Career Practicum
*Ms. Ellison*
-----------------------------------------------------------------------------------------------
SYLLABUS & GRADING: 2010-2011

RULES
· Show RESPECT for yourself, others, and the classroom.
· Be PREPARED- with appropriate attitude, materials, and on time.
· Take your academic SUCCESS seriously.
· Offer only POSITIVE attitudes and comments.

Successful people are responsible for themselves.
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POLICIES AND PROCEDURES
Attendance and Dependability: I expect you to be in class or at your site EVERYDAY. Attendance is directly connected with success. If you are absent, you should bring me a valid note from your doctor. If you are absent from an internship seminar, YOU ARE RESPONSIBLE for making-up the work. You must come to coach class the following Monday from 2-3pm.

During your Internship, please remember your mentor has made a substantial commitment to you and ACCE and will provide you with the opportunities for personal and professional growth. Your punctuality and dependability demonstrate RESPECT and APPRECIATION of your mentor’s time and commitment. Regular weekly attendance during the session is required. Any excused absence must be reported DIRECTLY to your mentor AND to Ms. Ellison as soon as possible prior to the absence. 

Successful people are consistently present and engaged and always on time.
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Prohibited materials: I-Pods, cell phones, pagers, and gum should all be put away BEFORE entering the internship seminar or worksite. NO EXCEPTIONS!

Successful people follow rules.

Attitude: The ACCE internship provides a unique learning experience, which is dependent on your positive attitude and self-motivation. Your internship requires commitment, integrity, and responsibility. Indicate what you can do and what you want to learn; ask questions, assess how you can contribute, and accept some routine and tedium as part of the internship process. In return, the internship provides you with opportunities to work directly with professionals in a chosen field of interest, gain valuable insights into that profession, and network with career professionals. However, how much you achieve depends on your initiative and motivation.

Transportation: Transportation to and from the internship worksite is the responsibility of the student. Parental permission is required for either public or private transportation arrangements.

Appearance: Dress appropriately. Your mentor and their colleagues are the best examples of proper attire. Your appearance is a reflection of your judgment, self-respect, and professionalism. The self-discipline and confidence you demonstrate by care for your appearance is a basic indication that you have the maturity to take on responsibility in your professional environment. You represent both ACCE and yourself. Make your mentor proud to be associated with you. Jeans, large earrings, and bright colors are not acceptable in the workplace.

Learning Logs: You are required to keep a careful record of your internship activities in the notebook assigned for this purpose. It is your responsibility to share this log with your mentor and obtain his or her signature. You will also submit it to the coordinator for review every FRIDAY.

Evaluation: In addition to regular attendance and satisfactory reports from your mentor, you are evaluated on the quality of your Reflection Paper and Academic Paper. The final requirement is a satisfactory performance at the Internship Showcase.

Successful people practice until its perfect.

Assignments: Papers to be handed in must be typed. They should be double spaced, in size 12, Times New Roman or Calibri font with 1” margins. Please include your name and an appropriate title. You need to read over everything you hand in at least once. Spell check is not enough (for instance spell check would not find the mistake when you write Brian instead of Brain).
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Grades 1st Quarter: 
20% Attendance & Participation
30% Classwork
20% Homework
30% Application & Interview
---------------------------------------
100% SUCCESS!

Grades 2nd & 3rd Quarters: 
(SESSIONS I & II)
40% Attendance & Participation
40% Learning Log
20% Evaluation
---------------------------------------
100% SUCCESS!

Grades 4th Quarter: 
20% Attendance & Participation
15% Thank You Letter
25% Reflection Paper
40% Academic Paper
---------------------------------------
100% SUCCESS!


Final Exam Grade:
100% Internship Presentation- May 12th
[Poster or PowerPoint - Neatness, Spelling, and Creativity Count]

SERVICE LEARNING HOURS POLICY
Successful completion of internship Sessions I & II including attendance on all assigned days and a grade of 80% or higher in quarters 2 and 3 will result in students earning 50 service learning hours. For each day they miss and for each 10% of a grade they lose, the number of hours will decrease by five. 
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