
Undergraduate Internship Programme
Assessment Requirements and Guidelines
for Students

The purpose of the Internship assessment is to provide an opportunity to you to reflect on, evaluate, document and communicate your experiences during your Internship work placement and to provide you with feedback on your progress and performance at the end of each Internship year.  Documenting and communicating your experiences not only develops your report writing and oral skills and provides you with a valuable record of your work experience, but also allows you to track and take stock of the development of your technical, analytic and professional skills during the Internship. For third year Internships students, the completion of your assessment should help you to develop a personal plan for the next year of your Internship. For forth year Internship students the assessment should help you to explore future carer possibilities and form a career plan before you leave university. This document provides you with guidelines on the format of your Internship assessment. Contained herein are:
· Reporting Guidelines for Internship Students (3rd and 4th year)

· The Internship Report Template

· The Marking Template to be applied by your Internship supervisor
The assessment for Internship students (at the end of each Internship year) consists of the following items:

· A written student report

· A student presentation

· An overall performance evaluation by your supervisor

This assessment format is identical for Internship years 3 and 4. Year 4 students may build on their third year report and presentation, when preparing their final report and presentation, to present an overall picture of their two year Internship.
The overall Internship module mark at the end of each Internship year is calculated as a weighted average of the report mark, the presentation mark and the performance mark, for that year, as follows:

Yearly Internship Module Mark =

0.7 x Report + 0.15 x Presentation + 0.15 x Performance

Each Internship year is assessed separately with no ‘carry over’ of marks from the third year Internship module to the fourth year Internship module. The final mark will be communicated to you at the end of each year. In both years the official module mark will be recorded simply as a satisfactory or unsatisfactory grade. The satisfactory (pass) mark for the third and fourth year Internship modules is 50%.
Undergraduate Internship Reporting
Guidelines, Report Template and Marking Template
Each student must submit a written Internship report, typed and bound, following the attached report template.
The purpose of the Internship Report is to provide you with an opportunity to document and evaluate your experience in the work place.  The report acts as a record of your Internship for you, your employer and the University. The abstract will be made available to, and may be read by future Internship students.  It is therefore an important professional document, one to which you may wish to refer when talking to potential employers in the future.  It is a mandatory element in the assessment of the Internship.

Confidential Elements of Your Report

PLEASE DO NOT NAME ANY INDIVIDUALS WITHIN THE COMPANY.  THE PERSONS TITLE ONLY SHOULD BE USED: EG “I REPORTED DIRECTLY TO THE LAB MANAGER” (NOT I REPORTED TO JANE BLOGGS, LAB MANAGER)
In many technical and professional fields, you will work in research, product development & improvement or marketing activities that often generate patentable and confidential information.  Before you begin working, you may be asked to sign an agreement that protects the employer from unauthorised disclosure of such information.  You are bound by this agreement’s terms in all cases. Information of a confidential nature that you gather during Internship cannot be used in your Internship report or in any subsequent projects, assignments, or other reports unless your employer specifically permits.  You MUST therefore, clear the report with your employer before submitting it to the University for assessment.

There are three components to your overall mark:

1. A Written Report at the end of each Internship year (worth 70% of that year’s Internship module mark)

2. A Presentation at the end of each Internship year (worth 15% of that year’s Internship module mark)

3. A evaluation by your academic supervisor at end of each Internship year (worth 15% of that year’s Internship module mark).

1. Written Report Component
The report must be typed with 1.5 line spacing in a legible font (e.g. Times New Roman, Arial, Verdana). The font size must be no less than 11 point.  It should be submitted on white A4 paper and properly soft bound.  It should be approximately 2,500 words in length, excluding any appendices. Please see the DCU Student Guide to Technical Report Writing at www.mecheng.dcu.ie/reports for additional help.
You must use the report template attached to this document.
The report accounts for 70% of the total marks for each of the Year 3 and Year 4 Internship module marks. The report marks are apportioned as follows:
	Abstract & Job Description:
	10%

	Details of Work Performed:
	15%

	Student Performance:
	10%

	Self Evaluation / Self Development:
	25%

	Ethics in Engineering:
	10%

	Self-Evaluation of Internship:
	10%

	Self-Development Plan:
	10%

	Quality of Written Report:
	10%

	Total:
	100%


2. Presentation Component
Having submitted the Internship report, each student is required to make a short presentation as follows:

· A 10 minute oral presentation, with PowerPoint slides, describing the company, your work area, your responsibilities and the work carried out, solutions designed and implemented and results obtained, ending with a summary of the strong points of the your experience on the Internship programme. Your presentation should focus on effectively communicating your Internship work to a general engineering audience, who may not have expertise in your specific work area.

· A 2 minute presentation of your career plan (or plan for following Internship year, if Year 3 student).

· 3 minutes questions and answers, where further information on particular points in the presentation may be sought.
Presentations will take place in front of your classmates and academic assessors. The presentation accounts for 15% of the total marks for the Internship year and is broken down as follows:

	Quality of presentation materials:
	25%

	Quality of oral presentation:
	25%

	Suitability & Clarity of material presented
	25%

	Response to Questions
	25%

	Total:
	100%


3. Performance Evaluation Component
Your overall performance on your Internship placement during the year will be assessed by your academic supervisor, in consultation with your industrial supervisor(s), and will account for 15% of the Internship mark for that year.

Marks will be assigned based on the criteria provided in the attached marking scheme. 
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Abstract 
The purpose of the abstract is to summarise the report. It should be written lastly, even though it appears first in the report.  The abstract is not intended as an introduction to, but rather should be a summary of your report.  It may provide future Internship students with relevant information on the position.  It should be around 200 – 250 words long.  Please make sure it includes:

· A brief description of the Company

· Your job description

· A brief summary of your duties, responsibilities and work carried out.

[5 marks]

For the remaining sections, enter your text in boxes provided below, deleting any existing prompt text.

	Job Description: (not less than 100 words)

	This should describe in your own words what your role was in the company and the importance of this role to the company.
The role that I performed within ACME Ltd…




[5 marks]

	Details of work performed during placement (not less than 400 words total ):

	In this section you are required to describe two large tasks you performed during the placement.  If you had more than two, choose the most important ones, if you had less than two, break up the task into sections.  Follow the format below and repeat for each task [delete all prompts]
Task 1 Title
Objective

Your Responsibility

Task Description
· Technical details

· Scientific and engineering skills required

· Problems encountered and approach taken to solve them

· Solution/design implemented

· New skills/knowledge acquired  [delete these prompts]

Task Management
· Task project plan

Detailed Timing – Gantt chart indicating subtasks and milestones (www.answers.com/Gantt)


Discuss deliverables, including reporting requirements.

Team members on task (Diagram- tree structure  & description)
· Supervisor(s) – Position, Level, Responsibilities

· Co-workers - Position, Level, Responsibilities

· Supervised staff - Position, Level, Responsibilities

· External inputs   - Company, Position, Input (i.e. clients, contractors, the Public etc.)
Task 2 Title
Objective

Your Responsibility

Task Description

Task Management
Team members on task (Diagram- tree structure  & description)




[15 marks]

	Student Performance: (not less than 200 words) For both tasks collectively, describe how you performed in your designated role under the following headings:

	Ability to work in teams:

	

	Ability to work on your own initiative:

	

	Ability to work with people other than engineers:

	

	Ability to undertake self-directed learning and/or research a new topic:

	

	Effective communication: (With engineers, other professionals and with the public)

	


[10 marks]

	Self Evaluation/Self Development: (600-900 words)

	You are required to focus on some critical events encountered during the Internship. Document them and reflect on the learning outcomes achieved.  You should ensure that these events include at least two of the following:

· A time when you had to negotiate personnel issues, for example, changing your holiday dates 

· Your first day on the Internship job

· Having to deal with a difficult person or situation

· Being expected to undertake a completely new area of knowledge or a complex task

· Receiving either positive or negative feedback from a superior

· Realising that you have made a mistake

· Finding yourself with nothing to do

· Your best day on Internship
The following format should be used in reflecting on your chosen events:
Event 1 Title:

A brief title that describes the event.
Context:

What happened generally and what was the context?

Your role:

What did you do, what was your role?

Actions taken:

With hindsight, should you have acted differently and in what way?  If yes, how would you prepare for such a situation in future? 

Performance:

Did your performance on this occasion differ from other similar occasions and if so, why?

Guidance:

Did you seek guidance from others and if so, in what way?

Improvements:

What is the one main area of your performance in this instance that you need to improve?

Gain/Learn:

What did you gain or learn from this?

Event 2 Title:

Context:

Your role:

Actions taken:

Performance:

Guidance:

Improvements:

Gain/Learn:

 [25 marks]

Ethics in Engineering (not less than 200 words)

Briefly identify and discuss two ethical issues that arose during the course of your Internship. Topics may include, but are not limited to:

· Health and safety in the workplace

· Responsibilities of the company to the employee and vice versa

· Consideration of environmental impacts of products being produced – legislation or standards governing production or use of product

· Consideration of impact of product on the user or society at large in terms of safety or other factors

· Consideration in the design and/or production of the product of assessment of risks to workforce, users or the community 

· Protection of intellectual property of the company, product licensing, copyright, restriction on access to internal documents or data, employee agreements with  company on non-disclosure of sensitive information etc.

· Impact of any of the above issues on choices made during design, e.g. tradeoffs between product safety and product performance or manufacturing costs etc.

You may address your chosen issues in terms of the company’s established policies and/or in terms of your own thoughts on these issues as they related to the work you carried out. Be mindful of any confidentiality issues if describing company policies [delete prompts]

Ethical Issue 1:  This issue arose…

Ethical Issue 2:  This issue arose…

[10 marks]

Self-Evaluation of Internship: (not less than 200 words)

· What were your expectations of your Internship position?

· In what way were these expectations met?

· What new skills did you acquire?

· In what way was the work undertaken relevant to what you are studying at DCU?

· How would you rate your performance overall?

· In what way have you changed as a result of your Internship experience? [delete prompts]
[10 marks]

Self-Development Plan: (not less than 300 words)

Outline a plan for your future development. This plan should identify the skills you need to acquire and how these might be acquired. The plan should also consider some of your career options in the light of your experience while on Internship. If in third year, it should also cover the ways in which you are going to manage your time while in final year, including the balance between work, college and social activities.  [delete this prompt]
[10 marks]
[+10 marks for quality of English Grammar]


	Student Name:
	
	ID Number:
	

	Programme:
	
	Academic Year:
	


Report Marks (to be completed by the academic supervisor): Students, please print this form and place it as the very last page in your report (after appendices). Please fill in details above.
	Abstract & Job Description: [10 marks]
	

	Details of Work Performed: [15 marks]
	

	Student Performance: [10 marks]
	

	Self Evaluation / Self Development: [25 marks]
	

	Ethics in Engineering: [10 marks]
	

	Self-Evaluation of Internship: [10 marks]
	

	Self-Development Plan: [10 marks]
	

	Quality of English Grammar: [10 marks]
	

	Total: (out of 100 marks)
	

	Comments on the Quality of report:
Strong Points:

Weak Points:



Presentation Marks (to be completed by the academic supervisor):

	Quality of Presentation Materials: [25 marks]
	

	Quality of Oral Presentation: [25 marks]
	

	Suitability & Clarity of Material Presented: [25 marks]
	

	Response to Questions: [25 marks]
	

	Total: (out of 100 marks)
	

	Positive points on the Quality of the presentation:

Areas needing improvement:




Evaluation Mark (to be completed by the academic supervisor): The academic tutor should assign a mark out of 100, strongly taking account of the views of the employer.
	Total: (out of 100 marks)
	

	Comments on mark awarded:




Totals (to be completed by the academic supervisor): 

	
	Report

(weighted 0.7)
	Presentation

(weighted 0.15)
	Visit/Evaluation

(weighted 0.15)
	Total

(Out of 100%)

	Mark
	
	
	
	


IMPORTANT NOTE ON REFERENCES





One area that some students fall down on is the area of references. The guideline here is quite simple: either you did the work and wrote the text, or someone else did. For any element of your report, even the tiniest element, which falls into the latter category, you must provide as complete a reference as possible, so that another researcher can easily access exactly the same source of information as you have. The desired form for the reference data is usually that used in IEEE journals. (Please delete this note when using this document as a template)
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