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Introduction

Thank you for your willingness to provide an internship opportunity to students from Western Carolina University.  The Department of Applied Criminology recognizes the important contribution of agencies in the field to complete the education of our students. Therefore we highly value the time and energy your agency takes to supervise these students. If you have not done so, please take a few moments to complete an Agency Profile so that we may share information about your agency with our students. 

What a Sponsor Agency Can Expect of the University

Affiliation Agreement

When a student expresses an interest in placement with your agency, the Internship Director will contact you and initiate an Affiliation Agreement between your organization and Western Carolina University (WCU). The purpose of the Agreement is to determine the roles and rights of the organization, student and university in relation to the internship experience. 

Eligibility

The Internship Director will determine that the student is eligible, meaning that the student has an adequate GPA (2.5 overall) and has taken the basic courses in the major to provide context to the experience. The student is not eligible for placement if he or she has been or is currently employed by your agency or if the student will be supervised by a relative. Your organization is under no obligation to accept an intern, and if you determine that the placement is not appropriate for your organization, that information would be valuable to the Internship Director with planning other placements. If your organization has specific eligibility requirements and you provide them to the Internship Director, the students will also be made aware of your agency’s criteria. 
Insurance

WCU requires all students who participate in the Internship Program to have current health insurance and professional liability insurance. Students are informed that they must also have current automobile insurance if they are expected to drive during internship hours. 

Background Checks

Typically, a placement agency conducts background checks of students if they wish to examine students’ records for evidence of criminal activity. If the sponsor agency requests WCU to assist with this process, the Internship Director will direct the students on how to obtain a criminal history check and how to make that information available to their agency sponsor. Agency sponsors must request that assistance prior to the placement of students. 

Availability to Address Placement Problems

The Internship Director will be available to address problems should they occur during the placement. For example, if a student has unauthorized absences, behaves in an unprofessional manner or is not willing to follow supervisor instructions, the sponsor can contact the Internship Director to provide assistance in communicating to (or removing if necessary) the student. Students have been instructed that violation of confidentiality during the course of their placements is grounds for automatic termination of the internship. They have also been informed that they can be terminated if they do not abide by the rules and policies of their sponsor agency.  

Student Evaluation

Ten percent of the student’s grade will be based on an evaluation of their participation by their agency sponsor. The Internship Director will provide copies of the evaluation form to students so that they can give them to their sponsors. A copy of the evaluation is attached to this manual. The student’s final grade will be determined by the Internship Director and will be based on completion of assignments, completion of hours and completion of the supervisor evaluation. 
What a Sponsor Agency Can Expect of Students

Rules and Regulations

The student is responsible for following agency rules and regulations. It is important for the agency to share this information with students at the beginning of the internship so they will that their appearance and conduct will meet agency expectations. Also, advise students of any special safety or confidentiality requirements for your organization. Please allow time for the student to ask questions and make sure that this information is clear to the student. 
Appropriate Attire and Demeanor

Students should be held to the professional standards of your organization. If that includes a dress code and the absence of certain features such as jewelry, piercings or facial hair, the student should be informed at the beginning of the placement. If you wish to provide this information to the Internship Director, these requirements will also be emphasized before the placement is arranged. 

Student Assignments

During the internship, the student will be held responsible for two assignments per week to be completed on the Internet on their own time. One weekly assignment is in a public discussion forum where the student is requested to respond to topical issues related to his or her internship experience. Topics include: agency role, agency reliance on rules and procedures, organizational structure, selection and training, writing requirements on the job, and other issues.  The purpose is to allow the students to share experiences with each other and to view their experience within the framework of their course work at WCU. Some of the questions may require that the student request information of the agency sponsors. Another weekly assignment is a reflective journal that will be confidential between the student and the Internship Director.

Student Contact Hours

Students will be informed of the number of contact hours they are required to have depending on the number of credits they take.  If scheduling conflicts arise, feel free to contact the Internship Director to assist. The student will ask their agency supervisor to verify student contact hours. The agency can document hours either using agency logs or using the electronic form provided on the web site. If the agency sponsor and student agree to additional contact hours, that is permissible but the student cannot submit less contact hours than expected for the credits. 
Student Reports to the Agency Sponsor

Students have been instructed to notify their agency sponsors immediately of they have been injured or harmed or if they were involved in the injury or harm of another. They should also report any incident where they might have come in contact with the blood of a client or citizen. They have also been instructed to notify the agency sponsor of any moving violations they receive while participating on the internship. Failure to do so will result in termination of the placement. 

What Students Expect of a Sponsor Agency

Policies and Regulations

Students will expect the agency sponsor to inform them of the policies and regulations that govern their appearance and behavior. They will also expect clarification of any regulations they do not understand. 
Training and Orientation

Students will expect to be oriented to their responsibilities in the internship. If they ride with a sponsor outside the agency, they will need to know how to call for assistance (or a contact number) in an emergency. If they work directly with the public, they must be oriented on the appropriate level of information to request or share with the clients/citizens.
Quality Experience

Students expect to be exposed to learning experiences and challenges the will help them to understand the professional world. For many, this is their first exposure to the field of their choice. They will expect an experience that extends beyond, for example, answering the phone or filing for the entire internship.
Chain of Command

Students will expect to be advised of the chain of command in the organization. They will also expect to be told who to contact with questions or clarifications and who to contact if they feel that a conflict occurs with their immediate employee sponsor or with clients/citizens. 

Student Evaluation

Students will expect an evaluation from their agency supervisor. They will also expect to have the evaluation explained to them. However, explanation of the evaluation is up to the discretion of the agency supervisor. 

Warning of Violations

Students will expect to be warned if they are not adhering to any agency standards, regulations or policies. Most students value this experience as the first contact with their chosen field and will wish to do the best they can. They will want the opportunity to improve if they do not understand or adhere to the norms of the organization. 

Hazing

Students will expect to be treated in a professional and courteous manner by agency sponsors and not be subject to the “hazing” that occasionally occurs with “rookies.” 

What the University Expects of a Sponsor Agency
Internship Documents

The University expects from the agency sponsor a minimum of three documents related to the internship. First, the Agency must sign an Affiliation Agreement that clarifies roles and expectations. The agency must acknowledge receipt and review of an Agency Manual. Last, the agency must complete and submit a student evaluation and verification of student contact hours. The evaluation form and verification of contact hours will be available through the student. Copies of the evaluation form and contact hours form ate attached to this manual.
Meaningful Experience in the Field

WCU expects that the agency sponsor will provide a meaningful experience to the student related to the field. Clerical work, filing and phone answering activities should be kept to a minimum. If this is a paid internship involving those activities, the University expects the agency to also give the student a well-rounded understanding of the agency and exposure to activities related to the field.

Exposure to Harm

WCU expects that the sponsor agency will minimize the exposure of the students to harm. This includes, to the best of the agency’s ability, not placing the student in a life-threatening situation. Agency sponsors should not use students as part of undercover operations. The agency sponsor should never send a student to a client site without being accompanied by an agency representative. Students have been advised to follow the instructions of their agency sponsors and, in the absence of instructions, they should lock themselves in their vehicle and contact the agency for assistance in a threatening situation. 
Students have also been instructed not to initiate actions which could lead to further risk if their agency sponsor is too busy to give them instructions. Examples include not attempting “crowd control” during any altercation that their agency sponsor may become involved in or controlling traffic if their sponsor is busy investigating an accident. Students have been instructed that, in lieu of instructions from their agency sponsors, their best efforts in such circumstances are to remain observant and take notes if possible so that they can contribute to the incident report or, if necessary, produce an accurate testimony if called to court as a witness.
Student Contact Hours

WCU expects the agency to monitor the contact hours of the student and to report any unauthorized or excessive absences to the Internship Director. Students have been instructed to contact the agency sponsor as soon as possible of they cannot participate in their placement for any reason. They are expected to be able to produce documentation if requested by the agency or Internship Director, to justify their absences. 

Evaluation Process

WCU expects the agency to evaluate the conduct of the student and to submit that evaluation to the Internship Director, by email, fax, mail or through the student. The agency is encouraged to discuss the evaluation with the student prior to submission to the Internship Director. 
Liability Issues

WCU expects the agency to advise the Internship Director of any liability issues that arise during a placement. Each student is required to purchase liability insurance.

Reporting Student Unprofessional Conduct

If a student engages in unprofessional conduct or conduct that is not in accord with agency policies and procedures, the University expects the agency supervisor to report this behavior to the Internship Director. If the violation is a breach of confidentiality, the internship will be terminated.  The agency can determine the appropriate response to unprofessional behavior behavior, such as counseling or a warning, if termination is not warranted. 

Student Counseling of Clients

Under circumstances where students are expected to counsel clients, organizational sponsors are expected by the University to carefully prepare students for the counseling experience. This includes providing adequate training in the information to be shared or requested of the client. Students should never be left alone with clients who have a history of violence or instability. Students should never be sent alone to client sites, such as homes or other personal dwellings. 
Termination of the Internship

Students have been advised that their internship placement can be terminated under some circumstances.

· An internship may be terminated for unprofessional conduct. This may include conduct toward agency personnel or clients. Examples of unprofessional conduct include:

· arguing with the supervisor about assignments, 

· not following directions provided by authorized agency representative, or 

· disregarding agency policies or procedures which have been explained to the student. 

· An internship may be terminated by either the agency or the Internship Director if the student is involved in a physical altercation. 

· An internship may be terminated if the Internship Director determines that the agency has unnecessarily placed the student at risk. 

· An internship may be terminated for unauthorized absences or excessive absences that are authorized. The term “excessive” will be determined by the agency sponsor and the Internship Director. 

· An internship will be terminated if the student incurs a moving violation and does not inform the appropriate personnel.

· In internship placement will automatically be terminated for any violation of client or agency confidentiality.

If the agency supervisor feels that a student internship should be terminated, the supervisor should contact the Internship Director to discuss the termination circumstances.
Driving on the Internship

The University expects that the placement agency will not use the student to transport clients. Students have been advised that if they are required to drive to various locations during work hours, they must have a valid driver’s license and proof of automotive insurance. They have also been informed that if they receive a moving violation during work hours, they must notify both the placement supervisor and Internship Director as soon as possible.  
Handling Injuries, First Aid and Exposure to Pathogens

The University expects that an agency supervisor will share the agency’s policy regarding reporting of injuries and exposure to blood-born pathogens with the student. Agency sponsors should also make students aware of available first-aid materials and any agency policy related to rendering first aid to others. 
CONTACT INFORMATION

Internship Director: Prof. Carlie Merritt

WCU

113 Belk Building

Cullowhee, NC  28723

Fax: 828-227-7705

Phone: 828-227-2170

ATTACHMENTS

Several documents are attached to the Manual, including the student’s Syllabus, the Agency Evaluation Form and a Contact Hours form if the agency does not have one in use. 
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