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General Description 
 
The Recreation, Park and Tourism Management’s Internship is considered to be a full-time academic load for 
one semester (or summer session). Generally, the Internship experience involves 40 hours per week for a period 
of 12 consecutive weeks. Successful completion of the RPTM Internship is required of each student seeking a 
Bachelor of Science degree in Recreation, Park, and Tourism Management, Students planning to complete their 
internship must enroll in RPTM 495A and pay full tuition for 12 credits in the semester that the internship is to 
be completed.  The primary purpose of the RPTM Internship is to enable each student to meet his or her 
educational objectives through participation in a well-planned and organized practical experience.  
 

 
Pre-Requisites:   
 
Students who enroll in RPTM 495A must have met the following pre-requisites: 
 

• Completion of 300 point pre-internship requirement 
• Completion of certification in Adult CPR/First Aid 
• Successful completion of RPTM 394 with an earned grade of C or better 
• A minimum cumulative GPA of 2.0 

 
 
 
 
Course Objectives 
 
By the completion of the RPTM Internship, each student will demonstrate. 
 

• Successful completion of his/her Internship goals (each student’s goals are developed in cooperation with 
the Undergraduate Coordinator and the agency supervisor). 

 
• The ability to analyze relevant Internship events by submitting weekly reports throughout the first half of 

the experience. 
 

• A working knowledge of the profession via a professional e-portfolio. 
 

• Awareness of related leisure service agencies by visiting and submitting a written report on at least two 
such agencies. 

 
• The ability to complete and evaluate a special project. 
 
• The ability to successfully complete all requirements and assignments specified in the Internship 



Handbook. 

 
Communication 
 
Because of the distance learning nature of the Internship (RPTM 495), the primary method of communication 

between the Faculty Supervisor and the student will be via CANVAS, email and the internet.  Students who 

anticipate difficulty with internet access/email, must immediately notify their faculty supervisor and develop a 

plan of action for continued and consistent communication. 

 

Students who have questions or concerns about duties, supervisors, safety or other aspects of the internship 

environment are encouraged to contact the supervisor or Internship Coordinator ASAP.   

 

Academic preparation involves the development of professional communication skills.  Traditional “business” 

hours are Monday through Friday from 8:00 AM-5:00 PM.  Emails, phone calls or other attempts to contact 

faculty/staff outside of business hours may not receive a response until the next business day.   

 

 
Required Readings: 
 
All course readings are included in the RPTM Internship Handbook.  This handbook may be purchased and is 

available on-line at : 

http://www.hhdev.psu.edu/rptm/internship/handbook_forms.html 

 
 

INTERNSHIP ASSIGNMENTS 
 

Penn State's Recreation, Park and Tourism Management majors are required to submit a number of written 

assignments and forms during the Internship experience.  Students confirm the CANVAS account and access 

assignments through their assigned section on or before the first day of Internship.   

 

Because of the individual nature of internship and internship agency needs, the starting date and therefore the 

assignment due dates will vary per student. However, students taking internships with ending dates that are past 

the dates for meeting graduation requirements may not graduate during the same semester in which they take 

their internship. The relevant dates should be confirmed with your supervisor or academic adviser.    

 

All assignments must be submitted through CANVAS and be “complete” to satisfy the requirements for 

Internship.  Failure to submit any assignment will result in a failing grade of "F" for the entire Internship 

experience. NOTE:  Any assignments received after four days of the designated due date will receive a grade of 

zero and not be graded.  Assignments for Internship include:   

 

Initial Report  (due 2 days after starting internship)  

During the first few days of Internship, the student must complete and submit an Initial Report.  This report (see 

Internship Handbook Internship Handbook Appendix) provides the faculty supervisor with information for 

contacting the student and his or her agency supervisor.  

 

Assignment Calendar (due 2 days after starting internship) 

This form (see Internship Handbook Appendix) is completed at the beginning of Internship and identifies the 

due dates for all written assignments and forms.  

 

 



Signatory Page (due 2 days after starting internship) 

This form is completed at the beginning of Internship and, with the student’s signature, indicates that he/she has 

read the syllabus and is familiar with course policies and the internship handbook. 
 

Weekly Reports (due on Tuesday of weeks 2-7 of internship) 

Throughout the first half of the Internship, the student is required to submit weekly reports to his or her faculty 

supervisor.  These reports contain a cover page, a weekly summary and an analysis of one or more events (or 

issues) that occurred during the week. 

 

The analysis portion of the weekly report is generally two typewritten pages (double spaced) and should 

conform to the Weekly Report Guidelines (see Internship Handbook Appendix).  During the second half of the 

Internship, the student submits only the cover page each week. This cover page documents his or her Internship 

hours and allows the agency supervisor to make written comments on the Internship process.  

 

Revised Internship Goals  (due in the second week of internship)  

During the first few weeks of Internship, the student must revise his/her Internship goals to reflect the learning 

opportunities available at the agency.  These revisions should be done in cooperation with the agency 

supervisor, who should sign the revised goals prior to their submission.  

 

Professional e-Portfolio /LinkedIN page (due in the 7th week of internship) 

Each student is expected to complete a Professional e-Portfolio or develop a LinkedIN page. An on line 

presence provides the student with a method for communicating to colleagues and prospective employers a 

working understanding of the Recreation, Park and Tourism profession.   The student should begin developing 

his/her Professional e-Portfolio/LinkedIN page at the beginning of his/her internship (at the latest) and should 

conform to the assignment guideline (see Internship Handbook Appendix).  

 

Special Project (proposal due in the 3rd week of internship)  
 

Each Internship student, in cooperation with his or her agency supervisor, is expected to design and complete a 

special project of significance and lasting value to the agency.   The nature and scope of the special project 

should be consistent with the student's educational background and career goals; however, the primary purpose 

of this project is to make a professional contribution to the Internship agency.  Prior to starting the project, the 

Internship Special Project Proposal form (see Internship Handbook Appendix) must be submitted to the faculty 

supervisor.  

 

The student will receive one grade related to the Special Project.  The student's agency supervisor will assign 

the grade for the Special Project itself and recommend that grade to the faculty supervisor. Special project 

proposals that are late will reduce the final grade on the special project by 10% for each week late.  

Example:  if a special project proposal is due on Tuesday, September 5, and the student submits it on 

September 10, it will not be late and there will be no deduction on the final project grade.  If the student 

submits it from September 12-18, and their supervisor recommends a final grade of A (95), the final 

project will be reduced to B (85).  If the student submits it during the week of September 19-16, the grade 

will be reduced to a C (75). 

 

 
Visitations to Additional Agencies (due in weeks 8 and 9 of internship) 
 

In order to gain a broader understanding of services within the Recreation, Park and Tourism field, each student 

is required to visit at least two additional agencies during Internship.  The student should select agencies that 

correspond with his or her own professional interests, but visited agencies do not have to be similar to the 



student's Internship agency.  Agencies which the student has previously visited, volunteered or worked may not 

be used to fulfill this assignment.  Since these visitations are included as a part of the student's Internship 

responsibilities, it is essential to plan each visit in cooperation with his or her agency supervisor.   

 

Visits must be arranged well in advance of the visitation date, and should include a tour of the grounds/facilities 

and a follow-up meeting with at least one staff member.  Generally, an agency visitation lasts 1 to 2 hours.  

Following the visit, the student is required to complete and submit a Visitation Form (see Internship Handbook 

Appendix).  This form documents the visit and requires a typewritten reaction to the agency and its services.  

Students must also submit a picture of themselves at the agency, preferably with the agency representative. 
 

Mid-Internship and Final Evaluations 

The agency supervisor is expected to conduct formal evaluations of the student's performance at least twice 

during Internship.  The mid-Internship evaluation conference is especially important because (1) it provides 

structured feedback to the student on his or her performance to date, and (2) it offers an opportunity for the 

student and supervisor to reestablish goals for the second half of Internship.  The final evaluation allows the 

student to assess his or her progress during Internship, and should assist the agency supervisor to determine his 

or her grade recommendation for the student. 

 

The agency supervisor may use the evaluation form supplied by the University (see Internship Handbook 

Appendix), or an agency personnel evaluation form may be substituted, if desired.  Regardless of what form is 

selected, it is important that the mid-Internship and final evaluations be conducted using identical forms. (Due: 

Mid-Internship - one week following mid-point; Final - one week after Internship, but no later than the last day 

of classes). 

 

 
Grade Recommendation 
 

At the conclusion of the RPTM Internship, the agency supervisor is expected to submit a Grade 

Recommendation Form (see Internship Handbook Appendix) to the faculty supervisor.  This form enables the 

agency supervisor to recommend a letter grade that reflects the total progress and level of achievement attained 

by the student during Internship.  This form also requests that the agency supervisor recommend a letter grade 

for the student's special project. (Due: one week after Internship, but no later than the last day of classes). It is 

the student’s responsibility to ensure that the grade recommendation is submitted to the University. 

 

Student Evaluation 
 

The faculty supervisor is responsible for assigning the final grade for the student's Internship.  This overall 

grade is based primarily on the recommendation of the agency supervisor and the quality (including 

promptness) of the student's written assignments.   

 

Unless otherwise stated in writing by the faculty supervisor prior to the Internship, the student's final grade 

should reflect the following percentages: agency supervisor's grade recommendation = 40%; agency 

supervisor's grade for the special project = 10%; Weekly Report grades (mean) = 30%; Professional e-Portfolio 

grade = 10%; Visitation Report grades (mean) = 10%.   

 

Late submission of Internship assignments (for grade) will be reduced 5% per working day. Assignments 

uploaded after four days of the designated due date will not be graded and will receive a zero (0). ALL 

assignments must be submitted for the internship to be considered complete.  If all assignments are not received 

by the end date of internship, the student will automatically receive an F for the RPTM 495A.  

 



Ungraded, but required, assignments include the initial report, assignment calendar, revised internship goals, 

special project proposal, mid-term and final evaluations, and grade recommendation.  Ungraded assignments 

received will be noted in the CANVAS gradebook as either a (100) if satisfactory or a (0), if unsatisfactory or 

not received. The grades noted for ungraded assignments do NOT contribute to the student’s overall grade and 

only those grades that contribute the overall grade are visible to the student in CANVAS. 

 

 

 
 
 
 
 
 

 

 

 

 

 

 

 

 
 
Course policies 
 
Holiday and Sickness Policy 
 
Students are given credit for official agency holidays (or closings due to inclement weather), providing this does 

not result in missing more than one workday in a given week.  If more than one work day is missed in a week 

due to holidays, the student is expected to make-up the additional days/hours prior to the completion of the 

Internship.    Students on internship in Spring semester do not have a Spring break unless interning in a 

university setting and prior arrangements have been made with your faculty supervisor. 

 

In case of illness or need for personal leave, students are expected to notify their agency supervisors, according 

to established agency procedures.  In case of illness or leave, students should also notify their academic/faculty 

supervisor.  Students are entitled to one sick day (or personal leave day) during their Internship, without the 

necessity to make-up the working time that is missed.  Additional work days/hours missed due to illness, 

observance of religious holidays, or other matters of personal necessity, are expected to be made-up prior to 

completion of Internship. 

 

 
Early Start or Late Completion Policy 
 
Except in unusual circumstances, the Internship is to be completed during a given semester.  Specifically, all 

work-related hours credited to the Internship experience are to be completed between the first and last day of 

classes. If the student selects an Internship agency that requires an early start or late completion, special 

approval must be given in advance. Early start and/or late completions are considered to be voluntary 

arrangements between the student and the agency. 

 

Academic Assignments 
50% 

93 -  100 %   =  A 
90 – 92.9 % =  A- 
88 – 89.9 % =  B+ 
83 – 86.9 % =  B 
80 – 82.9 % =  B- 
78 – 79.9 %  =  C+ 
70 – 77.9 % =  C 
60 – 69.9 % =  D 
Below 60 %  =  F 

 

 

     Weekly Reports (5% each)        30% 

      Professional e-Portfolio        10% 

      Agency Visitations (5% 

each) 

       10% 

Agency Supervisor’s 
Grade Recommendation 

50% 

      Student Work Performance        40% 

      Quality of Special Project        10% 

TOTAL 
100% 



 
Academic Integrity 
 
All students are responsible for maintaining the highest standards of honesty and integrity in every phase of 

their academic careers.  The penalties for academic dishonesty are severe and ignorance is not an acceptable 

defense.  Each student is to do his/her own work for individual course assignments.  Any student found 

plagiarizing a written assignment or falsifying a course requirement is referred for University Disciplinary 

Action.  Violations of Academic Honesty will be handled in accordance with University and College of HHD 

procedures (see:  www.psu.edu/dept.oue/aappm/G-9.html)  

  

Students charged with a breach of academic integrity will receive due process and, if the charge is found valid, 

academic sanctions may range, depending on the severity of the offense, from F for the assignment to F for the 

course.    

  

Termination 

Students are being hosted by an internship site at the discretion of the staff at that agency. Students are expected 

to follow the policies of an agency as if they were employed by that agency.  If for ANY reason(s), an agency 

determines that it is in the best interest of the agency or its clientele to terminate a student, the student will leave 

the agency without incident.  The student should then contact the Undergraduate Coordinator at Penn State to 

discuss the situation and determine future direction.   

 

Code of conduct 

 

It is expected that all students participating in RPTM 495A abide by all university policies and rules 

(www.sa.psu.edu/ja) while participating in course related activities.  Students found to be in violation of 

University policy may receive a failing grade for the class, a reduction of grade, and/or be referred to the Office 

of Student Conduct.  In addition, any student, regardless of age, using or under the influence of illegal drugs or 

alcohol while participating in a course-related activity will be removed from the course and receive a failing 

grade. 

 

Educational Accommodations 

 

If you have a disability that may require assistance or accommodation, or you have questions related to 

accommodations for testing, note takers, readers, etc. please speak with the instructor as soon as possible.  

Students must also contact the Office of Disabilities Services (116 Boucke) with questions about such services 

(863-1807) V/TTY. 

 

http://www.psu.edu/dept.oue/aappm/G-9.html
http://www.sa.psu.edu/ja

