LAGUARDIA COMMUNITY COLLEGE

Internship Evaluation Form

Student Name:                   



                                                                             

Date:
                                                                          

Internship Organization:
                                                                                  


Cycle: FORMDROPDOWN 

Internship Job Title:     
Internship Manager:     
Major:  Computer Information Systems 

Directions 
As educators, we are interested in learning about the learning and growth that has occurred during the student’s internship in your organization.

This evaluation form covers four broad areas that should be completed for each student.  They are  1) Workplace Communication/Client Service Skills 2 ) Professionalism, 3) Lifelong Learning; and 4)  Foundation Skills in IT.  

In addition, each student is specializing in some aspect of computer information systems and we are seeking additional feedback on these sub-specialties within computer information major.  We have grouped these specialties into three areas: 1) networking administration/computer technology/telecommunication, 2) new media, and 3) computer science. No matter what the grouping, as we pilot this form we ask that you complete the most applicable items in all three sections.  

For each item, we would like you to assign two ratings.  First, think back and provide your best assessment of the student’s skill level at the beginning of the internship (Internship Start) in column one.  Then, in the second column rate the student’s performance level at the end of the internship (Internship End)

If an item is not applicable to your organization, mark that item “NA.”  We know it is difficult to assess and remember the all these behaviors at the beginning of the internship but it would be helpful if you could make your best estimate.
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	          not             to a           to a                    to a               

         at all     small      moderate           great     Outstanding 

                      extent        extent           extent      

        1            2    3       4    5     6           7    8            9  


Workplace Communication/Client Service Skills                                                                      Internship
                                                                                                                                    Start     End

1.     Communicates effectively with users, peers, and higher management……… … FORMDROPDOWN 
        FORMDROPDOWN 

2.     Provides support to the user community and conveys technical 




information effectively ……………………………………………………………… .. FORMDROPDOWN 
         FORMDROPDOWN 

3.
Shares information with supervisor and asks questions to clarify 

      job assignments…... …………………………………………………………………. FORMDROPDOWN 
         FORMDROPDOWN 

4. Documents work activities with management  either orally or in writing….…… FORMDROPDOWN 
         FORMDROPDOWN 

 5.
 Communicates effectively and professionally on the telephone………………   FORMDROPDOWN 
         FORMDROPDOWN 

 6.
 Communicates effectively and professionally using e-mail and other


 forms of written communication…………………………….. …………………..    FORMDROPDOWN 
        FORMDROPDOWN 

 7.  Demonstrates the ability to work with co-workers, supervisors,   

      and customers  from diverse cultural backgrounds. …………………………….. FORMDROPDOWN 
        FORMDROPDOWN 

	SCALE >
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                      extent        extent           extent      
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Professionalism                                                                           

                                                                                                                                                                      

      Internship
                                                                                                                               Start          End

8.   Produces high-quality work …………………………………………………….    FORMDROPDOWN 
         FORMDROPDOWN 

9.   Organizes work and prioritizes tasks. …………………… ……………………   FORMDROPDOWN 
         FORMDROPDOWN 

10.
 Completes assignments accurately……………………………………….……   FORMDROPDOWN 
         FORMDROPDOWN 

11. 
Manages time well and meets deadlines …………………….......................     FORMDROPDOWN 
         FORMDROPDOWN 

12. Takes initiative and asks for work………………………………………………..  FORMDROPDOWN 
         FORMDROPDOWN 

13.  Is punctual and attends as scheduled………………………………………….   FORMDROPDOWN 
         FORMDROPDOWN 

14.  Displays ethical behavior by treating others, including customers and

       co-workers, with respect, honesty, and fairness…………………………. …  . FORMDROPDOWN 
         FORMDROPDOWN 

15.  Follows policies to ensure compliance with privacy, security ,


 and ethical issues in the use of computers (e.g., Internet research, e-mail 
























  and networks).                                                                                                 FORMDROPDOWN 
         FORMDROPDOWN 
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Lifelong Learning Orientation                                                                      
                                                                             

















 









                                                                                                                                                                                       Internship 

                                                                                                                               Start      End

16.
 Seems motivated to advance his or her career

………………………………  . FORMDROPDOWN 
       FORMDROPDOWN 

17. Demonstrates self-confidence in interactions with others and in 


 completing work tasks…………………………………………………………..    FORMDROPDOWN 
        FORMDROPDOWN 

18.  Expects to succeed in a technical career……………………………………..


   FORMDROPDOWN 
        FORMDROPDOWN 






 


19.  Seeks out coaching to develop his or her career skills and knowledge …… FORMDROPDOWN 
        FORMDROPDOWN 

20.  Demonstrates an interest in learning new skills and trying new tasks……..  FORMDROPDOWN 
        FORMDROPDOWN 

21.
  Learns new assignments quickly………………………………………………  FORMDROPDOWN 
        FORMDROPDOWN 

22.
  Asks for feedback……………………………………………………………….  FORMDROPDOWN 
        FORMDROPDOWN 

23.
  Accepts feedback and learns from experience………………………………. FORMDROPDOWN 
        FORMDROPDOWN 

24.  Becomes more familiar with the range of professional opportunities 

       available to CIS students ………………………………………………………. FORMDROPDOWN 
        FORMDROPDOWN 

Foundation Skills in IT: Reinforce and expand knowledge of the technical tools and techniques necessary for professional practice. 






























































































                                                                                                                                                                        Internship


                                                                                                                                 Start         End

25. Software applications (e.g., Word, Excel, PowerPoint, Access, Macromedia

      Suite, etc.)……………………………………………………………………………  FORMDROPDOWN 
         FORMDROPDOWN 

26. Obtains and uses information from electronic sources,

       including specialized databases and the Internet (e.g., Google searches)….  FORMDROPDOWN 
        FORMDROPDOWN 

27. Obtains and uses information from technical manuals, books, and other

         materials…………………………………………………………………………….  FORMDROPDOWN 
        FORMDROPDOWN 

28.  Masters new technical vocabulary and procedures…………………………… FORMDROPDOWN 
        FORMDROPDOWN 
    

29.  Able to troubleshoot hardware and/or software problems……………………. FORMDROPDOWN 
        FORMDROPDOWN 

30.  Installs, upgrades, and customizes application software…………………………. FORMDROPDOWN 
          FORMDROPDOWN 

31.  Conducts tests and specifications of products to evaluate quality

       and/or performance……………………………………………………………….. FORMDROPDOWN 
       FORMDROPDOWN 

32.  Installs and updates cyber-security software…………………………………    FORMDROPDOWN 
       FORMDROPDOWN 

You have now completed the four basic areas.  The remaining items are groups into specialty specific areas.  Fill in ALL applicable items, no matter what the specialty because we know that job descriptions in technology do not fit into neat boxes.    Remember that if an item is not applicable to your organization, mark that item “NA.”  As we get information about our interns, we may be able to revise and shorten the form.  Thank you.

Specialty Specific Options

Networking Systems Administration/Computer Technology/Telecommunications Knowledge and skills in setting up, administering and maintaining networks and/or telecommunications.  Fixing computer problems. 


                                                                                                                               Internship
                                                                                                                                    Start          End

33.  Knowledge and skills in setting up, administering and maintaining a network…  FORMDROPDOWN 
        FORMDROPDOWN 

34.  Diagnoses and solves network problems………………………………………….. FORMDROPDOWN 
         FORMDROPDOWN 

35.  Ability to use of routers, hubs, servers, and wireless technology………………. FORMDROPDOWN 
          FORMDROPDOWN 

36.  Ability to install and test cables…………………………………………………….. FORMDROPDOWN 
          FORMDROPDOWN 

37.  Troubleshoots hardware problems related to servers, printers, PCs, etc……… FORMDROPDOWN 
         FORMDROPDOWN 


38.  Able to set up user groups, IP addresses, passwords, and assign 

       access codes………………………………………………………………………     FORMDROPDOWN 
        FORMDROPDOWN 

39.  Ability to monitor system performance…………………………………………….  FORMDROPDOWN 
        FORMDROPDOWN 

40.  Knowledge of TCP/IP Suite…………………………………………………………  FORMDROPDOWN 
        FORMDROPDOWN 

41.  Ability to troubleshoot problems with software, operating systems,

       and utilities……………………………………………………………………………. FORMDROPDOWN 
        FORMDROPDOWN 

New Media Technology: Uses new media technology in a range of organizational functions and variety of industries, including communications, media, information systems, sales, e-commerce and marketing. Uses New Media technology for a variety of organizational applications, including sales, marketing, and information management.  Develops additional knowledge and expands skills related to New Media Technology.









                                                                                                                                                                                                        Internship            

                                                                                                                                    Start          End
42.  Able to install or modify web services……………………………………………… FORMDROPDOWN 
          FORMDROPDOWN 

43.  Able to write and debug scripts (e.g., VBScript, JavaScript)……………………   FORMDROPDOWN 
          FORMDROPDOWN 

44.  Able to create and modify web pages using Dreamweaver Suite…………….  . FORMDROPDOWN 
          FORMDROPDOWN 

45.  Shows familiarity with HTML & DHTML……………………………………………  FORMDROPDOWN 
         FORMDROPDOWN 

46.  Knowledge of streaming video for the web (Final Cut Pro, Pinnacle, 

        Avid Xpress)………………………………………………………………………….. FORMDROPDOWN 
        FORMDROPDOWN 

47.   Maintains and upgrades internal and/or external web sites…………………..    FORMDROPDOWN 
       FORMDROPDOWN 

48.   Communicates project status……………………………………………………..  FORMDROPDOWN 
        FORMDROPDOWN 

49.   Able to develop test plans…………………………………………………………  FORMDROPDOWN 
        FORMDROPDOWN 

50.   Performs preliminary system testing. debugging and/or quality assurance…  FORMDROPDOWN 
        FORMDROPDOWN 

51.  Creates required technical documentation………………………………………  FORMDROPDOWN 
       FORMDROPDOWN 

52.   Backs up data for ongoing support and maintenance…………………………. FORMDROPDOWN 
        FORMDROPDOWN 

Computer Science 

Learning Objectives

Uses knowledge of mathematics and/or computer science in theoretical and applied research settings. Reinforces understanding of mathematics and/or computer science principles.

Practices problem-solving skills to address technical problems in complex, real-world settings


                                                                                                                                 Internship                       
53.  Assists in problem-solving tasks that require use of a computer                            Start      End

       language or mathematical skill……………………………………………………….   FORMDROPDOWN 
        FORMDROPDOWN 

54.  Ability to assist in the selection of new computer hardware and software 

       products…………………………………………………………………………………  FORMDROPDOWN 
         FORMDROPDOWN 

55.  Able to train others in software and/or system applications………………………. FORMDROPDOWN 
          FORMDROPDOWN 
 

56.  Strengthens computer science and/or math competencies by tutoring, serving

       as a teaching assistant, or working with faculty or employers  on specific

   projects…………………………………………………………………………….         FORMDROPDOWN 
         FORMDROPDOWN 

57.  Performs system testing and makes minor modifications to the code, 

       when necessary……………………………………………………………………….. FORMDROPDOWN 
          FORMDROPDOWN 

_________________________________________________________________________​​​​​​​​​

Recommendations made to Intern.  General Comments are extremely valuable for our students.

     
Has this evaluation been shared with the intern?   Yes   FORMCHECKBOX 
         No  FORMCHECKBOX 

We encourage you to share this evaluation with your intern.  
Internship Supervisor Signature     ___________________________ Date     __________




Internship Learning Objectives 

1. Workplace Communication/Client Service Skills Establish and maintain effective business relationships with others (e.g., superiors, peers, project team members, end users, customers) and communicate effectively.

2. Professionalism includes demonstrating 1) an appropriate work ethic, 2) methods for maximizing personal productivity, 3) dependability and accountability in work performance, and 4) ethical and professional behavior. Personal management skills, such as time management and stress management, are also included.

3. Lifelong Learning Orientation: Develops an awareness of career options and related skills to make viable career choices and become employable as career options emerge, change, and/or disappear. Increases knowledge of transfer and other options for further education. Increases awareness of the importance of learning from on-the-job experiences through action and reflection.

4. Foundation Skills in IT: Reinforce and expand knowledge of the technical tools and techniques necessary for professional practice. 

5. Specialty Specific Skills in Computer Information Systems Has the knowledge and skills in specific career specialties such as networking, new media, and computer science.

                                                  

                                                FOR COLLEGE USE ONLY

Comments:

Recommendation Grade Based on Employers’ Observation: ________________

Internship Manager________________________________Cycle:___________
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