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The Dolphin Research Center welcomes your participation in our Internship Program. This program is designed to afford you with a variety of educational opportunities while you provide valuable assistance with the daily operations of our organization.  In addition to the responsibilities and guidelines outlined for all volunteers, the intern program requires three supplemental commitments.  These are described below and an example of each is attached for your reference.  Each intern is assigned a specific DRC staff member to act as a coach, providing guidance, feedback, and general support throughout the internship experience.  Your coach and the VR staff will assist you in meeting the following requirements.  

Learning Objectives & Goals: Identifying learning objectives and developing defined goals gives focus to the learning experience and provides a means of tracking the educational benefit of your internship.  The majority of your learning objectives will probably relate to your specific area of study or interest, but may also relate to your job assignments. The goals, or steps necessary to accomplish the learning objectives, need to be specific, measurable, and reasonable.  These should be typed into the computer and updated on a regular basis.  Your coach will assist you in the development of your goals and will make sure that they are attainable with respect to the time length you are here as well as the educational opportunities available at DRC.  Your coach will meet with you on a regular basis to review, revise, and track the progress of your goals.  Should you elect to give a presentation or create a document that will be seen either within DRC or outside, it is necessary to have the subject matter and audience approved and all photos or videos must be approved.  You will be required to complete an Approval Request Form – available from VR Staff.  Your coach will also be responsible for coordinating any necessary resources or special arrangements that need to be made in order to meet your goals.  NOTE:  All goals are subject to final review and approval by DRC management.

Journal: Journalizing is a means of recording your educational experiences during your stay here at DRC and provides a valuable link between you and your coach.  In addition to helping you integrate your experiences, it allows the coach to monitor the quality of your experiences while offering valuable feedback and suggestions.  Journals should be hand-written unless you have your own computer; computer equipment at DRC is in high demand and can be difficult to access, especially during the workday.  Generally, the more in-depth your journal entries are the better your learning experience.  This also gives your coach more opportunity to offer comments, critique, and feedback.  Some coaches like a daily journal, others are good with weekly.  Your coach will let you know.  

Although different coaches have individual preferences pertaining to format, content, and review procedures, recommended guidelines include the following:

· Reserve a wide left margin for notations and comments (two to three inches)

· Before each daily entry, write your name and the department you are assigned to for that day at the left margin; the date, hours for that day, and your total accumulated hours at the right margin.

· Include page numbers for reference purposes.

· In the body of the journal, record the day’s events and activities including your thoughts, observations, questions and anything new that you have learned. Share anything especially exciting or rewarding you may encounter.  

· Please feel free to include any concerns or critique you may have regarding your internship or the organization.  Be assured that the contents of your journal are confidential and will not be shared with others without your consent.  If you do not feel comfortable sharing concerns in writing, be sure to discuss them personally with your coach.  Note that the one exception to journal confidentiality relates to the Intern Program Director.  Coaches may choose to share excerpts of your journal with the program director if they find it necessary. 

· Your journal can be recorded either on loose-leaf notebook paper or can be kept in a theme style notebook.  This is normally left to the student's preference.  However, use 8 1/2 by 11-inch size paper unless your coach approves a different size.  

· Your journal should be submitted to your coach on a regular basis (usually weekly), allowing time for the coach to review entries before meeting with you. 

· Remember that the journal is subject to the confidentiality agreement you signed and may not be shared with anyone outside of DRC.

· There is a sample journal entry attached.

Performance Evaluation: In addition to regular coaching and feedback, each intern receives a written performance evaluation upon completion of the internship.  Your performance will be based on a combination of the following categories:

Level Of Job Performance - this includes your regular job duties, as well as other departments or activities to which you are assigned

Achievement of Objectives and Goals

Journal Completion

Personal Effectiveness Factors - this category includes a variety of "success" factors such as attendance, attitude, professionalism, adherence to rules and guidelines, effectiveness of communications, and interpersonal relations skills.
If your school already has a performance evaluation form that is required, your coach will use that form instead.  Make sure your coach gets a copy of that form at the beginning of your internship so he may become familiar with it.  All students are encouraged to develop the skill of self-evaluation; therefore, you should be prepared to offer self-critique when your coach requests it.  Self-critique will be incorporated into the overall evaluation process, however, final ratings will be determined by the coach.

As a final note: If you experience any problems during your internship that you are unable to resolve through your coach, please feel free to contact the Volunteer Intern Program Director.  And again, thank you for your participation in our program.  We hope you will find your experience enjoyable and beneficial.  
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