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Introduction 
 
 

The Internship Manual is designed to assist participants in fulfilling internship 

requirements of the Department of Family and Consumer Sciences, Appalachian State 

University. The Manual is organized according to the major components of the internship. 

The primary objective of the Manual is to communicate expectations of the 

Department of Family and Consumer Sciences regarding student performance in the 

internship process. In addition, the Manual provides criteria for writing the proposal, 

submitting weekly journals, and responding to the internship evaluation. 

Participants are expected to comply with the time schedule and deadlines 

established by the Department of Family and Consumer Sciences in the preparation and 

submission of proposals, reports, and evaluations. Criteria will be utilized by the persons 

responsible for reviewing and evaluating the student’s proficiency in completing the 

internship experience. 

As participants engage in the internship, they are required to followguidelines in this 

Manual very carefully. While the guidelines suggest standardization, they are not intended to 

deter originality or creativity on the part of the participants. 
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Internship Description 
 
 

The internship in the Department of Family and Consumer Sciences is designed to 

allow participants to be engaged in an educationally oriented practical experience. This 

experience should be significantly related to the student’s major field of study within the 

Family and Consumer Sciences discipline and to the student’s career goals. 

The Department of Family and Consumer Sciences has instituted the internship 

requirement in an attempt to provide a mechanism to insure interaction between the 

student and the work environment. Through the internship process each participant will 

have an opportunity simultaneously to translate theory into operational applications and 

to gain practitioner experience. Whether the intern is to be paid wages or other 

compensation is a matter negotiated by the intern and the company offering the 

internship. 

Upon completion of the internship, the participant should be able to objectively 

evaluate the experience and to offer recommendations potentially resulting in positive 

change for the student and/or department.  The evaluation of the internship experience 

by the field supervisor, student, and internship coordinator could result in 

recommendations for the continuation of and/or the improvement of related 

departmental policies, procedures, and degree requirements. Recommendations for the 

department might result in more effective governance procedures, curriculum 

improvement, and/or the implementation of more effective instructional content and 

techniques. At the conclusion of the internship experience, the student should identify 

personal and professional strengths and areas of improvement. 

If the student fails to meet the requirements of the internship, the agreement may 

be terminated for cause. An intern who is being harassed or otherwise maltreated should 

immediately communicate this to the internship coordinator and the internship 

coordinator who will determine appropriate action. 
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Internship Competency Areas 
 

The competency areas included in the internship program within the Department 

of Family and Consumer Sciences relate to the major areas of study including: 
 

 Child Development 

 Apparel Design and Merchandising 
 

The internship must be closely related to the student’s major area of study and 

career objectives. The competencies listed for each major are intended to guide the 

student in developing the internship proposal, achieving productive and focused learning 

experiences during the internship, and in guiding self-evaluation throughout the internship 

experience. The job responsibilities and activities listed on the internship data form are the 

primary criteria of evaluation used by the field supervisor and the internship coordinator in 

evaluating the satisfactory completion of the internship. 

The internship experience is designed to provide practical experiences in a 

professional work environment. The choice of an internship site is made by the student in 

consultation with and with the approval of the student’s internship coordinator. The 

internship is designed to provide breadth of experience for the student and will be closely 

related to the academic area of specialization. While the internship should afford 

experience in the competencies listed, rarely will all the competencies listed in this manual 

be achieved. 
 
 

All Interns will be able to: 
 
1. Use correct grammar, articulation, appropriate speech, and language. 

2. Demonstrate professional and cooperative working relationships with associates. 

3. Demonstrate commendable work habits in the internship setting and ability to take 

constructive criticism and to respond with effective problem solving. 
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4. Be attentive to potential employment and career opportunities. 

5. Perform all tasks associated with the position in a professional manner. 

6. Recognize the need for professional growth, affiliations, and 

responsibilities. 

7. Communicate effectively with clientele, customers, patients, or children. 

8. Demonstrate ability to apply academic theory to the internship situation through 

practical application. 

9. Follow all rules of protocol in effect in the field setting. 

10. Accept responsibility for professional conduct as indicated by:  courtesy and 

consideration of those encountered in the work situation, promptness in keeping 

appointments, completing assigned tasks, and positive attitude toward all activities 

required by the job situation. 

11. Exemplify ethical professional behavior evidenced by positive working 

relationships with all personnel, moral actions, and attention to confidentiality 

requirements. 

12. Participate effectively in group problem-solving processes demonstrated by direct 

involvement. 
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Child Development 
 
 

The internship experience in Child Development is designed to provide practical 

experiences with children and families in a working environment. 
 

Child Development Internship Opportunities 

 Child Development Centers 
 Homes for Children 
 Social Service Agencies 
 Day Camps 
 Head Start 
 Extension 
 Office for Children 
 Educational Settings 
 Medical Settings 

 

Child Development Student Competencies 
 
The student will be able to: 

1. Demonstrate ability to observe children objectively and use information in developing 

programs. 

2. Demonstrate understanding of effective techniques in guiding young children. 

3. Demonstrate an ability to plan and execute activities for young children appropriate to 

their stage of development. 

4. Recognize children with potential problems or developmental advances. 

5. Demonstrate positive attitudes toward children with concern for enriching physical, 

mental, and social well-being. 

6. Demonstrate knowledge of a balanced diet for infants and children by planning 

appropriate menus and/or by evaluating existing menus. 

7. Develop positive attitudes toward eating situations by modeling appropriate attitudes 

and practices. 

8. Exhibit sound health and safety practices and encourage use by children. 

9. Recognize fatigue or illness symptoms displayed by children, which affect their 

performance. 
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10. Assess children and communicate results to their parents in an appropriate context. 

11. Demonstrate knowledge of components necessary for managing a child development 

center, including budgeting, scheduling, planning activities, and operational procedures. 

12. Demonstrate understanding of state and federal legislation regarding child care in 

groups. 

13. Demonstrate awareness of resources available to assist child development centers in 

meeting needs of children, individually and collectively. 

14. Use correct grammar and articulation to stimulate appropriate speech and language 

development in young children. 

 

Child Life Student Competencies 

Students interested in developing a course emphasis in Child Life should include 

competencies from the “Standards of Clinical Practice” on the Child Life organization webpage 

at http://www.childlife.org  and 

http://www.childlife.org/files/StandardsofClinicalPractice.pdf. 

http://www.childlife.org/
http://www.childlife.org/files/StandardsofClinicalPractice.pdf
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Apparel Design and Merchandising 
 

The internship experience for Apparel Design and Merchandising majors is designed to 

provide practitioner experience or on-the-job training in design, retail, wholesale, or 

manufacturing operations. The intern’s major and career objectives will determine the 

appropriate internship situation. 
 
 

Apparel Design and Merchandising Opportunities 

 Apparel Merchandising 
• Assistant to Buyer 
• Retail and/or Wholesale Sales 
• Promotion 
 

 Apparel Production 
• Production 
• Marketing 
• Quality control 
• Design 
• Pattern making 
• Promotion 
• Sales 
 

 Apparel Design 
• Assistant to designer 
• Design 
• Pattern making 
• Production 

 
 

Apparel Design and Merchandising Student Competencies 
 
The student will be able to: 

1. Demonstrate sound knowledge, creativity, and imagination in the field of apparel 

merchandise. 

2. Provide evidence of knowledge of government legislation, policies, and programs 

affecting an apparel business operation. 

3. Demonstrate a knowledge of and working ability in public relations policies of 

the apparel business. 



8 
 

4. Design and implement effective promotion activities. 

5. Exhibit knowledge of psychological, social, economic, and global factors that 

influence apparel trends and production and consumption of apparel and textiles 

products. 

6. Demonstrate knowledge of the fundamental skills and problems in the design, 

production, distribution, and consumption of apparel and textiles. 

7. Demonstrate knowledge of the chemical and physical properties of textile fabrics as 

they affect consumer end use satisfaction. 

8. Exhibit knowledge of art fundamentals by demonstrating their use in apparel 

and textile product merchandising in practical experience opportunities. 

9. Gain increasing knowledge of current technological advances which impact 

apparel design and merchandising. 
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Internship Proposal 
 
 

An Internship Proposal consists of the title page, a two- to three-page narrative 

describing the proposed experience, the Internship Data Form, and a résumé. The complete 

proposal should be typed and should be available electronically. 

 

Format 
 

The following organizational plan should be carefully followed to insure that the 

internship proposal will satisfy the evaluative criteria. 

 

Title Page 

See the suggested format for the internship proposal title page in the Appendices. 
 

Narrative 

The narrative should clearly state internship activities with an explanation of the 

importance of the proposed activities in assisting the intern to fulfill stated objectives and 

develop competencies in the major area. The narrative must: 

1. Describe proposed internship setting and experiences. 

2. Describe how the student is ready and competent to undertake this proposed 

internship through ASU course work and experience. 

3. State the competencies planned for the internship. Indicate how the proposed 

internship experiences will enable the intern to achieve specific competencies in the 

major area. Relate projected experiences to career goals. The internship should not 

duplicate the student’s previous experience. 

 

The internship responsibilities should be clearly identified and outlined in order to 

expedite the internship experience. The identified internship responsibilities will assist the 

person(s) directly responsible for supervising the internship. The complete proposal 

should detail the experiences that will be gained, time allocations, and intern 
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responsibilities to be assumed. The internship must provide new experiences and learning 

for the student which were not provided in prior course work or prior work experience. 

 

Internship Data Form 
 

Interns are required to complete an Internship Data Form, including your job 

description, which is submitted as a part of the proposal (see Appendices).   

 

Résumé  
Interns should attach the résumé developed in FCS 4400 as a part of the proposal. 

Revisions to this résumé may be necessary. Keep in mind that the visual quality of the résumé 

is particularly important for those students in the design fields. The accuracy and organization 

of content presented is important for all students. 
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Internship Journal 
 
 

Each student participating in the internship program will submit a Weekly Journal 

Report using the format shown in the Appendices. This document will show reflective 

thinking and will be used by the internship coordinator, internship coordinator, and the 

student to document student performance. The journal is a measure of the professional 

responsibility that the student has assumed and therefore will be a major consideration in 

determining the student’s final grade. 

 
The journal should: 

 
1.  Record the student’s perception of and reaction to internship events, 

experiences, and observations; 
 

2.  Include an evaluation of these occurrences, experiences, and 
observations; 

 
3.  Record the student’s suggestions for improving quality of the 

internship situations and experiences; 
 

4.  Indicate student deficiencies which inhibit effective internship performance, 
as well as suggestions for working toward proficiency in these areas; 

 
5.  Be reported in a neat, clear, and concise manner through AsULearn as directed 

by the Internship Coordinator and following the format illustrated in the 
Appendices; and 

 
6.  Be submitted by Saturday afternoon through AsULearn for FCS 4900 for the 

duration of the internship  
 

 
 

Failure to submit a journal report results in no credit being 

given for that time period toward the work hours required. 
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Internship Evaluation 
 
 

Each internship will be evaluated in terms of the following criteria: 
 

Initial Proposal 

The quality of the initial proposal and the degree to which objectives have been 
achieved will be considerations in the evaluation of the total internship. 

 

Journal 

The faculty supervisor will evaluate the journal according to evidence of diligence in 

meeting designated responsibilities, demonstrating critical reflection, analyzing activities 

thoroughly, conforming to the proposed format, being prompt in submission, and being 

thorough.  The journal report is a reflective record of occurrences, experiences, and 

observations and is reported using the format on pages 35 and 36. The journal should 

represent the student’s candid expression of the internship and will be kept private.  The journal 

should reflect the student’s perception of, reaction to, and evaluation of these occurrences, 

experiences, or observations. Part of the evaluation of these daily events should include 

suggested improvements in the work and/or individual intern’s knowledge and skills. 

 

Personal and Professional Development of the Intern 

The internship will also be evaluated according to the degree to which the major area 

competencies and job responsibilities have been achieved by the intern. Competency 

development will be evaluated jointly by the field supervisor, internship coordinator, and the 

intern. The final evaluation will be accomplished during a site visit for in-state interns and by a 

telephone conference for out-of-state interns or through use of other appropriate media. 
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Intern Evaluation Form —Field Supervisor 

The Intern Evaluation Form will be completed by the field supervisor and mailed to the 

internship coordinator at the end of the internship period (see Appendices). 
 
 

Internship Evaluation Report—Student Intern 

The intern will complete a written, reflective evaluation of the internship. This 

evaluation should be four to five typed pages and should be submitted to the internship 

coordinator within one week after the internship completion date. 

The evaluation will include the following: 
 

1.  A description of those internship experiences which helped the intern to gain 
specific competencies, knowledge, and skills; 

 
2.  A description of opportunities and limitations of the internship in providing 

experiences or opportunities for the intern to achieve competencies; 
 

3.  An evaluation of the strengths and areas needing improvement in the intern’s 
curriculum and/or other academic course work in relation to her/his ability to 
meet the field supervisor’s expectations; 

 
4.  A description of those areas of personal and professional expertise where the intern 

feels competent, as well as those areas where improvement is needed; and 
 

5.  An evaluation of the internship situation as a desirable or undesirable internship 
opportunity. 
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Internship Procedures Checklist 
Semester prior to internship 

Planning, Interviewing, and Selection of Internship 

1. The student participant should have already completed or currently be taking FCS 4400 by the 
semester prior to the internship.  At this time, the student should know the geographical 
location desired and prepare a list and description of potential internship sites.  The student 
must schedule a conference with the internship coordinator. 

2. The student participant will complete a background check through the RCOE Field Experiences 
office.  This should be completed no earlier than 6 months before the beginning of the 
internship.  Directions for completing the background check are found at  
http://rcoe.appstate.edu/students/field-and-student-teaching/student-teaching-handbook.  
Select Criminal Background Check Completion Directions under Prerequisites for Student 
Teaching. 

3. After discussion of the proposed internship sites, the student should explore selected internship 
possibilities.  This exploration should include gathering detailed information and arranging 
interviews with prospective site supervisors.  Letters, telephone calls, and interviews are 
strongly recommended. 

4. The student will report information gathered and interview results to the internship coordinator 
who advises the student on the feasibility of pursuing an internship with the organization based 
on the opportunities such an internship will offer the student in gaining the competencies 
established for the major. 

5. The student develops a first draft of the entire proposal. 
6. The student schedules an appointment with the potential field supervisor.  The proposal is 

reviewed and the Job Responsibility area of the Internship Data Form is edited as needed in a 
collaborative manner during the conference.  The Job Responsibility area should be completed 
prior to writing the final draft of the narrative section of the proposal.  The student will give the 
field supervisor the link to the Internship Field Supervisor Manual available on the FCS website.  
If requested by the field supervisor, provide a printed copy of the manual. 

7. Determine whether any affiliation agreements/contracts, liability insurance, immunizations, or 
other preliminary conditions are required by the site. This is common for interns in medical 
environments. It is the student’s responsibility to address this matter with the internship 
coordinator to determine whether such a legal document is required. If so, the student should 
work with the internship coordinator to assure that this process is begun. Because the approval 
process can take six weeks or longer, starting the process early enough is critical. Most medical 
establishments will not allow an intern to begin work until both the condition of the affiliation 
agreement/contract and the required liability insurance are in place and the student has 
presented written verification of these conditions. Students involved in such an internship 
should complete and attach a completed copy of the Student Certification and Consent Form to 
the internship proposal (see Appendices). 
 

http://rcoe.appstate.edu/sites/rcoe.appstate.edu/files/6-Criminal%20Background%20Check%20Completion%20Directions%20Aug%202011%202012.pdf
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Submission of final draft of internship proposal 

1. The final draft of the internship proposal and internship data form (available at 
http://fcs.appstate.edu/students/internships) are submitted to the internship coordinator.  The 
proposal will be evaluated by the internship coordinator within one week after submission.   

2. The signed proposal and data form are submitted to the FCS Administrative Assistant (room 
516B) who will enter the information into the university internship inventory and generate a 
contract. 

3. Embarrassment to both the student and Appalachian State University may result if the student 
makes agreements regarding the internship prior to discussion and approval at the department 
level.  The student will take the internship proposal, data form, and contract to the internship 
field supervisor for signatures.  

4. Have contract signed by the FCS Department Chair. 
5. The student is responsible for producing three copies of the signed proposal.    
6. Submit one copy of all documents to the FCS Administrative Assistant.  After being uploaded to 

the Internship Inventory, that copy will be retained by the internship coordinator. 
7. One copy is given to the field supervisor and one copy is retained by the student participant. 
8. The Internship Inventory is approved electronically by the FCS Department Chair and the RCOE 

Associate Dean. 
9. Registrar’s Office registers student for appropriate section of FCS 4900.  A total of 10 semester 

hours is required.  Internship credit is graded on a satisfactory/unsatisfactory basis.  Allow up to 
2 weeks for registration from the time all finalized and signed documents are uploaded into the 
inventory.  The internship hours cannot be counted until the student is registered. 

10. Individual professional liability insurance will be included with each registration for an ASU 
internship. Refer to the University Registrar’s Office webpage for details regarding this liability 
insurance coverage. Neither the University nor the Department of Family and Consumer 
Sciences or its faculty assumes any liability for student interns. 

11. The student intern is responsible for notifying the internship coordinator of changes in contact 
information including e-mail address, postal address, telephone numbers, as well as any 
emergency situations, or revisions in the internship proposal. 

12. The student intern will assume responsibility for arranging their own housing, transportation, 
and for any screening, employer forms, background check, medical clearances, medical 
insurance, and liability insurance required by the internship site. 
 

Semester of Internship 
Begin the internship as scheduled.  Be sure to communicate any changes to the field supervisor and the 
internship coordinator.  

Participate fully in internship requirements as defined in the Internship Manual, the internship proposal, 
and according to the expectations of the internship coordinator and the internship coordinator.  

Participate in evaluation conferences. Send travel directions to the faculty supervisor if needed. 
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Weekly Journal 

The Weekly Journal is the most important communication vehicle between the student intern and the 
internship coordinator.  Failure to submit a Weekly Journal Report will result in no credit being given for 
that time period.  These are submitted weekly on AsULearn. 

Internship Evaluation Report 

The student’s Internship Evaluation Report and field supervisor’s Intern Evaluation Form must each be 
completed and submitted to the internship coordinator within one week after completion of the 
internship.  Grades are submitted to the Registrar on the same time schedule as other regular University 
courses.  These dates are listed on the Registrar’s webpage.  If any component of the student’s 
internship requirements is missing, the student is given an incomplete grade (“I”).  These required 
components include: a complete proposal, proper registration, 400 hours reported by satisfactory 
weekly journal reports, an evaluation conference with the internship coordinator and the field 
supervisor, the field supervisor’s written Intern Evaluation Form, and the student’s written Intern 
Evaluation Report.  The grade is submitted by the student’s internship coordinator. 

The internship coordinator will share evaluation results with the student intern upon request. 

All internship materials are returned to the internship coordinator who maintains these materials as a 
part of student records. 
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Vocabulary 
 

Competency Area: 
The major area of specialization within the Department of Family and 

Consumer Sciences in which the student is majoring. 
 
Evaluation: 

Evaluations to determine the degree of effectiveness of the total internship by the 
intern, internship coordinator, and field supervisor. 

 
Field Supervisor: 

That person(s) directly responsible for on-the-job supervision of the intern. 
 
Intern: 

The student majoring in Family and Consumer Sciences at Appalachian State 
University participating in professional work experience for academic credit. 

 
Internship: 

Work experience of the intern that is related to the student’s Family and Consumer 
Sciences major area for which the student receives academic credit. 
 

Internship Coordinator: 
The Family and Consumer Sciences faculty member directly responsible for 
coordination and working with faculty and interns in planning, coordinating, 
supervising, and evaluating the internship and the internship program. This faculty 
member is the instructor of record who monitors intern performance, gives 
feedback to the student, evaluates the intern, and determines the final grade. 

 
Internship Site: 

The agency, institution, firm, or organization with which the internship proposal is 
instituted. 
 

Proposal: 
An Internship Proposal consists of the title page, a two- to three-page narrative 
describing the proposed experience, the Internship Data Form, and a résumé. 
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Appendices 

 
 
 
 

 
 
 
 
 
 

Forms available at http://fcs.appstate.edu/students/internships 



 

 

TITLE OF INTERNSHIP 

 

Agency or Company Name 

 

 

By 

Mary Doe 

 

 

 

Department of Family and Consumer Sciences 

Appalachian State University 

 

Date 



 
 

INTERNSHIP/PRACTICUM DATA 
(To accompany internship narrative) 

Family & Consumer Sciences 
Appalachian State University 

 

Name of Student ______________________  __________________________  _________________ 
       (Last)    (First)    (Middle) 

Student Banner ID  _______________________      Date of Submission _______________________ 

Phone Number __________________________   Alternate Phone Number_____________________ 

Student’s Address during internship/practicum_______________  _____________  ______  _______  
              (Street Address)  (City)      (State)         (Zip Code) 

ASU Email Address______________________________@appstate.edu   

Emergency Contact ___________________ Relation to Student______________ Phone __________ 

Emergency Contact Address ____________________  ______________________  ______  _______  
       (Street Address)   (City)          (State)       (Zip Code) 

                Domestic       or                International             Unpaid or            Paid   Pay Rate __________ 

Term:             Fall             Spring             Summer        Year: ________       Cumulative GPA ________   

Total Credit Hours Earned _________________       FCS Credit Hours Earned ____________________ 

Subject: FCS  Course: __________ Section: __________    Course Title:  _____________________ 

Course Dates: _____________  to _____________  Hours per week ______ Credit hours ______  
Academic credit will be based on 40 field place hours per semester hour credit  
 
Major  _______________________________________________ 
 
Name of Company/Institution___________________________________________________ 

Mailing Address ___________________________  ________________________  ______  _______  
       (Street Address)   (City)          (State)       (Zip Code) 

Business Telephone  ____________________   Web Site (if available) ________________________ 

Field Supervisor  ________________________________ Title _________________________________ 

Mailing Address (if different)  ________________________  _________________  ______  _______  
            (Street Address)                  (City)          (State)       (Zip Code) 

Business Telephone  ____________________   Email Address _______________________________ 

 

 

 



Job Responsibilities Summary and/or Expected Activities 

a.________________________________________________________________________________ 

b.________________________________________________________________________________ 

c.________________________________________________________________________________ 

d.________________________________________________________________________________ 

e.________________________________________________________________________________ 

f.________________________________________________________________________________ 

g.________________________________________________________________________________ 

h.________________________________________________________________________________ 

i.________________________________________________________________________________ 

j.________________________________________________________________________________ 

 

 

 

Field Supervisor ______________________________ 

Signature ____________________________________Date ________________ 

Internship Coordinator __________________________ 

Signature ____________________________________Date ________________ 

 

This signed form will be submitted to your Internship Coordinator.  From this information, an official 
ASU Internship Contract will be generated.  The contract will be signed by the student, the agency 
and the university academic representative and the student will be registered by the registrar’s office.   
 
 
 



STUDENT CERTIFICATION AND CONSENT 
 
The University has notified me and I understand that I am responsible for: 
 

I. Supplying information required by the Facility prior to the beginning date of my 
clinical experience program.  This information may include, but is not limited to 
name, biographical data, and a report of health status (including freedom from 
communicable disease).  This information will be sent at least two (2) weeks before 
the beginning date of my clinical experience program; 

 
II. Providing the Facility with verification of professional liability insurance coverage of 

at least $1,000,000 prior to the beginning of each clinical experience program; 
 

III. Conformance to all applicable University and Facility policies, procedures, and 
regulations, and all additional requirements and restrictions specified jointly by 
representatives of the University and Facility; 

 
IV. Providing the necessary and appropriate uniforms which shall be designated, but not 

provided, by the Facility; 
 
V. Arranging for my own transportation and living accommodations; 

 
VI. Reporting to the Facility on time; 

 
VII. Arranging for and providing evidence of my own health insurance to the Facility at 

least two (2) weeks before the beginning date of my clinical experience program 
 

VIII. Assuming responsibility for the expense of any emergency care provided by the 
Facility, personal illness, necessary immunizations, tuberculin tests, chest x-rays, and 
annual health examinations; and 

 
IX. Maintaining the confidentiality of patient information.  No student shall have access 

to or have the right to review any medical record except where necessary in the 
regular course of the program.  The discussion, transmission, or narration in any form 
by students of any patient information of a personal nature, medical or otherwise, 
obtained in the regular course of the program is forbidden except as a necessary part 
of the program. 

 
 
       ________________________________ 
Witness:      Student Signature 
 
____________________________   ________________________________ 
Signature      Printed Name 
 
 
____________________________   ________________________________ 
Printed Name     Date     
     

 



WEEKLY JOURNAL REPORT 
 

(to be completed by the Student Intern) 
 
 
Name:  ______________________________________________________ 

Intern Site:  __________________________________________________ 

Hours worked this week:  _________________  Total hours worked:  _______________ 

Date:  __________________________ 

 
 

A. Journal Entry 
 

1. List major task involvement this week: 
 
 
 
 
 
 
 
 
 
 
2. List major accomplishments: 
 
 
 
 
 
 
 
 
 
 
3. Discuss insights gained: 

 
 
 
 
 
 
 
 
 



WEEKLY JOURNAL REPORT (continued) 
 
 
B. Weekly Evaluation 
 

1. What was the high point of the week for you?  (Name only the one highest 
point—describe and express your feelings about it.) 

 
 
 
 
 
 
2. What was disappointing for you? 
 
 
 
 
 
 
3. What activities or events of the week were most helpful in your learning?  

Why? 
 
 
 
 
 
 
4. Were there activities or events of the week that were not useful to your 

learning?  Describe. 
 
 
 
 
 
 
5. How would you describe your performance in your role this week as an 

intern? 
 
 
 
 
 
 
6. What are your plans/goals for next week? 

 



INTERN EVALUATION FORM  
 

(to be completed by the field supervisor) 
 

Department of Family and Consumer Sciences 
Appalachian State University 
Boone, North Carolina 28608 

 
Intern’s Name  __________________________           Major ______________________________                                            
 

                                                                                         Position __________________________                                                   
 
Evaluated by  ______________________________________      Date  _____________________                                                         
 

Organization ___________________________________                                                   
 

Position     _____________________________________                                                  
 

Please check the appropriate column indicating your evaluation of the student intern: This 
is on a five point scale with 5= Exceeds expectation;  3 =Meets expectations;  1= needs 
improvement.  NA is not applicable or no opportunity to observe. 

 
I. Personal Traits 

 
    5 4        3   2 1 NA 
               

Confident in ability       

Well groomed and 
appropriate 
appearance for 
setting 

      

Courteous       

Creative       

Enthusiastic       

Positive interpersonal 
skills with staff 

      

Positive interpersonal 
skills with children & 
families 

      

Integrity       

Cooperative       

Reliable       

 
Comments:  
  



INTERN EVALUATION FORM (continued) 
 

II.   Professional Traits 
 5= Exceeds expectation; 3 =Meets expectations;  1= needs improvement.  NA is not 
applicable or no opportunity to observe. 
 

  
    5     4         3                2  1           NA  
Accurate        

Adaptable       

Self-motivated to job 
improvement 

      

Works independently       

Demonstrates initiative 
to go beyond what is 
asked 

      

Positive job attitude       

Uses effective judgment 
in the professional 
setting 

      

Organized       

Team player/  
Teamwork efforts 

      

Uses effective verbal 
skills with children, 
staff and families 

      

Excepts and implements 
feedback for job 
improvement 

      

Uses effective written 
communication skills 

      

Meets deadlines that are 
assigned 

      

 
Comments: 

 
  



INTERN EVALUATION FORM (continued) 
 

III.    Professional Competencies 
5= Exceeds expectation; 3 =Meets expectations;  1= needs improvement.  NA is 
not applicable or no opportunity to observe. 

 
             
    5    4             3                 2            1               NA 
Functions effectively across 
a variety of settings  

      

Develops short- and long-
term planning goals 

      

Demonstrates under-
standing of individual 
developmental traits  

      

Establishes and maintains 
a positive climate with 
children and families 

      

Manages time and 
materials effectively 

      

Effective problem solving 
skills in job performance 

      

Reflects upon and 
evaluates  and adapts own 
practices  

      

Demonstrates knowledge of 
content  

      

Displays sufficient skills 
necessary for position in 
this field 

      

Exhibits leadership 
potential 

      

Overall performance       
 
Comments: 
 
 
 
 
 

 
Signature  __________________________                                                       

 
Position   ___________________________                                                        

 
Date   ______________________________   
 
 

July 2012                                                            
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