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BITC2486/BITC 2487

INTERNSHIP IN BIOLOGICAL TECHNOLOGY I/II
I.  Introduction

Course Description

Internship in Biological Technology/Technician (4-1-20) is an experience external to the college for an advanced student in biotechnology involving a written agreement between the ACC Biotechnology Department and a business, academic, or industry partner.  Mentored and supervised by a workplace employee, the student achieves objectives that are developed and documented by ACC 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.  

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 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; the culmination of many hours of hard work and the beginning of many years of satisfying employment.  

**********************************

This short manual includes your course syllabus and is designed to clarify the benefits and duties of each of the parties involved in the internship:  the student intern, the company lab mentor, and the ACC faculty member.  It is divided into four sections.  The first section contains the competencies for the Internship II course as specified by the Texas Skills Standards Board.  The second section details the expectations for the intern, the intern’s supervisor, and the course instructor.  The third section contains the details of the ACC course and acts as a syllabus.  And the last section contains the forms and sample sheets discussed in this manual.
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Key Activities for BITC 2487

Internship II
	A1 Maintain laboratory and equipment
	A2 Order stock and supplies
	A3 Operate equipment
	A4 Maintain biological stock cultures
	A5 Clean and prepare items for lab
	A6 Prepare biological and/or chemical materials
	A 9 Communicate with co-workers to ensure quality laboratory work



	B1 Perform assays and experiments
	B2 Assist in method development
	B3 Investigate new technologies and methodologies


	B4 Perform data analysis
	B5 Handle and/or maintain biological stock cultures
	B7 Communicate results
	C1 Set up equipment for the production process

	C2 Perform and monitor the process to make the product or provide the service
	C3 Inspect materials at all stages of process to determine quality or condition
	C4 Participate in the installation, modification, and upgrade of equipment
	C6 Monitor, maintain, and troubleshoot equipment, tools and workstation
	C7 Communicate with co-workers and/or customers to ensure production or service meets requirements


	D3 Identify unsafe conditions and take corrective action
	D4 Suggest continuous improvements

	D5 Coordinate with work team
	D6 Provide orientation and training for other employees
	D8 Maintain security
	E1 Maintain lab notebook
	E3 Document Good Manufacturing Practices, Good Laboratory Practices, and Good Clinical Practices


	
	


The state of Texas has adopted the Washington Skill Standards for Biotechnology. The Austin Community College Biotechnology Program was the 1st program in the state to formally adopt these standards and be recognized for that from the Texas Skill Standards Board (www.tssb.org).

The Skill Standards for all ACC Biotechnology Program courses are available at:  http://www.austincc.edu/biotech/skillstandards.php
Expectations for the Internship

Student Expectations: 
· Learn about how a company operates

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

· Learn how to prepare for and participate in a job interview

· Work at a company for a semester at 15-40 hours per week for a minimum of 160 total hours

· Demonstrate employability skills as outlined in Section I, p. 4.

· Demonstrate the academic and technical competencies of the position.

· Maintain good communication with the ACC instructor and the internship mentor.

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 would 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 workforce competencies such as running gels and performing transformations that you have learned in the classroom.

The primary purpose of the internship is to determine the best fit for future employment.  You have put in many hours as a student learning about biotechnology; now is the time to put that knowledge and experience to work.  If possible try out several different jobs during the semester to see if this is the kind of work that interests you.  You need not be married to a particular position but should be able to decide if you could do that job for at least two years. This will require some thought and introspection.  And it is acceptable to decide that one type of biotechnician job is not for you; there are many other types of positions in this large and expanding field.  Some of you may find it helpful to talk over your career plans with your lab supervisor and/or the ACC faculty.   

At the beginning of the semester you will prepare a resume, following guidelines provided by your instructor.  Once this resume has been accepted by your instructor, you will be assigned a company to intern at, and will meet with the company mentor and the ACC faculty instructor to establish the days and times of your internship.  Some companies will prefer a short, intense period internship, while others may be willing to have a more part-time effort by the intern.  Only infrequently will companies be able to accommodate evenings and weekend hours.  It is your responsibility to inform your instructor in the first week of classes of your schedule requirements.  Once your instructor has placed you in an internship, it will be your responsibility to work out an acceptable schedule with your mentor at your internship.  

In rare instances, the internship arrangement is not 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 the work environment of your internship be sure to contact your faculty advisor immediately.  Your safety is of paramount importance at all times.

Since you are still a student, you will be graded on your performance as indicated in Section III.   This will include both the weekly attendance sheets that you fill out to have your mentor sign, the evaluations that your mentor will fill out every 2-4 weeks and send to ACC, 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 whatever to hire you, but the letters of recommendation you receive will go a long way to help you land a position. And, of course, unless you are already employed, internships are unpaid positions.

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.

Industry/Research Institution Expectations 
· Meet with the intern and ACC faculty member at an initial meeting and at other times during the semester if desired by any party.
· Teach the applicable employability skills as outlined in the appendix.
· Discuss intern’s performance with intern and complete evaluation sheets every 2-4 weeks 
· 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 a source of free 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 are still students.  They need to be shown what is expected of them very clearly.  And it may need repeating.  They will eventually catch on, but these students are often slower than regular employees.  Many companies that are experienced with interns say that it helps to remind them that these interns are only college sophomores.  They have had considerable hands on training but they have been in college an average of only three semesters.  It also helps that the intern’s immediate supervisor enjoys teaching one-on-one.

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.  Of course, it benefits both the intern and the company to try to provide interns with a variety of experiences to find the best fit for eventual employment.

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 every four weeks of the internship.  Evaluation forms are located in the appendix and are also available in electronic form, upon request.    

These evaluations form a major part of the intern’s grade for the course as well as providing feedback about the intern’s performance.  If any 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 student is also expected to keep attendance logs weekly.  These are available to the supervisor. 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 a minimum of 15 hours each week during the semester.  Many companies prefer to have interns work a full day for two consecutive days, while other may prefer half-days during the week in order to ensure that experiments are completed in a timely manner. While very unusual, some companies allow their interns to work evenings or Saturdays.  Company policy, the intern’s course schedule and the internship specifics all 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 as well as any other such documents required of employees at that company.  This is usually 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.

Expectations for ACC Biotechnology

· Place the student intern in a suitable, safe working environment 

· Teach the students about how to prepare for and participate in a job interview.

· Assist the student in writing a resume.

· 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 well-trained biotechnicians who are able to establish satisfactory careers for themselves in this new and growing field. 

As the capstone course, this internship course helps you to make the transition between being a student and an employee.  For many students, the internship is their first experience working in a bioscience company or research institution.  Therefore, they are still learning about employability skills and the company culture as well as the lab techniques of the job.  Thus, it is incumbent upon ACC intern faculty facilitate this learning process.  

The ACC intern faculty member is expected to meet with the host company and the intern at the beginning of the semester 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 company organization (“the business of biotechnology”) as well as in preparing resumes.  Furthermore, the faculty member will maintain the interns’ grades according to the rubric above, including collecting the evaluation forms the supervisors fill out every four weeks on the interns.
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.

BITC 2487 Internship II Course Details

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

· Be enrolled in BITC 2487.  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 give their social security number and intention of enrolling.  Then they are allowed  to register as directed by the ACC catalog.  This includes those students working in biotechnology jobs who need BITC 2487 in order to obtain their degree.

· Have completed at least 80% of degree requirements.  Students must have successfully completed 52 credit hours towards the A.A.S. degree before enrolling in BITC 2487.  This includes courses taken at ACC or approved for transfer from elsewhere.

II.  Course Goals and Objectives
The objectives for BITC 2487 are outlined in the competencies developed by industry for biotechnicians entering the workforce with an AAS degree.  Area lab supervisors developed these competencies in the areas of academics, workforce skills and employabilities over a two-day period in November 1999.  These competencies have since been reviewed annually and revised as new businesses move to the greater Austin area.  The competencies were divided into the courses making up the certificate and degree programs and were used to develop the curriculum for each course.  

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

· Analyze the organizational structure of the host bioscience company
· Develop an individual career plan
· Write a resume and successfully interview for a job
· Demonstrate work ethics such as confidentiality, punctuality, and diligence 
· Demonstrate safety skills in the workplace
· Maintain positive relations with others through teamwork and supervision

· Maintain a work notebook and log sheet of hours worked
· Write and present a final report of the internship.

III.  Course Format and Schedule

The following format 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.  During the first two weeks the interns will 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 reports.  The rest of the semester is spent at a company, working an average of 15-20 hours per week.  (Employed interns work their normal times)

	Course Schedule

Week 1:  
(3 hours)  

Mock Interview, at the discretion of the instructor
(TBA)

    

             Student Information Form and Resume due
 



             Reading assignment:  “The Biotechnology Business”, and





                        “The Biotechnology Resume”, found at 

                                                                              www@austincc.edu/pphelps under “BITC2487”)

Week 2: 
(3 hours)  

Internship Interviews
(TBA)



             Homework  assignment:  Final draft of resume

Weeks 3-14: 
(15-40 hours/week)  
Training at assigned internship 

Week 15: 
(1 hour)  

Presentations of Final Reports and Power Point talks

(TBA)




IV.  Grading Criteria
The following is the grading rubric for the Internship II course.  Note that all points are given for the projects and reports; there are no tests for this course.  The course grade will be based on points earned:  90-100% = A;   80-89% = B;   70-79% = C;   60-69%  = D;   below 60%  = F.   (There are no plus (+) or minus (-) grades given at ACC.)

a. 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 at the beginning of the semester following the guidelines given at www2@austincc.edu/pphelps under “BITC2487”.  After instructor approval, this resume will be given to a prospective mentor at your first meeting and job interview  with them.

b. Job 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 should come to this mock interview with copies of your resume and the Student Information Form (see Appendix), and you must be able competently answer questions about lab skills and biological concepts that you have learned in your biotechnology courses.  Proper attire is business casual:  slacks and a collared shirt for men and a formal dress or slacks and a blouse for women.

c. Attendance Log (50 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.

d. Student Evaluations by Mentor (Three, 50 points each).  

The student must provide the industry mentor with Student Evaluation forms, copied from the form found at the end of this manual.  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 three times during the semester.
e. Blackboard Discusssion (50 points).  Students will be asked to post descriptions of their internship experience periodically throughout the semester at the course Blackboard site.  
f. Lab Notebook and Final Report (100 points)

Students will maintain a loose leaf notebook to keep records of their internship experience, as described below.  Notice that this will include evaluations by your lab supervisor, which must be mailed to ACC on a monthly basis.

The notebook is the biotechnician’s 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 II 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 the purposes of this course, the intern’s notebook will be a loose leaf notebook that will contain the following:

1. 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. 

2. Student resume.  This is the resume you will be doing at the beginning of this course in conjunction with Kelly Scientific Services. 

3. 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.

4. 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.

5. Evaluation records.  Every four weeks your supervisor will discuss your lab performance and fill out the evaluation form (form is in the appendix) and hand in or mail to ACC.  You will keep a copy in your notebook.

6. Final Report.  This will summarize your work, describing the techniques and skills used during your internship.  The student is also asked to evaluate how well-prepared they were for fulfilling the expectations of the supervisor while working in their lab as an intern and describe in what ways their performance could have been improved.  

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.

g. Faculty evaluation (50 points)

You will be evaluated on the punctuality in completing required assignments given by your instructor 

during the course of the semester.  Punctuality and dependability are very important employability 

competencies. Companies strongly disapprove of lateness since tardiness by one person holds up the 

entire project and loses customers. Therefore late items will be accepted but will be severely discounted 

at 20% per meeting time past the due date.  

h. Final Presentation (100 points)

You will do 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 (BITC1311).  Your talk should include what your expectations were coming into the program and in what ways the program prepared you for your internship.  A summary of the types of work that you performed during your internship and the results of your work should give our intro students an idea of what biotech job are like.

GRADING SUMMARY
	          ITEM
	POINTS

	Lab Notebook

   Resume

   Mock Interview

   Attendance log

   Student Evaluations by

          Employer (3)

   Student Blackboard    

          Discussion

   Lab Notebook and Final 

          Report


	   100

   100

     50

   150

     50

     50

	Faculty evaluation


	     50

	Final Presentation


	   100

	                 TOTAL
	   650




V.  Course Policies:  

In the interest of equality and fairness, all students are required to follow the policies and deadlines described in this syllabus.  Please do not ask for exceptions, as they will not be granted.  The existing policies and deadlines make reasonable allowance for emergencies that may arise during the semester.

1. Attendance and punctuality.  These are important 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 will be automatically withdrawn from the course.
2. Placement.  All efforts will be made for placement of students into positions that match the students’ 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 will be automatically withdrawn from the course.  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 3 evaluations to the instructor.

3. Makeup. . It is the responsibility of the student to make arrangements with the instructor and the industry mentor if any time has been unavoidably lost.

4. Late work.   Work will not be accepted more than one week past its due date, unless the student can document an extenuating circumstance and special permission is granted by the instructor for a deadline extension.  During this one-week grace period, late work will be assessed a 10% late penalty for each day beyond the deadline.  Deadlines can be deferred and exempted from the late penalty 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 and the student will be given a signed “Deadline Deferment” form that must be attached to the late work that is completed and turned in.  

5. Withdrawals.  If it becomes necessary for a student to withdraw from the course, it is the student’s responsibility to turn in a withdrawal slip to the Registrar by the withdrawal deadline listed in the ACC Course Schedule.  If this paperwork is not filed properly, the instructor will be forced to turn in an F for the student’s transcript at the end of the semester.

6. Reinstatement procedures will follow those outlined in the current ACC General Catalog.

7. Incomplete grades.  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 two weeks of the semester:

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.

b. Complete at least two midterm exams, and have at least a 70% grade average in the course.

c. Meet with your instructor to discuss what is involved in getting and finishing an incomplete.  Incompletes must be finished prior to the last 2 weeks of the next semester.

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

8. Student Dishonesty and Discipline.  Work that has been produced dishonesty will be given a grade of zero and the instructor reserves the right to withdraw from the course any student who has committed scholastic dishonesty.   Violations of ACC standards for academic honesty will be handled according to the Student Discipline Procedures as described in the current ACC Student Handbook.  All students must adhere to the current policies and procedures of ACC for student dishonesty and discipline (available at  http://www3.austincc.edu/evpcss/handbk/toc, or http://www.austincc.edu/marketng/handbook.  “Acts prohibited by the college for which discipline may be administered include scholastic dishonesty, including but not limited to cheating on an exam or quiz, plagiarizing, and unauthorized collaboration with another in preparing outside work.  Academic work submitted by students shall be the result of their thought, research or self-expression.  Academic work is defined as, but not limited to tests, quizzes, whether taken electronically or on paper; projects, either individual or group, classroom presentations, and homework.” 

9. Academic Freedom.  “Institutions of higher education are conducted for the common good.  The common good depends upon a search for truth and upon free expression.  In this course the professor and students shall strive to protect free inquiry and the open exchange of ideas, facts, and opinions.  Students are free to take exception to views offered in this course and to reserve judgement about debatable issues.  Grades will not be affected by personal views.  Students will allowed to voice their opinions in the classroom and in assigned classwork.  Their opinions will not be censured, but students may be asked to explain and justify their reasoning in all cases. With this freedom comes the responsibility of civility and a respect for a diversity of ideas and opinions.  This means that students must take turns speaking, listen to others speak without interruption, and refrain from name-calling or other personal attacks.”

10. Accommodation for Students with Disabilities.  “Each ACC campus offers support services for students with documented physical or psychological disabilities.  Students with disabilities must request reasonable accommodations through the Office of Students with Disabilities on the campus where they expect to take the majority of their classes.  Students are encouraged to do this three weeks before the start of the semester.”

“Students who are requesting accommodation must provide the instructor with a letter of accommodation from the Office of Students with Disabilities (OSC) at the beginning of the semester.  Accommodations can only be made after the instructor receives the letter of accommodation from OSD.”
10. Safety: Students are expected to learn, understand and comply with safety procedures and protocols 

used in the laboratory that they are place in.  

Students are expected to conduct themselves with appropriate professional behavior and courtesy to all.  Anyone who thoughtlessly or intentionally jeopardizes the health or safety of another individual will be immediately withdrawn from the class.  Specific safety information for each lab exercise will be discussed at the beginning of the semester. The comprehensive ACC science safety policy can be found at:  http://www.austincc.edu/sci_safe.

11. Retraining.  If a student’s industry mentor turns in an unsatisfactory rating of the student’s performance in the laboratory, the student will be required to attend some remedial trainings at ACC under the supervision of the instructor.  This will be done outside of the regular work schedule with the student’s industry mentor.

	RESOURCES:

Online resources for students can be easily found at the ACC URL:  www.austincc.edu.  By selecting “A-Z Index” at the top right corner, you can access an alphabetical index of online offerings.

Student Support & Success Systems.  As a student at Austin Community College, your most important step toward success is taking advantage of all the college offers to support your learning. We encourage you to find out more about how we can help you choose a major, pass your classes, or connect with other college students.  Campus locations and hours of service of student support systems, as well as an index of the services available to students may be found at:  http://www.austincc.edu/support/index.php .

Tutoring Help.  The Learning Labs provide one-on-one and small group tutoring, guided study groups, self-paced independent study, computer-based tutorials and open computer access to all ACC students in a friendly, open setting.  Follow this URL to access hours of operation and tutors provided in the ACC Learning Centers:  http://www.austincc.edu/tutor/ .

ACC Counseling Services.  For help with study habits, test-taking skills, and career advice, consult http://www.austincc.edu/support/advising/
Accommodation for Students with Disabilities.  Students with a learning or physical challenge that requires accommodation can find the services available to them at http://www.austincc.edu/support/osd/index.php .  Each ACC campus offers support services for students with documented physical or psychological disabilities. 

Biology Web Site.  For information on course descriptions, common course objectives, course schedules, contact info for faculty, and links to other websites:  http://www2.austincc.edu/biology.  

Biotechnology Web Site.  Course descriptions, course schedules, the Biotechnology Program curriculum, and contact info for faculty are at:  www.austincc.edu/biotech .

ACC calendar.  The ACC calendar is linked to the ACC website on the top of the page at www.austincc.edu.

ACC Counseling Services.  For help with study habits, test-taking skills, and career advice, consult http://www.austincc.edu/support/advising/
Blackboard login.  You can access the ACC Blackboard login site from the main ACC URL (www.austincc.edu ), or go directly to https://acconline.austincc.edu/webapps/portal/frameset.jsp .  At this site, you will also be able to obtain tutorials and online assistance for the use of Blackboard by selecting “Student Support” for the Support Links.

Distance Learning Assistance.  If you have questions about ACC or Distance Learning courses call the Distance Learning Help Line at 223-8026, or toll free at 1-888-223-8026.  Online resources are available at:  http://irt.austincc.edu/ .



Appendix:  Forms

CONTACT INFORMATION

BITC 2487 Internship II

( make a completed copy of this available to your instructor and your internship mentor)
Your 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:  
Patricia Phelps, PhD





Austin Community College





3401 Webberville Road





Austin, TX 78702

Email:
pphelps@austincc.edu
& 
trish_phelps@yahoo.com
Phone(work): 
(512)223-5914

Best time to call:   Office Hours:  T & Th 5:30-6:30      W 1:30-4:30   








Phone (home): 
(512)869-6901

Best time to call:    Early Morning & Late Evening


Initial Internship Meeting Form
( make a completed copy of this available to your instructor and your internship 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

Student Evaluation Form

Student’s Name: 






Date: 





Evaluator’s Name: 






I.  Please rank the student by circling numbers in the following on a scale of 1 – 5 in which 1 is “Needs Improvement” and 5 is “excellent”.

	
	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




II.  While working with this student, what did the student do that was particularly well done?

III.  While working with this student, what did the student do that was that was particularly weak?
_________________
_______



_____________________
(Signature)







(Date)

Please send completed form to Trish Phelps at:  pphelps@austincc.edu and trish_phelps@yahoo.com.

If you prefer that your evaluation and comments are kept confidential, please indicate so by signing here:

_________________
_______

ATTENDANCE LOG



  STUDENT 






MENTOR 






	DATE
	TIME IN
	TIME OUT
	HOURS WORKED
	SIGNATURES

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STUDENT INFORMATION FORM

This form must be completed and turned in to the instructor during the first week of class, no later than the mock interview.

	Student


	ACC ID#
	Date



	Course title


	Campus
	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?




Please indicate the days of the week and hours of the day that you have available for your internship hours:

	Monday


	

	Tuesday


	

	Wednesday


	

	Thursday


	

	Friday


	


Biotechnology courses completed:

	Course, or transferred equivalent 
	Semester completed
	Grade received

	BITC1311  Introduction to Biotechnology


	
	

	BITC1402  Biotechnology Lab Methods and Techniques


	
	

	QCTC1242 Quality Assurance For the Biosciences


	
	

	BITC2411  Biotechnology Lab Instrumentation


	
	

	BITC2431  Cell Culture


	
	

	BITC2441  Molecular Biology Techniques


	
	


To help us to place you in an appropriate internship setting, please answer the following questions:

	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?  

 

	Self-Assessment

On a scale of 1-10 (ten being the best), how would you rate your job skills in the following categories?

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 on teams                        ______

Ability to work well with difficult people                  ______
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