BADM/CSC/CIS 494: SYLLABUS
Course Syllabus
Course Prefix, Number, and Title:
BADM/CSC/CIS 494: Internship for Business, Computer Science or Computer Information Systems 
Credits:
1 - 8
University name:
Dakota State University
Academic term/year:
Last date to Drop and receive 100% refund:
Check DSU Academic Calendar
Last date to Withdraw and earn a grade of 'W' (no refund):
Check DSU Academic Calendar
Course meeting time and location:
Students arrange working hours with their internship supervisor (company). 
Instructor information:
Name: 
Dr. Deb Tech
Office:
            EH 207 and Virtual.
Phone Number(s):
605-256-5165
Email Address:
Deb.Tech@dsu.edu
Skype:
Business: deb.tech@dsu.edu
Office hours:
Virtual meetings are available by appointment.  Email me with a suggested time and I’ll do my best to accommodate. 
[bookmark: _Hlk48199824]
Covid -19
Protection of Yourself and Others
Please refer to the DSU coronavirus site for more information: https://dsu.edu/emergency-alerts/coronavirus-update.html
The virus is thought to spread mainly from person-to-person between people who are in close contact with one another (within about 6 feet). Currently, cloth face coverings/masks are required in all indoor public spaces on campus. Keep in mind that recent studies have indicated that COVID-19 may be spread by people who are not showing symptoms. You could spread COVID-19 to others even if you do not feel sick. Students who fail to comply with this policy may be subject to disciplinary action.
Put distance between yourself and other people by keeping about 6 feet between yourself and others. The cloth face covering is not a substitute for social distancing. 
Wash your hands often with soap and water for at least 20 seconds especially after you have been in a public place, or after blowing your nose, coughing, or sneezing. If soap and water are not readily available, use a hand sanitizer. Clean AND disinfect frequently touched surfaces. 
Stay home if you are sick and avoid close contact with people who are sick. If you exhibit symptoms consistent with the coronavirus (fever or chills, cough, shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore throat, congestion or runny nose, nausea or vomiting, diarrhea), you are to notify the Vice-President of Student Affairs.

Statement on Recording of Class Sessions by Students
Recording and disseminating lectures, presentations or course materials is prohibited without the express permission of the faculty member.  Failure to comply with this restriction may result in disciplinary action.

Approved course description:
Catalog description:
Practical experiences in a successful business operation (BADM 494) or computer-related position (CIS/CSC 494). Prior application required. - DSU General Catalog: 2020-2021. 
Prerequisites:
Course prerequisite(s):
Permission of Instructor
Technology skills:
Students will also be required to use D2L, email, and possibly web conferencing technology - depending on the presentation. Additional technology may be used based on the position. 
Course materials:
Required textbook(s):
None
Minimum study skills:
Student are expected to conduct themselves in a professional manner at the place of employment/internship. Additional requirements may be found on the student’s job description.
[bookmark: _Hlk533759276]Required supplementary materials:
None
Optional materials:
Additional material may be provided throughout the course at no additional cost to the learner.
Course delivery and instructional methods:
Course procedure:
1. Anyone requiring special adaptations or course modifications, due to a disability, should inform the Instructor as soon as possible.
2. Students should first consult with their faculty advisor.  Students should then consult with the College Internship Coordinator regarding internships.
3. Complete the “Request For Internship application form found at: http://www.homepages.dsu.edu/techd/forms/login.htm . The description of the work to be performed should be prepared by the intern in cooperation with the participating organization. The completed application form must be approved by the supervisor, the faculty advisor, and the internship coordinator. No registration is possible without this approval. Unless approved in writing and under special circumstances, no intern experience will be accepted prior to registration.
4. Credit hours allowed will be based primarily upon the quality of the internship experience rather than the number of hours worked. However, a minimum of 120 hours of participation experience is necessary for each hour of internship credit.
5. Internships are graded as credit - no credit experiences.
6. Contact with the intern and with the participating organization will be maintained via various communications with internship coordinator or another designated person during the course of the internship.
7. Near the end of the internship, an evaluation form will be completed for each intern by a responsible member of the sponsoring organization, usually the supervisor of the intern. This evaluation is most important as it is a major determinant in the final grade for the intern. This form will be sent to the supervisor by the internship coordinator.
8. Each week the intern should write in a journal:
1. what he/she did that week.
2. what he/she learned that week.
9. [bookmark: _Hlk60663486]Near the middle or end of the internship, each intern will
1) make an oral presentation summarizing the experience.
a. The intern will invite the DSU internship coordinator, his/her DSU academic advisor, the DSU Career Services representative and representatives from the employer (at a minimum, the direct supervisor should attend).
2) write final career documentation, as determined by the internship coordinator.
10. No credit or grade can be given until the written material is submitted, the oral presentation is given, and supervisory evaluation is provided.
11. Monetary compensation is a matter of agreement between the intern and the sponsoring organization.
12. The above internships do not apply to the Student Teaching, Respiratory Therapy, and Health Information Programs. Contact the Education College Office, the Science and Mathematics College Office or the Director of Health Information Programs for information on these experiences.
[bookmark: _Toc427768449]DSU Internship requirements
In addition to working 120 hours for each credit hour that you wish to earn, you have several documentation requirements. During your internship, you are required to 
1. keep a weekly journal 
2. provide the internship coordinator with updated company information
3. summarize your experience via a presentation 
4. create final career documentation 
Following is a summary of the documentation required at the end of the internship experience.
[bookmark: _Toc427768450]Journal
Timing: Every week
Keep a journal on a weekly basis. Note the professional and personal experiences gained. This information will be helpful in preparing for your presentation and will be submitted at the end of the internship.  Electronic format is acceptable (you may also scan and submit a written journal).
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Timing: Week 2 of internship
You will submit a document with the following information:
1. Company mission, 
2. department goals,
3. individual goals for the summer
4. Name and email of immediate supervisor. 
a. Please indicate if this is different than the information you provided when registering for the internship. 
5. Your preferred email address and phone number for the duration of the internship
[bookmark: _Toc427768452][bookmark: _MailOriginal]Presentation
Timing: toward the middle or end of the internship experience.
I will contact you (via email) to set up a time for your presentation. The presentation will be video conference. Your work supervisor should attend the presentation if possible. You may also wish to invite your DSU academic advisor.  The intern will invite the following people to the presentation meeting:
· DSU internship coordinator
· DSU academic advisor
· DSU Career Services representative 
· Representatives from the employer. At a minimum, the direct supervisor should attend. 
Other attendees may include co-workers or other interns at the company.
Your presentation will last approximately 30 minutes. You may use presentation material (i.e., PowerPoint or Prezi) to assist in your presentation or it may be given in an informal manner.  If you choose to present in an informal manner, you are required to provide me with an agenda or one-page document that summarizes the information below. Please be sure to have your thoughts well organized and be prepared to lead the discussion during the presentation.
In your presentation, please review the following: 
1. Mission of your company and goals of the department for which you work. - 5 minutes. 
1. Summary (somewhat detailed) of your tasks and responsibilities during your internship. - 10 minutes 
1. Highlight the overall goal(s) of the internship, the nature and scope of your responsibilities, and results achieved.
1. Review of the professional experiences gained - 5 minutes 
1. Highlights of personal growth gained because of your Internship - 5 minutes 
1. Discussion and Q&A. - 5 minutes
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Final Career Documentation
Timing: before the end of the academic term 
Note: your internship may last longer than the academic term. 
You are required to submit 3 documents at the end of your internship
1. Resume
2. Letter of Solicitation
3. Thank-you Letter
While not mandatory, I strongly recommend sending the Thank-you Letter to your internship supervisor and any other person in the organization that you believe appropriate.
Resume
Update (or create) your resume to include the internship experience. Highlight your major areas of accomplishment on your resume.
Letter of Solicitation
Create a formal cover letter addressed to a potential future employer for a job you would like (include your updated resume). This may be an application for a job in the company you are currently working for – or a different company. Feel free to research different jobs available and ‘shoot high’.  Utilize resources from the internet or previous courses to compose a professional cover letter and resume.
 Thank you letter to your internship employer 
In this letter, you should thank the employer for the internship opportunity. Include the following information:
1. Summary of the skills learned
2. Highlight of your accomplishments for the sponsoring organization (such as benefits, improvements, new methods, etc.)
3. What the experience did for you, in terms of professional development, new insights as to business problems, additional skills acquired, etc.

There are a variety of resources on the web or from previous classes that can assist you in writing these documents. Use them! Some sources that may be useful include:
Kelly Greene, DSU Career Services: kelly.greene@dsu.edu
Career services: https://dsu.edu/student-life/career-professional-development/index.html 
Handshake: https://dsu.joinhandshake.com/login 
Resumes, cover letters, interviewing and other tips: https://dsu.joinhandshake.com/schools/768/articles        
[bookmark: _Hlk512343291][bookmark: _GoBack]Student Learning Outcomes:
Upon completion of this course, students will:
1. Apply classroom knowledge to the work environment.
2. Experience real-world working environment in his/her area of study.
3. Document his/her experiences in a professional resume.

Evaluation Procedures:
Assessments:
Internships are graded as credit - no credit experiences. No credit or grade can be given until the written material is submitted, the oral presentation is given, and the supervisory evaluation is returned to internship coordinator.
Final examination: 
Not applicable

Performance standards and grading policy:
Internships are graded as credit - no credit experiences. 
[bookmark: _Hlk512343424]Student Verification Statement and Proctoring Policy:
Federal law requires that universities verify the identity of students when course materials and/or course assessment activities are conducted either partially or entirely online. A student’s Desire2Learn (D2L) login and password are intended to provide the student with secure access to course materials and are also intended to help the university meet this federal mandate. 

This course does not require a proctor. You are required use a webcam during your final presentation. 

Student Support:
It is my goal that you focus on the content on this course, not the enabling technologies we will use. If, at any time, you become frustrated with a technology – please feel free to contact me. In addition, DSU has the resources listed here. 
DSU Knowledge Base:
The DSU Knowledge Base contains links and resources to help students by providing information about the following topics: User Accounts & Passwords, Academic Tools & Resources, Software & Apps Support, WiFi & Network Access, Campus Emergency Alert System, Campus Printing, IT Security & Safe Computing, and the Support Desk (which is there to help both on and off-campus students). The Knowledge Base can be accessed through the link below:
· DSU Knowledge Base
D2L Support for Students:
The D2L Support for Students site is designed to provide DSU students a D2L support resource center that contains user guides, tutorials, and tips for using the D2L learning environment. The D2L Support for Students site can be accessed through the link below:
· DSU D2L Support Resources for Students
Writing Center and Tutoring
Writing Center: https://dsu.edu/academics/academic-support/learning-assistance-dsu-writing-center 
Tutoring: https://dsu.edu/student-life/student-success-center 
Course delivery and instructional methods:
This course relies on previously learned material applied in the working environment. The instructor will periodically contact the intern and the intern’s supervisor during the term to provide guidance as needed.
Classroom policies:
Attendance and make-up policy:
Projects/assignments that are handed in late will receive partial or no credit, at the discretion of the instructor.  
Accessibility Statement: 
Dakota State University strives to ensure that physical resources, as well as information and communication technologies, are accessible to users in order to provide equal access to all. If you encounter any accessibility issues, you are encouraged to immediately contact the instructor of the course and Dakota State University's ADA Office, which will work to resolve the issue as quickly as possible.

DSU's ADA Office is located in the Learning Engagement Center and can be contacted by calling 605-256-5121 or emailing dsu-ada@dsu.edu. Students seeking ADA accommodations (such as non-standard note taking or extended time and/or a quiet space taking exams and quizzes) can log into the DSU portal to access https://portal.sdbor.edu/dsu-student/student-resources/disability-services/Pages/default.aspx/ for additional information and the link to the Disability Services Request Form. You will need to provide documentation of your disability and the ADA Coordinator must confirm the need before officially authorizing accommodations.
Academic Honesty Statement:
Cheating and other forms of academic dishonesty run contrary to the purpose of higher education and will not be tolerated in this course. All forms of academic dishonesty will result in an F for that assignment or exam (minimum) to an F for the course grade and notification of the Academic Integrity Committee. Please be advised that, when the instructor suspects plagiarism, the Internet and other standard means of plagiarism detection will be used to resolve the instructor’s concerns. DSU’s policy on academic integrity (DSU Policy 03-22-00) is available online.
Freedom in Learning Statement
Students are responsible for learning the content of any course of study in which they are enrolled. Under Board of Regents and University policy, student academic performance shall be evaluated solely on an academic basis and students should be free to take reasoned exception to the data or views offered in any course of study.  It has always been the policy of Dakota State University to allow students to appeal the decisions of faculty, administrative, and staff members and the decisions of institutional committees.  Students who believe that an academic evaluation is unrelated to academic standards but is related instead to judgment of their personal opinion or conduct should contact the dean of the college which offers the class to initiate a review of the evaluation.

University Policy Regarding the Use of Tablets in the Classroom
The Tablet PC platform has been adopted across the DSU campus for all students and faculty, and tablet usage has been integrated into all DSU classes to enhance the learning environment. Tablet usage for course-related activities, note taking, and research is allowed and encouraged by DSU instructors.  However, inappropriate and distracting use will not be tolerated in the classroom.  Instructors set policy for individual classes and are responsible for informing students of class-specific expectations relative to Tablet PC usage. Failure to follow the instructor’s guidelines will hinder academic performance and may lead to disciplinary actions. Continued abuse may lead to increased tablet restrictions for the entire class. 

Because tablet technology is an integral part of this course, it is the student’s responsibility to ensure that his/her Tablet PC is operational prior to the beginning of each class period.
Early Alert Tool
As your professor, I am personally committed to supporting your academic success in this course.  For that reason, if you demonstrate any academic performance or behavioral problems which may impede your success, I will personally discuss those issues with you and attempt to help you resolve the issue.  I may also refer your case to the Student Success Center using an online student success program that allows me to “flag”  various performance updates, concerns, and referrals.  If you receive a flag from me, please contact me or seek assistance and support from your advisor or the Student Success Center.
Communication and Feedback:
Preferred Email Contact Method:
Please use this email address (deb.tech@dsu.edu) to contact me – not D2L email.
Email Response Time:
I will attempt to answer emails within 24 hours, excluding weekends, holidays, semester breaks and any personal/sick leave. 
Feedback on Assignments:
Assignments will be graded within one week of the due date. Major projects may take longer. If you have concerns about missing grades, please contact me.
Requirements for Course Interaction:
Take care when posting messages to the discussion board and sending emails. Do not post a message or use language or nicknames that you would not feel comfortable sharing face-to-face or which violates the DSU student code of conduct.

Use good netiquette. If you are unfamiliar with proper online behavior, please review the 10 rules of netiquette developed by Virginia Shea in her book Netiquette (published by Albion Books).
Tentative Course Outline and Schedule:
Check D2L for details and due dates. 
