UCF Instructional Technology Program
EME 7942/6946 
Internship Contract [T
erm] Template
Internship Site:
Contacts:
[Organization Name]
[On site Mentor Name]

[Organization Address]
[On site Mentor Title]

[Organization Phone Number]
[On site Mentor phone number]


[On site Mentor Email address]


[Intern Name]


[Intern Phone Number]


[Intern Email Address]

Context

[Brief 1-2 paragraph summary of organization where internship is to be completed, including mission, primary products and services, core competencies, size (e.g., number of employees), and specific area where intern will work relative to overall organization]
Learning Goals and Objectives

[Narrative and/or bulleted list of targeted learning objectives. In other words, what will the intern learn from his/her internship experience? Statements should include measurable behaviors/verbs]
Responsibilities and Tasks

[Narrative and/or bulleted list of activities. In other words, what will the intern do to achieve his/her learning objectives?]
Deliverables

[Narrative and/or bulleted list of products. In other words, what will the intern generate to demonstrate achievement of his/her learning objectives? List must include a 3-10 page paper that reflects on internship experience and describes how deliverables demonstrate achievement of specified objectives.]
Schedule and Milestones
[Narrative and/or bulleted list of planned work schedule and target dates for submitting primary deliverables to organization.]

By signing below I am acknowledging that I agree to the terms in the Internship Contract.

___________________________________

__________

First and last name/Intern



Date

___________________________________

__________

First and last name/On-Site Supervisor

Date

___________________________________

__________

First and last name/Faculty Advisor


Date

UCF Instructional Technology Program
EME 6946 Internship Contract: Spring 2009
Internship Site:
Contacts:
[Organization Name]
[On site Mentor Name]
[Organization Address]
[On site Mentor Title]
[Organization Phone Number]
[On site Mentor phone number]

[On site Mentor Email address]


[Intern Name]

[Intern Phone Number]

[Intern Email Address]
Description:
Advanced Automation is located in Lindale, Texas, and has 275 insurance agents as customers for training across the United States between three major product lines. The training material spreads 800 webpages, 20 audio presentations, 236 published videos, and 29 Gigabytes of supplemental information over a three year period. The training covers aspects of the insurance industry for agency, staff, Web, human resources, software, and sales development.

Advanced Automation requests a training intern to assist with development of training assessments and a Web-based quiz module. Advanced Automation has 50 new training modules slated to be created this summer and the assistance of an intern would free up more time for the training coordinator to work on the video production end of each new module.

Learning Objectives: 
During the internship, I will develop and refine my skills, knowledge and ability to:
· Define technical specifications for video development
· Develop guidelines for the creation of training assessments

· Evaluate and modify existing training assessments
· Setup Web-based quizzing module
· Design quizzes for video training

Activities and Tasks
To achieve my objectives, I will:

· List technical specifications for video development

· Acquire existing quiz materials 
· Meet with the media production specialist regarding video development

· Review existing training procedures with the CME, Ted Baker

· Write objectives based on analysis of performance goals

· Revise existing quizzes and develop new quizzes for new training modules that aligned with objectives
· Complete an abandoned online quiz module and convert quizzes in Word documents for HTML interactive output

Products
To demonstrate achievement of my objectives, I will submit for my internship portfolio:
· Job aid for video production
· Job aid of guidelines for quiz development

· Learner assessment alignment tables

· Revised and new quizzes

· Source code of online quiz module

· 5-10 page reflection

Projected Timeline
Weeks 1-2

· Meet with employees of Advanced Automation

· Acquire existing quiz materials

· Write job aid for video production

· Start completion of online quiz module

Weeks 3-4

· Continue programming of online quiz module

· Start evaluation and revision of existing quizzes

· Write guidelines for creation of training assessments

Weeks 5-6

· Complete online quiz module
· Convert quizzes in Microsoft Word documents to online format
Weeks 7-8

· Create new quizzes for existing and new training modules which have no assessment
Weeks 9-12

· Make final edits and revisions in all products

· Write 3-5 page reflection and submit to Dr. Hirumi at UCF

· Submit products to Dr. Hirumi at UCF

· Have mentor(s) write evaluation(s) and submit to Dr. Hirumi at UCF

Intern: [Print Name]
Date

Onsite Supervisor: [Print Name]
Date

Faculty Advisor: Atsusi Hirumi, Ph.D.
Date

�Use 7942 for doctoral and 6946 for master’s candidates


�Insert the term (e.g., Fall 2001) internship is to be completed





