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Objectives of the HSTM Internship Program 
 
The
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experience undertaken. Assigned supervisors from both the agency and the University will 
jointly share supervision of the student. (Questions? Contact Internship Program Coordinator) 

 
Financial compensation to the student during the practicum/internship experience is not 
required. The student may not receive credit for work being done at an agency where he/she is 
presently employed. Exceptions to this policy must be approved by the Internship Program 
Coordinator before receiving credit, and must include experiences additional to those for which 
the student has been compensated. 

 
Academic evaluation of the student during the practicum/internship experience is based upon 
the following: evaluations by the field supervisor, evaluation by the Internship Program 
Coordinator and documentation of daily/weekly assignments. 

 
Types of Internship Experiences 

 

Because each agency is unique and each student has special skills and interests, the 
practicum/internship experience must be individualized. It is anticipated each student will have 
an opportunity to gain experience in all or most of the following areas: 

 
1. Client Interaction – The student should have the opportunity to interact with the agency 

clientele in any way in which the agency feels appropriate. The student should realize that 
they type of client interaction made available to him/her will vary depending on the type of 
field experience and the agency’s needs and regulations; 

2. Administration – The student should have an opportunity to study and observe in action the 
policies and practices of the agency. This would include the study of the legal status of the 
agency, organizational structure, board relations, financial and supervisory practices, 
general staff relations, and the values of the techniques used in dealing with the public in a 
courteous and effective manner; 

3. Programming – The student should not only help plan but also help put into action a broad 
program of activities and services of the agency. The student should prepare program plans 
in an effective manner consistent with the agency’s procedures and act asof
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Responsibilities of the Student 
 

The student is responsible for completing the requirements of the internship experience 
and following the general guidelines listed below: 

 
1. Submit a letter of application and resume to the agency or agencies where you are 

interested
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5. Inform the student of all regulations and practices, which must be observed by the 
student. 

 
6. Evaluate the work of the student: 

a. Discuss with the student specific indications of progress, strengths, and 
weaknesses; 

b. Set an example by presenting criticism in a constructive, objective, and tactful 
manner; and 

c. Complete the written evaluation forms (A-3, A-8, A-9, A-10) provided by the 
Internship Program Coordinator and after discussing your comments with the 
intern send the form to the university supervisor. 

Responsibilities of the the
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2) Tri-weekly Report: (submitted by student- Document A-5) 
a) Every three weeks students should submit a tri-weekly report. 
b) Describe your experiences, both positive and negative, over the past three weeks. 
c) Discuss any issues 
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A-1  
Troy University 

School of Hospitality, Sport and Tourism Management 
HSTM Internship Request Form 

 

Must be submitted before pre-registration of internship. 
 

Student’s name:    
 

Address:   
 
 

 

 

Phone: I.D. Number: 
  

 
University E-mail: Semester: 

  

 
Year: Course: HSTM 4490 

 

 
 
Agency’s Name: 

 

 
Agency’s Address: 
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A-2  
Troy University 
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A-5 
 

Troy University 
School of Hospitality, Sport and Tourism Management 

Internship Tri-Weekly Report 
 
 

Instructions: This report must be completed at the end of each three-week period by the 
student, reviewed by the assigned Agency Supervisor, and mailed, faxed, or emailed to 
the Internship Program Coordinator by the following Friday. If needed, written 
concerns will be provided to the student from the Internship Program Coordinator. 

 
Student:    

 

Semester:  Report Number:    
 

Weeks of the Report (dates): to    
 

Total Hours for this Period: Total Hours to Date:    
 

1. Describe the evaluation period’s experiences (include learned skills, knowledge, 
and abilities). 

2. Identify attended meetings and conferences (include formal and informal 
meetings with your agency supervisor and topics discussed.) 

3. Cite any areas of special concern at this time (include any issues related to the 
internship experience). 

4. Proposed agenda for next three weeks (include agency assignments, short and 
long term projects, accomplishment of internship goals). 

5. This assignment must be typed on a separate sheet of paper to address these 
previous points and attached to this form. 

 
 
 
 
 

  

Student’s Signature Date 
 
 
 
 

  

Agency Supervisor’s Signature Date 
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A-6 
 

Troy University 
School of Hospitality, Sport and Tourism Management 

Short Term Project Approval Form 
(To be submitted to Internship Program Coordinator by the end of the third 
week of the internship) Please type responses on a separate sheet of paper. 

 
Student’s Name: 

Agency: 

Title of Project: 
 

1. Brief Description of Project Plans: 
 
 
 
 
 
 
 
 
 
 

2. Rationale for Project Selection (need/purpose): 
 
 
 
 
 
 
 

3. Project Costs and Potential Sources of Funding: 
 
 
 
 

4. Expected Outcome(s): 
 
 
 
 
 
 
 

  _ 
Agency Supervisor’s Signature Date 
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A-7 
 

Troy University 
School of Hospitality, Sport and Tourism Management 

Long Term Project Approval Form 
(To be submitted to Internship Program Coordinator by the end of the third 
week of the internship) Please type 
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A-8 
 

Troy University 
School of 
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A-9 
 

Troy University 
School of Hospitality, Sport, and Tourism Management 

Long Term Project Evaluation Form 
 

The student intern should be provided immediate feedback on  
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A-10 
 

Troy University 
School of Hospitality, Sport and Tourism Management 

Mid-Point Evaluation 
 
 

Date:    
 

Student Name:    
 

Supervisor: Title:   
 

Agency:    
 

Carefully complete the mid-point evaluation after considering the student’s work on the 
short term project as well as all work completed through mid-point of internship. Be as 
accurate and objective as possible. The appraisal is to be reviewed with the student 
during the midterm evaluation conference. 

 
Using the scale below, rate the student on each of the listed items as they are applicable to 
your situation and professional expectations. Comments and suggestions are welcome 
and can be added at the end of the form. 

 
5 = Outstanding 4 = Good 3 = Average 2 = Below Average 
1 = Unsatisfactory 0 = No Observation  

 

ATTITUDE TOWARDS WORK: 
 

Willing and prompt to perform assigned duties 5 4 3 2 1 0 
 

Willing to accept additional responsibilities 5 4 3 2 1 0 
 

Shows enthusiasm for work 5 4 3 2 1 0 
 

Cooperative with staff 5 4 3 2 1 0 
 

LEADERSHIP AND PROFESSIONAL QUALITIES: 
 

Plans and organizes work in orderly manner 5 4 3 2 1 0 
 

Produces quality work 5 4 3 2 1 0 
 

Has necessary background of knowledge in field 5 4 3 2 1 0 
 

Has sufficient professional skills 5 4 3 2 1 0 
 

Functions on own initiative when necessary 5 4 3 2 1 0 
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A-10 0 (continued) 
 
Demonstrates effective 
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A-11 
 

Troy University 
School of Hospitality, Sport and Tourism Management 

Final Evaluation 
 
Student Name: Date:    
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A-11 1 1 (continued) 
 
 

COMMUNICATION SKILLS: 
 
Can express him/herself in writing 

 
 

5 4 3 2 1 0 

Can express him/herself verbally 5 4 3 2 1 0 

Communicates well with supervisor 5 4 3 2 1 0 

Communicated well with public/clients 5 4 3 2 1 0 

Makes use of available media in promoting programs 5 4 3 2 1 0 

Demonstrates ability to accept ideas, 
methods, or plans from other staff members 

 
5 4 3 2 1 0 

PERSONAL QUALITIES:  

Exhibits self-discipline 5 4 3 2 1 0 

Demonstrates creativity 5 4 3 2 1 0 

Shows adaptability 5 4 3 2 1 0 

Has curiosity and desire to learn 5 4 3 2 1 0 

Shows courtesy towards others 5 4 3 2 1 0 

Accepts direction and criticism 5 4 3 2 1 0 
 

Please identify the student’s primary strengths and weaknesses at the completion of the 
internship. 
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A-11 (continued) 
 

Other Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Assign a score based on your evaluation of the student’s performance (circle one) 
 
35 34 33 32 31 30 29 28 27 26 25 24 23 22 21 20 19 18 17 16 15 14 13 12 11 10 9 8 7 6 5 4 3 2 1 0 

 
 
 
 

  

Signature of Agency Supervisor Date 
 
 

  

Signature of Student Date 
 

Return form to:  
School of Hospitality, Sport & Tourism Management 323 
John Robert Lewis Hall, Troy University 
Troy, Alabama 36082 




