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To Our Colleagues and Students:
Thank you for your interest in the CARS Internship Program at UNC Greensboro!

This program, unlike many professional programs found in universities, requires completion of a supervised professional internship to ensure that CARS graduates are prepared, confident, and marketable.

CARS provides a strong framework for excellent student internship experiences including: (1) one six-credit courses that focus solely on the internship; (2) an Internship Program Director whose job is to mentor and guide each student; and (3) a variety of great internship opportunities.  Over the years, our students have interned with over 80 outstanding retail, apparel, and manufacturing companies, such as Belk, Betsey Johnson (NY), Federated Merchandising Group (NY), Four Seasons Mall (Greensboro), Hachette-Filapacchi (New York), Kayser-Roth Corporation (Greensboro), Nordstrom (Atlanta), Sara Lee Corporation (Winston-Salem), and VF Jeanswear (Greensboro).

To facilitate the internship experience, this manual has been prepared to:

· assist students to manage their internship experiences well,
· facilitate interaction with the companies providing internship experiences, and

· inform constituents of the goals & structure of the CARS Internship Program.

As you use this manual, please keep in mind that the chief goal of the CARS Internship Program is to integrate professional practice with classroom content and objectives while giving students opportunities to develop professional behavior through applying theory to practice.   

We sincerely offer our thanks to all who have contributed to our internship effort—especially those providing thoughtful and ongoing input and critical evaluation.  We are listening…
Respectfully, 

Consumer, Apparel, and Retail Studies Department
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Chapter 1:

Internship Information

CARS Internship: The BIG Picture
One of the most difficult, and yet most important, adjustments for any senior graduating from a university is the effective application of academic knowledge achieved in the classroom to a professional work situation.
The required CARS internship experience is designed to bridge that gap by providing an opportunity for practical application of theory in professional work situations prior to graduation, thereby ensuring that students are prepared, confident, and marketable.
The broad criteria* for successful completion of a student internship are:
· Timely application for admission into the Internship Program (spring of sophomore year and by the March 1 deadline);
· Fulfillment of the application criteria;
· Successful completion of CRS 331 (fall of the junior year);
· Successful completion of CRS 332 (usually summer after the junior year);
· Proactive search and securing of an internship by the student (paid or unpaid); and
· 300 hours of approved internship work through the CARS Internship Program (recommended 3 months of continuous employment).
* Detailed explanations of internship criteria are provided in the following chapters.
CARS Internship: Objectives
The greatest achievement of the human spirit is to live up to one's opportunities and make the most of one's resources.

The CARS Internship Program will provide each student with:

1. An orientation to the field of Consumer, Apparel, and Retail Studies;


2. Opportunities to gain practical experience, under professional supervision, in actual work situations;


3. A venue for application of theory, knowledge, skills, and abilities;

4. Opportunities to develop leadership and supervisory skills;

5. Greater understanding of his/her own capabilities and areas of specialization for future course work or for possible employment;

6. Mentoring on future employment by providing professional experience, job contacts, personal references, and other forms of assistance; and

7. Opportunities to act as an ambassador for the CARS Department and UNCG. 
The Consumer, Apparel, and Retail Studies Department and the University of North Carolina Greensboro provide internship opportunities in cooperation with businesses that focus on work experiences specifically related to Consumer, Apparel, and Retail Studies.
CARS Internship: Definitions
	Term


	Definition

	Internship
	A pre-approved student work experience in a consumer-, apparel-, or retail- related agency or business (approved by the University and CARS) that is supervised by both the CARS Internship Director and an approved business supervisor.



	Business

Supervisor
	An approved individual who has primary responsibility for directing the student intern’s on-the-job experience during an approved internship.



	CRS Internship

Director
	The individual employed by the University of North Carolina Greensboro (UNCG) through the Consumer, Apparel, and Retail Studies Department to assist students with their internship experiences—and who has final responsibility and authority for assigning grades.



	Agency
	A business or company that has been approved by the University and the CARS Department as an internship site.




CARS Internship: Responsibilities


The student will:

	· Proactively seek and secure an appropriate and approved internship;
· Act as an ambassador in representing CARS and UNCG;
· Fulfill all coursework requirements for the internship;

· Have periodic conferences with the business/site and the CARS Internship Director;

· Provide value added to the internship employer;
· Synthesize knowledge and practice to develop as a professional; and
· Contribute to the continued building of internship contacts and opportunities for other students.

The CARS Internship Director will:

· Provide internship mentoring for each student;
· Facilitate the internship search process 
     (resume writing, contacts, etc.);
· Review and approve (or not) all internship proposals from students;

· Act as a liaison between UNCG and the employer;
· Supervise academic progress during the internship;
· Visit the student’s site and meet with the business supervisor at least once during the internship; and

· Assign final grades.

The Internship business/site will:

· Assign a qualified agency staff member to supervise the student during the internship;
· Jointly agree with the CARS Internship Program on placement of a student with their business after consultation with the student, and in consideration of the needs of the student in relation to what the business can provide.
· Provide to UNCG and the CARS Department an outline of the nature of the internship;
· Submit an evaluation report on the student’s performance during the final week of the supervised internship; and
· Maintain and approve accurate records of student times worked on the internship site.




CARS Internship: Value Added

A CARS internship should result in significant value added to the student’s expertise relative to all of the following areas:

Professionalism
· Networking
· Interviewing (including resume writing, cover letters, etc.)
· Time management and meeting deadlines
· Team work
· Professional dress
· Organizational behavior
· Professional courtesy
· Ethical behavior
· Follow up
General Management

· Personnel practices
· Supervisory practices
· Personal and co-worker evaluations
· Project management
· Conflict management
· Strategic thinking
· Organizational planning
Depending on concentration, a CARS internship should result in significant value added to the student’s expertise relative to some or all of the following areas:
Retailing and Consumer Studies (RCS)
· Retail business terminology

· Organizational structure

· Retail store operations

· Integration of retail functional areas

· Merchandise distribution

· Private labeling and product development

· Retail inventory and inventory management

· Shrinkage/security
· Legal issues impacting retailing
· Fashion and store trends

· Competitor analysis and shopping
· Sales

· Sales forecasting

· Dealing with the public

· Buying strategies
· Margin and open-to-buy

· Merchandise pricing

· Profitability

· Visual merchandising

· Retail promotion (advertising and other marketing techniques)
· Organizational communication issues

· Customer service
· Retail career opportunities


Apparel Product Design (APD)
· Apparel production design terminology
· Organizational structure

· Production techniques

· Integration of apparel production functions

· High fashion versus mass market product development
· Trend analysis and prediction
· Forecasting

· Color analysis

· Line development and research
· Illustration

· Pattern development

· Costing

· Sourcing

· Profitability

· Quality analysis
· Software technology

· Organizational communication issues

· Apparel product design career opportunities
· Target market identification and analysis
Global Studies (GRS)
· Retail business terminology

· Organizational structure

· Integration of organizational functional areas

· Legal issues

· Cultural issues

· Global trends (analysis and prediction)

· Competitor analysis and shopping

· Dealing with the public

· Advertising and other marketing techniques

· Organizational communication issues

· Customer service
· Merchandise distribution

· Private labeling and product development

· Sales forecasting

· Buying strategies

· Customs issues/tariffs/quotas
· Organizational structure

· Costing

· Sourcing

· Software technology

· Target market identification and analysis

Chapter 2:

Getting an Internship

CARS Internship: Form Explanation
Chapter Two presents the process that is followed in order to identify and secure an internship.  This involves completing forms.  The chart presents the forms CARS students must use and provides some detail about them.
	FORM
	DESCRIPTION

	Student Application Form
	A form for admission into the internship classes and ultimately into the internship itself.  Completing this form begins the process.
It must be completely and accurately filled out and turned in to the CARS Internship Director by March 1.

Note: There are separate forms for Retailing & Consumer Studies and Apparel Product Design.  Examples are provided in this chapter for each concentration.

	Instructional Agreement
	A formal contract (yes, lawyers…) between UNCG and the agency (business) hosting an internship that is required by the University for any student internship conducted by a Department on campus.

Note: Work done without this contract in place does not qualify for internship hours.

	Student Responsibility Contract
	A contract that enumerates the student’s responsibilities relative to the internship experience.  This must be filled out and turned in to the CARS Internship Director at the same time as the Learning Goals Form.

	Learning Goals Form
	A form listing the student’s personal/professional goals for the internship. It must be developed with the Internship Director and filled out by the student intern in conjunction with the agency (business) supervisor and turned in to the CARS Internship Director by the end of the first week of the internship.

These goals and successful accomplishment of them will be part of the student’s grade.

	Application Check Sheet
	A check sheet for students to systematically check off each requirement of the internship.


FYI, forms provided in this manual are examples ONLY—to acquaint students with the kinds of information they will need.  Updated forms can be found on the CARS Web site.

CARS Internship: Application Process
The CARS Internship Program requires an application for acceptance into the Professional Development class, CRS 331.
The application process does not guarantee acceptance into the course, but is a screening process to ensure that the student is prepared and eligible to represent the CARS Department in the apparel and retail industries.
CRS 331 is a prerequisite to CRS 332, Internship. If an application has not been filled out, students will not be considered for the Professional Development class. Registration for CRS 331 is only possible with permission of the CARS Internship Director.
Criteria for application and admission to CRS 331:
· 1st semester junior standing at the time of the Professional Development class.

· GPA of 2.2 or higher. Students with a lower GPA may possibly be accepted if there is space in the class, but will not be allowed to move on to CRS 332 until their GPA meets the required standard. No exceptions.

· Demonstration in the application of readiness for an internship. Previous coursework, work history and the essay will all be determining factors in acceptance decisions.

· Priority.  This course is limited to 40 students. Seniors scheduled for immediate graduation receive first consideration, followed by students who have already taken the prerequisite courses listed below:

Prerequisite Coursework:
Retailing and Consumer Studies Intern Applicants

APD 242
Design Principles


CRS 211
Textiles: Fiber to Finish

CRS 231
Intro to Apparel and Consumer Retailing
CRS 255
Consumer Survival: Coping with Rights & Responsibilities

CRS 321
Social Psychology of Dress

CARS Internship: Application Process, continued
RCS 261
Fundamentals of Retail Buying & Merchandising
RCS 361
Retail Buying & Merchandising

Apparel Product Design Intern Applicants

APD 242
Design Principles

APD 244
Visual Communication for the Textile Products Industry

APD 250
Product Design Studio I


CRS 211
Textiles: Fiber to Finish

CRS 231
Intro to Apparel and Consumer Retailing
CRS 255
Consumer Survival: Coping with Rights & Responsibilities

CRS 321
Social Psychology of Dress

CRS 372
Survey of Historic Costume
Global Studies Intern Applicants


APD 242
Design Principles


CRS 211
Textiles: Fiber to Finish

CRS 221
Culture, Human Behavior & Clothing

CRS 231
Intro to Apparel and Consumer Retailing

CRS 255
Consumer Survival: Rights and Responsibility

CRS 321
Social Psychology of Dress

RCS 261
Intro to Consumer Retailing

RCS 361
Retail Buying & Merchandising

CARS Internship: Application Timeline
· At the beginning of fall semester updated applications are available in the CARS office in 210 Stone Building or online. (The deadline is March 1, in the spring of your sophomore year.)
· Email reminders are sent in early February.

· A final reminder for submission of internship applications will be emailed one week before the March 1 deadline.

· Internship applications are due to the CARS Internship Director by the March 1 deadline.

· Applications are reviewed March 1 - 15.

· Notifications of approval (or not) for CRS 331 are sent the third week in March. 

CARS Internship: Student Application Form

The University of North Carolina at Greensboro

Consumer, Apparel, and Retail Studies Department

Intern Application: Apparel Product Design (APD)
Name:
__________________________Social Security Number:
______________________

Local Address:




Parents Address:
_________________________________
____________________________________

Street, P.O. Box #




Street, P.O. Box #

_________________________________
____________________________________

City, State, Zip




City, State, Zip

____________________________________________________________________________________________________


Local Telephone Number & Cell Phone 



Parents Telephone Number

        _____________________________________________

                                         E-mail Address

Overall GPA: _______    



Expected Graduation Date:_______

Part A: Departmental Requirements
Please fill in the following information. Fill in only classes you have already taken and classes you are currently enrolled in. Your application will be checked by departmental personnel against your transcript for accuracy. Do not write in a grade for a course you have not completed.  Departmental Requirements:
      Course


     Date Taken


   Grade Received

	CRS 211
	
	

	CRS 231 
	
	

	CRS 255
	
	

	CRS 312 
	
	

	CRS 321 
	
	

	CRS 331 
	
	

	CRS 332 
	
	

	CRS 463 
	
	

	CRS 481
	
	

	CRS 372 
	
	

	APD 242
	
	

	APD 244
	
	

	APD 250 
	
	

	APD 342 
	
	

	APD 443 
	
	

	APD 444 
	
	

	RCS (any RCS course)
	
	


Required Related Areas (GEC and Cognates):

                 Course


     Date Taken


   Grade Received

	                  CHE 103 or 106
	
	

	                  CHE 110 Lab
	
	

	                  CST 105
	
	

	SOC 101
or PSY 121
	
	

	                  ISM 110
	
	

	MGT 200, 309, 312, 330, or 354
	
	

	MAT 115
	
	

	ACC 201
	
	

	ENG 101 or FMS 115

Or RCO 101
	
	

	Cognate (additional MGT, MKT, or ECO course)
	
	


GEC Requirements: 

Please fill in the department/course number, date taken and grade received

Requirement                                Course                            Date taken                       Grade Received

	Literature (GLT)     
	
	
	

	Hist. Pers. West. Cult. (GHP)
	
	
	

	Fine Arts (GFA)
	
	
	

	Philosophy, Religion, Ethical Principles (GPR)
	
	
	

	One additional GLT, 
GFT, or GPR
	
	
	

	GSB
	
	
	

	GNS
	
	
	

	Elective (9 credit hours of CARS elective)
	
	
	

	Elective (12 credit hours of free electives)
	
	
	


Part B: Minor

Name of minor: _________________________________  

If you are working toward a minor in another subject, be it CARS design or marketing or another major on campus, please write in the courses you have taken.

         Requirement                          Course                            Date taken                       Grade Received

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	               
	
	
	

	
	
	
	

	                  
	
	
	

	                      
	
	
	

	                       
	
	
	


Part C: Employment History

Record of Employment in the Fashion/Textile/Apparel/Retail complex. Start with your most recent position.

Employer(s)


       
   Position(s)

           


Date(s) 

(you may attach a current resume in lieu of filling in this section)

Part D: Essay

Please write a brief 2 page essay on why you want to do your internship at this time, why you feel you are prepared, and what type of internship you hope to get. Essays must be word processed, using standard 1 inch margins and no larger than 12 point font.
CARS Internship: Student Application Form

The University of North Carolina at Greensboro

Consumer, Apparel, and Retail Studies Department

Intern Application: Retailing and Consumer Studies (RCS)
Name:
__________________________Social Security Number:
_____________________

Local Address:




Parents Address:
_________________________________
____________________________________

Street, P.O. Box #




Street, P.O. Box #

_________________________________
____________________________________

City, State, Zip




City, State, Zip

____________________________________________                     _____________________________________________


Local Telephone Number & Cell Phone 



Parents Telephone Number

 _____________________________________________

                                        E-mail Address

Overall GPA: _______    



Expected Graduation Date:_______

Part A: Departmental Requirements
Please fill in the following information. Fill in only classes you have already taken and classes you are currently enrolled in. Your application will be checked by departmental personnel against your transcript for accuracy. If you will not have a grade for the course this December, do not write it down!  Departmental Requirements:

      Course


     Date Taken


   Grade Received

	CRS 211
	
	

	CRS 231 
	
	

	CRS 255
	
	

	CRS 312
	
	

	CRS 321 
	
	

	CRS 331
	
	

	CRS 332
	
	

	CRS 463 
	
	

	CRS 481 
	
	

	RCS 261
	
	

	RCS 361
	
	

	RCS 362
	
	

	RCS 464
	
	

	RCS 484
	
	

	RCS 560
	
	


Required Cognates:

                 Course


     Date Taken


   Grade Received

	                  CHE 103 or 106
	
	

	                  CHE 110 Lab
	
	

	                  CST 105
	
	

	SOC 101 or PSY 121
	
	

	3 hours

any other ATY, PSY, SOC
	
	

	                  ISM 110
	
	

	MGT 200, 309, 312, 330, or 354
	
	

	MAT 115
	
	

	ACC 201
	
	

	ENG 101 or FMS 115 or RCO 101
	
	

	MKT 320
	
	

	ECO 101 or 201 and ECO 250
	
	


Auler/GEC Requirements: 

Please fill in the department/course number, date taken and grade received

Requirement                                Course                            Date taken                       Grade Received

	Literature (GLT)     
	
	
	

	Hist. Pers. West. Cult. (GHP)
	
	
	

	Fine Arts (GFA)
	
	
	

	Philosophy, Religion, Ethical Principles (GPR)
	
	
	

	One additional GLT, GFT, or GPR
	
	
	

	GNS
	
	
	

	GPR
	
	
	

	Any GEC, ATP, PSY, or SOC
	
	
	

	Elective (9 credit hours of CARS electives)
	
	
	

	Elective (6 credit hours of free electives)
	
	
	

	Elective (3 credit hours of business elective)
	
	
	


Part B: Minor

Name of minor: _________________________________  

If you are working toward a minor in another subject, be it CARS design or marketing or another major on campus, please write in the courses you have taken.

         Requirement                          Course                            Date taken                       Grade Received

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	               
	
	
	

	
	
	
	

	                  
	
	
	

	                      
	
	
	

	                       
	
	
	


Part C: Employment History

Record of Employment in the Fashion/Textile/Apparel/Retail complex. Start with your most recent position.

Employer(s)


       
   Position(s)

           


Date(s) 

(you may attach a current resume in lieu of filling in this section)

Part D: Essay

Please write a brief 2 page essay on why you want to do your internship at this time, why you feel you are prepared, and what type of internship you hope to get. Essays must be word processed, using standard 1 inch margins and no larger than 12 point font.
CARS Internship: Student Application Form

The University of North Carolina at Greensboro

Consumer, Apparel, and Retail Studies Department

Intern Application: Global Studies (GRS)
Name:
__________________________Social Security Number:
______________________

Local Address:




Parents Address:
_________________________________
____________________________________

Street, P.O. Box #




Street, P.O. Box #

_________________________________
____________________________________

City, State, Zip




City, State, Zip

____________________________________________________________________________________________________


Local Telephone Number & Cell Phone 



Parents Telephone Number

        _____________________________________________

                                         E-mail Address

Overall GPA: _______    



Expected Graduation Date:_______

Part A: Departmental Requirements

Please fill in the following information. Fill in only classes you have already taken and classes you are currently enrolled in. Your application will be checked by departmental personnel against your transcript for accuracy. Do not write in a grade for a course you have not completed.  Departmental Requirements:
      Course


     Date Taken


   Grade Received

	CRS 211
	
	

	CRS 221
	
	

	CRS 231 
	
	

	CRS 255
	
	

	CRS 312 
	
	

	CRS 321 
	
	

	CRS 331 
	
	

	CRS 332
	
	

	CRS 463 
	
	

	CRS 481
	
	


	APD 242
	
	

	RCS 261
	
	

	RCS 361
	
	

	RCS 464
	
	

	RCS 484
	
	


Required Related Areas (GEC and Cognates):

                 Course


     Date Taken


   Grade Received

	                  CHE 103 or 106
	
	

	                  CHE 110 Lab
	
	

	                  CST 105
	
	

	SOC 101
or PSY 121
	
	

	ECON 201
	
	

	ECON 250
	
	

	                  ISM 110
	
	

	MGT 200, 309, 312, 330, or 354
	
	

	MAT 115
	
	

	ACC 201
	
	

	ENG 101 or FMS 115

Or RCO 101
	
	

	IGS 223 A
	
	

	IGS 333
	
	

	IGS 400
	
	

	Language (300 and above)( 6 credit hours)
	
	

	Elective (6 credit hours of CARS electives)
	
	

	Elective (6 credit hours of free electives)
	
	


GEC Requirements: 

Please fill in the department/course number, date taken and grade received

Requirement                                Course                            Date taken                       Grade Received

	Literature (GLT)     
	
	
	

	Hist. Pers. West. Cult. (GHP)
	
	
	

	Fine Arts (GFA)
	
	
	

	Philosophy, Religion, Ethical Principles (GPR)
	
	
	

	One additional GLT, GFT, or GPR
	
	
	

	GNS course
	
	
	


Part B: Minor

Name of minor: _________________________________  

If you are working toward a minor in another subject, be it CARS design or marketing or another major on campus, please write in the courses you have taken.

         Requirement                          Course                            Date taken                       Grade Received

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	               
	
	
	

	
	
	
	

	                  
	
	
	

	                      
	
	
	

	                       
	
	
	


Part C: Employment History

Record of Employment in the Fashion/Textile/Apparel/Retail complex. Start with your most recent position.

Employer(s)


       
   Position(s)

           


Date(s) 

(you may attach a current resume in lieu of filling in this section)

Part D: Essay

Please write a brief 2 page essay on why you want to do your internship at this time, why you feel you are prepared, and what type of internship you hope to get. Essays must be word processed, using standard 1 inch margins and no larger than 12 point font.
CARS Internship: Agency Information
Basic Criteria for Agency Selection:

All potential internship sites must go through a pre-screening process to assure that student interns will receive a quality experience. Agencies should:

1. Have an established business that is related to the consumer, apparel, and retail industries.

2. Have employees who are experts in their field and will serve as mentors to student interns.  Agency staff must be qualified through education, experience, and credentials as necessary to provide supervision and guidance.

3. Provide a diversity of professional experiences in the student’s area of specialization.

4. Provide opportunities for active participation in the agency’s business practices.

5. Accept the student as a professional contributing member of the staff.

Basic Criteria for Agency Supervisors:

Agency approval is contingent on the identification of an appropriate supervisor for the student during their internship experience. Agency supervisors should have at least one of the following:

1. A minimum of two years supervisory and/or administrative experience within the consumer, apparel, or retail industries.

2. Significant professional experience in the field (five years or more, with at least one-year supervisory and/or administrative experience) and a thorough understanding of the consumer, apparel, and retail environment.
Detailed Responsibilities of the Agency:

1. Provide direction and guidance during the internship experience.

2. Acquaint the student with the agency's basic philosophy, policies, and objectives.

3. Serve as an advisor and counselor to the student.

4. Identify those activities available within the agency to meet the student's needs and interests.
5. Develop a work schedule for the student.

6. Meet with the student on a weekly basis to address questions and concerns the student may have.

7. Help the student fulfill required writing assignments of the internship by providing direction and assistance in obtaining information.

8. Observe the student on the job and provide informal feedback concerning the student's performance.

9. Maintain accurate records of student’s time on the job site.

10. Notify the University supervisor if the student is experiencing difficulty.

11. Complete a final evaluation concerning the student's performance.

CARS Internship: Agency Application

[image: image1.png]


Please answer the following questions relative to your agency. This information will be made available for internship and practicum students to review prior to selecting an agency that they may wish to consider for his/her placement.

Top of Form

· Date:   

· Agency Information: 

	Name of Agency
	

	Street Address
	

	Address (cont.)
	

	City
	

	State/Province
	

	Zip/Postal Code
	

	Country
	

	Phone Number
	

	FAX Number
	

	E-mail Address
	

	Web Site Address
	


· Individual to Contact about Internship: 

	Name
	

	Title
	

	Phone Number
	

	E-mail Address
	


· Internship Agency Supervisor: 

	Name
	

	Title
	

	Phone Number
	

	E-mail Address
	


· Which of the following best describes the section of the apparel retail/design industry that your agency is involved in? (Check all that apply):


	[image: image2.wmf]Graphic art design based (fabric, patterns, 

       prints, etc.)
	[image: image3.wmf]Marketing and company 

          Image (brand, retail, etc)

	[image: image4.wmf]Apparel patternmaking
	[image: image5.wmf]Advertising

	[image: image6.wmf]CAD and computer based design
	[image: image7.wmf]Consumer market research

	[image: image8.wmf]Illustration
	[image: image9.wmf]Trade show/showroom

	[image: image10.wmf]Apparel manufacturing
	[image: image11.wmf]Sales

	[image: image12.wmf]Notions (buttons, thread, zippers, beading, etc)
	[image: image13.wmf]Copy writing

	[image: image14.wmf]Embroidery
	[image: image15.wmf]Global sourcing

	[image: image16.wmf]Apparel design
	[image: image17.wmf]Domestic sourcing

	[image: image18.wmf]Fashion and trend forecasting
	[image: image19.wmf] Labels and hangtags

	[image: image20.wmf]Accessories (socks, hosiery, hats, shoes,     

         jewelry, fragrances, cosmetics)
	[image: image21.wmf]Styling

	[image: image22.wmf]Textile science and development (fibers and 

         finishes)
	[image: image23.wmf] Fashion Photography

	[image: image24.wmf]Fashion and apparel promotion  


	[image: image25.wmf]Fashion and trade publication

	[image: image26.wmf]Product development
	[image: image27.wmf]Promotion

	[image: image28.wmf]Buying
	[image: image29.wmf]Merchandising

	[image: image30.wmf]In store display
	[image: image31.wmf]Retail sourcing

	[image: image32.wmf]Store Management
	[image: image33.wmf]Retail advertising/promotion

	[image: image34.wmf]Event planning
	[image: image35.wmf]Personal shopping

	[image: image36.wmf]Mall management
	[image: image37.wmf]International trade

	[image: image38.wmf]Marker making
	[image: image39.wmf]Screen printing

	[image: image40.wmf]Non-profit organization
	[image: image41.wmf]

	Other:
	 


· How many staff members does your agency employ?
	full time   [image: image42.wmf]

   
	part time   [image: image43.wmf]

   
	seasonal   [image: image44.wmf]



	
	
	


· List the major products/services that your agency offers:


· List the areas and facilities that your agency operates:

· Will the internship student be provided with (Check all that apply): 

	[image: image45.wmf]Transportation
	[image: image46.wmf]Financial Compensation
	[image: image47.wmf]Medical Insurance
	[image: image48.wmf]Liability Insurance 

	[image: image49.wmf]Meals
	[image: image50.wmf]Parking 
	[image: image51.wmf]Housing 
	 


· If financial compensation is provided, please indicate the amount and the method of payment:

· If insurance is provided, please indicate the nature and scope of insurance coverage:

· If no housing is provided, will the agency assist in securing housing?
[image: image52.wmf]Yes [image: image53.wmf]No 

· Describe the procedures for applying for an internship position with your agency. The student must (check all that apply):

[image: image54.wmf]Fill out an application from your agency/department
[image: image55.wmf]Submit a resume
[image: image56.wmf]Interview at your location
[image: image57.wmf]Interview with your appointed person on campus
[image: image58.wmf]Participate in a telephone interview
[image: image59.wmf]Submit letters of recommendation
[image: image60.wmf]Other    

· Is the internship program available:
Fall semester?             [image: image61.wmf]Yes [image: image62.wmf]No
Spring semester?        [image: image63.wmf]Yes [image: image64.wmf]No
Summer semester?     [image: image65.wmf]Yes [image: image66.wmf]No



· If available, what are the proposed dates for?
	Fall: 
	

	Spring: 
	

	Summer: 
	


· If available, how many internship students does your agency accept?
	Fall:  [image: image67.wmf]


	  Spring:  [image: image68.wmf]


	  Summer:  [image: image69.wmf]




· Do you rotate internship students through your agency?
[image: image70.wmf]Yes [image: image71.wmf]No 

· What specific duties and responsibilities are assigned to internship students
(Be sure to be as detailed as possible to help staff in the approval process):





· What specific requirements do you have for internship students?


CARS Internship: Internship Sites
A student must seek out and obtain his or her internship. Proactively directing this process is an important part of the student’s professional development and builds his/her skills for career job search. The CARS Internship Director is available for mentoring and will help facilitate the process, but the ultimate responsibility lies with the student.  

Once accepted into CRS 331, the student will receive a list of internship agencies (businesses) that have already been approved by CARS and UNCG. These internship agencies have been prescreened to ensure they are a good match for the CARS curriculum and will provide a solid, mentored position.
Students may opt to seek out new internship sites.  Note: potential agencies must participate in a prescreening application and interview with the CARS Internship Director.  Students will need to provide current and complete contact information on the new site to the CARS Internship Director so that the application, review, and approval process can begin.
Please keep in mind that not all new sites are appropriate and may not be approved.  Be sure to start early and search out multiple sites if you are not interested in any of the CARS pre-approved internship sites.

Appropriate new sites are encouraged as they do grow the internship base for the CARS Internship Program.
Selection of a pre-approved agency (business) does NOT relieve the student of getting the internship itself approved.
Internship Agencies Pre-approved by CARS:

[TC]2
A Cleaner World

Aaron Chang Inc.

Abercrombie Kids




Durham, NC  

Abercrombie & Fitch



Winston-Salem/Greensboro, NC
Accessories Magazine
Achbassic Design Furniture
Ackerman McQueen Advertising Agency
Irving, TX 
Alderman Studio

Alison Fuentes
American Eagle Outfitters


Fayetteville, NC 
Amiee Lynn Accessories
Ana Sui





New York, NY 
Ancient Adornment

Andin International



New York, NY

Angel Rox





New York, NY
Ann Taylor


             
Winston Salem, NC 
Anne Klein Co. LLC

Anne Marie Ltd.

Apolo Knitting Co. Inc.
Armani Exchange




New York, NY 
Ashlyn’s Boutique, Inc.



Concord, NC


Atlanta Apperal
Avery-Dennison, Worldwide Ticketing
Services





Greensboro, NC 

Banana Republic




Greensboro, NC 

Barenys

Bassett-Walker Inc.

BCBG Max Azria

Be & D





New York, NY
Belk, Eastland Mall




Charlotte, NC 

Belk, Valley Hills Mall/Friendly Center

Hickory/Greensboro, NC 

Bella & Co





Greensboro, NC 

Betsey Johnson




New York, NY 
Bloomingdale’s W.F.

Blue Zoom Advertising



Greensboro, NC 

Bob Timberlake




Lexington, NC 

Boneventure





Greensboro, NC 
Brayton International

Burling Klopman Fabrics

Burlington House

Burlington Industries, Division of ITG

Greensboro, NC
Calvin Klein 
Cannon’s Menswear




Rocky Mount, NC

Carol Hochman Design Inc.
Carolina Talent Inc.



Charlotte, NC
Carolina Underwear Co. Inc. 
Carolina-Virginia Fashion Exhibitors

Carpet Plus
Chambers Fabrics




High Point, NC
Champion Products, Inc.

Charlotte Style Magazine



Charlotte, NC

Chico’s





Greensboro, NC

Childrens Too

Ciba-Geigy Agricultural Division

Cinderella Bridal and Tuxedo

Collections at Brightleaf Inc.

Colonial Williamsburg Foundation

Commander Salamander

Conch Republic

Cone Denim





Greensboro, NC

Contempo Casuals 

Coplon’s





Greensboro, NC
Cotton Incorporated

Cross Cree Apparel Inc.   
Crackel Barrel




High Point, NC
Dan River Fabrics




New York, NY
Daryl K, Inc.
David Dart Designs




New York, NY
Design Archives




Greensboro, NC
Dillard’s  

Directions U.S.A Modeling Agency

Greensboro, NC
Diversity Woman




Greensboro, NC

DJ Industries

Dolce Vita Lifestyles



Greensboro, NC

Dollhouse

Dow Corning Corp.  

Dream Interiors




Downers Grove, IL 
Dress for Success





DuPont Textiles and Interiors
E.A. Davis Wellesley



Wellesley, MA
E.L. Brownhill’s Inc.

Eddie Bauer





Greensboro, NC
Elegant Bride 

Elite Model Management



Atlanta, GA
Express, Friendly Center



Greensboro, NC
Fabricate Apparel  
Fashion Snoops




New York, NY
Federated Merchandising Group


New York, NY
Fontaine Bridal & Formal  

Four Seasons Town Centre


Greensboro, NC
Furniture Land 

Francis Hendy, Inc.



New York, NY
Gap, Four Seasons




Greensboro, NC
Garo Sparo Inc.

Girbaud 

Global Sourcing Organization(GSO)

Golding Fabrics




Archdale, NC
Gotham Park





Winston-Salem, NC

Greensboro Baseball, LLC.


Greensboro, NC

Gruppo GFT/C.K. Apparel

Guilford East Mills

H&H Clothing
Hachette Filipacchi Magazines


New York, NY
Harris Printing Co. Inc.

Healthtex, Inc.
Heart to Heart Bridal



North Liberty, IA

Hering Textile, S.A.

Hickory Throwing Co.

Holt Manufacturing 

Holt Sublimation




Burlington, NC
Hudson Belk

Image Inc.

International Textile Group

Intex

JC Penny

Jefferies Socks

Jimmy Key

Joan Fabrics

Joan Vass

Jokey International

K Stave Designs 

Kayser-Roth Corporation



Greensboro, NC
Kelly MarCom




Sanford, NC

Kellwood





New York, NY

Kiss Boutique




Greensboro, NC

Klaussher Furniture Ind. 
L’agence Modeling Agency
Lafayette 148




New York, NY 
Land’s End

Lanes Laundry

Lazarus Department Stores
Leapfrog Marketing



Greensboro, NC 
Ledford Records




Mooresville, NC

Leggs Hanes Bali

Line Design Graphics

Lollytogs, LTD

Lotus






Charlotte, NC

Lowenstein Event Marketing

Lucia, Inc.
Mack and Mack




Greensboro, NC 
Macy’s, Crabtree Valley Mall


Raleigh, NC
Marilyn’s Modeling 
Agency


Greensboro, NC 
Marithe’ & Francois Girbaud

Mast Industries Inc.

Mayo Yarns

McCalls Magazine

McKinney & Silver

Michelle Lee Productions

Miss Sixty USA, Inc.



New York, NY

Monif C





New York, NY
Nanette Lepore




New York, NY 

National Robe Corporation


Greensboro, NC 

National Wholesale




Lexington, NC 
Nautica Jean Company



New York, NY

Nicole Miller
Nordstrom





Atlanta, GA, Mauean, VA
Norma Kamali




New York, NY 

North Carolina Shakespeare Festival

High Point, NC 
Nowell

Omega Sports

O-Wear

Pace Communications
Performance Textiles Inc.


Greensboro, NC 

Pinnacle Studios

Polo Ralph Lauren




Greensboro, NC
Prelude Company

Project Vote Smart



Philipsburg, MT

Raffaella/Freddy Kimone & Associates

Ramtex 

Rebecca & Company



Greensboro, NC 
Rebecca Taylor




New York, NY 
Reebok International

Reebok Southeast

Rich’s/Goldsmith’s 
Ripon Athletic




Berlin, WI
Roberta Fassett




Greensboro, NC 
Ruff Hewn Inc.

Rugged Sportswear

Safety Supply America

SAKS Fifth Avenue
Sara Lee Corporation



Winston-Salem, NC
Sara Lee Knit Products
Sara Lee Socks

Sara Lee Spalding

Sara Lee Vision 2000

Sears, Roebuck and Co.



High Point, NC
Sew Special, Inc. 

Sew What!





Greensboro, NC 

Sister’s Jewelry




Greensboro, NC 
Smithson, Inc.

Sossmann Designs

South of Seventh Avenue



Greensboro, NC

South Sea Rattal Furnishings


Greensboro, NC

Sport Endeavors




Hillsborough, NC

Stein Mart

Structure

Styling Your Image




Los Angles, CA

Sunshine Co.





South Hampton
Talbots





Durham, NC 

Tanner Designs




New York, NY 
Target





Greensboro, NC

Team Connection




Greensboro, NC

Textile Studio

Textile/Clothing Technology Corp.

The Berkshire Theatre Festival

The Costume Collection

The Limited

The Limited Too

TJX Companies




Los Angles, CA

Today’s American Woman Magazine
Tommy Hilfiger U.S.A Inc.


New York, NY
Tracey Reese
Triangle Town Center Mall


Raleigh, NC 
Tuscany Sportswear

Ultimate Textile, Inc.
UNCG Theatre

Unifi






Greensboro, NC
Unique Meetings, Events, Tours, and Travel

Ups N’ Downs

US Label

UsLabel Artistic
Valdese Weavers




Valdese, NC
Vesture Corporation 

VF Jeanswear




Greensboro, NC
VF Playwear

VF Services

Vibe Magazine

Wal-Mart



Warner Brothers Records


Burbank, CA
Wells Hosiery




Asheboro, NC 
Westfield at Eastridge



Gastonia, NC

Wildchild Nation




Astoria, NY

Worth Chemical Corp.

Wrangler Corporation

AMG Internet Marketing Group


Greensboro, NC

Zoli Management, Inc.
CARS Internship: Instructional Agreement
INTRODUCTION 
In an effort to provide UNCG students with hands-on experiences outside the classroom that are consistent with the goals and objectives of the curriculum, students are placed in learning experiences at external agencies such as health care facilities, social service agencies, and other businesses. Learning experiences typically are unpaid and are part of a student’s course requirement. The rights and responsibilities of the University and the site are implemented through an instructional agreement. The following items are intended to provide assistance to University departments as they go through the process. 

INSTRUCTIONAL AGREEMENT 
1. Under Section I. Parties - Please make sure that the Department or School is identified along with the University in the blank space provided. Collectively, the legal contracting entity is “UNCG.” However, the agreement needs to indicate which Department or School is accepting responsibility for administering the agreement within the University. Thus, the way this would look, for example, is “The University of North Carolina at Greensboro, School of Nursing (hereafter UNCG).” 

2. Under Section III. Term - Contracts will not take legal effect until all parties have signed the document. This is of critical importance because if you are operating for some period of time before the contract is fully signed (“executed”) you (and the University) are operating without the protection of a legally binding contract. Therefore, instructional agreements should be fully executed (signed) before a student is placed in a site. 

3. Monetary compensation to students is not provided under the terms set out in the University’s Instructional Agreement. UNCG does not review or become a party to these compensation agreements. 

4. Students do not sign instructional agreements. The instructional agreement clarifies the responsibilities of the University and the site. Students do not have the authority to bind the University and are not parties to this agreement. (NOTE: Please do not place the responsibility for getting this agreement completed upon your student(s). This is something that should be handled by the faculty liaison). 

5. The University’s instructional agreements are located at the Provost’s website at http://provost.uncg.edu/publications/academic/index.html. As long as you use the current instructional agreement or clinical instructional agreement with no additions or deletions, review of the agreement by the Office of the University Counsel is not necessary. However, if the site recommends changes to the University’s instructional agreement, those changes must be reviewed by the Office of the University Counsel. 

6. If a site requires use of its own agreement instead of the University’s instructional agreement, review of the agreement is required by the Office of the University Counsel the first time that form is used. Thereafter, it need not be reviewed by Counsel unless it is altered or amended. 

7. Signature Process 
Typically, the Faculty Liaison forwards the agreement to the internship site representative for signature. This should be handled directly by the faculty liaison. When the agreement is returned, it is signed by the Dean. On the signature page, the left-hand column is for the Dean’s signature and the right-hand column is for the external agency representative’s signature. Students do not sign the instructional agreement. 

May 2007 
Office of the Provost 
UNCG STANDARD INSTRUCTIONAL AGREEMENT 

I. Parties 

This Instructional Agreement (Agreement) is entered into between The University of North Carolina at Greensboro, School or Department of _______________________(hereafter UNCG) and firm/organization ______________________________ (Agency), (collectively, the Parties). 

II. Purpose 

The parties specified in this Agreement have determined that they have a mutual interest in providing student learning experiences at Agency. UNCG has determined that student placements in Agency are consistent with the goals and objectives of the curriculum and will enhance the program of study. This Agreement confirms the mutually agreed terms and conditions of supervised learning experiences to be performed at Agency. 

III. Term 

A. The term of this Agreement shall commence on the date upon which the last signature is affixed hereto and will automatically renew annually unless either party provides at least ninety (90) days written notice of its intent to terminate prior to the expiration of the then current annual term. 

B. This Agreement may be terminated by either party upon written notice of at least ninety (90) days. In the event of a termination, the Parties should use their best efforts to ensure that the termination will not negatively affect students currently placed at Agency. 

IV. Compliance with UNCG and Agency Policies 

A. Students working in Agency will be subject to the UNCG Academic Honor Policy and the Student Code of Conduct, copies of which will be provided to Agency by the UNCG Faculty Liaison. If alleged violations occur, Agency will notify Faculty Liaison. If such alleged violations reasonably seem to pose a continuous threat to others, the alleged violator may be suspended immediately by the Agency from participating in Agency activities. 

B. Agency may also require student participating at Agency activities to comply with its own operational policies and procedures. 

Office of the Provost 
May 2007 
The University of North Carolina at Greensboro 

Standard Instructional Agreement 
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V. Responsibilities of the Parties 

A. UNCG shall: 

1. Notify students of appropriate placement opportunities for the experiential learning activity; 

2. Approve placement site and learning objectives; 

3. Select and register students for placement;

4. Award UNCG credit to students; 

5. Identify for the Agency the Faculty Liaison who will be the primary contact for specified learning activities; 

6. Participate in planning and evaluation regarding learning activities; 

7. Provide Agency with evaluation forms and deadlines; 

8. Inform Agency of the UNCG calendar and initiate discussions of students’ obligations to report to Agency whenever classes are not in session; and 

9. Implement procedures to notify students of obligations listed below: 

a. Attend orientation sessions regarding learning activity; 

b. Comply with all applicable policies and operational procedures of Agency; 

c. Negotiate a set of learning objectives with Agency and UNCG and provide to each a written statement of objectives; 

d. Give prior notice of necessary absence to appropriate UNCG and Agency personnel; 

e. Obtain and maintain any required professional personal liability and/or health insurance; 

f. Maintain professional standards of confidentiality; 

g. Participate in all individual or group meetings associated with learning activity; and 

h. Provide personal transportation to and from learning activity. 

Office of the Provost 
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B. Agency shall: 

1. Provide opportunities for student observation and/or participation on Agency premises; 

2. Provide a safe environment in compliance with all federal and state laws and inform UNCG and students of hazardous conditions and unusual circumstances that may create unsafe conditions; 

3. Provide to Faculty Liaison and students written policies and operational procedures to which students are expected to adhere while they are at Agency setting; 

4. Provide to Faculty Liaison a list of duties or job description for student placements with notation of any specific requisite skills or abilities, as well as identify essential functions of the position; 

5. Participate in planning and evaluation sessions with students and, where appropriate, with UNCG faculty; 

6. Identify for Faculty Liaison the Agency personnel primarily responsible for supervising learning activity at Agency; 

7. Provide on-site supervision and guidance to learning activity; 

8. Provide timely final evaluation of student performance in the manner specified by UNCG; 

9. Conduct exit interviews with students that will include discussion of Agency’s final evaluation; and 

10. Notify Faculty Liaison of unsatisfactory performance or misconduct of a student and provide documentation of any charge to Faculty Liaison. If a student fails to comply with Agency’s policies and procedures, Agency may immediately suspend or terminate that student from further participation in the program on its premises. 

VI. Number of Placements 

Agency and UNCG will mutually determine the number of students to be placed at Agency for a given term. Agency and UNCG may decide to have no active placements for a period of time without affecting the continuation of this Agreement 

Office of the Provost 
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VII. Nondiscrimination 

Both parties agree to perform their duties under this Agreement without discrimination on the basis of race, sex, religion, national origin, age, and disability. The Agency agrees to accept qualified students with disabilities from UNCG in accordance with the Section 504 of the Rehabilitation Act of 1973 and The Americans with Disabilities Act of 1990, and as amended. If the student has self-reported his/her disability to UNCG, the UNCG Department of Disability Services will consult with Agency’s fieldwork supervisor on a case-by-case basis to determine whether UNCG or the Agency will provide reasonable accommodation(s). In the event the Agency furnishes the reasonable accommodation(s) for the student, UNCG agrees to reimburse the Agency for costs incurred by the Agency for providing the reasonable accommodation(s), except for accommodations involving permanent structural alterations to the Agency’s property. 

VIII. Monetary Compensation to Student 

Students placed in learning activities under this Agreement receive UNCG credit toward an academic degree, including where appropriate hourly units. Monetary compensation to students is not provided under the terms set out herein. Any agreement between Agency and a student for monetary compensation is separate from and outside the terms of this agreement. The University may not be made a party to such a compensation agreement. 

IX. Employment 

Students are not considered employees or agents of either UNCG or Agency except as agreed to between a student and Agency pursuant to Section VIII. 

X. Entire Agreement 

This Agreement represents the entire agreement between the parties and may not be modified without the written consent of both parties. This Agreement shall be construed and governed by North Carolina law and any disputes shall be filed in a North Carolina court of competent jurisdiction. In witness whereof, the parties hereto have caused this Agreement to be signed by their respective authorized representatives. 

Office of the Provost 
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	The University of North Carolina at Greensboro 
By: __________________________________ 

Signature 

Print Name: ____________________________ 

Title: Dean 
Date:__________________________________ 
	AGENCY 
By:___________________________________ 

Signature 

Print Name:____________________________ 

Title:__________________________________

Date:__________________________________ 


CARS Internship: Student Responsibility Contract

University of North Carolina at Greensboro

Department of Consumer, Apparel, and Retail Studies

Internship Student Responsibilities Contract

Student responsibilities:

1. Plan and implement the experience as assigned in a manner consistent with the agency’s policies.

2. Conform to the agency’s procedures and dress codes.

3. Maintain confidentiality of the agency’s records.

4. Schedule periodic supervisory contacts with faculty advisor to evaluate progress in meeting objectives.

5. Complete assignments, keep accurate record of hours worked, make a photographic record of the job site (as allowed by the agency) and write a journal to document tasks and responsibilities.

6. Provide personal transportation to and from the agency.

7. Maintain health insurance. (Health care is provided at The University of North Carolina at Greensboro)

Read and accepted by: 

__________________________________      __________

 Student’s signature                              


    
   Date

Witnessed by: 

__________________________________      __________

UNCG/CARS Internship Coordinator’s signature               

   Date
__________________________________      __________

Internship Supervisor’s signature               


   
   Date

CARS Internship: Check Sheet
CONSUMER, APPAREL, & RETAIL STUDIES 

CRS 331 & CRS 332
A STEP-BY-STEP PROCESS FOR SECURING 
AND COMPLETING AN UNDERGRADUATE INTERNSHIP
DATE COMPLETED                           DID YOU?
	
	Attend an information meeting on the application process for CRS 331 and receive an application?

	
	Complete a Professional Development Student Application Form (The Apparel Product Design application form is found on page 13, and the Retailing and Consumer Studies application form is found on page 16.)

	
	Receive notification of acceptance to CRS 331 Professional Deveolpment?

	
	Develop a resume and cover letter?

	
	Develop a portfolio? 

	
	Identify appropriate agencies or organizations for your Internship experience?  (Consideration of more than one agency is encouraged). Approved Agencies are on-line at www.uncg.edu/CRS (click on Internship; check agency database). Only Students in CRS 331 will have access to agency contact information through Blackboard.

	
	Contact the CARS Internship Director for approval of any agency that is not a departmentally approved site (any site not available on CARS departmental internship website)? This must be done at least 60 days prior to start of Internship experience.

	
	Meet with CARS Internship Director to discuss placement and receive final approval of agency site?

	
	Write personal goals for the internship and have them approved by the CARS Internship Director?

	
	Contact Agency Supervisor once the internship site has been confirmed to thank him/her for the opportunity and make final arrangements for this assignment?

	
	Confirm that your Agency Supervisor has completed the University instructional agreement?

	
	CARS Internship: Check Sheet, continued


	
	Complete the internship Responsibility Contract (page 36) and turn it in to the CARS Internship Director?

	
	Pass CRS 331 with a “C” or better?

	
	Download and print two copies of the CRS Internship Manual for Consumer, Apparel, and Retail Studies – one for you and one for your Agency Supervisor?

	
	Meet with Agency Supervisor to have goals approved two weeks before the start of the internship? 

	
	Receive the CRS 332 syllabus and contract?

	
	Complete the Student Contract (page 49) and Site Directions (page 51) and turn them in to the CARS Internship Director?

	
	Register for CRS 332 during pre-registration for 6 credit hours for the summer?

	
	Receive your component assignments from the CARS Internship Director prior to beginning the internship?

	
	Purchase professional liability insurance coverage by May deadline? See the CARS department administrative assistant, for an application. Prior to purchasing professional liability insurance, check with the Agency Supervisor to see if you will be covered under their volunteer policies. Some agencies will cover you and others will not. If you are covered, submit proof of coverage by May deadline.

	
	YOU ARE NOW READY TO BEGIN YOUR INTERNSHIP!!!

	
	Arrange with University Supervisor and Agency Supervisor a time for the University Supervisor to conduct a site visit, typically between the third and fifth week of the Internship?

	
	Complete all component assignments on time?

	
	Complete and turn in all Daily Journals on time?

	
	CARS Internship: Check Sheet, continued


	
	Complete and turn in a Final Resume that includes the Internship experience?

	
	Complete and submit to the University Supervisor the Post Internship Survey/Evaluation by Intern (found on page 60) upon completion of the Internship experience?

	
	Write a thank you note to the Agency Supervisor as a courtesy to thank him/her for the experience?

	
	Check that Internship Director has received your Agency supervisors evaluation of your performance?

	
	CONGRATULATIONS! YOU HAVE SUCCESSFULLY COMPLETED CRS 332!


CARS Internship: Frequently Asked Questions

Frequently asked questions regarding Professional Development and Internship:

· What if a student does not pass CRS 331, Professional Development?


Students who do not pass CRS 331 (with a “C” or better) must repeat the course the following fall.
· What if a student has less than a 2.2 overall GPA upon completion of the Professional Development class? Will he/she be allowed to take CRS 332?


No. Students who do not hold a university GPA of 2.2 will not be allowed to represent CARS in an approved internship. Instead, upon successful completion of CRS 331 (C or better), the student will work on a CRS 401, independent study topic chosen by the CARS Internship Diector. The topic must follow the student’s major area of study and involve research, interviews, and assessment of the consumer, apparel, and retail complex. A 25-page term paper and presentation of research findings will be given to a faculty panel at the end of the assigned term.

· What if a student is accepted into the Professional Development class, and then his/her GPA falls below the required 2.2 before the Professional Development class begins? 


All students approved in spring for fall’s Professional Development class must present evidence of current GPA standing in August to continue in the Professional Development class. Those who have fallen below a 2.2 are allowed to continue in the class, but their ability to participate in a department approved internship has changed (see question above).

Chapter Three

Doing an Internship

CARS Internship: Internship Overview
CRS 332, Internship: Consumer, Apparel, and Retail Industries can be taken during summer session at UNCG. Students are required to take CRS 332 as part of their CARS curriculum.  CRS 332 is open only to students who have successfully completed CRS 331. Course objectives include the following:

1. To build an awareness of the scope of jobs/careers available in the fields of consumer, apparel, and retailing and to acquire competencies directly related to these jobs;
2. To acquire work experience by means of on-the-job training;
3. To observe and participate in the application of principles and concepts presented in course work;
4. To create a climate conducive to free exchange of ideas among students, supervising faculty and employers; and
5. To develop a professional approach for work in the consumer, apparel, or retail industries.

Any student who does not secure an internship with an approved site within the consumer, apparel, or retail industries by the first day of the session they begin their internship will be dropped from the Internship class (CRS 332). All approvals and contracts must be signed and completed by this date. There is no substitute for CRS 332.
Participating in an internship is a privilege and an amazing opportunity.  Compensation is provided for most internships, but that should not be the motivating factor.  This is an educational opportunity required by your degree program, and you are receiving course credit for it.  It is education at its best and an invaluable learning experience that will open doors for you in the future.  Be humble and open to the experience.  Maximize the value added for both yourself and your employer.
Sample syllabus and course requirements

The course requirements for CRS 332 is explicitly outlined in the course syllabus. Students will be held to all criteria and due dates as outlined in the syllabus and will be required to sign a contract stating that they understand all the stipulations outlined therein.

CARS Internship: Assignment Overview

Component Reports

The component reports are 4 written essays assigned by the Internship Director. These reports are designed to help the student fully explore and research their chosen career field. Using each student’s personal goals and the needs of the internship agency, the Internship Director will be assigned four component topics to be completed by the assigned dates given to the students. These components shouldn’t be completed during work hours.  They should be done on your own time.  It should be emphasized that the information gathered to complete these assignments is to be from personal observations as well as fact finding. In some cases, library research may be necessary. 

Daily Journal

The Daily Journal is a small notebook or diary that all internship students are required to keep during their internship experience. This log is assigned so that interns will keep a day to day record of the work they complete on the job site and is meant to assist them with the process of writing the Component Reports. The Internship Director will keep track of these journal entries by requiring that they be turned in every week along with time sheets and the component reports. Typical journal entries include day to day activities, time spent on the job site and at special events, meeting notes, special project instructions, terminology of the “business”, supervisor advice, etc.  As keeping accurate notes assists the student in studying and learning topics in the classroom, so too the Daily Journal will help the internship student retain as much of their internship experience as possible.

The Final Dossier

Each student will put together an Internship Dossier upon completion of their internship experience. The Dossier is a bound collection of information and visuals about the internship and is a beautiful, professional looking document that will showcase your internship experience. Typical Dossier materials include copies of the component reports, photographs (with descriptions from the job site that include the student intern in them); company literature or paperwork, designer’s renderings, cost sheets, marketing or promotional tools, hangtags and labels, etc. Like a portfolio, it is a selling tool that is meant to “showcase” your internship experience.

Final Resume

Upon completion of the internship experience, all students will provide an updated resume that includes the student’s internship site. These updated documents will be kept on file by the internship director as examples to future generations of CARS internship students.  
CARS Internship: Sample Syllabus
THE UNIVERSITY OF NORTH CAROLINA GREENSBORO

DEPARTMENT OF CONSUMER, APPAREL AND RETAIL STUDIES

Summer 2008
CRS 332:  Internship: Department of Consumer, Apparel and Retail Studies

Internship Director: 




Telephone: 

Email:  





Office:  

Assistant:



E-mail: 

CARS Dept. (336) 334-5250



CARS Dept. Fax:  (336) 334-5614

American Disabilities Act:

Any student, who, because of a disability, may require some special arrangements in order to meet course requirements, should contact the instructor as soon as possible to make necessary accommodations.

COURSE DESCRIPTION: Campus-monitored, structured internship experiences in off-campus businesses.  Application and development of professional skills relevant to the consumer, apparel, and retail industries.

COURSE OBJECTIVES:

1. To develop an awareness of the scope of jobs available within the field of Consumer, Apparel, and Retail Studies, and to acquire competencies directly related to these jobs.

2. To acquire actual experience by means of on-the job training.

3. To observe and participate in application of principles and concepts presented in course work.

4. To create a climate conducive to free exchange of ideas among students, supervising faculty and employers.

5. To develop a professional approach for work in the Consumer, Apparel and Retail industries.

COURSE REQUIREMENTS:

· Enrollment in CRS 332 for 6 hours credit.
· Placement in an off-campus position with an approved business.  The work experience must be in a field related to the student’s major area of interest: apparel products marketing/merchandising, design, testing, research and or development.
· A minimum of 300 hours must be worked for 6 hours of course credit during the summer session course period at UNCG.
· An internship contract must be signed by the student prior to the beginning of the internship.  Said contract will then be sent to the student internship employer by the student, for a signature.  Hours will not be counted until the contract is signed by the employer and returned to UNCG.
· No hours may be counted before the beginning of the first summer session at UNCG which begins _______.  
· A weekly Achievement Diary/Journal of work experiences and weekly time sheets must be completed, and turned in with each of the four (4) component projects.  Keep a small pocket notebook

· Each student must submit a work schedule at the beginning of your internship.

· Completion of four component written assignments; Weekly Achievement Diary/Journal, and a Final Internship Dossier

· 24 pictures taken on the job site that include the intern.

POLICIES AND PROCEDURES:

· Each semester hour credit requires a minimum of 50 hours on the job.

· Students are expected to work throughout the summer.  Two weeks notice should be given when terminating employment.  Students are to maintain employment with the same employer, unless the instructor has approved a move to another employer prior to the change.

· Each student is to be evaluated by one or more of the company supervisors.

· Communications between the advisor and the student are vital.  Notify the Internship Director immediately if a problem should develop or if you are out of work for any reason. 
· All component reports and final dossier will be retained by the instructor.

· Carry out your training in a professional manner that will reflect credit upon yourself, the company and the university.
· If you must be absent from work, inform your employer and the instructor as soon as possible.  Do not take unnecessary time off from work.
· Dishonesty on your part will result in immediate dismissal from the internship, and a failure in this course. 

· Dress appropriately for work.  Conform to the rules and regulations of the company.
COURSE EVALUATION:

Students’ progress will be monitored by personal interviews, telephone and mail.  When the student has completed the majority of the hours, the intern’s company supervisor will complete an evaluation.  Students will be evaluated on their ability to meet the course objectives based on their fulfillment of the following course requirements:







 POINT VALUE

Personal Learning Goals



100


Four component projects



400
Weekly diary/journal form



100

Supervisor evaluation form



400

Completion of Final Dossier, and


200

24 pictures (one roll of film)



Completion of 300 hours on job site


  50 hours per unit of course credit

GRADING SCALE:

A+ =  97 – 100  B+ =  87 – 89    C+ =  77 – 79      D+  =  67 – 69
F = Below 60


A   =  93 –   96  B   =  83 – 86     C   =   73 – 76     D     =  63 – 66

A- =   90 ​–   92  B-  =  80 – 82     C-  =  70 – 72     D-   =  60 – 62

Directions for preparing written assignments:

It is important for you, as an internship student, to learn the skills necessary for success as executives.  To assist you in this you have been assigned four components that have been customized to your internship experience.  The insight they will give you depends upon your own initiative and enthusiasm.
Many of the assignments will fall within a day’s work routine.  Others will require special effort and time devoted to them outside of the work environment.  It should be emphasized that the information that you gather to complete these assignments should be from your own observations and fact finding.  Do not totally rely on company supervisors or executes to supply the needed information.  It is expected that all phases of each assignment should be completed for full credit.  In some cases, library research may be helpful.  You may have to adapt some assignments.  It is your responsibility to think about adaptations of assignments and discuss them with your faculty supervisor PRIOR to beginning the assignment!

Assignment Due Dates: 

(All interns have the same due dates)

Component I & Personal Goals

Component II:   

Component III:   

Component IV:   

Final Dossier:   

*Remember that Time Sheets and Journal Entries to date are due with each component assignment.  Time sheets must be signed by your supervisor. 

Please deliver all assignments to the CARS office assistant.  The Internship Director will often be out visiting the interns.  The office assistant will acknowledge receipt of all assignments, and be in touch should you need to be apprised of your standing in the class.  If you e-mail an assignment and it does not open, you will be given one warning to amend the situation.  Failure to re-submit in a timely manner will result in a zero grade on your assignment.

All paperwork should be completed and turned in to the advisor no later than the ___ due date (____).  Remember that you must turn in all assignments (even those that will receive no credit due to lateness) in order to pass this class.

DUE DATES ARE TO BE STRICTLY FOLLOWED:  There are no late assignments allowed!   If an assignment is not turned in by the due date, the grade will be recorded as zero.  Students are still required to hand in the missed assignment to pass this class.  Each assignment will have a due date.  Your assignment must arrive by or be clearly postmarked the due date.  No assignments arriving after this time will be accepted for credit.

You have 4 options for delivery of your assignments:

· Hand delivery:  Remember that the office in _______ Building is open from 8:00a.m.-5:00p.m., and that staff take lunch from 12:00-1:00.  You must have your assignment stamped with the date and time of delivery by the office assistant.
· US Postal Service: Should the mail get backed up, your parcel must indicate that you mailed the package by the original due date in order for it not to be counted as late.  Make sure you see the postal worker stamp the package and receive a dated receipt. 
· E-mail:  Your e-mail must be dated on or before the due date.  If for some reason your e-mail cannot be opened, you will be given one warning to get the assignment to the advisor by the following day.  If you should fail to acknowledge and amend the situation, the assignment will be considered a no-show and be assigned a zero.
· Fax:  Your fax must arrive before 4:45p.m. on the assigned due date.  Be sure to check that your fax transmission report has gone through and keep it for your records.
The following rules are to be observed in completing your written component assignments:

1. Each assignment must have a cover sheet that includes the following: Student name, name of the component assignment (example: “Marketing practices for Glen Raven Corporation”), date and the statement “I have abided by the UNCG Academic Honor code Policy” and must have your signature.  If you are sending your assignment online, you must have this on your cover page with a typed signature.  Failure to include this on all written assignments will result in a 10% loss of the grade.
2. Assignments must be word processed on 8.5” by 11” paper.  No hand written assignments will be accepted.  If you do not have a computer at your disposal on the job site, you may hand in drafts that are LEGIBLY hand written.  You must then word process all the assignments before the June cut-off date.  It is not the responsibility of the Internship Director to remind the student to fulfill this requirement.  Any paper that remains handwritten on the June cut off date will automatically turn to a zero.
3. Write each component assignment in the style of a business report (WRITTEN NARRATIVE).  If the advisor receives any report in a “bullet point” format, the paper will be assigned a zero grade.  Use clear and concise language in a well written essay.  You will be graded on the quality of the writing as well as the content.
4. Length of reports should be a minimum of 5 pages.  Be sure to fully explain all aspects of the assigned topic as completely as possible.  Do not assume that the Internship Director understands what you are writing about.  It is your job to show that you understand it.  Failure to fully explore all the details of the assignment will result in a lower grade on the assignment.
5. When answering the component questions, you should take an evaluation point of view.  We are not interested in facts alone; we are concerned with your appraisal of the facts.
6. Include visuals and samples of your work whenever possible.  Remember to always get permission from your employer when sending materials or information from your company.  Some firms do not permit copies of their forms to be taken from the facility.  Find out your firm’s policy in this matter at the beginning of your work experience.
7. Staple each assignment separately.  Do not put into plastic sleeves!

8. When researching your assignments, ask company personnel your questions with thought and care.  Be certain that you have given enough thought to your question before asking it.  Do not waste other’s time.

9. Follow the directions of the company executives and supervisors to the letter.  If you think your assigned tasks are unsatisfactory in any way, do not complain to the employer personnel or co-op office; contact the Internship Director immediately.

Weekly diary/journal

1. Keep a small pocket notebook with you at all times to jot down what you have done throughout the day.

2. Record your activities each evening in a journal so that you will have a lasting record of what you have learned.  If you wait and try to write it down at a later date, you are cheating yourself.

3. You may photocopy the pages from your journal to send to the Internship Director with your component assignments.

4. You may also e-mail the journal entries.  If you do this, please compile a weeks worth of entries before you send them to the Director.  Do not send daily e-mails of journal entries!

5. All complete journals are to be submitted to the advisor by the June cut-off date.

Weekly time sheets

The University requires that intern students file an exact record of the hours worked on the job site.  Therefore, interns must fill in a weekly time sheet (see page 55 of this manual) that shows exact hours worked.  This includes when lunch was taken, when you left early, if you took the day off, etc.  Your supervisor must sign the weekly time sheet for the hours to be counted toward your internship credit.  You may substitute a copy of your company’s time sheet provided that your supervisor has signed it.

The Final Dossier

Each student will put together in Internship Dossier.  The Dossier is a bound collection of information about the internship experience.  This is a beautiful and professional looking document that will showcase your internship experience.  Things to include in the Dossier:

· Clean copies of internship components

· Pictures with descriptions from the job site that include the student intern in them.

· Company literature or paperwork.  Examples: designer’s renderings, cost sheets, marketing or promotional tools, hangtags and labels, etc.

There is not exact length of the Dossier.  However, a brief, poorly put together, unprofessional looking collection of material will not receive a good grade.  Think of it like an internship portfolio.  It is a tool that is meant to “showcase” your experience.

Roll of 24 pictures

All interns will be required to document their experiences through a photographic record.  Make sure you ask permission from your supervisor before you take your photos.  You will turn in 24 developed pictures to the advisor in your Final Dossier.  FYI: Photographs of yourself on the job site are a requirement of your Final Dossier.  Make sure you appear in most of your photos.

CARS Internship: Student Contract

CRS 332 
Internship: Consumer, Apparel, and Retail Industries Student Contract

*This contract must be filled out and signed before your internship begins. No grades will be recorded and hours will not count until the instructor has this contract on file.
Please fill in the following information legibly! Please print and double check your information:

I _________________________ (please print legibly) have read the CRS 332 - Summer ______ Syllabus. I understand all the policies therein pertaining to student conduct, attendance, assignments, late assignments, and the performance level that is expected of me in this course. Furthermore, I agree to abide by the UNCG Student Honor Code as put forth by the University in completing all assignments and maintaining accurate attendance records. 

____________________________   ___​​​____            ____________________________________

                    Student Signature                                         Date                             
       Social Security Number
Student’s Summer Address: 


Parent’s Home Address:

________________________________  
______________________________________

(Street, PO Box or number)



(Street, PO Box or number)

________________________________________________
_____________________________________________________

(City or Town) 




(City or Town)

________________________________________________
_____________________________________________________

(State and zip code)




(State and zip code)

Student’s summer phone number: 

Parent’s home phone number:
____________________________

______________________________

Student’s cell phone number:


Student’s e-mail address:
__________________________         

____________________________

Supervisor’s name, address & phone number

Name:
_______________________________   Company: _________________________

Address: ______________________________ 
Phone: ____________________________


   ______________________________

                ______________________________

Internship start date: ____________________
Internship completion date:  ______________

Be sure to include all pertinent information, i.e. box numbers, street address, 
apartment number, city, state and zip codes.
CARS Internship: Grade Form

University of North Carolina at Greensboro

Department of Consumer Apparel and Retail Studies

Internship Grade Form
Name:
______________________


Course #:      332 
Job Site: ______________________

Total Hours: _______

Assignment


Possible Point Value


Earned Points

Component 1



100



__________

Component 2



100



__________

Component 3



100



__________

Component 4



100



__________

Supervisor Evaluation

400



__________

Final Dossier



300



__________

Hours & 

Weekly Logs



100



__________

Possible Score:               
1200 Points

Total:



__________






Final Grade:


__________

CARS Internship: Site Directions

Directions to Internship Site

Please give accurate directions to your internship from the UNCG Campus. Include specific directions and attach a map printed from the Map Quest website.

Student name:

__________________________________________________

Internship site:

__________________________________________________

Supervisor’s name:
​​​​__________________________________________________

Address:

__________________________________________________




__________________________________________________




__________________________________________________

Telephone number:
__________________________________________________

Please use the space below to write accurate directions to the job site. Be sure to include street names and identifying landmarks to insure that I can find you at your job site! If your site is located in a major city, be sure to give “in town” directions that include cross streets. 

______________________________________________________________________________

CARS Internship: Learning Goals

The student, in conjunction with the agency supervisor, is responsible for

developing a set of 10 learning goals to be accomplished during the internship experience.  These goals should be finalized with the agency supervisor and sent to the CARS Internship Director with your first component.

In finalizing these goals, the student should ask the following questions:

1. What are your personal needs with regard to advancing your education in Consumer, Apparel, and Retail Studies? For instance, you may need to gain a better understanding of the importance and role of profitability to retailers or apparel production companies.  Or you may need to understand how sourcing impacts apparel production or retail buying.  These kinds of needs should serve as the basis for selection of agency and development of your learning goals.
2. What are the strengths of the agency (business) under which you are completing your Internship? What kinds of experiences and opportunities can your supervisor and the agency provide?
3. How can your agency supervisor help you to think about ways to meet your goals?  Do not develop a goal that cannot be met during your internship.

4. How can your goals enable you to make discoveries or to study an area in greater depth?

Try to be as specific as possible in writing your goals. These goals should serve as the foundation for your experience.  The goals will also serve as one component of your evaluation by the CARS Internship Director.

The attached form should be completed by you and your agency supervisor, signed by both of you, and submitted to the CARS Internship Director. You should retain a copy of these goals so that you can refer to them in preparing your final report and evaluation.
CARS Internship: Learning Goals Form
Student: __________________Signature: ________________________

Agency
Supervisor: ________________Signature: ________________________

Date Completed ________________________

Learning Goals


        Examples of How This Goal May Be Met
Sample:
To learn how sourcing impacts


Attend sourcing meeting to be  apparel product design/buying.


held ______.
 

1.





2.





3.





4.

Learning Goals


        Examples of How This Goal May Be Met


5.





6.



7.





8.





9.





10.

CARS Internship: Time Sheets

University of North Carolina at Greensboro

Department of Consumer, Apparel, and Retail Studies

Internship Weekly Time Sheet
Student: ____________________________
                      

Week starting: _______________
  Date             Time in     Lunch     Time out    Total           

Duties performed

	Sunday
	
	
	
	
	

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	Saturday
	
	
	
	
	










Week starting: ____________
I certify that the hours and duties performed by this internship student have been accurately reported for the above week. 

Supervisor’s Printed Name: ________________________________

Date:_________________

Supervisor’s Signature: ____________________________________

Date: ________________

CARS Internship: Evaluation Of Intern

University of North Carolina at Greensboro

Department of Consumer, Apparel, and Retail Studies

Internship Final Evaluation

Please return to:
Internship Director




Department of Consumer Apparel & Retail Studies



University of North Carolina at Greensboro




210 Stone Building





Greensboro, NC 27402-6170
Student: ________________________
Company: ___________________________
Supervisor: _____________________  
Position: ____________________________
Evaluation Period: 



From: ______________To: _____________

This evaluation should be made with care and fairness for the interest of the student. Reflect carefully upon the student's strengths and weaknesses. Be as accurate and objective as possible in your appraisal. The evaluation should be based upon the total Internship experience and not upon isolated incidents alone. The evaluation form should be shared with the student through an evaluation conference with the agency supervisor.
Please evaluate the student intern in each of these areas: Professional Performance, Professional Knowledge, Professional Personality and Professional Attitude. The following categories should serve as a guide in completing each section:

5 = Superior
4 = Above Average

3 = Satisfactory

2 = Needs Improvement

1 = Unacceptable

0 = Do not know
Ratings of 4 or 5 should be given only to students demonstrating above average

professional competencies.
At the end of each section, please give a letter grade of your assessment of this student’s performance in the evaluated skill set. Please use the following guide for your grade assessment:

Outstanding = A      Above average = B      Average = C      Below average = D     Failing = F
I. Professional Performance (Use numbers 0 – 5)
___________ Established work goals

___________ Success in achieving goals

___________ Plans work to be accomplished

___________ Displays ability to organize people and resources

___________ Completes assignments on or before due date

___________ Displays a marked capacity for work and production

___________ Possesses skills commensurate with academic degree

___________ Has displayed an increase in skill level in all functions and areas

___________ Is critical of own performance and quality of work

___________ Displays capacity for motivating others

___________ Displays ability to lead and direct

___________ Conducts self professionally before groups

___________ Orally communicates ideas clearly

___________ Strives for quality in written expression

___________ Gains and holds confidence and respect of participants

___________ Gains and holds respect and confidence of associates

___________ Demonstrates initiative in developing and conducting a program

___________ Recognizes a problem and proceeds on own initiative

___________ Delegates responsibility effectively

___________ Produces effective solutions to disciplinary problems
Other noted performance traits:
Recommended Grade on Professional Performance: ______________ (Use letters A – F)
II. Professional Knowledge (Use numbers)
___________ Displays an initial basic knowledge and understanding of Consumer

                       Apparel and Retail Studies related topics

___________ Has displayed growth in knowledge and understanding of subject matter

___________ Applies knowledge in a practical way

___________ Thinks independently

___________ Possesses a wide variety of interests

___________ Displays expanding scope of interests

___________ Understands and is sensitive to group needs
Other noted knowledge traits:
Recommended Grade on Professional Knowledge: _________________ (Use letters)
III. Professional Personality (Use numbers 0 – 5)
___________ Is enthusiastic

___________ Is cheerful and friendly

___________ Exhibits pleasant, tasteful personal appearance

___________ Maintains good health habits

___________ Is courteous and tactful

___________ Employs quality voice and speech presentation, tone and inflection

___________ Displays mature judgment

___________ Displays sense of humor

___________ Is consistent but fair in personal relationships

___________ Is persistent but flexible

___________ Displays concern for others

___________ Is resourceful

___________ Is able to adjust to situations

___________ Displays diplomacy in relationships with colleagues

___________ Displays evenness of disposition and absence of tension symptoms

___________ At ease with people of different ages and status

___________ Shows imagination and creative thinking
Other noted personality traits:
Recommended Grade on Professional Personality: _______________ (Use letters A – F)
IV. Professional Attitude (Use numbers 0 – 5)
___________ Displays initiative and imagination

___________ Displays zeal for the profession

___________ Demonstrates professional appearance

___________ Accepts assignment willingly

___________ Actively seeks and is alert to potential learning situations

___________ Attends professional meetings

___________ Understands, follows, and upholds agency rules and regulations

___________ Accepts suggestions and criticisms willingly
Other noted professional attitude traits:
Recommended Grade on Professional Attitude: ______________ (Use letters A – F)
V. Agency Supervisor Comments
A. Please make any additional comments, recommendations, etc. that you may have

concerning the student being evaluated.
B. Based on your evaluation of the student's performance, please indicate your

recommended grade for the Internship experience.
Pass ____________________ 
Not Pass _______________________

VI. Student Comments
A. Please make any comments concerning the agency supervisor’s evaluation of

your performance.
VII. Signatures
I have reviewed my evaluation as completed by my agency supervisor.
Student: ____________________________________ Date: __________________

I have reviewed this evaluation with the student during a personal conference.
Agency Supervisor: ___________________________Date: ___________________
CARS Internship: Evaluation BY Intern

University of North Carolina at Greensboro

Department of Consumer Apparel and Retail Studies

Internship Survey

Student: ______________________
Internship Site: __________________________
Please answer the following questions to the best of your ability. The information you provide will help the department start a data base for future interns.

1. Was your internship a design or a marketing internship?   What type of responsibilities did you have?

2. Was your internship paid? How much?

3. Were you offered employment with your company after your internship was completed, and what was your starting salary?

4. If you were offered fulltime employment elsewhere in the textile industry (at a company other than your internship site) what was that job offer?

5. If you were offered a full time position, what type of benefits package (if any) did you receive?

6. Did you work additional hours beyond your actual internship requirement?  If yes, how many?  
CARS Internship: Evaluation BY Intern, continued
7. Would you recommend this company to future interns? If no, please explain.

8. What did you feel was the most beneficial aspect of your internship experience?

9. What was the least beneficial aspect of your internship experience, if any?
10. Do you have any words of advice for future internship students?

CARS Internship: Manual Evaluation
1. What is your major concentration?





2. What are your feelings about the information provided in the manual?  Too much?  Too little?  Missing?





3. What questions were not answered for you by the manual?






4. What are your feelings about the ease with which you could find information?





5. What would you change?






6. How would you improve this manual?






7. Other comments (feel free to use the back of this sheet):
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