Eastern Illinois University
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(Approved by CAA on 4/3/14 and CGS on 4/15/14, Effective Fall 2014)

Banner/Catalog Information (Coversheet)
1. ___New Course or _X__ Revision of Existing Course

2. Course prefix and number: ____HSL 4200____ 
3. [bookmark: _GoBack]Short title: ___Orientation to Human Services Internship___
4. Long title: __Orientation to Human Services Program Administration Internship____
5. Hours per week: _3_ Class      _0_ Lab      _3_ Credit
6. Terms: ___ Fall     ___ Spring     ___ Summer     _X_ On demand
7. Initial term: _X_ Fall     ___ Spring     ___ Summer     Year: __2019__
8. Catalog course description: __Preparation for the internship experience and professional practice in Human Services Program Administration. Five hours of university/community service required.____
9. Course attributes:
General education component: __NA__
___ Cultural diversity ___ Honors  ___ Writing centered     ___ Writing intensive  ___Writing active
10. Instructional delivery
Type of Course:
_X_ Lecture     ___ Lab     ___ Lecture/lab combined     ___ Independent study/research
___ Internship     ___ Performance     ___ Practicum/clinical  ___ Other, specify: ________________   
Mode(s) of Delivery:
_X_ Face to Face      _X_ Online    ___ Study Abroad   
___ Hybrid, specify approximate amount of on-line and face-to-face instruction_____
11. Course(s) to be deleted from the catalog once course is approved: FCS 3500 Orientation to  Family & Consumer Sciences Internship
12. Equivalent course(s): __NA__
a. Are students allowed to take equivalent course(s) for credit?   ___ Yes     ___ No
13. Prerequisite(s): __HSL 2200 Introduction to Human Services Programs_____
a. Can prerequisite be taken concurrently? ___ Yes     _X_ No
b.  Minimum grade required for the prerequisite course(s)?  _C_
c. Use Banner coding to enforce prerequisite course(s)?   _X_ Yes     ___ No
d. Who may waive prerequisite(s)? 
___ No one     _X_ Chair     ___ Instructor     ___ Advisor     ___ Other (specify)
14. Co-requisite(s): NA
15. Enrollment restrictions
a. Degrees, colleges, majors, levels, classes which may take the course: _majors and minors in Human Services Program Administration__
b. Degrees, colleges, majors, levels, classes which may not take the course: _programs not listed above_
16. Repeat status: _X_ May not be repeated     ___ May be repeated once with credit
17. Enter the limit, if any, on hours which may be applied to a major or minor: _3_
18. Grading methods:   _X_ Standard     ___ CR/NC     __ Audit     ___ ABC/NC
19. Special grading provisions:
___ Grade for course will not count in a student’s grade point average.
___ Grade for course will not count in hours toward graduation.
_X_ Grade for course will be removed from GPA if student already has credit for or is registered in: _FCS 3500 Orientation to Family & Consumer Sciences Internship_
_X_ Credit hours for course will be removed from student’s hours toward graduation if student already has credit for or is registered in: _FCS 3500 Orientation to Family & Consumer Sciences Internship_
20. Additional costs to students: 
Supplemental Materials or Software____NA______________________
Course Fee ___No _X_Yes, Explain if yes____ Dining Etiquette and Professional Dress event_
21. Community college transfer:
___ A community college course may be judged equivalent.
_X_ A community college may not be judged equivalent.
Rationale, Justifications, and Assurances (Part I) 
1. _X_ Course is required for the major(s) of _Human Service Program Administration____
_X_ Course is required for the minor(s) of __ Human Service Program Administration ____
___ Course is required for the certificate program(s) of ______________
___  Course is used as an elective
2. Rationale for proposal : Family & Consumer Sciences was realigned Fall 2018 and is no longer a stand-alone program. The FCS Family Services option is now in the Department of Human Services and Community Leadership in the College of Health and Human Services. FCS Family Services is proposing a name change to Human Services Program Administration, and corresponding courses have been revised to align with the focus of the new department and revised degree. This course will prepare HSL majors and minors for professional practice overall, and specifically for the required internship. This course is the 3rd of three core courses required of all majors and minors.
This course is a revision, with a name change and renumber. The course has changed very little from the FCS counterpart.
3. Justifications for (answer N/A if not applicable)
Similarity to other courses: Multiple courses across campus address professionalism and internship preparation, but this courses focuses exclusively on the requirements for the HSCL majors.
Prerequisites: Students in this courses will be expected to have a basic understanding of the human services programs.
Co-requisites: NA
Enrollment restrictions: This course is required of majors and minors in Human Services Program Administration, and needs to be available for those students.
Writing active, intensive, centered: NA
4. General education assurances (answer N/A if not applicable)
General education component: NA
Curriculum: NA
Instruction: NA
Assessment: NA
5. Online/Hybrid delivery justification & assurances (answer N/A if not applicable)
Online or hybrid delivery justification: HSL is committed to making courses as accessible as possible to our students. Online course delivery, as dictated by program need, is a responsive approach to recruitment and retention of students. An online course section allows students more flexibility in their scheduling without compromising the integrity or rigor of the class. 

Instruction: Only instructors who have completed the university’s prerequisites for teaching online (i.e. OCDI) will be assigned to the course. Only faculty with expertise related to family/human services programs will be assigned to the course. 

Integrity: The integrity of the course will not be compromised by offering an online mode of delivery. Currently, a variety of activities that utilize the Internet are already incorporated into the face-to-face version of the course. For example, the online version of the course will utilize the same PowerPoint lectures (with slides regularly complemented by audio/video aids) or another instructional platform. Respondus Lockdown browser, ID, and webcams will be required for any exams. Academic integrity of written work will be preserved and monitored for originality and authenticity with the most current technology available. 

Interaction: Students will participate in online discussion boards through their own posts and posts in response to their peer students and to the instructor. In addition to responding to students’ posts, the instructor will monitor discussion board posts to ensure that a respectful, professional, and academic tone is maintained. Students will submit assignments to the designated assignment dropboxes and the instructor will enter numerical grades and narrative feedback can also be provided to the students. Video clips/documentaries and/or supplemental materials beyond the course textbook (e.g., journal articles, current events articles) will be uploaded for students to view/read and students will submit critical reflections in the form of an assigned paper and/or posts to the discussion board for all students to view. Email correspondence will be exchanged between students/instructor and students/students. The chat room may be used for communication between/among students and the instructor. The instructor will hold set online office hours to be responsive to students’ questions and concerns. Students will also be welcome to talk with the instructor by telephone, through Skype or a similar option, or face-to-face on campus.

Model Syllabus (Part II) 
1. HSL 4200 Orientation to Human Services Program Administration Internship  
2. Catalog description: Preparation for the internship experience and professional practice in Human Services Program Administration. Three hours of university/community service required.
3. Learning objectives. 
a. develop a professional profile (e.g., personal philosophy, resume, social media presence),
b. engage in activities to improve professional skills (e.g., dining etiquette, interviewing),
c. explain the importance of soft skills,
d. examine the role of professional organizations/credentials in professional preparation,
e. apply the Code of Ethical Conduct,
f. identify and evaluate professional development opportunities, and develop a professional development plan,
g. communicate characteristics of the profession to potential employers, and
h. prepare for  the HSL internship

4. Course materials. This course does not have a textbook. Topical readings will be updated each semester.

5. Weekly outline of content.

	Week One
	Careers in Human Services Program Administration/Career Services

	Week Two
	Articulating the Profession: University/Community Service Assignment
Professional Philosophy       
Elevator Pitch

	Week Three
	Cover Letter/Resume/Thank You Letter

	Week Four
	 Professional Preparation
Soft Skills (e.g., positive attitude, learn from feedback, effective communication, working in teams) 

	Week Five
	Internships in Human Services Program Administration
Site Identification
Application Process
HSL Internship course


	Week Six
	The Interview Process

	Week Seven
	Tech Footprint
Netiquette
Social Media
Tech Presence

	Week Eight
	Dining Etiquette and Professional Dress Event
             Business Etiquette

	Week Nine
	Professional Organizations/Credentials

	Week Ten
	Ethical Decision Making/Code of Ethical Conduct

	Week Eleven
	Being a Leader
Professional Decision-Making
Giving/Receiving Feedback
Verbal/Nonverbal Communication


	Week Twelve
	Being a Leader
Flexibility/Adaptability
Active Listening


	Week Thirteen
	Balancing Work/Life
            Self-Care
            Stress Management

	Week Fourteen
	HSL Internship Update

	
	Final Project: Professional Development Plan



6. Assignments and evaluation, including weights for final course grade.
Students’ performance in the course will be evaluated:
· Recruitment/Service Assignment (10%) meets undergraduate learning goals CT, SL, RC
· Professional Development Plan (25%) meets CT, WCR
· Etiquette Dinner (20%) meets SL
· Internship Application Assignment (25%) meets CT, WCR, SL
· Individual activities related to course content (20%) meets CT. WCR, SL, RC

7. Grading scale:  90-100% A; 80-89% B; 70-79% C; 60-69% D; <59% F

8. Correlation of learning objectives to assignments and evaluation.


	Course Objective
	Recruitment/Service Event
	Professional Development Plan
	Etiquette Dinner
	Internship Application Assignment
	Activities

	Develop a professional profile (e.g., personal philosophy, resume, social media presence),
	
	X
	
	X
	X

	Engage in activities to improve professional skills (e.g., communication, etiquette, interviewing)
	X
	X
	X
	
	X

	Explain the importance of soft skills,

	
	
	
	
	X

	Examine the role of professional organizations/credentials in professional preparation,

	
	X
	
	
	X

	Apply the Code of Ethical Conduct
	
	X
	
	
	X

	Identify and evaluate professional development opportunities, and develop a professional development plan

	
	
	
	
	X

	Communicate characteristics of the profession to potential employers

	X
	
	
	X
	X

	Prepare for the HSL internship experience
	
	
	
	X
	X





Date approved by the department or school: 11-1-2018
Date approved by the college curriculum committee:
Date approved by the Honors Council (if this is an honors course):
Date approved by CAA:          CGS:
