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Salina Area Technical College Environmental Technology 
 
Internship Guidelines 
 
Internships are designed to enhance the learning opportunities of students outside of the classroom and labs of Salina Area Technical College. Internships are established by the instructor in partnership with industry to meet the individual learning needs of well-skilled students.  The purpose of the internship is to allow students to practice skills in a real world learning environment. Internships are generally short term – one day to three weeks. 
· Internships may be paid or unpaid. 
· Internships must be approved by the instructor. 
· All internships must have clear written instructional objectives. 
· Students who will graduate during the semester of the internship must be released to take their end of program assessments. 
 
Paperwork to be completed: 
· The Internship Agreement must be completed by the instructor and signed by the instructor, the industry partner, the student, and the Dean of Instruction. 
· The instructor will complete the Internship Student Job Tasks form. 
· The employer will complete the Internship Progress Report. 
· Students will complete the Internship Log of Activities. 










INTERNSHIP APPLICATION 
 
I,   	, am making application for an internship 
working in the field of _________________________________________ as a _______________________________________________________.




I will be interning with: 
 
	Name of Company 
 
 
	Name of Supervisor 

	Address 
	Telephone 


 

 
 
Dates:  From _________________  to ________________________ 
 
 
Beginning Time: __________________   Ending Time: ______________ 








INTERNSHIP AGREEMENT 
 
This Internship Agreement is entered into this ___ day of _____________, 20____ between the Salina Area Technical College (“SATC”) and _____________________________________________  (the “Company”) located at ____________________________________________________ 
Phone # _________________  E-mail _____________________________   
 
PURPOSE: 
In order to facilitate internship opportunities for SATC students and to govern the relationships between SATC, the student and the Company with respect to student interns, the parties have entered into this Internship Agreement. 
 
GENERAL CONSIDERATIONS: 
An internship is a cooperative program between SATC and approved Companies. The Companies provide supervision, facilities, and instruction which help students acquire the skills and knowledge needed in their chosen field of study or occupation. 
 
This Internship Agreement is for the period agreed upon between the Company and SATC. 
 
This Internship Agreement may be terminated by SATC or the Company for good and sufficient cause by providing reasonable advance written notice to the other. 
 
THE STUDENT SHALL: 
· Comply with the Company’s policies and procedures. 
· Comply with the applicable SATC dress and grooming standards and honor code. 
· Enroll as an academic internship student and perform the duties indicated unless released by SATC and the Company. 
· Report serious problems, including safety and personnel problems, to my Internship Instructor and the Company. 
· Attend the internship for the days and time prescribed on the agreement. 
· Submit a signed time sheet and a work related summary from  my supervisor upon the end of my internship. 
· Return to Salina Tech should my internship be terminated early. 
 
Furthermore, I understand that: 
· Internship hours will be part of my training program. 
· It is my responsibility to make up all class room/lab work, and or tests that may have been missed due to the internship. 
· I will observe all the rules and regulations, including confidentiality requirements, of my supervisor. 
· The college recommends that I maintain personal health insurance or student health insurance. 
 
THE COMPANY AGREES TO: 
· Designate an intern supervisor who will serve as the liaison with SATC and the student. 
· Involve the student for the entire period of the internship as agreed unless this Internship Agreement is terminated for cause. 
· Give the student the opportunity to perform a variety of tasks to acquire and practice various skills included within the internship curriculum. 
· Orient the student to the Company’s rules, policies, procedures, methods, and operations. 
· Evaluate the student’s performance and notify SATC’s Internship Instructor immediately, preferably by phone, of any cause of dissatisfaction with or of misconduct on the part of the student. 
· If applicable, pay the student the agreed upon rate of compensation for the term of the internship. 
· If applicable, provide Workers’ Compensation and/or other employment benefits to the student to the extent required by law. 
· Accept the primary responsibility for supervision and control of the student at the internship site. 
 
SATC AGREES TO: 
· Designate an Internship Instructor for each internship. 
· Ensure  the  Internship  Instructor  contacts  the  student  and  Company,  discusses  the student’s progress, and advises relative to the program of study. 
· Ensure the Internship Instructor strives to promote harmony and cooperation between the Company, the student, and SATC. 
· Provide medical coverage under the Student Accident Policy. 
 
NON-DISCRIMINATION: 
SATC and the Company shall comply with the applicable provisions of Title V, VI and VII of the Civil Rights Act of 1964, as amended, the provisions of the Americans with Disabilities Act of 1990, the Americans with Disabilities Amendments Act, the Family and Medical Leave Act of 1993, as amended, the Kansas Age and Discrimination Act of 1991, the 
Kansas Act Against Discrimination, as amended, Title IX of the Education Amendments of 1972, and all related federal, state and local regulations and represent that they do not and will not discriminate against any person on the basis of race, sex, creed, national origin, age, disability, or other protected category. 
 
ENTIRE AGREEMENT: 
This Internship Agreement constitutes the entire agreement of the parties with respect to the subject matter of this Internship Agreement. 
 
"SATC" REPRESENTATIVE ________________________   Date: ________ 
"COMPANY" REPRESENTATIVE _____________________   Date: _______ 
"STUDENT" REPRESENTATIVE _____________________   Date: ________ 







INTERNSHIP TRAINING GUIDELINES 

STUDENT JOB TASKS 
 
During the internship, the student will perform the following instructional competencies: (See document attached) 
 
 
Student: _________________________________ Date: ___________ 
 
Instructor: ________________________________  Date: ___________ 
 
Supervisor: _______________________________ Date: ___________ 
 
Dates/Times of Internship: ____________________________________ 



INTERNSHIP PROGRESS REPORT 
 
Student _____________________, internship site ___________________. 
 
ATTENDANCE 
	1st Week 
	Date 
	Time 

	Monday 
	 
	 

	Tuesday 
	 
	 

	Wednesday 
	 
	 

	Thursday 
	 
	 

	Friday 
	 
	 


 
EVALUATION 
	 
	Excellent 
	Good 
	Fair 
	Poor 

	Follows written instruction 
	 
	 
	 
	 

	Follows oral instructions 
	 
	 
	 
	 

	Initiative 
	 
	 
	 
	 

	Ability to work with people 
	 
	 
	 
	 

	Ability to adapt to job tasks 
	 
	 
	 
	 

	Attitude towards work 
	 
	 
	 
	 

	Behavior at internship site 
	 
	 
	 
	 

	Attendance 
	 
	 
	 
	 

	Punctuality 
	 
	 
	 
	 

	Quality of work 
	 
	 
	 
	 

	Appearance/personal hygiene 
	 
	 
	 
	 

	Job skills 
	 
	 
	 
	 

	Other 
	 
	 
	 
	 


 
Please check where applicable to the student: 
	Social Relation 
	Perseverance 
	Supervision 

	 
	Friendly 
	 
	Completes work 
	 
	Constant 

	 
	Self-confident 
	 
	Requires encouragement 
	 
	Limited 

	 
	Trustworthy 
	 
	Gives up 
	 
	None 


	______ Retain 	 	______ Release 
Comments: 
 
 
 
 
 
 
 
 
 
	______________________________________ 
	__________________ 

	Supervisor's Signature  	 	 	 	 
 
______________________________________ 
Title 
 
	Date 

	______________________________________ 
	__________________ 

	Address 	 	 	 	 	 	 	 
	Phone 


 
 
Please return at the end of each week to: 
Salina Area Technical College 
2562 Centennial Road 
Salina, KS 67401 
 	 
INTERNSHIP LOG OF ACTIVITIES 
 
1. List your name, department, current date, internship location, and dates. 
 
2. Describe your host organization: What does it do? 
 
3. What is its mission? 
 
4. At the end of the internship, you are to provide a summary of your experience covering the following elements: 
a. What were some of the highlights of the internship? Give some examples. 
b. How did your academic background help you during the internship? 
c. How do you think the internship has or will shape your future career and educational path? 
d. What did your host organization give you in terms of new insights or information about the job you were learning? 
 
5. The summary must be turned in to your instructor within one week of completion of internship. 









 	 
COURSE SYLLABUS 
 
Course Information 
Course Number: 	ENV 120 
	Course Title: 
	Internship 

	Prerequisites: 
	ENV 115 or ENV 109 

	Credit Hours: 
	3 


Type of Instruction: [ ] Lecture [  ] Lab Meeting Days/Times: 
Meeting Location: 
 
Instructor Information Instructor: 
Phone/E-mail: 
 
Course Description 
This internship will provide students opportunities to learn how real world operations differ from classroom and textbook instruction situation. The students will have hands-on work as an entry level employee would normally encounter.  The inexperienced student/intern will be expected to perform all the duties of an entry level employee which include the day to day operational duties of a new employee. The student/intern with experience will have to complete an approved project that addresses a need to improve the current treatment plant operation. The project must be approved by the Environmental Instructor and their treatment plant supervisor. The student/intern will receive time credit for only operational or plant maintenance work experience that is directly connected to the research, planning and trial implementation of their project. Their work supervisor must approve of their time spent on the project on the daily time log. Work time credit will not be given for unrelated work performed in their normal course of duties. 
 
The student/intern will receive time credit for only operational or plant maintenance work experience that their work supervisor approves on the daily time log. Work time credit will not be given for non operational duties such as lawn mowing, other landscape work, painting of buildings or other duties that could be performed by temporary summer workers. 
 
Each student/intern will create two detailed charts as part of the internship: an Organizational Chart of their Utility, and a process flow chart of the treatment plant. The inexperienced intern will also complete a paper about their internship experience that will include: what they learned from the hands on plant work experience and how it differed from their expectations from the classroom instruction; any surprises they had during the internship; what they liked about the internship; and what they did not like about their internship. The experienced intern will also complete a paper about their internship project detailing their research, planning, implementation/ pilot study or full implementation of their project. Note:  A student must have a 2.0 overall GPA and a minimum of 2.0 GPA in departmental core courses of a program to graduate. 
Institutional Outcomes 
The following institutional learning outcomes (bold faced) will be developed and documented in this course: 
· Critical Thinking Skills 
· Technical Skills 
· Communication Skills 
· Interpersonal (workplace) Skills 
 
Program Outcomes 
The following program learning outcomes (bold faced) will be developed and documented in this course: 
1. Apply critical thinking skills to specific water treatment plant (Potable, Wastewater, or Utilities Management) processes following established and commonly accepted procedures. 
2. Understand how and why sample collection methods affect analytical laboratory results which ultimately affect treatment decisions and can impact the treatment plant’s regulatory compliance. 
3. Explain and practice safe chemical handling methods as well as safe work habits. 
4. Demonstrate a thorough understanding of the importance of process record keeping, how to complete and submit regulatory reporting forms. 
5. Demonstrate knowledge of the State and Federal Regulations that apply to potable water or wastewater treatment plant facilities. 
6. Thoroughly understand the very real impacts of their actions in a treatment plant facility and how their actions can directly affect public health and the environment. 
 
Course Learning Outcomes (Competencies) 
The student will be able to… 
1. Understand the major public water supply regulations and their importance in protection of public health. 
2. Understand the process of water quality monitoring and how to collect a representative sample. Demonstrate an understanding of common contaminants and their potential effects. 
3. Describe the value of record keeping as it relates to water quality sampling and monitoring. 
4. Describe the value of record keeping as it relates to regulatory compliance. 
5. Understand the importance of Customer Inquiries and Complaint Investigation. 
6. Demonstrate an understanding of following correct sampling protocols. 
7. Recognize the importance of compliance with water supply regulations. 
8. Recognize that water operators are protectors of the health of their customers. 
 
Textbook and Other Required Materials None. 
Course Outline None. 
 
Instructional Methods 
Lecture/demonstration, assigned readings, video/slide presentations, and field trips. 
 
Evaluation Procedure 
1. Students will be expected to meet all the learning outcomes listed above and be able to demonstrate their understanding of the underlying concepts. 
2. The course will require the completion of class assignments. 
3. Grades will be based on the following: 
a. Chart Assignments 	50% 
b. Signed work sheets 	15% 
c. Work supervisor’s report 	20% 
d. Final Paper 15% 
4. [bookmark: _GoBack]Final grades will be assigned based on the following grading scale: 
	90-100%      
	A

	80-89% 	
	B

	70-79% 	
	C

	60-69% 	
	D

	Below 59%  
	F


 
 
Institutional Policies 
Please refer to the current College Catalog available online at: 
http://www.salinatech.edu/prospective_students/college_catalog.shtml 
 
Instructor Policies 
1. It is the student’s responsibility to contact the instructor for make-up work within 48 hours after an absence. 
2. This is an intensive course that requires student attendance and attention. I expect that students will attend all classes, submit all assignments on time and otherwise demonstrate a proper attitude toward this class. 
3. More than one unexcused absence will result in student not receiving credit for the course. 
 
Notice of Non-Discrimination 
Salina Area Technical College does not discriminate on the basis of race, color, national origin, sex, age, or disability in admission or access to, or treatment or employment in, its programs and activities. Any person having inquiries concerning compliance with the regulations implementing Title VI, 
ADA, Title IX, or Section 504 is directed to contact the Vice President of Student Services. 
 
 
 
This syllabus was approved:  03/27/2013. 
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