Department of Labor Studies & Employment Relations

The Pennsylvania State University

Human Resources & Employment Relations 

HRER 595: Independent Study* / Internship Approval

I have agreed to be the faculty advisor for:

_____________________________________________________________    ______ / ______ / ______

Student’s name







          PSU ID

who will be taking    HRER _________

__________

__________________________

   

               Course #


Credits


Semester / year

I. Purpose:

II. Rationale:

III. Syllabus:

IV. Form of Evaluation:

V. Research:

VI. Title (of thesis):

_______________________________________________________________    ____________________________

Advisor’s signature






Date

*Not after first 10 days of semester
Rules and Procedures for HRER 595 Internships 
Department of Labor Studies and Employment Relations 
The Pennsylvania State University
Internships are intended to broaden students’ academic experience by having them work in a practical setting where the course content of their major is applied. The field assignment should represent productive tasks of importance to the host organizations and reflect an active relationship with the er/hr/lr/law functions. Internships are not a substitute for classroom experiences. Students should not take an internship thinking they will automatically receive a “good” or “passing” grade. The following rules and procedures set the requirements for all internships. 

Formal approval by the Internship Director/Coordinator is required prior to registering for HRER 595 and will only be granted after a personal advising session between the student and the Internship Director. Students who begin actual internship work without meeting the above requirement may not be allowed to receive credit for HRER 595. 
Students can earn a maximum of 6 variable credits, according to the following scale: 

 
Summer Semester—6 week semester only 

  Credits    
*minimum hours worked
     6        
214 (26.75 hrs per week) 

 
     3        
106 (13.25 hrs per week) 

Fall/Spring Semesters 

  Credits   
*minimum hours worked
     6 
     
 214 (14.25 hrs per week) 

     3 
     
 109 (7 hrs per week) 

*Students can always work more than the minimum number of hours per week, if mutually agreed upon by the student and the field supervisor. 

Forty percent (40%) of the final grade will depend upon the evaluation of the field supervisor and (60%) of the final grade will depend upon the student’s paper. The field supervisor’s evaluation will be conducted confidentially, sealed and mailed directly to the Director of the Department’s internship program. Field supervisor evaluations handed in by the student will not be accepted.  

All internship papers are critical analyses of specific learning objectives related to the work assignment and must include an introduction, a balanced description/analysis of each learning objective, and an overall assessment of the internship experience. Papers must be well-reasoned and go beyond mere descriptions or chronologies of internship activities. A faculty-approved statement of student objectives must be appended to the Field Supervisor Acceptance form along with the signature page prior to registration for internship credit. 
The length of the paper will vary depending on the number of credits the internship is worth. The specific objectives and number of objectives relate to the number of credits as follows: 

 
Credits  Number of Objectives   Paper Length 

   6                3         
25 - 30 pages 

     
   3                2         
15 - 18 pages 

Page length refers to double-spaced pages, typed in a standard 10-12 point font, with one-inch margins all around, exclusive of title page and any reference appendices. All internship papers are due on the final day of regular classes of the semester in which the student is completing the internship. No late papers will be accepted without prior permission. If an extension is needed for a legitimate reason, it is the student’s responsibility to apply for a deferred grade in accordance with University policies. 
 Sample Learning Objectives for HRER 595
To learn how the tactics and attitudes of the newly organized union will affect the behavior of management and vice versa.

To analyze how agency policies deal with workplace grievances and disciplinary issues. Are these methods successful? Are there alternatives that may be more beneficial?

To learn how organizations research information regarding what may or may not be included on an employment application, and how final decisions are made regarding its design and distribution.

To explore the many ways in which organizations obtain resumes/applications in order to fulfill vacant positions. To determine the best approach to use for different levels of positions and the costs associated with each.

To gain experience related to conducting job interviews. Are standard procedures followed? Are all candidates at different levels asked the same questions? What methods are used to rate different performances?

To learn the main function of the Human Resource specialist’s job in this organization, including how to make legal reductions in force, apply family and medical leave, and process disciplinary actions.

To learn the various procedures that a union goes through to prepare for contract negotiations, including necessary analysis, research, and strategic preparations. What is the relative importance of each in achieving success?

To understand the process of grievance administration from the union perspective, including the initial handling, the negotiation approaches at various levels, and the roles of the various personnel involved. Is this process effective in terms of resolving the conflict? Why or why not? 

Internship Signature Form

Department of Labor Studies and Employment Relations

The Pennsylvania State University

I have read and understand the Rules and Procedures for the HRER 595 Internship. No registration will be allowed for HRER 595 without the signatures below.

Student name (please Print)





PSU ID# 

Phone number(s)






e-mail 

Student signature






Date

I approve the above student to register for HRER 595 for ___________ in ________________________.

        credits
           semester & year

Internship Director/Coordinator signature



Date

Statement of Learning Objectives for HRER 595

Department of Labor Studies and Employment Relations

The Pennsylvania State University

This page must be included with the signed Internship Signature form in order to register for HRER 595.

3 credits = 2 learning objectives

6 credits = 3 learning objectives

1.

2.

3.

HRER 595 Internship Field Supervisor’s Acceptance Form

Department of Labor Studies and Employment Relations

The Pennsylvania State University

This portion to be completed by the student intern:
Student name (please print)





PSU ID# 

Address

Phone number(s)






Fax number

e-mail 

This portion to be completed by the field supervisor:
Field Supervisor’s name (please print)







Title

Organization

Address

Phone number(s)






Fax number

e-mail 

Responsibilities of the Field Supervisor:

1. Serve as a mentor to the intern.

2. Explain the broader aspects and functions of your company/organization to the intern.

3. Answer questions and resolve issues of concern pertaining to the internship.

4. Provide appropriate extra learning opportunities.

5. Discuss and make suggestions for research projects as appropriate.

6. Upon completion of internship, evaluate performance of intern confidentially and submit the 

    evaluation by mail/fax directly to the Director/Coordinator of Internships.
Preliminary plan of work and responsibilities of student intern:

Work schedule of student intern:

I agree to accept the above-named student as an intern in my organization

Field Supervisor’s signature






Date

Please return the completed, signed acceptance form to the student intern, who will then forward it to the Director/Coordinator of Internships. Thank you.
Field Supervisor’ Evaluation Form

HRER 595 Internship

Please complete CONFIDENTIALLY and mail to:

Graduate Staff Assistant
Department of Labor Studies and Employment Relations

The Pennsylvania State University

133 Willard Building

University Park, PA  16802
Student Intern: ___________________________________________________________________
Student ID#:  ____________________________________________________________________

Beginning and ending dates of internship:  _____________________________________________

Average number of hours worked per week:  ___________________________________________

List duties actually performed:

Please rate the student’s performance by checking the most appropriate box for each category:








  Rating Scale




1

2

3

4

5

      

      Very Poor






     Very Good

Interpersonal relations

⁯

⁯

⁯

⁯

⁯
Responsibility


⁯

⁯

⁯

⁯

⁯
Written English

⁯

⁯

⁯

⁯

⁯
Spoken English

⁯

⁯

⁯

⁯

⁯
Analytical thought

⁯

⁯

⁯

⁯

⁯
Initiative


⁯

⁯

⁯

⁯

⁯
Overall performance

⁯

⁯

⁯

⁯

⁯
Feel free to make any additional comments that you think would be useful in helping to evaluate this student’s internship performance.

Supervisor’s Signature:  _____________________________________   Date: ________________

Organization: ____________________________________________________________________

Address: ________________________________________________________________________

               ________________________________________________________________________

Telephone #: (             )________________________   Fax #: (            )_______________________
E-mail:  ________________________________________________________________________
