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Preface

The interior design internship is included in the Interior Design degree at the University
of Tennessee at Chattanooga to give the student the opportunity to apply design theory to a
practical work experience. It provides an opportunity for one to confer with and to observe
successful design firms. Professional designers are in a position to provide expertise that can
be gained only through years of practical experience. A large part of a student’s learning
about the profession of interior design can be gained through constant observation and
awareness of the built environment and by actual experience gained from working with
persons in the professional interior design field. A positive attitude coupled with the
knowledge one receives during the internship experience can start the student toward a
rewarding career in interior design.

For the intern experience, students are encouraged to seek the areas of application
that they would hope to pursue as a future career. It is the hope and intention of the UTC
Interior Design Department that the student will participate in a wide variety of activities of the
particular design firm and that they, in turn, will be of some service and assistance to the
professional host employer.

The student receives three (3) semester hours of university academic credit for
participation in the internship program. A grade is earned on the basis of the student’s
involvement in the work of the firm, on the written reports, the research paper and the final
presentation. All correspondence between the student and the coordinator is treated in a
strictly confidential manner.

It is a general understanding when participating in the interior design internship
program that the student will be allowed to work with the host employer in the capacity of a

guest of the firm to see and learn about the business of interior design. To earn the three (3)



semester hours of academic credit, the student is required to work at least 320 hours with
the firm. The student is aware that in many placements a minimum salary is paid. Any
arrangements as such are completely optional. In addition, the student must secure liability
insurance through the UTC Bursar Office.

It is important for the student to remember that once in the internship position one is
seldom considered a student. He/she has become a professional business person and
though three (3) semester hours of academic credit is being earned, the host design firm
expects professionalism when dealing with their clientele and/or business associates.
Confidentiality to the host design firm must be honored. It is considered inappropriate to
discuss business dealings or design projects outside the host firm unless authorized to do so.
It is considered just cause for termination of the internship if detected. The intern is in the
professional world of design and must conduct himself/herself as an ethical business person.

Always remember that you are not only representing the University of Tennessee at
Chattanooga and the Interior Design Department, but you are also a part of the firm that you
are interning for. You need to check with your host firm to determine if they have policies
regarding dress codes, smoking, piercings/tatoos, confidentiality, work schedules and

procedures to follow in working with clients.



Purpose

The purpose of the internship manual is to guide and assist students, site supervisors and the
UTC internship coordinator in Interior Design 490, the internship course. The manual
contains forms to be used during the internship time frame with detailed instructions. There
is also information about the roles and responsibilities of the students, site supervisors, and
the UTC internship coordinator. Student interns are expected to complete all assignments,
forms, and requirements by the assigned due dates.

Course Description:

490r Interior Design Field Internship (3)

Directed field experience that is required of all interior design students. Provides a full-time
work assignment that gives students a better understanding of the real interior design
function. Prerequisite: INTD 420. Must be taken the last semester prior to graduation. A
maximum of 12 hours may be applied to the degree.

Course Evaluation:

The final grade for the course will be based on the following criteria. All of the following
categories must be completed satisfactorily in order to pass the internship.

Work Reports and Journals (bi-weekly) 14 pts.
Assignments 13 pts.
(Internship application, Internship site information, Internship
agreement statement, name and contact info of 3 evaluators,
Intern self-evaluation)

Research Paper 20 pts.
Meeting Attendance (3) 15 pts.
Final Presentation 20 pts.
Evaluations (3) 18 pts.

Lateness of assignments will result in loss of one point for each calendar day to be deducted
from the total points earned at the completion of internship.

Grading Scale:

90 - 100 points = A
80-89points =B
70-79 points =C
60 - 69 points =D
Below 60 points = F



Course Objectives:
1) Experiences that provide interaction with the multiple disciplines (code specialists,
engineers, architects, artists, behaviorists) representing a variety of points of view and
perspectives on design problems. [Standard 1-f]

The program must provide:
3) Exposure to a variety of business cultures and organizational structures (for-profit,
non-profit, publicly, privately held, hierarchical, flat) [Standard 1-h]
4) Opportunities for design work experience (internship, Co-op, shadowing or other
experiences that familiarize students with the culture and environment of the
professional studio and professional practice) [Standard 1-i]

The program must include learning experiences that incorporate:
5) Professional discipline (time management, organizational skills) [Standard 2-i]

Students must:

6) Express ideas clearly in oral presentations and critiques [Standard 5-d]

7) Communicate clearly in writing (using correct spelling, grammar, and syntax) in
specifications, schedules, and contracts and other business-related documents such
as project programs, concept statements, reports, research papers, resumes, and
correspondence. [Standard 5-€]

Student work should demonstrate the ability to:
8) Communicate through alternative presentation techniques (audio, electronic, film,
photography, slides, video) [Standard 5-j]

Students must demonstrate understanding of project management practices:
9) Coordination (managing input from various members of the project team), time
management, scheduling and contract administration [Standard 8-c]

10)Student should demonstrate understanding of basic business computer applications
(word processing, spreadsheets) [Standard 8-i]



Course Requirements:

1. Interior design majors are required to complete the internship course in one semester for a

total credit of three (3) semester hours.

2. The intern is responsible for obtaining his/her own internship position. Only one (1) UTC

student can intern with a host firm at a time.

3. The academic advisor for the student and the UTC internship coordinator must approve
each student’s course load. Variables such as the student’s grade point average and the
number of hours the student works daily should be taken into consideration. The student’s
course load must also be discussed with the site manager when applying for the

internship.

Students are discouraged from seeking employment additional to the internship. If,
however, it is essential to his/her survival that additional employment is obtained, it must
not interfere with the internship responsibilities. The additional employment can in no way

be interpreted as conflict of interest with the host design firm. Information about the

additional employment is to be discussed prior to the beginning of the internship with the

UTC internship coordinator.

4. Application forms for internship (See Appendix A) must be completed and returned to the
internship coordinator prior to final exam week of the semester prior to the one in which

the student plans to intern.



5. Interior design internships are expected to start the week that classes begin. If, however, a
student must start prior to the first week of UTC classes, the student will need to provide
the UTC internship coordinator’s contact information to the site supervisor. The site

supervisor will then confirm in writing that the early starting date is imperative.

6. The host design firm must meet the approval of the intern’s academic advisor and the UTC
internship coordinator. The student is required to obtain an internship under a
professional who is certified, licensed or registered in his/her field (NCIDQ, AIA, CKD,

NCQLP).

7. The student is required to complete and submit all forms on time to the UTC Internship
Coordinator. Lateness will result in loss of one point for each calendar day to be

deducted from the total points earned at the completion of internship.

8. The student is required to attend all internship meetings. A final presentation will be given

at the final meeting.



INTERNSHIP ASSIGNMENTS:

1. Interns are required to attend an orientation meeting (Time and place TBA). No student
will go into an internship unless he/she attends the first meeting and has access to the

internship manual.

2. Interns should schedule a mid-semester conference with the UTC internship coordinator.
Those students interning with an establishment over 200 miles from Chattanooga must

arrange a telephone conference with the UTC internship coordinator.

3. Interns are required to attend a final meeting (Time and place TBA) where the intern will
give a formal presentation of the internship experience with visual materials such as a
board, notebook, video, slides, PowerPoint, etc. All interns will prepare a one-page

internship summary handout for the class.

4. The following two forms (See Appendix C) must be filled out and submitted to the UTC
Internship Coordinator by the end of the first internship work week:

Internship Site Information Form: to be filled out by the student

Internship Agreement Statement: Intern work objectives are determined by both the

site supervisor and the intern. They should parallel the intern’s job responsibilities.
Objectives should be worded in such a way that they are measurable. Part of the

final assessment will be to determine how well these objectives were met.

5. Weekly Daily Work Reports and the Weekly Journal should be submitted to the UTC

internship coordinator at the end of every two weeks of work.

10



Weekly Logs and Activities: Weekly logs should be used each week to record the

intern’s work experiences. An explanation of weekly activities should include dates
of weekly work experiences, hours of work (Be sure to TOTAL each week!) and
responsibilities. The site manager should sign on the line on page one of the logs
to verify the hours worked during the week.

Reflective Journal: Reflections on the past week: You should write a reflective

paragraph for each day in your internship work; do not wait until the end of the
week. Site Supervisors do not see or sign this. For instance: What new job or
procedures did you learn this week? Did you have any problems or challenges?
How did you use coursework to help you in a situation? What are some things that

you did not learn in school that you needed as a resource.

It is important that bi-weekly reports are not late. E-mailed and faxed reports must be
received by the UTC internship coordinator by 12:00 noon (EST) on the following
Saturday.

Mailed reports must be post-marked by 12:00 noon (EST) on the following Saturday. Itis

strongly suggested that mailed assignments be certified with a receipt. The receipt is

proof that the deadlines have been honored by the intern through the U.S. Mail service
may be quite late. Remember that five points will be deducted from the final total number
of points earned for every day late assignments are received. If an intern is delivering
assignments in person, it is wise to give the assignments directly to the UTC internship
coordinator or to have the work date-stamped by the Interior Design Administrative

Assistant.

11



6. By the end of the second week of work the intern should send to the UTC internship
coordinator the names, titles, and business addresses of three senior designers who are
familiar with the intern’s performance at the host design firm. The Evaluation of Student
Internship Experience survey must be returned to the UTC internship coordinator by the

evaluators at least one week prior to the intern’s final meeting with the UTC internship

coordinator. The intern, therefore, should provide a copy of the evaluation form along with
a_stamped envelope addressed to the UTC internship coordinator to each of the host
design firm evaluators. It is the responsibility of the intern to be sure that the evaluator
returns the form to the UTC internship coordinator on time. The intern, likewise, is wise to
share with these persons a copy of the checklist early in the internship experience so that
the evaluator can determine what qualities he/she needs to be observing about the UTC
intern.

7. At the end of the internship, the intern will conduct a self-evaluation summarizing
experiences in terms of stated objectives and perceived level of performance. This
evaluation should include self-improvement ideas and should comment on how the
objectives were met or not met and the reasons why. This will not be shared with the site

supervisor but will help the university supervisor in the future placement of interns.
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Site Supervisor’s Evaluation:

An internship can be a true learning experience if the site supervisor provides constructive
feedback. The evaluation should focus on the learning objectives that were set at the
beginning of the internship. Supervisors should take the time to evaluate the intern’s positive
achievements and weaknesses. Also, the site supervisor should make suggestions for

improvement.

Dress Code:

Professional dress is expected at all interviews as well as on the job — refer to the UTC
student handbook for guidance. Ask your firm what the dress code is just to make sure you
are appropriately attired for everyday work. Students are expected to dress professionally at

all internship meetings.

Ethics:

All interns should adhere to the ethics statement by the American Society of Interior
Designers (See Appendix A). Any work done by the firm for clients should not be discussed
outside the firm without permission. Firms may ask the intern to sign a confidentiality

agreement.

Insurance:

It is a university policy that UTC students participating in internships shall purchase and
provide evidence of $1 million worth of professional liability coverage. The intern must
secure liability insurance through the University Bursar Office. The cost is

approximately $27.00 and must be purchased twice if you are beginning your internship in

13



May for a total of $54.00. If you begin your internship in June, then you only need to
purchase this insurance once. Proof of insurance must be turned in to the Interior
Design Office before beginning the internship. Internship hours can not be counted until

proof of insurance is provided.

Pre-Materials:
Each student has a folder with materials from INTD 420. All journals, job logs and other
information will be maintained in those files. Materials that must be included in the folder
prior to the beginning of the internship are:

e Swot analysis

e Business cards

e Goals and objectives

e Corrected up to date resume (all contact information)

e Example of cover letter

e Mission statement

e Electronic portfolio

e Proof of Liability insurance

e Proof of registering with Placement office

14
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Frequently Asked Questions

When should | start planning for my internship?

You should begin thinking about your internship when you declare your major. You
should attend professional meetings, network and research companies that you are
interested in.

Will | be paid?
Some internships are paid but many are not. The internship is a college course and site
supervisors must spend time training and working with interns.

May | take another job while interning?

You are discouraged from seeking employment outside the internship. If it is essential
that the student work in addition to the internship, then that work must not interfere with
the internship responsibilities or be interpreted as conflict of interest. Work for the
internship must come first. Information about the additional employment is to be
discussed prior to the beginning of the internship with the UTC internship coordinator.

Is there a schedule for how many hours must be completed each week in the
internship?

No, the weekly schedule of hours is up to the site supervisor and you. It may vary from
week to week.

What if | am not completely satisfied with my internship experience? May | change
internships?

This is not feasible. That is why you must do your research on the internship site
carefully and if there are problems, then you need to work with the site supervisor to
correct them.

Can | take other courses while interning?

Interior design courses should be taken prior to the internship. To take additional
courses, the intern must secure approval of the UTC Internship Coordinator, the
academic advisor and the internship site manager. Fewer courses taken during the
internship allow the student more time to apply toward a beneficial internship/work
experience.

May | participate in more than one internship simultaneously?

If you can work out two internships without conflicts, then go ahead but work out details
with all concerned. This can be done but it will require much planning.

Does everyone pass the internship with a satisfactory grade?

No, failure to complete the 320 hours, failure to attend the three required meetings,
failure to send in forms weekly on time, failure to do the assignments, failure to make a
final presentation, or an unsatisfactory evaluation from a site supervisor or university
supervisor would be grounds for an unsatisfactory grade.

15
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Does an internship lead to a job with the site firm?
Some do end up with jobs at their site firm. There has been a good track record at UTC
with interns securing jobs at their site firms or securing jobs with other firms.

What if | want to do my internship out of state?
Students are encouraged to look for internships out of state.

What about vacations or scheduled trips during the internship?

Your first priority is to complete your internship; if you can work out your already
scheduled vacation, trip or whatever, that is fine but it must be okay with the site
supervisor and the UTC Internship Coordinator.

16



INTERNSHIP ROLES/RESPONSIBILITIES
Student

1. Submit application to the UTC internship coordinator one semester prior to the proposed

internship date.

Identify potential sites and secure UTC internship coordinator's approval of sites.

Schedule individual conferences with UTC internship coordinator as needed for securing

internship

Secure site interview with cooperating design firm.

Write thank you letters written within 24 hours to all businesses that you interview with.

Report results of interviews to UTC internship coordinator.

Begin internship on approved date and fulfill on-the-job requirements.

Submit job logs/weekly journals to the UTC internship coordinator.

Complete all assignments on time.

10 Make a visual and oral final presentation.

11.Complete Student Evaluation Internship Form.

12.Complete all tasks during the internship in a professional manner including writing a thank
you letter to the site supervisor at the close of your internship.

wnN
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Agency

Conduct an initial interview with prospective intern.

Assign an employee as the intern’s site supervisor.

Schedule student for the required amount of hours for the internship.

Make available work and/or learning experiences necessary to complete course
requirements.

Acquaint student with organizational structure, mission, goals and policies of firm.
Periodically review and evaluate student’s progress to share with student and UTC internship
coordinator.

7. Conduct evaluation at mid-term and provide constructive criticism to the intern on a regular
basis. If site supervisor has any problems with the intern, he/she should talk with the intern
immediately and inform the UTC Internship Coordinator in order to address the problem(s).
Complete final evaluation/s of student intern and send to the UTC Internship Coordinator.
Contact the UTC Coordinator if there are problems with the intern.

N
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UTC Internship Coordinator

Evaluate Internship Application.

Supervise internship experience.

Approve design firm as an internship site.

Conduct meetings with student to give instructions and guidelines for internship.
Evaluate weekly journals, assignments and final presentation.

Maintain contact with host firm supervisor throughout the internship.

Keep student apprised of performance in internship.

Assign final grade.

Maintain all internship records in a file.

©CoNorwNE
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RESEARCH PAPER

The Student will conduct a research paper on the following topic:
The Impact and Effects of an Economic Recession on Interior Design Firms
Research paper must be typewritten. Include a title page, table of contents, and references

(APA). All resource materials and illustrations must be documented. One or two words

changed in a sentence is not considered adequate paraphrasing. Plagiarism and/or

fraudulent references will result in an automatic “0” on the paper submitted. Papers should
be turned in to the UTC internship coordinator either spirally bound or paper-clipped in the

upper left corner. Paper will be graded on spelling, grammar, content and organization.
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Tips for a Successful Internship

Adopt the right attitudes

Adjust your expectations

Make a good first impression (you will only have one chance)

Come into the work environment with an open mind and a positive attitude

Be prepared to do whatever is asked of you even if it consists of menial tasks such as
cleaning and organizing the resource room, filing, etc.

Work on company business on company time

Become a good follower

Come into the work environment with an open mind

Be polite; follow the basic rules of conduct: courtesy and appreciation

Learn as much as possible early in the internship

Arrive on time and be cautious about long lunches or leaving early

Take advantage of any courses or workshops that might be offered though your internship

Understand the organizational structure of your company/firm

Know your expected job duties and perform them to the best of your ability

Finish tasks to the end

See things that need to be done and take some initiative

Avoid inappropriate jokes and expressions

Use appropriate communication language in all internship dealings whether in person, by
mail, e-mail or phone

Be open to constructive criticism; ask for feedback

Keep office socialization to a minimum as well as outside phone calls

Grade Interpretation

A = Excellence on the internship job; all assignments turned in on time and attention paid to
detail; quality work in internship job and in all assignments; always on time and attention to
dress code of internship site; makes oneself valuable to the firm or business; gets along with
team members very effectively and goes far beyond the expected.

B = Good on the internship job; all assignments turned in on time; some detail may be
missing; doing quality work in internship job and in all assignments; works well with team
members; rarely late; attention to dress code on internship site; goes beyond the expected.

C = Reasonably effective on the internship job; some assignments not turned in on time;
detail is not paid attention to in all assignments; rarely late and attention to dress code on
internship site; does only what is expected.

D = Low effectiveness on the internship job; few assignments turned in on time; no attention
to detail; just gets by on the job; often late and no attention to dress code

F = No effectiveness on the internship job; employer terminates internship job or asks
university supervisor to reassign or terminate internship.

19
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AMERICAN SOCIETY OF INTERIOR DESIGNERS
CODE OF ETHICS

Preamble

Members of the American Society of Interiors Designers are required to conduct their
professional practice in a manner that will inspire the respect of clients, suppliers of goods
and services to the profession, and fellow professional designers, as well as the general
public. Itis the individual responsibility of every member of the society to uphold this code
and the by laws of the society.

Responsibility to the Public

Members shall comply with all existing laws, regulations and codes governing business
procedures and the practice of interior design as established by the state or other jurisdiction
in which they practice.

Members shall not seal or sign drawings, specifications or other interior design documents
except where the members firm has prepared, supervised, or professionally reviewed and
approved such documents, as allowed by relevant state law.

Members shall at all times consider the health, safety, and welfare of the public in spaces
they design.

Members agree whenever possible to notify property managers, landlords, and/or public
officials of conditions within a built environment that endanger the health, safety, and/or
welfare of occupants.

Members shall not engage in any form of false or misleading advertising or promotional
activities and shall not through advertising or other means that staff members or employees
of their firm are qualified interior designers unless such be the fact.

Members shall neither offer, nor make any payments or gifts to any public official, nor take
any other action, with the intent of unduly influencing the officials’ judgment in connection with
an existing or prospective project in which the members are interested.

Members shall not assist or abet improper or illegal conduct of anyone in connection with a
project.

Responsibility to the Client

Member’s contracts with a client shall clearly set forth the scope and nature of the project
involved, the services to be performed and the method of compensation for those services.

Members may offer professional services to a client for any form of legal compensation.

21



Members shall not undertake any professional responsibility unless they are, by training and
experience, competent to adequately perform the work required.

Members shall fully disclose to a client all compensation, which the members shall receive in
connection with the project and shall not accept any form of undisclosed compensation from
any person or firm with whom the member deals in connection with the project.

Members shall not divulge any confidential information about the client or the client’s project,
or utilize photographs or specifications of the project, without the express permission of the
client, with an exception for those specifications or drawings over which the designer retains
proprietary rights.

Members shall be candid and truthful in all their professional communications.
Members shall act with fiscal responsibility in their best interest of their clients and shall
maintain sound business relationships with suppliers, industry and trades to insure the best

service possible to the public.

Responsibility to other Interior Designers and Colleagues

Members shall not interfere with the performance of another interior designer’s contractual or
professional relationship with a client.

Members shall not initiate or participate in, any discussion or activity, which might result in an
unjust injury to another interior designer’s reputation or business relationships.

Members may, when requested and it does not present a conflict of interest, render a second
opinion to a client, or serve as an expert witness in a judicial or arbitration proceeding.

Members shall not endorse the application for ASID membership and/or certification,
registration or licensing of an individual known to be unqualified with respect to education
training, experience or character, nor shall a member knowingly misrepresent the experience,
professional expertise or moral character of that individual.

Members should respect the confidentiality of sensitive information obtained in the course of
their Professional activities.

Responsibility to the Profession

Members agree to maintain standards of professional and personal conduct that will reflect in
a responsible manner of the society and the profession.

Members shall seek to continually upgrade their professional knowledge and competency
with respect to the interior design profession.

Members agree, whenever possible, to encourage and contribute to the sharing of knowledge

and information between interior designers and other allied professional disciplines, industry
and the public.

22



Responsibility to the Employer

Members leaving an employer’s service shall not take drawings, designs, data, reports,
notes, client’s lists, or other materials relating to work performed in the employer’s service
except with permission of the employer.

A member shall not unreasonably withhold permission from departing employees to take
copies of material relating to their work while an employee of the member’s firm, which are
not proprietary and confidential in nature.

Members shall not divulge any confidential information obtained during the course of their
employment about the client or the client’s project or utilize photographs or specifications of
the project, without the express permission of both client and employer.

Enforcement

The society shall follow standard procedures for the enforcement of this code as approved by
the Society’s Board of Directors.

Members having a reasonable belief, based upon substantial information that another
member has acted in violation of this Code shall report such information in accordance with
accepted procedures.

Any deviation from this Code, or any action taken by a member which is detrimental to the

Society and the profession as a whole shall be deemed unprofessional conduct subject to
discipline by the Society’s Board of Directors.
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Helpful Websites
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Helpful Web Sites

www.asid.org
www.internweb.com
www.nkba.org
WWW.CSI.org
www.homeportfolio.com
www.iida.org
www.aia.org
www.nahb.org
www.desigonlineinc.com
www.dcota.com
www.p-d-c.com
www.merchandisemart.com

www.nydc.com
www.todl.com
www.isdesignet.com
www.accredit-id.org
www.idec.org
www.ncidg.org
www.usgb.org

American Society of Interior Designers
Internship news

National Kitchen Bath Association
Construction Specifications Institute
Designer/portfolio profiles

International Interior Design Association
American Institute of Architects
National Association of Home Builders
Resources for furnishings

Design Center of the Americas

Pacific Design Center

Chicago Merchandise Mart

New York Design Center

Trade Only Design Library

Interiors and Sources magazine site
Council for Interior Design Accreditation
Interior Design Educators Council
National Council for Interior Design Qualification
US Green Building Council
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Date:

APPLICATION FOR INTERIOR DESIGN INTERNSHIP

DIRECTIONS: Provide all needed information. Attach a current RAP sheet.

Name:

Telephone/s:

Current Address:

Summer E-mail Address:

Name and address of host design establishment chosen for internship:

Number of hours earned by intern at UTC:

Overall GPA of intern:

List any/all courses and the hours that HAVE to be taken while interning:

(course) (hours)
(course) (hours)
Do you plan to have employment additional to the internship? (yes) (no)

If one has additional employment, provide the name of the establishment:

The interior design establishment listed above has been approved for this student:

(UTC Internship Coordinator)

27



INTERNSHIP SITE INFORMATION

Intern

Address

Phone

E-mail

1. Name of firm/store:

2. Address:

3. Phone: Fax: e-mail

4. Number of Employees:

5. Type of Business:

6. Describe principle work of firm:

Mail or fax to UTC Internship Coordinator along with a business card (or copy) of your site
supervisor.

Rebecca Rochat
UTC Department of Interior Design 4204
615 McCallie Avenue
Chattanooga, TN 37403
Phone: (423) 425-4550
FAX: (423) 425-4479
e-mail: Rebecca-Rochat@utc.edu

28



INTERNSHIP AGREEMENT STATEMENT

Intern Work Objectives

Below, list the objectives, which you hope to achieve as a result of the internship
experience:

1

6.

(add more if needed)
| agree to carry out assigned work responsibilities as directed by the site supervisor and to
complete all requirements and forms as required by the university supervisor.

Signature of Student Signature of On-Site Supervisor

Date Date

The cooperating employer agrees to provide the student a broad work exposure of programs and
services of the company, and when possible allow the student to participate in special activities
and management meetings. The supervisor will guide and direct the on-the-job assignments
and submit an evaluation of the student’s performance. The firm will provide 320 hours of work
experience for the student intern.

The university supervisor agrees to supervise the internship and to work with the student and
firm for successful completion of the internship.

UTC Internship Coordinator Date

29



INTERIOR DESIGN INTERNSHIP
DAILY WORK REPORT

Name Firm

Week

DATE | HOURS | DUTIES (be specific)

Site Supervisor’s Signature

Total Hours for Week
Total Hours this semester

University Supervisor's Comments:
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Weekly Journal

Reflections on the past week: What new job or procedures did you learn this week? Did
you have any problems or challenges? How did you use coursework to help you in a
situation? What are some things that you did not learn in school that you needed as a
resource. You should write a reflective paragraph for each day in your internship
work; do not wait until the end of the week. Site Supervisor does not see or sign
this. This can be sent by e-mail.

31



EVALUATION OF STUDENT INTERNSHIP EXPERIENCE

Name of Student

Semester of Internship Completion

Year

Directions:

Rate the performance of the student in each of the areas listed below by circling the response,

which is most appropriate.

6 = Superior
5 = Above Average
4= Average

3 = Below Average
2= Unsatisfactory
1 = Cannot Rate or Non Applicable

I. INTEREST IN FIELD OF STUDY

1.

Interest level in field of study

2. Takes advantage of opportunities

3.

to learn more about career
Potential for success in career

. PERSONAL QUALITIES

agrONE

RO ~NO

- O

13.

14.
15.

Is friendly, understanding, helpful

Is courteous and tactful

Is interested in others

Is well groomed/appropriately dressed
Has ability to get along with others
understand their problems in work setting
Is mentally alert

Has a sense of humor

Exercises self-control

Enthusiastic, poised & confident

. Is cheerful and positive
. Has ability to present ideas

simply and clearly

. Accepts responsibility for the prompt

& full performance of assigned duties

Is willing and able to take suggestions
and constructive criticism

Shows initiative in seeking responsibilities
Shows initiative in carrying out
responsibilities

[ll. COMMITMENT

NogkrwpdnrE

Meets schedules and deadlines
Follows instructions

Works accurately

Is willing to help coworkers
Attends job regularly

Arrives promptly for work

Follows through with assignments
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IV. TASK EVALUATON: Rate the ability of the student to perform the tasks listed.

1. Handle customer inquiries 1 2 3 4 5 6
2. Interpret store policies 1 2 3 4 5 6
3. Handle customer complaints 1 2 3 4 5 6
4. Use telephone correctly 1 2 3 4 5 6
5. Has desire to serve clients 1 2 3 4 5 6
6. Quality of work done 1 2 3 4 5 6
7. Quantity of work done 1 2 3 4 5 6
8. Works well with clients 1 2 3 4 5 6
9. Can coordinate interior materials 1 2 3 4 5 6
10. Is familiar with resources 1 2 3 4 5 6
11. Knows intern responsibilities 1 2 3 4 5 6
12. Can read blueprints/specifications 1 2 3 4 5 6
correctly
13. Knows resources and product lines 1 2 3 4 5 6
14. Can do estimates of materials 1 2 3 4 5 6
(carpet, wallpaper, drapery, furniture)
V. OVERALL INTERNSHIP PERFORMANCE 1 2 3 4 5 6

VI. ADDITIONAL COMMENTS CONCERNING STUDENT'S PERFORMANCE. HOW DO YOU THINK THIS
STUDENT WILL PROGRESS IN AN INTERIOR DESIGN CAREER?

EVALUATION COMPLETED BY

DATE
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UNIVERSITY SUPERVISOR EVALUATION OF STUDENT INTERNSHIP EXPERIENCE

Intern

Activity Possible | Y/N | Points
Points Awarded
Daily Work Reports 7
Weekly Journals 7
Assignments Internship Application 2
Internship Site Information 2
Internship Agreement Statement 3
Names and Contact Info of 3 Evaluators | 2
Intern Self-Evaluation 2
Copy of Thank You Letter 2
Research Paper 20
Meeting Attendance | Orientation Meeting 5
Mid-Semester Conference 5
Final Meeting 5
Final Presentation 20
Evaluations Site Supervisor #1 18

Site Supervisor #2

Site Supervisor #3

Comments:




CHECKLIST OF INTERN RESPONSIBILITIES

Task Date Completed/Submitted

Submit Proof of Liability Insurance to Department of Interior Design
Internship Application

Internship Site Information Form

Internship Agreement Statement

Names & Contact Information of 3 Evaluators
Weekly Work Logs

Weekly Journals

Mid-Semester Conference

Research Paper

Final Meeting & Presentation

Site Supervisor Evaluation

Copy of Thank-you Letter

Intern Self Evaluation
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INTERN SELF EVALUATION

Name

Semester/Year of Internship

Firm

Supervisor's Name

Answer the following questions.

1. Which firm activities do you believe were the MOST VALUABLE to you during the
Internship program and why?

2. Which activities do you believe were the LEAST VALUABLE to you during the Internship

program and why?

3. What activities did you want to participate in but were not able to experience or
observe?

4. Overall, were you satisfied with the firm’s contribution to your internship experience?

5. Do you feel that you were academically prepared for your internship? Explain.

6. Which courses were MOST VALUABLE during your internship experience? Why?

7. Which courses were LEAST VALUABLE during your internship experience? Why?
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8. In one paragraph, describe your overall impression of your internship experience.

9. Did you meet your internship learning objectives? Explain

10. List five “learning highlights” of your internship experience.

11.Did you receive compensation for your work? If so, provide details.

12.Have you discussed future employment with this agency?

13. Did you receive adequate assistance from your site supervisor and the UTC internship

coordinator during the application process of the internship experience?
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Record of University Supervisor’'s Contacts with Intern/Site Supervisor

Intern

Address: (where you can be reached)

Site Firm and address:

Date

Contact

Remarks
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Record of Work Logs and Journals

Name

Student Work Logs and Journal (to be sent by end of each work week

Date Work Log Reflective Journal Quality
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