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TEXAS WOMAN’S UNIVERSITY
INTERNSHIP/ COOPERATIVE EDUCATION
SITE VISIT ASSIGNMENT

Your Site Visit Assignment for Internship/ Cooperative Education consists of two simple steps.
• 1st: Complete the bottom of this form with your supervisor and retain a copy for your records.
• 2nd: Return the form to the Career Services Office on or before February 1, 2012.  

[image: ]Return the Site Visit Assignment form to the Internship/Cooperative Education Coordinator in Career Services.

Dear Supervisor/Manager,

In an effort to ensure that our students are getting the best Internship/Cooperative Education experience possible, we would like to contact you and the student via telephone as a follow up; this follow up helps us in several ways. First, we have an opportunity to confirm the student’s jobsite and responsibilities; and that they parallel the student’s academic endeavors. Second, we get an opportunity to make sure that the student is doing worthwhile work for the academic credit they will receive. Third, it creates an opportunity to discuss any concerns the employer or student may have. And last, we can strengthen our sense of community by creating a resource of job candidates for employers. Our phone discussion will be brief, usually less than 30 minutes. To allow both the supervisor and student comfort with discussing concerns, we are requesting to speak separately with the supervisor for 15-30 minutes and with the student for 15-30 minutes. The telephone internship follow-up calls will be conducted March 12th thru March 16th.  If this timeframe does not fit with your schedule, please contact me so that we can select a more mutually agreeable date. Since it is not our intent to disturb the workplace, we ask your assistance in selecting a date and time based on your schedule and the student’s normal working schedule to conduct this call. Please provide at least three date and one hour time options for scheduling your call. Although there are many students completing an internship this semester, we will do our best to accommodate your first or second choice. An email will be sent to you confirming your scheduled date and time for this call. 

Please provide at least three dates and one hour time options for the Site Visit.

Choice #1 Date___________Time____________	Choice #3 Date___________Time____________


Choice #2 Date___________Time____________	Choice #4 Date___________Time____________


Supervisor Name: ________________________	Student Name: ________________________

Supervisor Phone: ________________________	Student Phone: ________________________

Supervisor Email: ________________________	Student Email: ________________________

Thank you,

Deidre Leslie, Director 
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