that the student has had practical and varied experience prior to the start of the
internship. Acceptance of the 600 hours is contingent on the approval of the student’'s major
advisor.
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1. INTERNSHIP OVERVIEW

1.1 INTRODUCTION

The Department of Recreation and Leisure Studies (RLS) at California State University,
Sacramento, has as its central focus a concern for the leisure needs of all people.
Therefore, it is the Department's mission to develop qualified, highly educated individuals
whose primary professional focus will be the provision of quality services to meet leisure
needs.

CSU, Sacramento and its predecessor, Sacramento State College, have offered a program
in Recreation Management or Administration continuously since 1954. A program in
Environmental Resources designed to prepare park rangers and outdoor recreation
resource planners and managers as offered from the late 1960s to 1974. The two programs
were merged in 1974 to create a Department of Recreation and Park Administration. The
Department changed its name to Recreation and Leisure Studies (RLS) in 1984 to reflect an
increasing emphasis on teaching the general student body about the significance of leisure
to the individual and society, as well as preparing recreation and park professionals of all
types.

The mission of the Department of Recreation and Leisure Studies is to enrich the lives of
students through scholarship, research, and creative activity, and to make a positive
contribution to the various communities of which we are a part. We seek to promote among
our students an appreciation of collaboration, cultural awareness, and social and
environmental responsibility. We strive to provide our students with the knowledge and
skills necessary for successful careers in their particular areas of specialization. To these
ends, the Department fosters an environment of intellectual curiosity and challenge that
promotes the development of our future recreation leisure professionals.

As a Department we value...

Educational excellence

Leadership skills

Creativity and innovation

Scholarship and research

Life-long learning

Continued professional development
Critical thinking and problem solving
Professional ethics

Social justice

Cultural and social diversity

Service to the profession and the community
Experiential education

The integration of theory and practice
Competency in new technologies
Individual wellness and a healthy society
Recreation and leisure
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The undergraduate program has been fully accredited by the Council on Accreditation of the
National Recreation and Park Association (NRPA).

The undergraduate program provides students with an opportunity to develop a core of
knowledge and related skills to prepare for professional work in the field. This knowledge is
complemented by requirements that students gain practical work experience in the field
during their academic experience. Once students complete the internship and
coursework, they will receive a Bachelor of Science degree in Recreation
Administration with one of two options: Recreation and Park Management or
Therapeutic Recreation.

To facilitate the transition from academic study to a professional career, the Department
joins in partnership with leisure service agencies to provide internships as the culminating
learning experience, the internship, for the student. Internship is an opportunity to transfer
and apply the knowledge and theory gained in the classroom to an actual agency setting.
The best way to learn to function as a recreation professional is to work as a professional in
the field. In this setting, the student can practice skills, apply knowledge, and test theories
and concepts under the guidance and supervision of experienced professionals.

Internship provides the student with an opportunity to grow professionally, to identify
personal strengths and weaknesses, to apply learned theory to practical situations, and to
gain an appreciation of the role, duties, and responsibilities of the work that the student has
chosen as a career.

The internship is designed cooperatively by the student, field professionals, and university
faculty to provide an experience that is mutually beneficial to both the intern and the agency.
Agency supervisors become the final link in the development of the intern as a new
professional. This partnership creates the ultimate educational experience.

This manual is a guide to be used by the student in preparing for this educational
experience. Read it, use it effectively, and GOOD LUCK in your internship venture.

THERAPEUTIC RECREATION STUDENTS, PLEASE NOTE: Watch for “TR” notes
throughout this manual. While most of the general information about internships applies to
all students in the department, those who are pursuing the Therapeutic Recreation option
will have additional requirements to fulfill. This manual should be read in conjunction with the
Therapeutic Recreation Internship Guidelines (TRIGS) manual.

1.2 OBJECTIVES OF THE INTERNSHIP

The aim of the internship program is to provide the student (future professional) with a
comprehensive practical experience in a setting where learning is the primary objective of
the experience. To this end, the overall purposes of the internship are:

FOR THE STUDENT: to complete his/her professional preparation program in a
controlled and supervised experience in the field.

FOR THE AGENCY: to provide a laboratory setting for the experience as well as
professional guidance.

FOR THE UNIVERSITY: to sponsor and guide the student and to interpret the
experience while the student applies theoretical knowledge to practice.
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The purpose of the program is to structure an individualized educational experience that is
planned and implemented under a design developed cooperatively by the student,
cooperating agency and university. The internship experience is a planned transition from
the formal classroom to a professional recreation, park or leisure service setting within which
the student’s strengths, weaknesses and suitability for the field can be realistically assessed.

Objectives:

For the Student, the Internship Program:

1.

2.

8.

9.

Provides an opportunity to field test theories, concepts and philosophies developed
through classroom experiences and integrate these into a professional vision.

Provides opportunities to assess skills and competencies in leadership, supervision,
administration and consultation through practical application.

Provides opportunities to determine the appropriateness of recreation and parks as a
career field, utilizing personal assessment as well as evaluation by the cooperating
agency and University faculty.

Provides opportunities to evaluate skills in establishing positive interpersonal
relationships and in achieving personal fulfillment and growth.

Encourages and provides an opportunity for development of a degree of maturity and a
level of technical knowledge and competence acceptable in professional circles.
Provides opportunities to undertake challenging and stimulating tasks, which often entail
a significant contribution to the quality of life for persons, served by the cooperating
agency.

Provides appropriate environments in which to experiment with alternative solutions to
problems and issues.

Provides a continuum of supervised experiences ranging from observation to regular
employment.

Provides meaningful counseling opportunities between the student and the academic
advisor, cooperating agency personnel and faculty instructor.

10. Begins the transition from recreation student to recreation professional

For the Cooperating Agency, the Internship Program:

1.

2.

6.

Allows employers an opportunity to survey and evaluate prospective employees and
future professionals.

Offers practitioners an opportunity to provide expertise and experience to supplement
theory and practice obtained by the student in the classroom setting.

Utilizes the student’s expertise in various skill areas to enrich the services of the
cooperating agency.

Provides opportunities to establish cooperative relationships which extend beyond the
internship program.

Provides an opportunity for input into the continuing development of the academic
curriculum of the Department in order to make the curriculum most relevant to the
professional world.

Provides an opportunity to be a partner in the professional preparation of students.

For the University, the Internship Program:

1.

Utilizes the work setting as a laboratory for the application of theoretical knowledge.
Strengthens the education process of preparing future professionals by providing a
continuing source of data for improvement and expansion of the curriculum.

Provides an opportunity to evaluate the student’s needs, abilities and capabilities and to
define and adjust the student’s academic program accordingly.

Offers feedback from the practitioners to keep the curriculum current and relevant.
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5. Supports the development of a cooperative working relationship between educators and
practitioners on a continuing basis.

6. Facilities sharing of resources and pursuit of common goals with professional agencies
and institutions.

7. Reinforces the primary curriculum goal of developing people to advance within the realm
of the profession.

8. Provides the faculty with information on current trends to keep abreast issues, problems
and innovations in the field.

1.3 ROLES AND RESPONSIBILITIES

NOTE: Students will work with their academic advisor prior to their internship
placement and will then be assigned a faculty internship advisor who may or may not
be their academic advisor.

The success of the Internship Program is dependent upon the cooperation and involvement
of the three parties concerned in the design and implementation of any experience. The
student must realize the responsibilities involved in preparation for an accomplishment of
an experience and must strive to be accountable to the agency with which he or she is
affiliated. The cooperating agency must be sensitive to the purpose of the program and
seek to continually create opportunities for the student to observe or perform various
functions within the recreation, park or leisure service delivery system. The university,
through RLS Department faculty, will oversee the student’s academic performance during
the internship (e.g. completion of reports and a final project).

The degree of cooperation required can be achieve through acceptance and observation of
the basic guidelines contained in this manual and constant communication and
evaluation.

Roles and Responsibilities of Cooperating Agencies:

1. Prior to the start of the internship, the cooperating agency (via the site supervisor from the
agency) will provide the student with a written statement of specific expectations of duties
required by the agency during the student’s experience. A copy of this statement should be
submitted to the Internship Coordinator and placed in the student’s file.

2. The agency will, prior to the start of any internship, provide the student with written
information regarding any remuneration or provision for reimbursement of expenses
permitted by agency policy and will thereafter provide such remuneration or reimbursement in
a matter consistent with such policy.

3. The agency will, prior to the start of any internship, inform the student as to whether or not
the student will be covered by the agency’s liability coverage, or if the student needs to obtain
her/his own liability coverage (See Appendix C for liability coverage information)

The agency will assign an appropriate staff member to supervise the student.
The agency supervisor will assist the student in achieving his/her stated learning objectives.

The agency supervisor will meet with the student at least weekly to informally evaluate
his/her progress and to deal with current or anticipated problems or issues.

7. The agency supervisor will complete an Intern Evaluation form (Form G); discuss the
evaluation with the student; and return the form to the faculty internship supervisor.
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Roles and Responsibilities of the Student: The student will:

10.
11.

12.

Complete the Intent to Intern form (Form A) while enrolled in the RLS 1 course. Attach a
copy of your resume to Form A (information on resume building is provided in Appendix B).

Complete all required RLS prerequisites prior to the internship (listed on Form A).
Explore and identify several internship opportunities.

Work with the cooperating agency and academic advisor to develop goals and learning
objectives for the internship.

Work with the cooperating agency to develop a final project that will be evaluated by the
faculty internship advisor.

Meet departmental and agency deadlines required for the internship. See Internship
Calendar Dates.

Submit written reports based on a schedule agreed upon with faculty internship advisor
before the internship commences.

Communicate with the agency supervisor and faculty internship advisor on a regular basis
regarding his/her progress and current or anticipated issues or problems. Communicate with
faculty members immediately if conflicts or problems arise.

After the first few weeks of the internship, students should review their goals and objectives
to ensure that they are still accurate and if not, they should make changes in consultation
with their faculty internship advisor.

Participate in ongoing evaluation sessions with the agency supervisor.

Conduct himself/herself as a member of the agency staff and agree to fulfill the expectations
of the agency and the university as stated on the Internship Contract (Form C)and any
additional attachments.

Make necessary residential and transportation arrangements.

REMINDER: Students are assigned an academic advisor, but this faculty member
may not be the same as the student’s faculty internship advisor. BECAUSE OF
CERTIFICATION REQUIREMENTS, TR students will ONLY BE SUPERVISED BY TR
FACULTY.

Roles and Responsibilities of the Academic Advisor:

Assist the student in identifying potential internship sites that match the student’s professional
and career interests.

Assist the student in developing learning objectives and learning outcomes (see Form C) for
their internship.

Approve the content and duration of any internship proposed by an academic advisee by
signing the Internship Contract (Form C).

Roles and Responsibilities of the Faculty Internship Advisor: This person will:

1.

2.

Contact the student within the first two weeks of the academic year and the first few days
during the summer to introduce themselves as the student’s faculty internship advisor and
then review the student’s internship learning objectives and outcomes (see Form C) to
ensure that everyone is clear about what is expected of the intern.

Assist the student in registering for the internship.
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3. Regularly communicate with the student through individual meetings via email or telephone in
order to monitor progress and discuss problems and concerns.

4. Arrange a meeting with the agency supervisor via telephone, email, or in person in order to
discuss the internship learning objectives and outcomes (see Form C).

5. Make an on-site visit to the student during his/her experience in order to observe the work
environment and the student’s performance. (This is subject to the limitations of distance
from the CSUS campus).

6. Grade the student’s reports and final project.

Calculate the student’s final course grade to determine whether or not the student has
completed the work sufficiently to receive credit.

1.4 DESCRIPTION OF INTERNSHIP PLACEMENT PROCESS

Every semester, the department will sponsor an internship orientation to review this
manual and the process of securing an internship.

Internship agency information is available in the RLS Department office and from major
advisors.

After completing the Intent to Intern form (Form A), the student should schedule an
individual meeting with his/her RLS academic advisor to ensure that the student is eligible to
pursue an internship (completion of the 600 hour pre-internship requirement and all course
requirements).

Those students desiring to perform their internship at a site in which they are currently
employed, must specifically outline how her/his experience will be different from his/her
current tasks in the organization/agency (See the Petition to Waive Requirements Form D).

During the internship, the student is expected to observe and participate in administrative/
program/clinical responsibilities such as:

Conferences, meetings, and program observations with the agency supervisor
Development of programs for the total agency

Budget planning and implementation

Public relations programs

Staff meetings

Commission, Council and/or Board meetings when appropriate

TR Therapeutic treatment meetings (for TR interns)

Skill development workshops

Community development programs

AN NN N N N N NN

The student will be expected to identify and summarize experiences with these
administrative and program elements as part of his/her reports filed with the faculty
internship advisor.
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2. INTERNSHIP REQUIREMENTS

2.1 STUDENT ELIGIBILITY REQUIREMENTS

RLS MAJORS MUST:

4

EI
EI

Have completed and verified 600 hours of paid or volunteer recreation work in
accordance with RLS Department policy prior to starting internship (See Verification
of Hours, Form B). Students are strongly encouraged to pursue some of the 600
hours in their professional area of interest.

Have completed at least 25 units before the internship semester. Students are
strongly encouraged to complete all of their requirements, including RLS elective
courses, before pursuing their internship. Remember, the purpose of the internship
is to put into practice all that you have learned in the classroom (TR NOTE: TR
students must complete all of their coursework, including classes for TR
certification before pursuing their internships).

Be willing to serve part-time or full-time in the selected agency (this applies only to
Recreation and Park Management students).

Meet TR certification requirements if in the TR emphasis.
Have approval of major advisor.

Must purchase liability coverage if not supported by the agency.

2.2 AGENCY ELIGIBILITY REQUIREMENTS

THE AGENCY MUST:

4

d

Provide professional supervision.
Be willing to participate in the intern evaluation process.

Clarify whether or not liability coverage is provided for the student for the duration
of the internship.

Be a certified Therapeutic Recreation agency in the case of TR interns, and show
proof of agency and supervisor certification.

2.3 STUDENT PRE-INTERNSHIP EXPERIENCE REQUIREMENTS (Paid or Volunteer)

To ensure that the intern has had practical and varied experience prior to the start of
internship, the 600 hours of paid or volunteer work experience (called the pre-internship
experience) will be accepted based on the relationship of the experience to work related
aspects of the RLS curriculum. Acceptance of the 600 hours is contingent on the approval
of the student’s major advisor. Students should use Form B for this requirement.

2.4 DISTINGUISHING BETWEEN RLS 195B, C,DORE

Park and Recreation management students will register for a 10-unit internship (400 hours)
and Therapeutic Recreation students will register for a 12-unit internship (480 hours).
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Students in the Recreation and Park Management option will need to negotiate work hours
with their agency supervisor. As long as the student completes the required 400 hours, their
internship reports, and a final project, they can create a work schedule that is mutually
satisfactory for both parties (the student and the agency supervisor).

TR Because of certification requirements, TR students are not eligible for a split internship
and must work a minimum of 20 hours for 24 weeks or 40 hours for 12 weeks. Their
internship must be done during consecutive weeks.

Recognizing that students want and need flexibility in terms of completing their internship
requirement, students can split their internship over two semesters at the same or at two
different agencies. Please note that if you participate in two different internships, you will
need to have both agencies complete the necessary paper work and you will need to
identify two sets of learning objectives for each internship site.

We strongly encourage students to pursue option E.

RLS 195 B (4-unit internship — 160 hours)

RLS 195 C (6-unit internship — 240 hours)

RLS 195 E (10-15 unit internship — 10 units = 400 hours for students in the Park and
Recreation Management Option)

RLS 195 D (12-15 unit internship — 12 units = 480 hours for students in the Therapeutic
Recreation Option)

In addition to regularly scheduled work hours, students are expected to set aside time
to write their reports and to work on their final projects.
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3. INTERNSHIP PROCEDURES

The following procedures are to be used in preparation for internship placement, and for
finalizing your placement and registration for RLS 195. It is the student's responsibility to
ensure that all procedures have been followed.

3.1 REGISTERING FOR THE INTERNSHIP

Recreation and Park Management Students

Students cannot register for their internship via Casper Web, and instead must register in
person at the RLS Department Office (Solano 4000). At the beginning of the semester in
which the student will complete her/his internship, follow these directions to register:

1. O Complete all parts of the Internship Contract (Form C) including learning objectives
and outcomes, and all necessary signatures (your site supervisor, academic advisor)

2. 0O Bring your Internship Contract (Form C) and to the RLS Office.

3. O RLS administrative staff will take the Internship Contract and will then add you to
Casper Web.

4. 0O The Department Chair will then assign a faculty internship advisor to individual
students.

5. 0O Check Casper to be sure you are properly registered.

Remember, you may not be supervised in your internship by your major advisor who
previously assisted you in the development of your internship. By the second week of the
internship, you will be contacted by your faculty internship advisor.

TR Therapeutic Recreation Students

TR Students cannot register for their internship via Casper Web, and instead must register
in person at the RLS Department Office (Solano 4000). TR students must receive approval
and a signature from a TR advisor before being allowed to register for the internship. Once
they receive the approval and required signature, they can follow the guidelines above for
Recreation and Park Management Students.

TR students will be assigned a TR faculty member as their Faculty Internship Supervisor.

3.2 PROCEDURES FOR INTERNSHIP PLACEMENT

Following these procedures in a systematic and timely manner will allow you to successfully
negotiate the internship placement process. The Process should begin AT LEAST ONE
SEMESTER, PREFERABLY TWO, BEFORE YOU GO OUT ON YOUR INTERNSHIP.

Prospective Intern Checklist:

1. CHECK INTERNSHIP ELIBIGILITY
. Be sure you meet all RLS Department requirements by meeting with your major
advisor.

10
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g

VERIFY WORK/VOLUNTEER HOURS
O Be sure your minimum of 600 pre-internship hours comply with RLS Department

policy.

U Make sure that completed forms verifying your 600 work/volunteer hours are on file
in RLS Department office by completing Form B.

3. REVIEW INTERN AGENCY BINDERS & SEARCH FOR OPTIONS
U Review internship agency binders located in RLS Department office.

4. FILL OUTINTENT TO INTERN FORM and ATTACH A COPY OF YOUR MOST
RECENT RESUME
U Fill out an Intent to Intern form (Form A) and attach a copy of your most recent
resume. Be sure to identify several potential internship sites.

HAVE 15T APPOINTMENT WITH RLS MAJOR ADVISOR TO EXPLICITLY DISCUSS
THE INTERNSHIP

<

O Schedule an appointment with your RLS major advisor.

U For this appointment, bring your completed Intent to Intern form (Form A) and any
related documents. Your major advisor will NOT meet with you unless you have all
of your materials completed.

O Eligibility requirements will be confirmed.

U Discuss the potential agency sites that you listed. Your major advisor may require
you to select other sites as well.

U4 Obtain your RLS major advisor’s signature on Intent to Intern form (Form A).

6. ATTEND INTERNSHIP ORIENTATION MEETING
U Review Internship Manual prior to attending a meeting. Orientation meetings will be
held every semester except for the summer.

7. AGENCY INTERVIEWS

SPECIAL NOTE: Informational interviews and resume exercises completed in RLS 1
and 105 should be viewed as part of the student’s internship position search.

U Schedule agency interviews only AFTER meeting with and obtaining your major
advisor’s approval to proceed. Send a cover letter to the agency ahead of time or
take with you to the interviews (See Appendix D for a copy of a cover letter).

U Be prepared for interviews and arrive on time. Dress professionally and present
yourself in an appropriate manner. This is an opportunity for you to impress the
agency staff with your poise and skills as well as to determine if this agency will
meet YOUR objectives.

U Give the agency representative a packet containing your current resume, your
internship objectives, and a blank Internship Contract which defines agency
responsibilities.

11
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O Send a thank you letter within a week after interview.

8. SET UP APPOINTMENT WITH MAJOR ADVISOR

O Schedule follow-up appointment with your major advisor after you have completed
all of your interviews.

U Take all materials related to your internship to this appointment. Review your
notes with your major advisor to help you determine the most appropriate agency.

U Select internship agency with your major advisor.

U Notify selected internship agency supervisor regarding approval of placement.

9. FINALIZE INTERNSHIP CONTRACTS AND CONFIRMATION

U Take a copy of the Internship Contract to your agency supervisor, have them sign it
and return it to your major advisor. Your major advisor should make two copies of
the signed contract — give one to you to keep and then place one in your file in the
RLS Main Office (4000 Solano Hall).

3.3 DURING YOUR INTERNSHIP

TR This section applies to Recreation and Park Management Students only. Therapeutic Recreation
Students should refer to their TRIGS Manual.

1.

PLAN YOUR REPORTS
In the first week of your internship, you should

U Meet with your faculty internship advisor to establish dates for when you will be
reporting. Remember that this is YOUR RESPONSIBILITY. Your faculty
internship advisor will not remind you of when these reports are due. Failure to
complete these reports may result in you receiving NO CREDIT FOR THE
INTERNSHIP.

REVIEW GOALS AND OBJECTIVES

- Review the goals and objectives you established when setting up your internship
and, if necessary, make changes that more accurately reflect what you will
actually be doing at your internship.

U DEVELOP A SCHEDULE FOR SUBMITTING REPORTS with your faculty
internship advisor (typically every other week). Refer to Form E for details on these
reports and a suggested schedule.

PLAN YOUR PROJECT

1 Within the first two weeks of your internship, you should begin talking with your
agency supervisor to begin to identify a final project for your agency. Examples
of final projects include: volunteer manuals, marketing plans, websites, etc. The
idea of the final project is to leave something behind when you depart from your
internship experience.

12




California State University, Sacramento
RLS Dept. Internship Manual

1 By the fourth week of the internship, you and your agency supervisor should
agree upon your final project and you should then complete a Final Project
Proposal form (See Form F).

 Submit Final Project Proposal form (Form F) to your faculty internship advisor .

SCHEDULE FACULTY INTERNSHIP ADVISOR TO VISIT SITE OR MAKE
ONTACT VIA PHONE AND/OR E-MAIL

Coordinate with your agency supervisor and faculty internship advisor to schedule a
brief site visit (this is subject to the limitations of distance from the CSUS campus). If
a site visit is not possible due to distance, schedule a phone conversation with your
faculty internship advisor and then ask them to schedule a phone conversation with
your agency advisor.

U COMPLETE YOUR PROJECT AND SUBMIT WITH FINAL REPORT
Refer to Form E for guidelines for completing the final report.

U AGENCY EVALUATION

Your agency supervisor will need to complete an evaluation of you and your
performance. You will not be able to receive credit for the internship until this has
been completed. Approximately two weeks before the end of your internship,
submit the Intern Evaluation form (Form G) to your supervisor and to request that
once it has been completed that it be returned directly to the faculty internship
advisor.

In some instances, agencies will use their own evaluations. If your agency uses their
own evaluation form, please ask your agency supervisor to get the form directly to
your faculty internship advisor.

U RECEIVE INTERNSHIP CREDIT

13
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4. INTERNSHIP POLICIES

This final section offers details on the formal policies for your internship experience,
including changing or ending your internship, managing conflicts at your internship site, the
requirements for liability insurance coverage, waiver and petition requirements,
compensation and financial considerations, and planning details that you should consider
throughout the process.

4.1 TRANSFERS/TERMINATION

In unusual circumstances, an intern will be allowed to transfer or terminate an internship
placement. This action will be taken only with the final approval of the RLS Department
Chair after meeting with the intern, faculty internship advisor , and Agency Supervisor and
only after it is agreed that it is in the best interest of all those involved.

4.2 CONFLICT RESOLUTION

Conflict is an inevitable part of the workplace and internship sites are no exception. Some
conflicts develop because of a misunderstanding regarding expectations, scheduling,
philosophies, etc. Generally, most conflicts can be resolved quickly between the student and
the agency supervisor. On occasion a more serious conflict may develop (e.g., ethics,
professionalism). It is very important that you let your faculty internship advisor know when a
major problem develops so that you and subsequent students at that agency are able to
have a positive learning experience. If this happens, these guidelines should help you
resolve the conflict.

1. Put the incident into focus by clarifying in writing what you see the conflict to be. Be
objective and look at the issue from all sides. Acknowledge any possible contribution you
may have made to the problem. This self-evaluation may, in fact, resolve the conflict issue.

2. Ask for a meeting with your supervisor, if necessary, to discuss the concerns you have.
When you meet, utilize your written notes which indicate you are seeking a constructive
resolution. It is usually to your advantage to ask your supervisor for input with a problem
you are experiencing. Even if you perceive your supervisor to be the cause of the conflict, do
not verbally attack or accuse your supervisor of being the source of that problem. Remain
objective and do not become defensive even if your supervisor becomes accusatory toward
you.

3. The meeting may be sufficient to resolve the problem. If so, discuss the problem and its
resolution in your periodic report. If the conflict is not resolved or escalates, contact your
faculty internship advisor.

Depending on the situation several options for dealing with the conflict are available:

a) You and the agency supervisor meet again to attempt to resolve the conflict.

b) You, the agency supervisor and your faculty internship advisor meet to attempt to
resolve the conflict.

c) The agency supervisor and your faculty internship advisor meet to attempt to
resolve the conflict.
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4. Occasionally, a student will terminate the experience because of an impasse in resolving
the problem. If so, each case such as this will be handled on an individual basis and
subsequent arrangements will be worked out. This is a last resort option.

Your faculty internship advisor will not meet with the agency supervisor unless you agree to
the meeting. You will not be placed in the middle between the faculty and agency
supervisors.

Special Liability Note: For liability reasons, students must not terminate an internship
without contacting their faculty internship advisor and/or the department chair.

4.3 INSURANCE & LIABILITY

The student intern must have adequate liability insurance before the internship experience
begins. If the agency/organization does not provide this as part of your role as an intern,
this coverage can be purchased at reasonable cost using the application materials in
Appendix C.

4.4 WAIVERS AND PETITIONS

Interns may submit a typed petition to waive a specific requirement related to internship.
The Petition to Waive Requirements form (Form D) must be completed and accompanied
by strong, clear, and legible supporting materials. Petitions must be approved by the
student’s academic advisor and submitted prior to the student registering for the internship.

A petition is required in the following circumstances if (but are not limited to):

1 the student’s internship is with two different agencies;

- the student has not completed all of the core coursework prior to beginning the
internship;

1 the internship is with an agency where the student is currently working or
previously has been employed;

4.5 INTERNSHIP COMPENSATION and FINANCING

The Department of Recreation and Leisure Studies allows an intern the opportunity to
receive compensation from the agency during internship. Compensation shall be negotiated
between the intern and the Agency during the contracting stage and shall be clearly stated
on the Internship Contract.

4.6 INTERNSHIP PLANNING

Students should start financial planning prior to internship because personal finances are
often a challenge during the internship. Because of the demands of an internship, students
may not be able to work additional hours for pay. Keep in mind that some of the best
internships are unpaid. Work for pay must never overshadow the educational and learning
aspects of an internship. In summary, the internship can create a financial crunch. Here are
some suggestions to avoid money panic and burnout:

o Plan ahead! Start saving money or securing a student loan so you will have a
smooth transition to the internship.
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Locate additional financial aid for the internship. A student loan or temporary
help from your family may allow you to have a "normal” life and will often improve the
quality of your work during the internship (instead of being exhausted from working
80 hours per week).

Do not try to work at another job. If absolutely necessary, work no more than part
time during your internship, otherwise you will burnout and your work quality will
suffer.

Do not limit your selection of internship sites to just those that pay. Keep your
options open. EDUCATIONAL OPPORTUNITY IS THE PRIME CONSIDERATION
IN SELECTING AN INTERNSHIP SITE. Remember, the internship is critical to your
career development and is often the gateway to that important first professional job
or professional advancement.

Discuss the possibility of some type of "compensation” during your internship
with your agency contact person before you sign the contract. Compensation
can take many forms: monthly salary, hourly wage, monthly stipend, conference
registration, transportation cost reimbursement, room and board, or half volunteer
and half paid worker status. Part time pay for specialized service may be a portion of
the internship. Clearly identify compensation in your contract with the agency.
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FORM A

Intent to Intern Form

Instructions: File this form with YOUR MAJOR ADVISOR AT LEAST ONE, IF NOT TWO
SEMESTERS PRIOR TO YOUR PLANNED ENROLLMENT IN RLS 195. The information
collected will be used to help the department make plans for faculty staffing of your
internship. You do not have to select an agency when you complete this form; you are
simply stating your intent to enroll and identifying some potential internship sites.

Name: SSN:

Local Address:

(street/apt) City Zip
Permanent Address:

(if different) (street/apt) City Zip

Home Phone: ( )

Work Phone: ( )

Cell Phone: ( )

Email address:

Academic Advisor: Major Option:

Grade Point Average:

Course in which you plan to enroll:

U RLS 195B (4 units) U RLS 195C (6 units)

O RLS 195E Park and Recreation Management Internship (10 units)
O RLS 195D Therapeutic Recreation Internship (12 units)

Prerequisite courses completed or in progress (These courses represent the core classes
for all students, regardless of their option in Recreation and Park Management or
Therapeutic Recreation)

O RLS1 O RLS 105 O RLS 136
0 RLS 30 O RLS 106 d RLS 183
Q0 RLS 32 Q0 RLS 109
0 RLS 42 Q0 RLS110

NOTE FOR TR STUDENTS: You will be required to complete all core and TR elective
courses, in addition to courses for TR certification prior to pursuing their internship.
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How many hours of the 600 pre-internship hours have you completed? hours

If not enough hours have been completed, what are your plans to fulfill this requirement?

Potential Internship Sites:

From your own research, you must identify at least 3 potential internship sites and document
contact information in the following table.

Agency/Organization Address Supervisor Phone/email

| have carefully studied this Internship Manual and am fully aware of the possibilities and
responsibilities available to me as an intern.

Student Signature: Date:

RLS Major Advisor Signature: Date:
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FORM B

Pre-Internship Verification of Hours Form

Instructions: The Department of Recreation & Leisure Studies requires that all students
complete 600 hours of volunteer or paid work related to the recreation field before they
begin their internship experience. The student listed below has indicated that a portion or all
of his/her experience took place at your agency.

Please verify the information shown in the box below and return this form to us. Feel free to
make corrections as needed and any comments you wish to share with the student’s major
advisor or our department Internship Coordinator.

Site Information (completed by student)

Student:

Agency:

Description of Duties:

Dates: From to

Status: 4 Paid Q Volunteer O Both

Total Hours:

Verification (completed by agency/organization staff member)

The information detailed above is correct to the best of my knowledge
U YES U NO =If no, the information above should be corrected as follows:

Signed:

Address: Date:

Phone: Email:
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FORM C

Internship Contract
This contract must be used to register for your internship. Your registration will not
proceed unless all parts of this form are completed

Student Name: Student ID# (SSN)

Student Phone: Student email

Check One: I'm registering for
(d 195D (10-15 units) = if 195D # units
[ 195B (4 units)
[ 195C (6 units)
(1 195E (TR students only 10-15 units) = if 195E # units

Faculty Advisor:

Placement Begins: Placement Ends:

Total Weeks of Experience: No. Hours/Weeks: Total Hours:

AGENCY INFORMATION

Agency: Supervisor:
Address: Title:
Phone:
Fax: Email:
Intern: Phone:
Address: Email:

INTERN COMPENSATION INFORMATION (check one)

U Position is volunteer U Mileage or use of agency vehicle
Q Monthly stipend: Amount $ U Conference or workshop

O Semester stipend: Amount $ U Tuition reimbursement

a Part-time/Full-time Salary: Amt $ U Other (specify):

INTERN LIABILITY COVERAGE (check one)
U Student is providing her/his own coverage and has attached proof of coverage

U Agency provides liability coverage for student intern (initial of supervisor )

RLS Intern Manual Appendix




INTERNSHIP LEARNING OBJECTIVES

TR STUDENTS: refer to your TRIGS manual for how to develop your learning objectives

It is mutually agreed by the agency and the university that they will share in providing an
internship experience for this student in accordance with student internship objectives and
any special arrangements and/or conditions attached.

The following learning objectives have been developed specific to the needs of the student
intern. These are statements describing specific, intended, measurable outcomes of an
internship experience which will be used as a means of evaluating the student’s
accomplishments during the field experience. Students must write at least 5 objectives, and
can develop more, if desired. These objectives should be reviewed and approved by both
the faculty internship advisor and the agency supervisor at the start of the internship.

Attach to this document a typed list of five learning objectives and five learning outcomes
as the primary educational focus of your experience. Note the objectives and outcomes do
not necessary have to match one another.

Example of a Learning Objective:

During the course of my internship, | will become knowledgeable about the agency’s
policies that deal with risk management and liability in terms of agency employees
and, if relevant, in terms of participants in the agency’s programs.

Example of a Learning Outcome:
At the end of my internship, | will be able to develop a draft budget for at least one
program at my agency.

Responsibilities of the Agency:

L Provide professional supervision which means that students will receive an agency
orientation and ongoing training throughout the internship.

L Be willing to participate in the intern evaluation process.

U Clarify whether or not liability coverage is provided for the student for the duration of the
internship.

U Be a certified Therapeutic Recreation agency in the case of TR interns, and show proof
of agency and supervisor certification.

We have read this contract and its attachments and agree with its terms. We acknowledge
that there is occasionally the need to terminate or change an internship agency due to
unforeseen circumstances. The university reserves the right to make this decision after
consultation with the intern and the agency.

Signatures:

Student Intern Date
Academic Advisor Date
Agency Supervisor or Representative Date
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FORM D

Petition to Waive Requirements

Instructions: This form is required if the student would like consideration for an alteration in
the standard internship process. The form must be filled out completely for consideration.

Name:

Address:

Phone:

Email:

Total number of RLS units completed:

CSUS G.P.A.:

List the RLS courses taken (by semester) at CSUS:

Semester: Semester: Semester:

Course Grade Course Grade Course Grade
Semester: Semester: Semester:

Course Grade Course Grade Course Grade

Reason for Petition:

U Waive prerequisites

O Waive requirements

QO Explanation of continuing internship at site already employed
4 Other
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Justification for Waiver of Requirements: (include supporting documentation)

Student Signature Date

Major Advisor Comments:

Major Advisor Signature Date

Department Chair Signature Date

Action Taken: U Approved 0O Denied QO Approved with conditions(s):
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FORM E

Internship Summary Reports

‘ TR STUDENTS - consult your faculty advisor and your TRIGS manual

Instructions:

During your internship, you are responsible for completing and submitting 5 summary reports (usually
emailed to your faculty internship advisor every other week). These reports should help you learn
about the overall operation of your internship agency or organization. In addition, the reports are a
method of documenting and communicating to your faculty internship advisor your experiences
during your internship. Note that your faculty internship advisor will not remind you of when these
reports are due. Failure to submit reports will reflect negatively on your internship.

Each report consists of your assessment about your internship experience and information about the
agency. While you can set up a schedule with your internship advisor that fits your particular
internship, the following schedule is suggested:

First Report: Beginning of the 3" Week
Second Report:  Beginning of the 5™ Week
Third Report: Beginning of the 7" Week
Fourth Report: Beginning of the 9" Week
Fifth Report: At the end of the final internship week.

Report Format:

All reports are to be submitted via email. Each report must conform generally to the following
format:

Begin with summary details, and then include your responses to the items in Section 1. Then in
Section Il, you should address the topic assigned for the particular phase of your internship.

I. STUDENT'S ASSESSMENT (Minimum one page long, to be included with each biweekly
summary report)

Your Name:

Weeks covered in report:

Dates covered in report:

Total Hours for Weeks Reporting:
Total Hours to Date:

Critical analysis and interpretation of activities and events (not just a list of accomplished tasks)

1. Activities: Describe your experiences during these two weeks as they relate to each of the
goals and/or tasks listed in the Agency Information and Approval Form.

2. Problems: ldentify any problem(s), both major and minor, you have had during this reporting
period with some analysis on how you did or how you plan to solve them.

3. Insights Gained: What have you learned from your experiences during this reporting period.

Il. GENERAL AGENCY INFORMATION

The second part of each report should address the individual topics described on the next page.
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First Report: Describe the Agency.
Due: or beginning of the 3" Week

This report should familiarize both you and your faculty internship advisor with the agency. Provide a
brief history of the founding of the agency, its current purpose, and legal status (private, public,
nonprofit). Provide a general description of the agency’s programs and services, clientele, and
facilities. Do not provide copies of pre-written agency documents, but rather describe your own
understanding about the agency.

Second Report: Describe the organization and administration of the agency.
Due: or beginning of the 5" Week

Include a copy of the agency’s organizational chart. Discuss the number of employees and
volunteers (if any), the different types of personnel (administrative, professional and non-professional
staff), and the role and duties each of these positions have within the agency. Discuss the agency’s
personnel policies: hiring practices, orientation program and in-service training, salary and benefits
information. Do not provide copies of pre-written job descriptions, but rather describe your own
understanding of these issues.

Third Report: Describe the financial structure of the agency.

Due: or beginning of the 7" Week (Note: This is a sensitive area for some
agencies, so exercise discretion in your inquiries for this information.) Discuss what are the various
income sources; major areas of expenditures, budget development and approval process, tax
structure, and purchasing procedures.

Fourth Report: Describe the marketing and public relations of the agency.

Due: or beginning of the 9" Week

Discuss how the agency markets its programs and services. How are its promotional efforts
developed and coordinated?

Final Report: Internship Evaluation and Assessment
Due: or during the last week of the term of your internship

Evaluation of Self (include your evaluation Form H with this form).
Assess the overall internship experience by answering the following questions.

a. What goals were met during the internship experience?
b. What goals were not met and why?
c. What were some of the strengths developed during the internship experience?
d. What skills do you still need to improve and ways improvements can be made?
e. What academic courses were helpful in preparing you for this internship?
f. What academic courses would have been helpful in preparing you for this internship.

Evaluation of Agency
Assess the agency/organization by answering the following questions.
a. What were strengths of this agency for an RLS internship experience?
b. What were weaknesses of this agency for an RLS internship experience?
¢. Would you recommend this internship site to other RLS students? Explain why or
why not.
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FORMF

Final Project Proposal

TR STUDENTS: refer to your TRIGS manual for details on final project requirements

The internship project should be an independent effort that you conduct as part of your internship
experience that will assist your agency in accomplishing it’s objectives, and also allows you to learn
through the development of a project that involves your professional interests. The internship project
will challenge you to consider what the needs of your agency are, and what lasting project could you
leave as a contribution from your time as an intern there. Examples of projects include developing
environmental education curricula, staff training manuals, campground construction contracts, or risk
management plans. These are the kinds of projects that managers and professionals develop as a
part of their work: they fill in the “blank spots” of an agency and usually satisfy some need or help the
agency evolve professionally.

Student Intern:

Phone: Email:

Agency:

Agency Supervisor:

Agency Supervisor Phone & Email:

ATTACH A SEPARATE SHEET OF PAPER THAT ANSWERS THE FOLLOWING 3
QUESTIONS:

1. Clearly describe the project proposal: (e.g., design a website for two of the agency’s
programs)
2. Clearly state the rationale for the project: (e.g., the agency does not have a website

and has not been able to reach a broader constituent base)

3. Describe what the outcome of your project will be (e.g., a website)

Project Timeline: Set dates for the accomplishment of specific portions of your project

U Propose project by

U Intermediate project benchmarks:

1. by
2. by
3. by
4. by
5. by

U Complete project by

Be sure to include documentation of your project in your final report
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Form G

Intern Evaluation Form

EVALUATION OF STUDENT BY AGENCY SUPERVISOR

TR STUDENTS: refer to your TRIGS manual for details on evaluation

Student Intern

Agency

Address

Phone No. Email

City / State Zip Code

Name and Title of Agency Supervisor

Instructions:

2. Complete the evaluation based on your best assessment of the student’s performance to date.
Please use ink and initial any changes.

3. Discuss the evaluation with the student with emphasis on the strong and weak points you have
observed. When necessary, make suggestions for improvement and help determine a plan of
action for implementation.

4. Sign and date form in the spaces provided below and ask the student to do the same as soon as
the evaluation conference is completed.

5. Return the form to the faculty instructor no later than the date noted above to assure time for
processing of the student’s grade. (Evaluations may be requested once or twice during an
experience at the discretion of the faculty instructor).

6. If you wish to retain a copy of the evaluation for your records, please photocopy it or request the
faculty instructor to make a copy for you.

By their signatures below, the agency supervisor and student signify that they have discussed the
evaluation attached hereto. The signature of the student does not necessarily signify that the student
agrees with the content of the evaluation.

Signature of the Agency Supervisor Date

Signature of the student Date
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Professional Trait Appraisal for

(student’s name)

Instructions: Using the scale below, circle the rating, which best describes the student’s
performance relative to the traits enumerated. Comments on strong or weak points are
encouraged in the space provided or on the back of the page.

Rating Scale:
4 = Always exhibited the trait

3 = Usually exhibited the trait

2 = Occasionally exhibited the trait
1 = Rarely exhibited the trait

NA = Not applicable in this situation

1. Maintain appropriate work attendance 4 32 1NA
2. Possesses adequate knowledge and skills for the job 4 32 1NA
3. Follows agency policies and procedures 432 1NA
4, Plans, organizes and administers work well 4 321 NA
5. Possesses strong written communication skills 432 1NA
6. Possesses strong oral communication skills 432 1NA
7. Keeps complete and accurate records 4 32 1NA
8. Establishes good rapport with clientele 432 1NA
9. Establishes good rapport with fellow workers 4 321NA
10. Exhibits initiative and ability to work independently 4 321NA
11. Utilizes available community resources 4 321 NA
12. Is able to identify problems 4 321NA
13. Displays the ability to solve problems effectively 4 32 1NA
14. Evaluates activities and programs objectively 4 32 1NA
15. Is sensitive to the general welfare of others, especially 4 321NA
in areas of feelings and safety
16. Possesses a professional attitude suitable for the job 4 321NA

Comments: (When appropriate, please identify by number.)
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Professional Trait Appraisal for

(student’s name)

Instructions: Using the scale below, circle the rating, which best describes the student’s
performance relative to the traits enumerated. Comments on strong or weak points are
encouraged in the space provided or on the back of the page.

Rating Scale:
4 = Always exhibited the trait

3 = Usually exhibited the trait

2 = Occasionally exhibited the trait
1 = Rarely exhibited the trait

NA = Not applicable in this situation

1. Possesses self-confidence 4 321NA
2. Demonstrates self-initiative 4 32 1NA
3. Displays sound judgment — common sense 432 1NA
4, Reacts objectively to a given assignment 432 1NA
5. Displays innovative, creative approaches to meeting assignments 4 3 2 1 NA
6. Displays enthusiasm for recreation and part work 4 321NA
7. Accepts criticism as well 4 32 1NA
8. Demonstrates respect for people 4 321NA
9. Is dependable? 4 321NA
10. Is a good listener? 4 321NA
11. Is tactful in dealing with people 4 321NA
12. Has the ability to think conceptually 432 1NA
13. Displays inquisitiveness 4 321NA
14. Is courteous 4 321NA
15. Gives due attention to appearance and attire 4 321NA
16. Is punctual 4 32 1NA
17. Displays patience and “cool-headedness” 4 321NA
18. Displays perseverance 4 321NA

Comments: (When appropriate, please identify by number.)
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Supervisor Trait Appraisal for

(student’s name)

Instructions: Using the scale below, circle the rating, which best describes the student’s
performance relative to the traits enumerated. Comments on strong or weak points are
encouraged in the space provided or on the back of the page.

Rating Scale:
4 = Always exhibited the trait

3 = Usually exhibited the trait

2 = Occasionally exhibited the trait
1 = Rarely exhibited the trait

NA = Not applicable in this situation

1. Is willing and able to delegate authority 432 1NA
2. Uses authority constructively 432 1NA
3. Inspires others through effective leadership 4 321NA
4. Recognizes others for their performance 432 1NA
5. Displays ability to recruit and select qualified personnel 4 321NA
6. Displays ability to evaluate personnel 4 321NA
7. Has ability to guide and train personnel 4 321NA
8. Is respected by subordinates 4 321NA

Comments: (When appropriate, please identify by number.)
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Appraisal of Student’s Accomplishment of Internship Learning Objectives

Instructions: Enter the learning objective from the student’s final orientation report. Then
indicate the degree to which each objective was accomplished using the scale below.
Comments may be noted on the back of this page and additional sheets may be attached if
needed.

Rating Scale:
4 (91 — 100% accomplished)
3 (75 - 90% accomplished)
2 (50 — 74% accomplished)
1 (0 — 49% accomplished)
0 (not initiated)

Rating | Obj. No. | Objective
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