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Internship Syllabus Guide for Faculty Liaisons 

Max Grube, Internship Coordinator
Lougheed Center for Applied Learning (LoCAL)
This guide is meant to help faculty liaisons with course syllabus development. While information in this guide can be tailored by each liaison, it is expected that required components remain consistent across liaisons’ syllabi. The following information adheres to syllabus requirements for NYSED, SUNY, and SUNY Potsdam as well as guidance from SUNY University Faculty Senate (Internships and Co-ops: A Guide for Planning, Implementation and Assessment) and SUNY Office of General Counsel (Guide to Applied Learning at the State University of New York). 

Course Code, Course Title, and Credits (required)
· APLE 490: Internship Cohort, 3 credits (120 site hours)
Faculty Liaison Contact (required)
· Faculty liaison’s contact information (SUNY Potsdam email and phone)
· Faculty liaison’s office information and office hours (or arranged upon request)
Course Summary (required)
This internship course connects a student’s classroom theory and knowledge to applied practice in the field. Students will be responsible for developing practical skills in their discipline alongside professional (transferrable) skills for the modern workplace. This course is designed to focus attention on a student’s day-to-day site performance and hour completion (coordinated with an assigned site supervisor), with academic components that encourage reflection as well as career exploration and development (provided by the faculty liaison).
Student Learning Outcomes (required)
The LoCAL recommends no more than 3-4 SLOs. The following SLOs reflect the 8 NACE Career Readiness Competencies—these are skills that apply to all disciplines. Faculty can also choose to blend NACE Competencies with their own selection of SLOs. 
· SLO 1, Critical Thinking: Identify and respond to needs based upon an understanding of situational context and logical analysis of relevant information
· SLO 2, Career & Self-Development: Develop oneself and one’s career through continual personal and professional learning, awareness of one’s strengths and weaknesses, navigation of career opportunities, and networking to build relationships within and without one’s organization
· SLO 3, Communication: Display effective verbal and written communication skills through the exchange of information, ideas, facts, and perspectives with persons inside and outside of an organization 
· SLO 4, Professionalism: Knowing work environments differ greatly, understand and demonstrate effective work habits, and act with integrity and accountability in the interest of the larger community and workplace 
· SLO 5, Equity & Inclusion: Demonstrate the awareness, attitude, knowledge, and skills required to equitably engage and include people from different cultures and backgrounds. Engage in anti-oppressive practices that actively challenge the systems, structures, and policies of racism and inequity
· SLO 6, Technology: Understand and leverage discipline-specific technologies ethically to enhance efficiencies, complete tasks, and accomplish goals 
· SLO 7, Leadership: Recognize and capitalize on personal and team strengths to achieve organizational goals
· SLO 8, Teamwork: Build and maintain collaborative relationships to work effectively toward common goals, while appreciating diverse viewpoints and shared responsibilities 
Course Assignments (required)
Faculty liaisons must connect SLOs to course assignments. The LoCAL recommends assignments like those listed below; however, faculty are free to develop their own assignment structure that will benefit the entire student cohort. As a reminder, common assignments should meaningfully connect students’ classroom learning to their site experience and provide opportunities for self-reflection and career development. 
· SLO 1, Critical Thinking: Submit reflective journal entries that clearly articulate connections between discipline-specific classroom learning and site work experience. 
· SLO 2, Career & Self-Development: Attend professional development opportunities, such as the Get to Work Fair (fall), Student-Alumni Networking Event (fall), Career and Internship Networking Fair (spring), LoCAL career development workshops (all year), or events hosted by the department/program. 
· SLO 3, Communication: Schedule 1-2 career conversations with a professional in the field and submit a post-conversation reflection. Students can seek off-campus professionals or use Bear Connect to meet an on-campus professionals and alumni. 
· SLO 4, Professionalism: Schedule a resume review with Career Service and submit an updated resume. Supplemental assignments can include creating or updating a LinkedIn profile, getting a professional headshot, and writing a personal statement. 
· SLO 5, Equity & Inclusion: Complete a site survey or assessment that examines site policies, practices, and general worker satisfaction/experience in the workplace. Student should make connections between their discipline and how workplace climate/culture has an impact on clients and the broader community.  
· SLO 6, Technology: Submit an example of successfully using technology to complete site work. This assignment can require students to demonstrate growth with discipline-specific technology/workflows to develop overall productivity and efficiency. 
· SLO 7, Leadership and SLO 8, Teamwork: Complete a reading excerpt related to teamwork/leadership (assigned by either faculty or site, or selected by the student), make a plan to implement these skills in site work, and submit a reflection and/or evidence of teamwork/leadership skills in practice during the internship. 

Course Materials (required)
Faculty must clearly state if supplement materials (e.g., supplies, readings) are required. 
Midterm and Final Evaluations Policy (required)
Handshake will automatically send midterm evaluations and final evaluations to student interns and their site supervisors. Faculty are strongly encouraged to consider these evaluations when assigning the final grade, as evaluations contain details regarding site work performance, professional growth, NACE Competency development, etc. The Internship Coordinator will provide Handshake access and instructions to liaisons, which will aid in accessing midterm and final evaluations for students within the cohort.  
Grading Policy (required)
Faculty must specify whether the internship will be graded using a numerical or S/U grading scheme. Faculty can consider language regarding how the final grade is assigned. For example, “The faculty liaison for this course will determine the final grade by considering successful completion of academic assignments, successful completion of total internship site hours, and satisfactory midterm and final evaluations from the site supervisor.” 
Attendance Policy (required)
Students must complete 95-100% of their 120 total hours to receive a passing grade for the internship (sites must accommodate sick days, emergencies, etc.). Students will work with their site supervisor to track hour completion and regular internship attendance. Faculty liaisons may choose to track hour completion through a shared timesheet with the student and/or site supervisor—this can include a site supervisor’s signature to guarantee accuracy. 
Late Work Policy (required)
Students who have not completed total site hours and academic work by the conclusion of their internship can request an incomplete with the approval of their faculty liaison. Any student requesting an incomplete must create a plan in coordination with the faculty liaison and site supervisor, which satisfies remaining site hours and assignments (the Internship Coordinator will offer support as needed). 
Once a student has faculty and site approval and a confirmed end date for site hour completion, the Incomplete Request Form can be submitted beginning at 8 a.m. on the Monday of the second to last week of classes through 10 a.m. on the day final grades are submitted.  
Course Schedule (required)
Students will complete coursework asynchronously, due to the varying nature of internship start and end dates. Faculty liaisons must schedule check-ins with individual students or the entire cohort The LoCAL recommends scheduling virtual class meetings at the beginning, midpoint, and conclusion of the course—with the understanding that interns will be in different stages of their internship experience. 
The following structure may help faculty liaisons in creating their course schedule:
Weeks 1 and 2: Welcome and professional development training
· All students required to attend, regardless of their internship start/end dates
· Review of course syllabus and expectations
· Faculty liaison facilitates discussions and/or activities on NACE Career Readiness Competencies. Focus topics on Professionalism and Communication as students prepare for their internships (reminder to students that they are ambassadors for the university, and that internship sites serve as a potential references/ future employers)
Weeks 3-13: Internship experiences underway
· Student interns complete site hours and course assignments on Brightspace 
· Midpoint class meeting for students to share challenges, successes, and plan for remainder of internship experience (Faculty liaison offers guidance in this process)
· Faculty liaison reviews midterm evaluations from the students and sites, schedules individual check-ins as needed, and reviews time logs to ensure completion of hours
Weeks 14-15: Completion of all internships
· Faculty liaison reviews final evaluations from students and sites
· Final class meeting to discuss site work successes and challenges, development of career readiness competencies, impact of internship on career exploration, etc. 

Site Issues (required)
Students experiencing an issue with site work should first address the issue with their site supervisor (faculty do not need to be involved at this level). If a student experiences an issue with their site supervisor and is not comfortable resolving the issue, the student should reach out to the Internship Coordinator. Faculty are welcome to offer support, but there is no expectation that faculty be involved in resolving problems on site. The Internship Coordinator will mediate by speaking with all parties and arrange a meeting as necessary. 
Accommodative Services (required)
Students who need accommodations to complete the requirements and expectations of this course because of a disability should contact the Office of Accommodative Services (136 Sisson Hall, (315) 267-2590, oas@potsdam.edu) or complete their request by filling out the New Student Accommodation Request Form. Please note that accommodations generally are not provided retroactively so timely contact with the Office of Accommodative Services (OAS) is important. Students registered with the OAS should use the Accommodate Portal to submit their “Semester Request” (Letter of Accommodation) every semester. This letter informs faculty of potential course access and accommodations that might be necessary and reasonable. Further conversation with OAS, faculty, and the student may be warranted to ensure reasonable accommodations.
Academic Honesty Policy (required)
Faculty must include a policy regarding academic integrity (e.g., cheating, plagiarism). Faculty can reference SUNY Potsdam’s Academic Honor Code as needed.  

AI Policy (required)
SUNY Potsdam requires inclusion of a generative AI policy statement in all course syllabi. As such, faculty must “explain whether and exactly when intentional generative AI use is allowed and not allowed in the course. Instructors must explicitly indicate the consequences if a student uses generative AI in ways that do not adhere to the guidelines clearly outlined in the syllabus. Instructors in each course are expected to explain their class policies on AI usage and the expected consequences of violating those polices.”
Disruptive Student Policy (recommended)
In order to maintain a fair, just, and safe College community environment, students are subject to SUNY Potsdam College regulations and are expected to abide by the Potsdam Pledge, the SUNY Potsdam Academic Catalog, and the Student Community Rights and Responsibilities (the Student Code of Conduct). Anyone who disrupts the academic learning environment (e.g., classrooms, labs, office hours, online platforms, emails, or other virtual communications) will be asked to leave for the day. Disruptions may include, but are not limited to, interrupting/speaking over other people, excessive use of foul or abusive or derogatory language, and repeated getting up/leaving/returning behavior. Students who exhibit aggressive/violent behavior in or out of classrooms will be asked to immediately leave. Disruptive students may be subject to disciplinary action, potentially including administrative removal from the course.” This policy is equally applicable to a student intern’s site work. Students who do not abide by this policy can be dismissed by their site supervisor at any point during the internship experience.
Counseling Services (recommended)
Students at SUNY Potsdam may encounter various stressors that can affect learning and academic performance. The SUNY Potsdam Counseling Center offers a range of resources to support students in their mental health, social well-being, and overall academic experience. Students seeking to speak with a licensed mental health professional can access free services through the Counseling Center. To connect with our services, please call 315-267-2330, email counseling@potsdam.edu, or visit us at Van Housen 131.
Food Insecurity (recommended)
The Prometheus Alumni Food Pantry is in 119 Barrington Student Union. The hours of operation can be found on their Facebook page or Get Involved. An Initial Intake is required of all visitors. Additionally, if you are living off campus and in need of supplemental food assistance, you may be eligible for SNAP (Supplemental Nutrition Assistance Program) benefits. To determine eligibility and to enroll, visit myBenefits Alerts or Maximizing Independent Living Choices. The campus has a registered dietician to assist you; you can contact them through the Student Health Services student portal on BearPaws. If you have questions on any of these services or need further assistance, reach out to the Bear CARE Program.
Land Acknowledgement (recommended)
We acknowledge with respect the Mohawk Nation, the Indigenous people on whose ancestral lands SUNY Potsdam now stands. We are reminded by our presence here that we have the duty to live in harmony with one another and with all of creation. We are deeply grateful to the families and communities who care for this beautiful place. Beginning with colonization and continuing for centuries the Haudenosaunee Peoples have been dispossessed of most of their ancestral lands by the actions of individuals and institutions. We acknowledge our responsibility to understand and respond to those actions and to commit to working together to honor our past and build our future with truth. 
Success Statement (recommended)
Success in this course depends heavily on your personal health and wellbeing. Recognize that stress is an expected part of the college experience, and it often can be compounded by unexpected setbacks or life changes outside the classroom. I strongly encourage you to reframe challenges as an unavoidable pathway to success. Reflect on your role in taking care of yourself throughout the term, before the demands of exams and projects reach their peak. Please feel free to reach out to me about any difficulty you may be having that may impact your performance in your courses or campus life as soon as it occurs and before it becomes too overwhelming. In addition, I strongly encourage you to contact the many other support services on campus that stand ready to assist you including the Counseling Center and Case Manager, Student Health Services, Accommodative Services, and your academic advisor.
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