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INTRODUCTION

The Criminal Justice/Emergency Management Internship Program is a unique way for students to gain work experience while earning a maximum of 12 hours of academic credit. Internships serve many purposes. They provide students with insight into the daily operations of a professional agency and help students understand how knowledge gained in the classroom applies to the work environment of the criminal justice or emergency management field. Internships also provide students with a means to assess their interests, skills and abilities in an operational setting. Students can take advantage of the internships for possible future employment and job references.  The internship must be consistent with department interests and the student’s career goals.
ELIGIBILITY

Prior to requesting an internship placement, students must have the following requirements met:

1. An overall GPA of 2.5 or higher and a GPA of 2.75 in the major (taken at WCU).
2. Criminal Justice majors: completion of the following courses with a grade of C+ or higher:

· CJ 250  The Criminal Justice System

· CJ 330  Criminal Courts  or CJ 320  Police in Society

· CJ 370  Ethics in Criminal Justice

· CJ 355  CJ Theory or 311, Juvenile Justice

3. Emergency Management majors: Completion of the following courses with a grade of C or higher:

· EMGT 250  Introduction to Emergency Management or substitute

· EMGT 324 Emergency Management Planning

· EMGT 326  Risk Assessment and Hazard Mitigation

· EMGT 332  Disaster Response and Recovery

DISQUALIFIERS

1. Students may not intern with an agency with which they are currently or have been previously employed.  This is not negotiable.  In addition, students cannot intern in an agency where a direct relative is employed.  Internships are intended for preservice students only.
2. Students who have a felony or felony  DUI on their adult criminal record will not be placed in an internship.

3. Students who have less than a 2.5 overall will not qualify for an internship. 

4. Transfer students who have less than 12 hours of classroom credits (not to include other internships or independent studies) from WCU at the end of the semester prior to the internship semester will not be placed in an internship.  Moreover, said students must have at least 9 hours of coursework taken in the major  at a 2.75 level at WCU prior to the commencement of the internship.  Upon formal approval of graduation application and signing a waiver, such students may take an internship in their last term.
5. Students who have not taken the basic courses as outlined in the Eligibility Requirements will not be placed in an internship. If the courses are taken during the term in which the internship is taken, the placement can be considered. 
6. Students cannot take an internship in their last semester at WCU.
7. Proposed internship must be consistent with the student’s career goals;  proposed internships which are peripheral to said goals will not be approved.
8. Due to insurance problems, liability issues, and issues of supervision, internships in other countries cannot be considered.
STUDENT COMPETENCIES

The Competencies outlined below are required for acceptance in an internship in the  Department of Applied Criminology. These competencies, which are separate from academic standards, describe the physical, cognitive, emotional and behavioral requirements of criminal justice and emergency management students. They are designed to provide reasonable assurance that students can participate fully in all aspects of the field internship, resulting in successful completion of the requirements. 
1.
Observation 

Students are expected to be able to accurately observe clients and citizens to effectively assess their situations. Students may be required to reproduce those observations in a report or to testify in court. Inherent in this observation process is the functional use of the senses and sufficient motor capability to carry out the necessary observation activities, which may include taking notes on observations. 
2.      Communication 

Students must be able to communicate effectively with agency employees, clients, citizens and other professionals, and exemplify a willingness and ability to listen to others. They must demonstrate effective communication in oral presentations, written assignments, small group settings, and through electronic means. They must be able to perceive and interpret nonverbal communication.  They must have sufficient skills in spoken and writ​ten English to understand the content presented in the program. They must have the ability to comprehend reading materials such as manuals and procedures. They must demonstrate competency in writing skills.

3. 
Sensory and Motor Functions

Students must have sufficient sensory and motor abilities to participate in the internship experience and to complete required number of hours during semester(s) of field internship.  Reasonable accommodation is allowed. Students must be able to maintain consciousness and equilibrium and have the physical strength and stamina to perform satisfactorily in criminal justice and emergency management-related agency settings. 

4.
Intellectual, Conceptual, Integrative and Quantitative Functions

Students must have the ability to think critically, analyze and interpret objective and subjective data, and apply effective problem solving skills. These skills allow students to make proper assessments, use sound judgment, and appropriately prioritize response options. They must demonstrate skills of recall using long and short term memory, inferential reasoning, application of knowledge, and evaluation of predicted behavior given the client/citizen situation.

5.
Self Awareness

Students must exhibit knowledge and openness to learning how one’s values, attitudes, beliefs, emotions and past experiences affect thinking, behavior and relationships. They must be willing to examine and change their behavior when appropriate and must be able to work effectively with others in subordinate positions as well as with those in authority. 

6.
Emotional and Mental Stability 

Students must demonstrate the ability to deal with current life stressors through the use of appropriate coping mechanisms. They must handle stress effectively by using appropriate self-care and developing supportive relationships with colleagues, peers, and others.  They must seek and effectively use help for medical or emotional problems that interfere with professional performance.

7.  
Commitment to Professional and Ethical Standards
Students must demonstrate a commitment to the goals of the sponsoring organization and to the ethical standards of the profession.  They must demonstrate commitment to the essential values of the criminal justice or emergency management field, including the respect for the dignity and worth of every individual and his/her right to a just share of society’s resources (social justice).

8.  
Professional Behavior 

Students must demonstrate behaviors that are in compliance with program policies, institutional policies, professional ethical standards, and societal laws in the field and community.  They must show potential for responsible and accountable behavior by knowing and practicing within the scope of their field, respecting others, being punctual and dependable, prioritizing responsibilities, attending class regularly, observing deadlines, completing assignments on time, keeping appointments or making appropriate arrangements, dressing maturely and appropriately and accepting supervision and criticism in a positive manner. 

9.  Acceptance of Diversity. 

Students must appreciate the value of human diversity. They must serve in an appropriate manner all persons in need of assistance, regardless of the person’s age, class, race, religious affiliation (or lack of), gender, disability, sexual orientation and/or value system. Students must not impose their own personal, religious, sexual, and/or cultural values on their clients, agency sponsors or citizens.

STUDENT INTERNSHIP RESPONSIBILITIES
1. Students must submit all forms to the Internship Director and agency approval must be obtained prior to registration.

2. Students must complete all assignments indicated by the Internship Director. 

3. Students must complete the required number of hours with the agencies as specified by the number of credits taken for that course. {OMIT FOLLOWING}If an internship is taken in the last semester, graduation will be postponed if the participating agency does not document the total number of hours required and submit a student evaluation. All hours must be completed by the last scheduled day of classes (one week before the end of the semester). 

4. Students must abide by agency requirements for appropriate clothing and conduct.

5. Students must comply with agency rules and regulations. Any violation, intentional or unintentional, may result in termination of the internship.

6. Students must have health coverage and liability insurance.

7. Students must be responsible for expenses related to the internships such as travel, lodging and meals.

INSURANCE

· Students are expected to assume financial responsibility for any costs incurred as a result of personal illness or injury sustained during the internship. Students should be familiar with their policy coverage and disability provisions. 

· Students must be insured to participate in an Internship. Typically students have health insurance through the University, are self-insured or are insured through family coverage. 

· Students who are placed in an internship that requires transportation during the placement hours must have a valid driver’s license and proof of automobile insurance. Automotive insurance is typically through self or family coverage.

· Students must pay for Professional Liability Insurance. Their account will be assessed $17 for one year of insurance coverage. Students obtain this at the FACILITIES MANAGEMENT Building, Safety Office, from Mrs. Hilton.  This must be obtained before starting your internship.  Send the ID a copy of your certificate upon receipt via US MAIL.
BACKGROUND CHECK
Students may be required by the sponsor agency to submit to a background check.  This is a normal procedure.  If the agency requests a background check but does not supply the means to produce one, the University can initiate a background check for a $6.00 fee for an NC check. The student will be assessed more if the agency requires a criminal check in additional jurisdictions or a federal criminal check. If the university assists with the background check, cost will be absorbed by the student and will be paid directly to the agency conducting the background examination. If the student “fails” this check or a subsequent urinalysis, the he/she will not be placed in another agency and the internship will be terminated.   Students must submit to this process  if the agency requires it of regular employees; your status as student in no way relieves you of that.  If dropped before the drop/add day, the student will be allowed to drop, but after that deadline, the student will receive a failing grade for the course.
PROGRAM DURATION

Each credit represents 3 working hours per week within the agency for a 15-week semester. This does not include the time necessary to complete weekly assignments. 

· 135 work hours for 3 semester hours (9 hours per week)

· 270 work hours for 6 semesters (18 hours per week)

· 405 work hours for 9 semester hours (27 hours per week)

· 540 work hours for 12 semester hours (36 hours per week)

In the summer, the semester is only 10 weeks long. The following revised working requirements will apply. This does not include the time necessary to complete weekly assignments.
· 120 work hours for 3 semester hours (12 hours per week) 
· 240 work hours for 6 semester hours (24 hours per week)

· 360 work hours for 9 semester hours (36 hours per week)

· 400 work hours for 12 semester hours (40 hours per week)

Internship hours must be completed within the catalog dates for that registered semester unless approved in advance by the Internship Director.

APPLICATION PROCESS

1. Students must determine agencies with which they wish to intern. A list is available from the Internship Director of agencies that currently accept interns. Only agencies which have signed an affiliation agreement may participate in the Internship program. 
2. Students must contact their faculty advisors during advising week, but at least one week prior to registration to determine how the internship fits into their academic programs.  Internships inconsistent with student’s career goals will not be approved.
3. Students must contact the Internship Director and complete the following forms:

a. Internship Application Form (Appendix A)

b. Student Internship Agreement (Appendix B)

4. Students must contact the placement agencies PRIOR TO the beginning of registration. Each student must determine if the agency selected has information or instructions (e.g. where to report). Each student must sign a statement to verify insurance, provide information for a background investigation or interview with the agency, as required. Approval must be obtained prior to registration.  Approval is documented by receipt of an Agency agreement to the Internship Director (Appendix D).

5. Students must register for the internship credits and pay for the credit hours by the University’s deadline date for fee payment. 

APPLICATION DEADLINES

Spring Semester Application Deadline: October 22
Summer Semester Application Deadline:  March 20

Fall Semester Application Deadline:  March 20

Note: Students who have not made arrangements for their internship prior to the beginning of the semester will be administratively dropped from the Internship Program.

CREDIT OPTIONS

Students have the option to take up to 12 credits of CJ 483 or EMGT 483. Three credit increments are available in different sections, so a residential student would register for section 01 for your first 3 credits, section 02 for your next 3 credits, section 3 for a total of 9 credits and section 4 for 12 credits total. A distance education student would sign up for sections 50 through 53, depending on the total credits for the placement.  Distance educations will only be allowed to participate in an internship in extraordinary circumstances, as they are assumed to be currently employed in the CJ system and the internship is intended for preservice students.   Only 6 credits can be used in your major. Additional credits will go toward your General Elective requirement. 

GRADING

Grading for each student will be based on four sources. For the all courses, the following grading scheme will apply:
(1) A weekly reflective journal that addresses activities and observations will be submitted by email or regular US mail, depending on the preference of the instructor. (40%);  

 (2) A supervisory evaluation of the internship will be submitted by the agency sponsor to the Internship Director prior to the end of the semester (10%). 

You will be required to write a  paper (in increments of 3 pages) integrating your internship experience to CJ theory and other courses in your curriculum as approved by the Internship Coordinator related to the internship. So, for example: 

· if you took 3-6 credits, you would have the supervisor evaluation, all journal entries and discussions and a six-page paper and resume;

· if you took 9 credits, you would have the supervisor evaluation, all journal entries and discussions and a nine-page paper and resume; or 

· if you took 12 credits, you would have the supervisor evaluation, all journal entries and discussions and  a 12 page paper and resume.

The final paper and resume will constitute 50 % of your grade for the course. You must have scholarly (this does not include .com Internet sites) sources for each set of  paper and use APA-style referencing for your sources.  The number of references equals the total number of hours taken.  The 6 hour course would require 6 such references, the 9 hour option, 9 references,  while the 12 hour would require 12. Paper will be mailed by US postage to a place of the instructor’s choosing, and will be emailed simultaneously.  Both procedures must be followed. Non-receipt of the paper by the deadline will earn a failing grade.  
Students are advised to keep track of their activity logs, as mentioned below, and to be visiting academic libraries and consulting their own libraries and textbooks for materials for this assignment.  It is suggested that internet-based research will not be acceptable for the final paper.  This is not an online course!
The weekly assignments posted to the instructor will be graded on timeliness, quality of content and writing mechanics. The assignments should be posted by the deadlines delineated by your instructor.  

Journal entries which detail weekly events should have enough specificity to inform the Internship Director of the events, activities, observations and concerns. For example, if a student is riding with an officer, to indicate for a week that the student “rode in the squad car” would be insufficient. The student should note what he or she observed, how he or she participated in activities with the officer(s), and information about the circumstances that show reflection and thought. Keep track of these materials to use as illustrations in your final paper.
Examples of journal and discussion entries are available on the Internship web site.

The supervisor evaluations will be submitted once during the semester. The evaluations can be found on-line and should be submitted to the Internship Director. They are self-explanatory.
NOTE: The Internship Supervisor reserves the right to revise the grade related to the supervisor evaluations if appropriate. Also, the intern will receive an F or an Incomplete if the total number of hours is not completed in the allotted time. An Incomplete grade will only be allowed if the student has made arrangements to complete the internship with the Internship Coordinator prior to the end of the semester. 

CIRCUMSTANCES UNDER WHICH A STUDENT MAY RECEIVE A FAILING GRADE

· A student may receive an F if the total number of hours is not completed in the allotted time.

· A student may receive an F if the student fails to turn in Internship assignments.

· A student may receive an F is the assignments submitted are incomplete or not college-standard quality of work. 

· A student may receive an F if the placement sponsor terminates the placement for cause before hours are completed. 

· A student may receive F grade if he/she fails a background investigation or drug-related analysis reveals illegal drug use  (students may drop the course, before the deadline and no penalty will accrue)

· A student will receive an F grade if he/she knowingly brings a privately owned firearm into a work situation.

· A student will receive an F grade if he/she represents himself/herself as active CJ workers, or law enforcement officers.
CIRCUMSTANCES UNDER WHICH AN INTERNSHIP MAY BE TERMINATED 

· 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 determined 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 Internship sponsor and the Internship Director. 

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

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

· Bringing a privately-owned firearm to the workplace or into the field will terminate the internship.
· A failed urinalysis or test of a similar nature will terminate the internship.
· Not completing field diary/field reports or assignments when due will terminate the internship.

*in all cases outlined above, the student would receive a failing grade, except for the noted example.

AGENCY-RELATED ISSUES

1. How to address physical risk

The placement agency is obligated to minimize risk to the student whenever possible. However, agency sponsors cannot foresee all circumstances to which a student may be exposed. First and foremost – follow the instructions of your placement sponsor. If you are told to stay in the car – do so. If you are told to stay away from a physical altercation – obey the instructions. 

If you have a cell phone make sure you know how to contact the agency for assistance prior to riding in a vehicle. If you do not have a cell phone or your phone has no coverage in the area, make sure you address the communication issue with your agency sponsor prior to any travel from the agency site. This may require the agency sponsor to show you how to operate the car radio to ask for assistance. 

If you are left in a car alone while the agency sponsor addresses a situation, lock the doors and only roll down your window a crack to speak with citizens. Open the window only far enough to keep a citizen from grabbing you from outside the vehicle. 
If you are in danger while the sponsor responds to a situation, return to the car immediately and follow the instructions above unless the agency sponsor has other instructions for you. Do not assist the agency sponsor unless explicitly directed to do so. Contact the agency for assistance.
Never go to a client site unaccompanied by your agency sponsor. If requested to do so by the agency, contact the Internship Director immediately. 

Do not drive your personal vehicle for work-related purposes during agency hours unless directed to do so by the agency sponsor. Usually the agency will provide transportation during work hours. 

If the agency offers instruction in self-defense or passive restraint, take advantage of that expertise. However, do not use your knowledge of self defense as an excuse to participate in situations that may put you, your agency sponsor or a client at risk for physical injury. You must follow agency procedures for addressing potentially harmful situations. 
Under no circumstances should students bring privately-owned firearms to the workplace, on patrol, or to any work-related social context (agency supervised shooting ranges would constitute the only exception).  Being licensed to carry a concealed firearm in no way constitutes an exception.  Violation of this rule could constitute a criminal offense and is grounds for immediate dismissal
Do not assume that you can control the “crowd” while your agency sponsor is occupied with an incident. Unless directed by your agency sponsors to address bystanders, do not attempt to “take charge” of circumstances outside the incident. You could unintentionally start another incident. 

Do not direct traffic unless expressly instructed to do so by your agency sponsor. You could be held liable if you unintentionally cause an accident.

Remember, you may be asked to testify in court regarding circumstances that occur during your internship placement. The best assistance you can provide to your agency sponsor in a potentially harmful situation is to be observant, take notes on the situation if possible, and do not become involved unless expressly instructed by your agency sponsor. 
2. How to address illness or absence
Follow agency guidelines related to reporting illnesses or absences for other reasons. If you must be absent, contact the agency as soon as possible to explain your absence. Keep a record of absences. You may need to document your absences to have them authorized.

If an agency sponsor contacts the Internship Director about absences, you will be required to produce documentation for the Internship Director that would justify the absences. If you cannot produce documentation or your explanation is not acceptable to the Internship Director or agency sponsor, this may be grounds to terminate the internship placement. If a student has authorized absences but cannot make up the hours because the number of absences are “excessive,” the internship may also be terminated. 

3. How to address agency violations of ethics

All students must have completed a course in Ethics prior to or during the internship. If you have personally observed a violation of ethics by an agency sponsor, first contact the Internship Director. The Internship Director will contact the appropriate placement supervisor regarding the situation. You may be asked to put your observations in writing so that they can be investigated. Remember, agencies have different policies regarding that constitutes a violation of professional ethics. Some agencies, for example, may allow officers to accept meals or coffee at no cost from local businesses. Determine the policy of the agency if possible before confronting an agency sponsor. 
4. How to address injuries and exposure to pathogens

Each agency has policies related to injuries and exposure to pathogens. Be sure to ask about these policies at the beginning of the placement. Be aware of how and under what circumstances the agency personnel administer first aid. Make sure you know where an agency sponsor keeps first aid equipment. 
If you are injured or you are involved in a motor vehicle accident during the course of your internship placement, you must notify your agency sponsor immediately. You should also notify the Internship Director. 
In the course of client contacts, you may be at risk for occupational exposure to blood-borne pathogens, including hepatitis B virus (HBV), hepatitis C virus (HCV), and human immunodeficiency virus (HIV). Exposures occur through cuts from other sharp instruments contaminated with an infected patient's blood or through contact of the eye, nose, mouth, or skin with a patient's/client’s blood. If you are scratched or come in contact with the blood of a patient/client, notify your agency sponsor and Internship Director as soon as possible. Do not attempt to resuscitate an individual who is bleeding in the mouth or nose unless you have access to and have been trained on the appropriate resuscitating equipment. 
5. Transportation

You are not responsible for transporting clients/patients or citizens during the internship placement. If an agency sponsor requests you to transport others, contact the Internship Director. If you are asked to drive to a location in your own vehicle during the internship placement, you must have automotive insurance. 
If you drive during the agency placement and are given a traffic ticket for a moving violation, you must inform your agency sponsor and Internship Director immediately. Failure to notify the appropriate personnel becomes grounds for termination. 

6. Sexual Harassment 
Sexual harassment is a form of discrimination, in the United States, that violates Title VII of the Civil Rights Act of 1964. Sexual harassment occurs when one employee makes continued, unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, to another employee, against his or her wishes. (http://humanresources.about.com/od/glossarys/a/sexualharassdef.htm)
If you feel that you are subject to sexual harassment at your internship location, notify your Internship Director. 
7. Discrimination related to Race, Gender, Ethnicity

Discrimination due to race, gender or ethnicity is also a violation of Title VII of the Civil Rights Act of 1964. If you feel that you are being discriminated against, your first step is to contact the Internship Director. It would be helpful if you would write down the actions that constituted discrimination. Decisions could then be made regarding the best course of action.

8. What to do if you feel your services are exploited

Sometimes students feel that their services are exploited during the internship. This might take the form of being assigned to rubberstamp DUI forms in the basement for weeks on end, or being assigned to other routine “donkey work.” If you feel so exploited, contact your Internship Director. However, take into consideration the following observations:

· You do not have full knowledge of other positions, so do not assume that you are doing much more that another or more that you should without careful consideration.

· A supervisor may be evaluating your suitability for employment and may have you take on projects to see how you will respond to pressure. Do not automatically assume that the intent of the agency is to exploit your labor.
· Your agency contacts are your best references when you apply for a job, so consider ways that you might be able to turn your circumstances into strengths for marketing your skills.

9. Confidentiality and Privacy of Information

If you violate confidentiality or share agency information that is private, you will be terminated from your internship. Examples of violation of confidentiality include but are not limited to the following:

· Mention to others not to go to a certain site at a time you know the police will be there.

· Mention to others not to speed in a location where police use radar.

· Mention to anyone outside the agency the name of a client or citizen connected with the agency.

· Mention to anyone outside the agency information related to employees of the internship placement agency.
· Mention to anyone that they are under investigation. 

CONTACT INFORMATION

F. Frederick Hawley
Internship Director

Department of Applied Criminology

318a Belk Building

Cullowhee, NC  28723

Office: 828-227-2172/2171
hawley@email.wcu.edu
CJ/EDM 483 Internship Program


Policies & Procedures
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