Criminal Justice
Internship Manual






coordinator)2)thereisnotaveryhighdemandrom students$or



be complex and the student may not be fully aware of the possibilities available to him/her. If this occurs, t
studentshouldseekadvie from eitherthe internshipgcoordinatomor the student’scademiadvisor.

The second decision to be made in getting an internship is where



return it to the coordinator. The coordinatdt sign the form and submit it to the Regist@iffice to
register the student for the course. Studentsrdgister themselves for in@rips in OneCampus as they
do other classes. The student will be billed in accordanoewsititytuition rates.
Whento Begin the Process
Ordinarily, students should begin the process of acquiring an internship one full semester before the
desiredimeof placementStudentinterestedh Federainternshiglacementsiayneedo begintheprocess
asearlyastwo semesters befoptacementCRJUinternships malyescheduled arsemester.
How Many Creditsis an Internship?
Internships vary from 615 credit hours, depending on the needs of the student and the Aflency.

internshipsregradedn a pass/fail basis.

“ Credits Hoursof DirectAgencyContact ||



shouldnotworklesghan4-hourblocksof time,andideallywill beworking8-hourdays.Forexampleastudent
doinga15-<creditinternshipshouldwork 8 hoursperday,5 daysperweekfor 14 weekdo fulfill the 560hour
requirementsA studentoinga 6-creditinternshipwill ideallywork 8 hoursperday,2 days per weefqr 14
weekgo fulfill the 224xour requirement.

Althoughtheseschedulewouldbeidealthestudentanarranganycombinatiorof hoursanddaysand
agencyo fulfill theminimum numbeof requirechours(withinreason).

Types of



occasionallgncountereah the criminaljusticesystem.

Tofacilitategoodrapportwith thechoseragencyinternamust









2. Interact: Interact with the internship coordinator every-3 weeks make note of
meeting time/date in journdlhis coordination can be accomplished by an
office visit, by telephone, or bynail. Howeveri must be done on a regular
basisLeaving a message on an answering machine is not sufficient; it is
thestudent’sesponsibilityo persisuntilthecontacismadeandacknowledged.

3. Textbook: Studeninternamustpurchasatextbookthatincludegjuestionghatthestudent
must answer in writin§ome of these answers will be submitted early in the
semester artthe remaining answers will be submitted near the end of the
semester(Thestudenwill beprovidedacoursesyllabustthebeginningf the
semestehatwill specifythetextbookthe pageso bereadn thetextbookte
guestionso beansweredand applicable due dates

4, Evaluation: At midterm and at the conclusion of the internship, the agency site supervisor
will fill outanevaluatiofiorm onthestudent.It isthestudent’sesponsibilityo
sedhattheevaluatioms completedindsubmittecdby thetimedesignatenh the
coursesyllabugor bythedeadlin@stablisherh consultationvith theinternship
coordinator — see the note beloltjere is a link to the evaluation form on
theinternshipvebsite.

5. Interview: At midterm, the student will conduct an iview with an employee of the agency
and submt a written summary

(NOTE: If thestudent'svorkschedulés suchthatthe studentwill not haveworkedabouthalfof the
student’s total hours for the semester bysenaester, the internship coordinator and the student will
determinenothedatefor submissiof all materiatequiredo be submittecat mic-term).
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