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These Internship Instructions provide overall guidance for undergraduate students who wish to apply for credit as an intern in PSCI 498.  

STEP 1. To receive credit for your Internship, we require students at a Junior-standing or above, with a GPA of 2.5 or above, and who are enrolled as Political Science majors or minors; exceptions are at the discretion of your Faculty Sponsor.  All the files (Learning Contract, 4 Reports, and this Instruction file) necessary to complete the Internship are located on the Political Science website: http://www.montana.edu/politicalscience/internship/.   The Internship should be a learned experience and should not entail rudimentary and menial tasks.  Please note that we are not able to provide credit for time spent on internship activities that precede the Learning Contract submittal except under extraordinary circumstances and with the consent of the Political Science Department Head.      
STEP 2. Fill out the Learning Contract; type the information on the form (tab through the fields) including anticipated total number of hours and what semester(s) you would like to register for credit.  Provide detail on your responsibilities and learning outcomes and fill-in due dates of the 4 Reports; then print the Learning Contract and you and your Site Supervisor sign it.  Note: your total credits for any semester may not exceed 21 (without prior consent of the Dean’s Office).  Also, according the Provost’s Office: “Students are required to sign up for and pay for the credits during the term in which they do the work.”  You will earn 1 credit for every 50 hours you work so you and your Site Supervisor should create a system to keep track of your hours. You can earn 2-12 credits and can do multiple internships (a new Learning Contract is required for different internships).
STEP 3.  Deliver the signed Learning Contract to the Political Science Administrative Assistant for review (email, in-person or mail).  The Administrative Assistant will make sure the Learning Contract is completed correctly and will provide a copy (via email) to your Faculty Sponsor. Please ensure you have provided a copy of the signed Learning Contract to your Site Supervisor.  Your Faculty Sponsor will call your Site Supervisor to discuss details of the internship and then will officially approve your internship and notify the Administrative Assistant that you can be registered for credit.  
STEP 4.  Based on the number of credits and semester(s) you indicate on the Learning Contract, the Administrative Assistant will register you for PSCI498.  If you are registering for more than one semester, please provide the Administrative Assistant with a reminder to register you for the subsequent semester(s).  
STEP 5.  Email a copy of the 4 Reports to both your Site Supervisor and Faculty Sponsor on the dates you indicate on the Learning Contract.  Failure to meet the due dates for any of the 4 Reports will result in a lower grade based on the discretion of the Site Supervisor and Faculty Sponsor.  When the Faculty Sponsor receives Report #4, he/she will send a Final Evaluation form to the Site Supervisor.  A final phone interview will also be conducted between the Faculty Sponsor and the Site Supervisor.  You will also be required to assemble a final “Portfolio” that contains an overview and examples of the work you accomplished and/or learning outcomes due with your fourth report.  It is your discretion to determine the form and content of the portfolio; work with your Site Supervisor and Faculty Sponsor early in the process to discuss what can and should be included.  You will also be required to attend a seminar scheduled in the semester of your internship and are expected to present your portfolio to your peers.  The final grade will be based on the Final Evaluation, phone interview, your ability to complete the reports, portfolio, and seminar adequately and on-time.  Your final grade will be entered as soon as all of these tasks are completed.  Before the end of the semester, you will also be sent an email from the Provost’s Office with a link to an on-line evaluation form; please fill out this evaluation before the end of the semester.  
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