	Austin Community College, Biotechnology Department

	Internship Handbook

	ISBN:


[image: image1.jpg]OOOOOOOOOOOOO





	




Table of Contents
3Table of Contents


5Introduction


5I.
Instructor Contact Information


5II.
Course Description


6III.
Course Objectives & Outcomes BITC 2487 Internships


7Expectations for the Internship (& course rationale)


7I.
Student Expectations:


9II.
Industry/Research Institution Expectations


10III.
Expectations for ACC Biotechnology


11BITC 2486/BITC2487 Internship Course Details


11I.
Prerequisites


11II.
Course Goals and Objectives


11III.
Instructional Methodology


12IV.
Required Materials


12V.
Course Schedule


13VI.
Grading Criteria


18VII.
Course Policies:


24Appendix:  Forms


24I.
STUDENT INFORMATION FORM


26II.
CONTACT INFORMATION


28III.
Initial Internship Meeting Form


30IV.
Student Evaluation Form


32V.
ATTENDANCE LOG




Introduction
This document will serve as your course syllabus and detailed instructional manual. You are required to read and abide by the policies and procedures outlined in this manual. 
I. Instructor Contact Information
Instructor:
 

Office Location:  


Office Hours: 


E-mail: 

Instructor:
 

Office Location:  


Office Hours: 


E-mail: 
 

II. Course Description
Section: 

Course Description for BITC 2487 from ACC Catalog:

 “BITC 2487 - Internship-Biology Technician/Biotechnology Laboratory Technician II (4-0-21) This is an experience external to the college for an advanced student in a specialized field involving a written agreement between the educational institution and a business or industry partner. Mentored and supervised by a workplace employee, the student achieves objectives that are developed and documented by the college that directly relate to specific occupational outcomes. This may be paid or unpaid experience. This course may be repeated if topics and learning outcomes vary. Capstone course for A.A.S.   Insurance Fee: $3.50 Skills: O Course Type: W”
This course is designed to help you to transition from being a student to beginning your career as a biotechnician.  You will apply the academic and technical competencies that you have learned in the classroom to real world problems.  You will also develop the employability skills that will assist you in your chosen field.  For many, it is the most exciting time of your ACC experience; the culmination of many hours of hard work as a student and the beginning of many years of satisfying employment.  

This short manual includes your course syllabus, homework assignments and outlines important policies and procedures designed to clarify the benefits and duties of each of the parties involved in the internship: the student intern, the company lab supervisor and the ACC faculty member.  It is divided into five sections.  The first section details the expectations for the intern, the intern’s supervisor, and the course instructor.  The second section contains the details of the ACC course and acts as a syllabus.  The third section contains the competencies for the Internship II course as outlined by the industry and incorporated into the course.  The fourth section outlines the homework assignments that must be completed prior to starting the internship. And the last section contains the forms and sample sheets discussed in this manual.

III. Course Objectives & Outcomes BITC 2487 Internships

The competency outcomes for this course reflect skills necessary in the biotechnology workforce which emphasize communication skills, punctuality, and teamwork in addition to molecular biology skills. The State of Texas has adopted the Washington Skill Standards for Biotechnology. The ACC Biotechnology Program has formally adopted these standards and is recognized by the Texas Skill Standards Board. Our TSSB certification is posted here: http://www.tssb.org/ctc/acc. 
Each course in the Biotechnology Program fulfills a specific set of skill standards. Those can be found here: http://www.austincc.edu/biotech/skillstandards.php
BITC2487 Skill Standards:

	B2 Perform assays and experiments
	B3 Troubleshoot experiments and equipment
	B4 Perform data analysis
	B5 Communicate results
	C1 Participate in employer-sponsored safety training
	C4 Suggest continuous improvements
	C5 Coordinate with work team

	C6 Provide orientation and training for other employees
	C7 Handle and dispose of hazardous materials
	C8 Maintain security
	D1 Maintain lab notebook
	D2 Create documents
	
	


Expectations for the Internship (& course rationale)
I. Student Expectations: 

· Learn how to write a resume that accurately and clearly presents competencies 

· Learn how to prepare for and participate in a job interview
· Learn about the different biotechnology companies in our local area
· Work at a company for a semester at 14-40 hours per week for 4-12 weeks for a minimum of 160 total hours

· Demonstrate employability skills 
· Demonstrate the academic and technical competencies of the position
· Learn about how a biotechnology (or biotechnology-related) company operates
· Give a presentation and prepare a formal report discussing your experiences in your internship
The internship should be a training experience in preparation for working in the field as a biotechnician.  You, the student, can expect to learn about the company organization of the host company and then to work at that company on a part-time basis.  An employee of that company will supervise this work with regular evaluations in the competencies detailed in the appendix of this manual.  This will include employability competencies such as punctuality, teamwork and appropriate demeanor as well as the academic and technical competencies that you have learned in the classroom during your Biotechnology courses.  You have put in many hours as a student learning about biotechnology, now is the time to put that knowledge and experience to work.  
What are my time commitments for this course?
1. Although the total hours for you internship requirement is 160 hours, you have other course assignments that need to be completed. Plan on spending a minimum of 20hrs per week, starting on the first day of class, until the last day of class on the schedule. Do not plan other personal items that will interfere with this.  Treat this internship as you would a normal course. 
2. There is a mandatory in-person class meeting in the first week of class. During this meeting the instructor will review the manual, assignments, and discuss potential internship opportunities. 

3. You are required to give a department-wide presentation discussing your internship experience. You are required to attend all the internship presentations for the class. 
4. This course is meant to be a capstone course, meaning, taken at the end of all of your coursework.  Students must have successfully completed the majority of their credit hours towards the A.A.S. degree before enrolling in BITC 2487. You will be permitted to co-enroll in your final semester with any remaining course work; however, you cannot drop this coursework to stay enrolled in BITC2487. Exceptions may be granted and are up to the Biotechnology Department Chair and/or the Instructor. 

a. It is important that all your coursework be completed to allow you the best possible internship experience. The required coursework in the Biotechnology Program is designed to prepare you for direct entry into the workforce. If you are missing coursework before you enter your internship you will be missing essential skills needed in your internship. 
b. Missing any upper level biotechnology coursework will severely limit your internship opportunities.  Your internship presents an opportunity to gain work experience in areas you have been trained. For example, you will not be permitted to apply for an internship requiring real time PCR experience if you have not already completed BITC2441 where you gain real time PCR experience.

c. You may co-enroll in the internship course and one other course, however, keep in mind, your internship opportunities are limited when you have a restricted schedule due to other course commitments. We recommend enrolling in night or weekend courses only. 

When do I start my internship?

You will begin the semester by consulting first with your ACC instructor to review your resume for submission to our industry, governmental, and academic partners who have positions available for interns.  This is when you should share any special concerns about your internship, such as days of the week and hours during the day that are the best for you.  Your instructor will try to meet these scheduling requests, but internship hours are generally only available Monday through Friday, from 8 AM until 5 PM.  Most companies will require that you keep a regular schedule of days and hours of days that they can expect you to be there.

Once your instructor has approved your final draft of your resume, you will participate in a “mock” interview to practice your interviewing skills.  Once you have passed this requirement, you will be sent on to interview at your internship site.  It is best that these homework assignments be done prior to starting the internship course to allow you maximum amount of time to find an internship.
What happens if the internship arrangement does not work out?
In rare instances, the internship arrangement may not be working out for you or for the company.  If this occurs, first talk to your lab supervisor and discuss your problems with him/her.  Often something can be worked out so that you can successfully complete your internship within the company.  If you do not get solutions or you are unable to discuss this issue with your lab supervisor, be sure to discuss this with the ACC faculty advisor.  And if you ever feel unsafe in your internship be sure to contact your faculty advisor immediately.  Your safety is of paramount importance at all times.

Is this course graded?

You will be graded on your performance as indicated below.   This will include not just your internship evaluations but your homework assignments, weekly internship attendance sheets, notebook, and your final report. The grades and evaluations that you receive will be very important as you prepare to obtain a job as a biotechnician.  Your interning company is under no obligation to hire you, but the letters of recommendation you receive will go a long way to help you obtain a permanent full time position in this field. 

For most people, the internship is one of the most educational and enjoyable courses you will take.  You are bridging the gap between student and employee and are embarking on your chosen career.  The more you learn from your experiences and the more you can bring to the internship, the more satisfying it will be for all parties involved.

II. Industry/Research Institution Expectations 

· Meet with the intern and ACC faculty member at times during the semester if needed
· Teach the student employability skills and provide mentorship
· Discuss intern’s performance with intern and complete evaluations throughout internship
· Provide a safe work environment
The presence of interns in a company is a very rewarding experience.  These students can bring enthusiasm, a fresh perspective and provide valuable assistance to the laboratory.  For many interns this is their first working experience in their chosen profession.  While some of the older students have worked elsewhere and have good employability skills, for some, this will be their first job.  But nearly all the interns will be working in a lab for the first time and it is useful to keep this in mind.

Interns need to be shown what is expected of them very clearly.  They have had considerable hands-on training in the ACC Biotechnology Program, but they will need to have clear instructions on the specific techniques and procedures that your organization uses.  It helps that the intern’s immediate supervisor enjoys teaching one-on-one and finds this interaction fun and rewarding.  

What interns lack in experience they make up in enthusiasm.  They are eager to learn and eager to take on new tasks.  Most interns have not had much practice repeating experiments and so enjoy learning about the importance of accuracy and reproducibility and are not as easily bored.  
Regular feedback is a valuable part of the intern’s education.  The ACC biotechnology program asks for an evaluation form to be filled out by the intern’s supervisor a total of three times during the internship.  Evaluation forms are located in the appendix and are also available in electronic form, upon request.    

These evaluations form a part of the grade for the course as well as providing feedback about the intern’s performance.  If any serious problems arise during the internship, please contact the ACC faculty member immediately so that we can jointly work out a resolution as quickly as possible.  The Biotechnology Department guarantees that its interns will be competent in the workplace, and if the mentor is not satisfied with the intern’s performance, they may refer the student to the instructor for remedial training.

The student is also expected to keep attendance logs weekly.  The hours that the intern works at your company are determined during the initial meeting at the beginning of the semester with you, the ACC faculty and the intern.  The intern is expected to work at your company 14 - 40 hours each week for a total of 4 - 12 weeks of the semester for a total of at least 160 hours.  The company and the intern’s scheduling needs will factor into the intern schedule. 

Confidentiality is an important consideration for a company and an employability skill for an intern.  If desired, a company can request that the intern sign a non-disclosure agreement. This should be done during the initial meeting at the beginning of the semester or at the intern’s first day.

Interns are usually unpaid and a foreign student may perform an internship without changing visa status.   This means that the intern will not expect a paycheck or any benefits during the internship, and health insurance is the responsibility of the intern.  Furthermore, by hosting an intern, the company makes no stated or implied agreement to hire that intern as an employee of that company.

III.  Expectations for ACC Biotechnology

· Assist the student in finding a suitable internship with a safe working environment

· Assist the student in writing a resume
· Teach the students how to prepare for and participate in a job interview
· Maintain regular contact with the company and the intern during the semester
The Internship II is the capstone course of ACC’s Biotechnology program leading to the A.A.S. degree.    Biotechnology training at ACC is combination of both strong academic skills and workforce competencies.  This emphasis on the combination of academics and workforce is unusual; most other community colleges focus primarily on workforce and most universities focus primarily on academics.  But it has the advantage of graduating a well-trained biotechnician who is able to establish satisfactory careers for themselves in this exciting emerging field. 

The ACC intern faculty member is expected to establish the parameters of the internship, including the times and days to work and to ensure that any necessary forms are signed.  The faculty will also provide the interns with training in interviewing techniques, preparing resumes and finding employment in the Austin area.  Furthermore, the faculty member will maintain the interns’ grades as outlined in the syllabus.  
The faculty member will also act as a mediator between the company and the intern and, if necessary, mediate any disputes or difficulties.  This function is best maintained through regular contact with both the company and the intern, so that small issues may be resolved quickly to everyone’s satisfaction.  The ACC faculty member is responsible for helping to ensure that the internships benefit all the parties involved.  If the student requires remedial training in order to perform adequately in the internship site, the instructor will provide this training. 

BITC 2486/BITC2487 Internship Course Details

I. Prerequisites

Since the Internship course is a capstone course of the A.A.S. degree program, there are several prerequisites for this course:

· Be enrolled in BITC2487.  Students must be enrolled in the course and each name must appear on the official reporting class roll.  Prior to registration, students should call the biotechnology office and notify the administrator of the intention of enrolling.  
· Have completed all of your degree requirements.  Students must have successfully completed the majority of their credit hours towards the A.A.S. degree before enrolling in BITC 2487. You will be permitted to co-enroll in your final semester with one remaining course; however, you cannot drop this coursework to stay enrolled in BITC2487. Exceptions may be granted and are up to the Biotechnology Department Chair and/or the Instructor. 
· It is important that all your coursework be completed to allow you the best possible internship experience. The required coursework in the Biotechnology Program is designed to prepare you for direct entry into the workforce. If you are missing coursework before you enter your internship you will be missing essential skills needed in your internship. Therefore, please note, if you are co-enrolled in your final semester that may limit your internship opportunities. For example, a company may require an intern that has tissue culture experience. If you have not completed that course we cannot place you with that company. 

II. Course Goals and Objectives

By the end of the course the student should be able to:

· Develop an individual career plan
· Write a resume and successfully interview for a job
· Demonstrate work ethic such as confidentiality and punctuality
· Demonstrate safety skills in the workplace
· Maintain positive relations with others through teamwork and supervision

· Maintain a work notebook, write a final report and prepare a presentation describing the internship
· Analyze the organizational structure of the host bioscience company
III.  Instructional Methodology

This is an internship where the student will apply the skills (both soft skills and technical skills) in a real biotechnology or biotechnology-related work place. The student will meet in the classroom and in the workplace. During the first week of the class the interns will meet in the classroom to learn about local biotechnology companies, participate in a mock job interview, and develop their resumes.  There is also class time during the last week of the semester for final report presentations.  The rest of the semester is spent at a company, working 14-40 hours per week for a total of at least 160 hours.  
IV.  Required Materials

Textbooks: 
There are no required textbooks for this class, however, you will most likely be required to refer to your class notes, protocols, SOPs and the following textbook depending on the internship placement: Seidman & Moore, Basic Laboratory Methods for Biotechnology:  Textbook & Laboratory Reference, 2nd edition. 2009. Prentice Hall. ISBN: 0321570146 

Blackboard: 
You are required to utilize Blackboard for this course. All class materials will be supplied to you through Blackboard, all internship availability postings will be on Blackboard and your assignments will be submitted in Blackboard and you will participate in the discussion board on Blackboard. 

To access Blackboard you need an ACCeID. To activate your ACCeID: http://www.austincc.edu/acceid/ 
To log on to Black board: http://acconline.austincc.edu/ 

Student ID:
You must acquire a student ID to use many ACC services such as the library and learning center. You may be required to produce student identification during your internship placement. http://www.austincc.edu/support/admissions/student_id.php 
Email:
You are required to communicate with your instructors using your ACCmail account ONLY. To obtain your email account: http://www.austincc.edu/accmail/  Instructions on forwarding your email to a more regularly monitored email address can be found here. Important! See withdraw statement on non-responsiveness! 

NOTE:  If you are a paid student worker you will be assigned a STAFF account. Blackboard will default to your staff account so you will need to access it.
Computers:
You are required to use a computer with a reliable internet connection to complete your homework assignments. If you do not have access to this type of computer equipment and software at home ACC learning lab, library and computer labs are readily available for your use. 
V.  Course Schedule

The following schedule is based on a normal 16-week semester and should be adjusted accordingly if the course is offered under another semester plan, such as in the summer.  Students will also contribute to assigned Discussion Board forums on Blackboard during the semester.
Week 1: Class Introductions and Preparation for Internship

1. Class introduction, discussion of Internship policies and procedures, and review of syllabus and assignments


2. Submit a Student Information Form

3. Participate in a resume workshop (recommended to be done before class begins)

4. Participate in a mock interview workshop (recommended to be done before class begins)

Week 2: Finding an Internship

1. Submit Assignments 1-3 for grading (See Appendix – homework assignments): 

a. Pre and post workshop resume (recommended to be done before class begins)

b. Post on discussion board a short statement of long-term employment goals. Submit this in your assignment as well.
c. Submit a list of three potential companies that meet your long-term employment goals. Include a short bio of the company, a webpage and contact information.

d. Schedule and participate in a Mock Interview (recommended to be done before class begins). 
NOTE: You are not permitted to interview for an internship until you have completed and PASSED your assignments. Although your assignments are graded, you must achieve a passing grade to interview. 

Week 3: Finding an Internship

1. Identify internship opportunities

a. Contact company

b. Submit resume

c. Set up interview/go in for interview

Week 4-15: Participating in an Internship

1. Keep log book of hours worked

2. Obtain 3 Supervisor/Mentor evaluations – One in a few weeks in, one midway, one at the end
3. Schedule with Instructor  final project presentation

4. Write final report and prepare PowerPoint talk

5. Upload to Blackboard final report and PowerPoint for review and grading

Week 16: Presentations of Final Reports and PowerPoint talks
1. All students must attend and participate in Internship Presentations

2. Capstone class discussion

*Although the course last only 16 weeks long, if needed students can stay on the job longer to finish up the project as long as an agreement is made between the student and his or her mentor. 

VI.  Grading Criteria

The following is the grading rubric for the Internship II course.  Note that all points are given for the evaluations, assignments and reports; there are no tests for this course.  The course grade will be based on points earned:  Divide total points by 10 to obtain your percent grade. Letter grades are assigned as follows: 90-100% = A;   80-89% = B;   70-79% = C;   60-69% = D;   below 60% = F
1. Student Resume (100 points)

Your resume is the way to market yourself for the job that you want in the biotechnology industry.  It will also be used in the placement phase of this course to help us to find you the most appropriate position and mentor for your internship work.  You will be asked to create a biotechnology resume during your courses in the biotechnology program. When you enter the internship program your resume must already be complete and polished. After your internship you must add your internship experience into your resume, upload a copy to Blackboard for grading and add a final copy in your notebook.
Resume Assignment Completion Instructions:
1. Schedule an appointment with your instructor prior to the first week of class to review your resume. 

a. Make any necessary changes based on instructor feedback. This may require an additional appointment with the instructor.

b. Provide your instructor with a finished, completely polished resume for each internship or job you are applying for. 

2. At the completion of your internship, update your resume with your new work experience. 

3. Upload a copy of this for grading to Blackboard.

4. Include a final copy of your resume in your notebook.

2. Mock Interview  (100 points)

You must be able to demonstrate the knowledge of the skills included in your resume in an interview with a prospective employer.  You will not be allowed to continue on for placement in an internship before you have done so in a mock interview with personnel from the ACC Biotechnology Department.  
You are required to schedule a mock interview with your instructor. You will be graded on presentation (how you dress) and demeanor (such as professionalism, eye contact, positivity) in addition to answering technical questions from your resume.  You will not be permitted to interview for an internship without a mock interview. Schedule it early! It is recommended you do this BEFORE the internship course!
Although this is a ‘mock’ interview, treat it like a real interview. You should come to this mock interview with extreme professionalism:
a. Bring clean, professional copies of your resume; prepare on bond paper.

b.  You should be dressed appropriately - think business casual. Cut your hair, clean and trim your nails, iron your clothes and ensure there are no rips or stains, polish your shoes, bring a professional portfolio to carry your resume and other papers you may need for the interview. 
c. You must competently answer questions about lab skills and biological concepts that you have learned in your biotechnology courses in addition to anything you put on your resume. Don’t put items on your resume you aren’t prepared to discuss with confidence.
Mock Interview Assignment Completion Instructions:

1. Attend a mock interview workshop: http://www.wfscapitalarea.com/index.php?option=com_calendar
2. Review your resume. 

a. Make sure there is nothing on your resume you cannot discuss confidently. 

b. Prepare several copies of your resume on Bond paper
3. Dress for success. Get a haircut, groom your nails, polish your shoes and iron your clothes. If you do not have a good outfit for interviews and have a small budget there are a lot of free resources in Austin (www.dressforsuccess.org/austin) in addition to affordable second hand clothing stores. You should have one good outfit for interviews.
4. Schedule a mock interview with your instructor before or during the first week of class.
3. Attendance Log (100 points)

Students must carefully record the hours that they work in their mentor’s laboratory, and the hours recorded must be approved and verified each week with the mentor’s signature. You MUST do this every week, if you do not, you will be deducted points from your grade.
4. Student Evaluations by Mentor (300 points).  

The student must provide the industry mentor with Student Evaluation forms, copied from the form (in the appendix).  The mentor must complete the form and send or email a copy to both the student and the instructor, using the contact information provided at the first meeting of student, mentor, and instructor at the beginning of the semester.  The student must be evaluated by the mentor a total of two times during the semester. You will be deducted points for late evaluations. 
5. Career Exploration (100 points).  

Put some *time* and thought into where you want to be when you graduate. I encourage you to use your internship as a stepping stone towards your ultimate goals. If you’re having a tough time with this, feel free to come see me.  Do not limit your possibilities. Be creative. Think of the tasks over the last year or two that you’ve really enjoyed in the Biotech program. There are a lot of different possibilities in this city, so explore! Take time to do this. This is your future. Fill out the student information form in the Internship manual, it should give you a start on things to think about.

Investigate at least 3 possible workplaces that you would like to ultimately work at. Do they have job postings? Internship postings? Write a short biography of each of these three places and outline what you want to do there, and why. 

Assignment Instructions:

Create ONE MS Word document with the following:

1. Fill out the Student Information Form in the Appendix of the Internship Manual.

2. Write a 250 word statement of your long-term goals.

3. Indentify THREE workplaces that help meet your goals. Write a short 200 word biography of each company. Include their contact information and web-page.

4. Find one job posting you want to apply to. Include a short biography of the company (if not one of the companies in #3), the job title, a short description of the job, contact information for the company and a web-link to the posting.

5. Upload this to the Career Assignment Drop Box on Blackboard after the first week of class. You are highly encouraged to do this sooner!

Participate on the discussion board

1. Share your 250 word statement of your long-term goals on the discussion board.

2. Share your company biographies with the classmates on Blackboard. ONLY post a biography that has NOT already been posted. Post each of your companies INDIVIDUALLY. Put the name of the company in the title. 

3. Share a job posting you found with the class on Blackboard. ONLY post your job if it hasn’t already been posted. 

4. Feel free to start a new discussion on anything Biotech career related on the discussion board.

5. All these postings must be completed by the third week of class! 
6. Internship Notebook (100 points)

Students will maintain a loose-leaf notebook to keep records of their internship experience, as described below.  This notebook will be due for grading when you come in for your internship presentation.  The notebook is the biotechnician portfolio.  It is often used to show employers the level of training and skill the applicant can bring to the job.  In addition, the lab notebook is the primary repository of all experimental protocols and results.  In fact, the lab notebook is an important legal document in legal disputes over such items as patent infringement. 

The Internship course requires a notebook, which may include photocopies of the intern’s lab notebook, depending on the nature of the lab work performed and with the permission of the intern’s supervisor.  
For this course, the intern’s notebook will be a loose -leaf binder that will contain the following:

a. Title Page. Course information, name, internship information.

b. Table of Contents.
c. Contact Information.  This cover sheet contains your name, email and phone numbers as well as the name and contact information for your lab supervisor for the semester in which you took your internship.  Forms for this are available in the appendix of this manual. 
d. Student resume.  Your resume must be updated with your internship experience.
e. Meeting notes.  These are the notes taken during the initial meeting between you, your supervisor and the ACC faculty detailing the times and days of your internship as well as any other special agreements made at this time.  A blank Initial Meeting Guideline is provided in the appendix.  If the three parties meet at other times, the notes of those meetings should be included as well.

f. Attendance log.  Record in the log the dates and times you worked and ask for your mentor’s signature on a weekly basis.  Do not include lunch breaks unless you are attending meetings or otherwise doing activities that are directly related to your work.  You may not include commuting time.

g. Evaluation records.  Place a copy of your evaluations in your notebook.
h. Lab Notebook. You may also be asked to keep a lab notebook as part of your duties at your company.  Because of confidentiality issues, these lab notes will NOT be a required component of the Intern Notebook.  However, if you choose to add copies of your lab notes to your Intern Notebook, and if you have the approval of your supervisor, you are encouraged to do so.
i. This Manual.
7. Final Presentation and Report (200 points)

Presentation: You will give a 15-20 minute Power Point presentation near the last week of the semester describing the internship experience.  With instructor permission, this talk will be delivered to beginner students in the ACC Biotechnology Program, in the Introduction to Biotechnology class (BIOL 1414). It will also be open to any other student, faculty and staff in the Biotechnology Department.  
Your talk should include a detailed introduction to the company you worked with, a detailed explanation of the work you did at the company (be as scientific and detailed as you are permitted) in addition to discussing specific skills you learned in the Biotechnology Program that were applied in your internship. Include your research and/or project results from your internship if applicable. At the end, include the ways the program prepared you for your internship.
Final Report:  This is a FORMAL report that will be similar in content to your presentation, using the APA format. You will give background about the company, scientific background about your internship work, and summarize your scientific work. Include describing the techniques and skills used during your internship.  

GRADING SUMMARY
	          ITEM
	POINTS

	Classroom:

Resume

Mock Interview
Discussion Board

Notebook


	100
100
100

100

	Internship:

Attendance log

Student Evaluations by Supervisor/Mentor


	100
300

	Final Presentation


	200

	                 TOTAL
	1000


VII. Course Policies:  

In the interest of equality and fairness, all students are required to follow the policies and deadlines described in this syllabus.  The existing policies and deadlines make reasonable allowance for emergencies that may arise during the semester. Please discuss them with your instructor.
1. Attendance and punctuality.  These are important skills to employers, and their importance will also be emphasized in this course.  If students cannot attend a class or the work schedule agreed upon at the beginning of the semester, the student is expected to notify the instructor and industry mentor as soon as possible.  Your attendance and punctuality should be carefully recorded in your work log.  Students who fail to respond to a phone call or an email message within a week may be automatically withdrawn from the course.
2. Placement.  All effort will be made for placement of students into positions which match their interests and strengths, but only within the internship positions that are available at the time that the student registers.  Students must accept the position that is offered to them.  Students who refuse a position offered and do not find a suitable position on their own, may receive an F grade or be dropped from the course.  This will be at the instructor’s discretion.
You are highly encouraged to actively participate in the internship placement. If the internships available do not meet your goals, you may need to find one that will. You are encouraged to discuss potential internships with your instructor and work actively in finding one for yourself. This is an excellent opportunity to learn the skills needed to find a full time job. 
A student who has already found a job in the biotechnology industry suitable for an internship may substitute their paid position for internship credit, at the discretion of the instructor and with the cooperation of the student’s immediate supervisor who must submit evaluations to the instructor.
You may not quit your internship prematurely, or decline the position without consulting your instructor FIRST. Doing so may result in receiving a failing (F) grade or being withdrawn from the course. This will be at the instructor’s discretion. You must discuss leaving the position with your instructor before notifying the company so you may understand the ramifications of this decision. Your instructor is also a valuable resource for assistance, they here to help you!  
3. Late Work Policy.   Late work is not permitted for this class.  If your assignments are not completed by the due dates you will be dropped from the course. If you do not have time to dedicate to the assignments, you will not have time for an internship. We highly recommend you not enroll for the internship course unless you have the time to dedicate to the internship. Not only is your first job experience on the line, but also the Biotechnology Program reputation. 

Deadlines can be deferred only if the student provides the instructor a written request and document an illness or death in the immediate family.  Upon instructor approval, a new deadline will be set.
4. Withdrawals: It is the responsibility of each student to ensure that his or her name is removed from the roll should they decide to withdraw from the class.  The instructor does, however, reserve the right to drop a student should they feel it is necessary.  If a student decides to withdraw, they should also verify that the withdrawal is submitted before the Final Withdrawal Date.  The student is also strongly encouraged to retain their copy of the withdrawal form for their records.

Students who enroll for the third or subsequent time in a course taken since fall, 2002, may be charged a higher tuition rate, for that course.
State law permits students to withdraw from no more than six courses during their entire undergraduate career at Texas public colleges or universities.  With certain exceptions, all course withdrawals automatically count towards this limit.  Details regarding this policy can be found in the ACC college catalog.
It is your responsibility to determine your grade status in the course at all times and withdraw yourself if you decide to drop the course.  Students who are not passing the course before the withdrawal deadline should talk with me about withdrawing themselves from the course. Students not completing all work by the end of the course, and who do not withdraw themselves will receive a letter grade unless they qualify for and have requested an incomplete grade. I may not automatically drop you from the course even if you quit coming to class.  
Withdraw Dates: Are posted on the ACC academic calendar: http://www.austincc.edu/support/admissions/academiccalendar.php 
Students may be withdrawn from this course in the following situations. This will be at the instructor’s discretion.
a. Not responding to an instructor’s email or voice mail message within one week.
b. Refusing an internship offered.

c. Quitting an internship early.
d. Being fired from an internship.

e. Not submitting required assignments in the first three weeks of class.
5. Incomplete Award Policy.  An instructor may award a grade of “I” (Incomplete) if a student was unable to complete all of the objectives for the passing grade in a course.  An incomplete grade cannot be carried beyond the established date in the following semester. The completion date is determined by the instructor but may not be later than the final deadline for withdrawal in the subsequent semester. 

Note, incomplete grades are rarely given in this class and will be given entirely at the instructor’s discretion.  In order to get an incomplete grade (“I”) in this course you must do all of the following before the last class meeting:
a. Present a valid and well-documented reason, submitted in writing, for the instructor to give an incomplete grade.  This should include the reason that the student has missed the official drop deadline for that semester.
NOTE:  At times internships may not be obtained or completed within the semester time-frame. If this occurs, the students may request an incomplete to obtain one extra semester to complete internship requirements. This is entirely at the instructor’s discretion. If you foresee this situation happening, please talk to your instructor as soon as possible.
b. Meet with your instructor to discuss what is involved in getting and finishing an incomplete.  An incomplete grade will not be given for procrastination.  An Incomplete grade must be completed by approximately two weeks before the end of the succeeding semester. If not completed by that time, the incomplete becomes a failing grade.

c. Sign an Incomplete Grade Form, and give it to your lecture instructor prior to the last day of class.

6. Reinstatement procedures will follow those outlined in the current ACC General Catalog.
7. ACC Policy Concerning Copyrighted Materials. All class materials provided on the instructor's web page, Blackboard, CD, and/or in printed form (labs, objectives, assignments, etc.) are copyrighted and may not be reproduced without the written consent of the copyright holder (this may be the instructor, ACC, or a separate third party entity or publisher).  Reproduction consists of photocopying, scanning, copying, or posting files on a server or web site.  Students currently registered for this section have permission to print one copy of course materials for their own personal use.  No permission is given for posting any course materials on web sites or sharing with anyone not enrolled in this class.
8. Scholastic Dishonesty: A student attending ACC assumes responsibility for conduct compatible with the mission of the college as an educational institution.  Students have the responsibility to submit coursework that is the result of their own thought, research, or self-expression.  Students must follow all instructions given by faculty or designated college representatives when taking examinations, placement assessments, tests, quizzes, and evaluations.  Actions constituting scholastic dishonesty include, but are not limited to, plagiarism, cheating, fabrication, collusion, and falsifying documents.    Penalties for scholastic dishonesty will depend upon the nature of the violation and may range from lowering a grade on one assignment to an “F” in the course and/or expulsion from the college.  See the Student Standards of Conduct and Disciplinary Process and other policies at http://www.austincc.edu/current/needtoknow 
You are a steward of our program. It is imperative not just for your own personal success, but also for the success of the Biotechnology Program that you take special care to abide by all policies and procedures of both ACC and the company you are place in.

9. Student Rights and Responsibilities: Students at the college have the rights accorded by the U.S. Constitution to freedom of speech, peaceful assembly, petition, and association. These rights carry with them the responsibility to accord the same rights to others in the college community and not to interfere with or disrupt the educational process. Opportunity for students to examine and question pertinent data and assumptions of a given discipline, guided by the evidence of scholarly research, is appropriate in a learning environment. This concept is accompanied by an equally demanding concept of responsibility on the part of the student. As willing partners in learning, students must comply with college rules and procedures.

10. Statement on Students with Disabilities: Each ACC campus offers support services for students with documented disabilities.  Students with disabilities who need classroom, academic or other accommodations must request them through the Office for Students with Disabilities (OSD).   Students are encouraged to request accommodations when they register for courses or at least three weeks before the start of the semester, otherwise the provision of accommodations may be delayed.   

Students who have received approval for accommodations from OSD for this course must provide the instructor with the ‘Notice of Approved Accommodations’ from OSD before accommodations will be provided.   Arrangements for academic accommodations can only be made after the instructor receives the ‘Notice of Approved Accommodations’ from the student.  

Students with approved accommodations are encouraged to submit the ‘Notice of Approved Accommodations’ to the instructor at the beginning of the semester because a reasonable amount of time may be needed to prepare and arrange for the accommodations.  Additional information about the Office for Students with Disabilities is available at http://www.austincc.edu/support/osd/ 

11. Use of ACC Email Communication: All College e-mail communication to students will be sent solely to the student’s ACCmail account, with the expectation that such communications will be read in a timely fashion. ACC will send important information and will notify you of any college related emergencies using this account.  Students should only expect to receive email communication from their instructor using this account.  Likewise, students should use their ACCmail account when communicating with instructors and staff.  Instructions for activating an ACCmail account can be found at http://www.austincc.edu/accmail/index.php.
12. Safety Policy: Austin Community College is committed to providing a safe and healthy environment for study and work. You are expected to learn and comply with ACC environmental, health and safety procedures and agree to follow ACC safety policies. Additional information on these can be found at http://www.austincc.edu/ehs. Because some health and safety circumstances are beyond our control, we ask that you become familiar with the Emergency Procedures poster and Campus Safety Plan map in each classroom. Additional information about emergency procedures and how to sign up for ACC Emergency Alerts to be notified in the event of a serious emergency can be found at http://www.austincc.edu/emergency/.
You are expected to conduct yourself professionally with respect and courtesy to all. Anyone who thoughtlessly or intentionally jeopardizes the health or safety of another individual will be dismissed from the day’s activity, may be withdrawn from the class, and/or barred from attending future activities.

Although you have received comprehensive safety training throughout your tenure in ACC’s Biotechnology Program, each workplace will have its own specific safety considerations you will need to abide by. Your internship supervisor/mentor will provide you with their company safety policies. Please discuss any safety situations with them and/or your instructor immediately.

The comprehensive ACC science safety policy can be found at:  http://www.austincc.edu/sci_safe
13. Testing Center Policy: Under certain circumstances, an instructor may have students take an examination in a testing center.  Students using the Academic Testing Center must govern themselves according to the Student Guide for Use of ACC Testing Centers and should read the entire guide before going to take the exam.  To request an exam, one must have:

ACC Photo ID
Course Abbreviation (e.g., BIOL)

Course Number (e.g. 1414)

Course Synonym (e.g., 10123)

Course Section (e.g., 005)

Instructor's Name

Do NOT bring cell phones to the Testing Center.  Having your cell phone in the testing room, regardless of whether it is on or off, will revoke your testing privileges for the remainder of the semester.  ACC Testing Center policies can be found at http://www.austincc.edu/testctr/ 

Note: Since there are no exams for this course, the testing center will not be utilized.

14. Student Support & Success Resources (Student & Instructional Services): ACC strives to provide exemplary support to its students and offers a broad variety of opportunities and services.  Information on these services and support systems is available at:  http://www.austincc.edu/support/  

· Links to many student services and other information can be found at: http://www.austincc.edu/current/ 
· ACC Learning Labs provide free tutoring services to all ACC students currently enrolled in the course to be tutored.  The tutor schedule for each Learning Lab may be found at:  http://www.austincc.edu/tutor
· The Biotechnology Department offers Open Labs for tutoring and assistance with mastering laboratory skills. Information on open labs and other Biotechnology Department student success initiatives are found at: http://www.austincc.edu/biotech
· For help setting up your ACCeID, ACC Gmail, or ACC Blackboard, see a Learning Lab Technician at any ACC Learning Lab.

· The ACC student handbook can be found at: http://www.austincc.edu/handbook/ and the Biotechnology Program Student Handbook: http://www.austincc.edu/biotech/studentresources.php 
15. Retraining.  If a student’s industry mentor turns in an unsatisfactory rating of the student’s performance in the laboratory, the student may be required to attend remedial training at ACC under the supervision of the instructor.  This will be done outside of the regular work schedule. This will be up to the discretion of the instructor and the industry mentor. You may also request retraining from your instructor if you are not comfortable with technical tasks you are expected to perform at your internship. The Biotechnology Department offers Open Labs for this purpose. 
16. Applying to Graduate: This course is meant to be a capstone course, and as such you should be in your final semester in our program.  We are proud to see you graduate and move forward on your new career. I know it’s a busy and exciting time for you, but please remember to apply to graduate. This is not automatically done for you and it is imperative to the success of our program that you apply to graduate in the semester you finish your coursework.  The application form and deadline to apply can be found here: http://www.austincc.edu/support/admissions/applyingforgraduation.php 

The Biotechnology Certificate that you obtain from our program can help you obtain jobs in the Austin community and nationally as well. It is very important to request this certification when you have completed the course requirements. 

Appendix:  Forms

I. STUDENT INFORMATION FORM

Complete form and turn it in before or during the first week of class:
	Student


	ACC ID#
	Date



	Phone Number

	Address
	Instructor



	How many hours per week do you work?


	How many credit hours are you taking this semester?
	How many hours can you commit to this course each week?




Indicate the days & hours you are available for your internship hours:
	Weekday
	Hours Available

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	


Biotechnology courses completed:
	Biotechnology Course
	Semester completed
	Grade received

	BIOL1414  Introduction to Biotechnology 
	
	

	BIOL1415  Biotechnology II 
	
	

	BITC1240 Quality Assurance For the Biosciences
	
	

	BITC2411  Biotechnology Lab Instrumentation
	
	

	BITC2431  Cell Culture
	
	

	BITC2441  Molecular Biology Techniques
	
	

	BITC2350 Bioinformatics
	
	


To assist you in finding an appropriate placement, please answer the following: 
	What type of area of biotechnology most interests you for a career choice?  Please explain why you are drawn to this type of work.



	What biotechnology course did you enjoy the most?  Please explain why you found this course especially interesting and fun.



	What biotechnology course did you enjoy the least?  Please explain why you found this course less interesting and fun.



	Do you prefer following carefully written protocols, or do you enjoy designing your own experiments?



	Would you prefer a high-profile job that has lots of responsibility and a great potential for career advancement, or would you prefer a job that has less pressure and hours of overtime required at this point in time?  

 


Self-Assessment

On a scale of 1-10 (ten being the best), how would you rate yourself in the following categories? Please be reflective and honest with this. We are trying to place you in an appropriate internship. A good match makes a happy intern and a happy employer! We want you to look good!
	TASK
	Scale (1-10)

	Ability to multitask


	

	Ability to work quickly


	

	Ability to work accurately


	

	Ability to catch on to something new


	

	Ability to follow protocols and procedures exactly
	

	Ability to work effectively in a team


	

	Ability to work well with difficult people


	


II. CONTACT INFORMATION

BITC 2487 Internship

Present a completed copy of this form to your instructor & industry mentor
Name:










Email:










Home Phone
(         )



Best time to call:  





Cell Phone
(          )



Best time to call:  





Work Phone
(          ):



Best time to call:  





Internship Company Name: 








Internship Company Address:








Mentor/Supervisor:









Email:









Phone:

(         )



Best time to call:  





Fax:

(         )





ACC Faculty Advisor:  

Keqin Gregg, Ph.D




Biotechnology Department




Eastview campus, Austin Community College





3401 Webberville Road





Austin, TX 78702

Email:
kgregg@austincc.edu
Phone:
 (512)347-0928
III. Initial Internship Meeting Form

Present a completed copy of this form to your instructor & industry mentor
Attending (Names & email addresses):



Date:




1.  Name and Email of Mentor / Supervisor 

2.  Brief Description of assigned duties, if known

3. Days and Times to work under normal conditions:

4.  Items supplied by student intern

5. Non-Disclosure and other forms signed by student

6. Other requirements

IV. Student Evaluation Form

Student’s Name: 






Date: 





Evaluator’s Name: 






Please rank the student by circling numbers in the following on a scale of 1 – 5 

	Skills
	Needs Improvement
	Average
	Excellent

	a.  Dependable Attendance and Punctuality
	1
	2
	3
	4
	5



	b.  Good organizational skills

	1
	2
	3
	4
	5



	c.  Good skills for working with others, good team worker
	1
	2
	3
	4
	5



	d.  Safe work habits
	1
	2
	3
	4
	5



	e.  Good communication skills
	1
	2
	3
	4
	5



	f.  Good data collecting skills
	1
	2
	3
	4
	5



	g.  Good working knowledge of general laboratory equipment
	1
	2
	3
	4
	5



	h.  Resourcefulness, able to work independently
	1
	2
	3
	4
	5



	i.   Follows Protocols Carefully
	1
	2
	3
	4
	5



	J.  Proficient at basic techniques such as pipetting,  micropipetting
	1
	2
	3
	4
	5



	K. Proficient at basic lab calculations such as dilutions, solution         preparations
	1
	2
	3
	4
	5

	L. Keeps work area clean and orderly
	1
	2
	3
	4
	5




Any Additional comments?
Please send completed form to Keqin Gregg at kgregg@austincc.edu. The student is required to provide 3 evaluations for the span of the internship (2 for the summer session). 
V. ATTENDANCE LOG



  
STUDENT:
 






MENTOR:







	DATE
	TIME IN
	TIME OUT
	HOURS WORKED
	SIGNATURE
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