School of Arts and Sciences

Supervised Project Guidelines

Definitions:

The project supervisor refers to the Clarkson faculty member supervising the student during his or her project experience. In cases where the project supervisor is the end-recipient for the completed project, the project supervisor provides all supervision and evaluation of the student’s project work. 

When the end-recipient for the completed project is not the project supervisor but rather an individual or group being served as client(s), then the student will have a client in addition to a project supervisor.
A project is a professional work experience in which students apply their knowledge to problems and situations relevant to their professional preparation.

Process

A. Prior to starting the project the project supervisor will do the following.
1. Contact the client (if some person or group other than the project supervisor) and describe what the student should get out of the project, and also inform the client that he or she will be asked at the end of the project period to provide a brief summary of what the student did and to complete a brief questionnaire assessing the student’s work in terms of the intended learning outcomes for supervised projects at Clarkson.  The project supervisor will also inform the client about who to contact if there is a problem.
2. Inform the student about what is required of them during the project, including the product they are expected to complete, and how the student’s performance will be evaluated (it will be up to the department to determine how the student’s performance will be evaluated).  The student will prepare a project plan, submit it to the project supervisor, and sign the document. A copy of the plan will be kept in the department office.
3. If the student is doing the project over the summer without registering for course credit during the summer, then the project supervisor and the student must meet before the end of the preceding spring semester to review the requirements for the project.
B. During the project the student must contact the project supervisor periodically (in person, in writing, or via email and/or phone) to discuss how the project is progressing and, if appropriate, work with the project supervisor to complete the planned product.
C. At the end of the project period, the project supervisor fill out a brief questionnaire to provide assessment data regarding student project activities vis-á-vis Clarkson’s expectations for the experience (e.g., communication skills, ability to work in teams, expertise in field, ability to solve problems, ability to think critically, etc.). If there also is a client, then the project supervisor will ask him or her to verify that the student completed the project and also complete a brief client questionnaire regarding student project activities.
D. Determining the number of required hour and assigning grades
1. Course credit for the supervised project is assigned on the basis of approximately 45 hours of work per credit earned.
2. Course grades can either be on a Pass-No Credit basis or a fully graded basis (A through F). The grading basis should be declared when the credit hours are assigned.
Attachments  

1. Supervised project expectations.

2. Supervised project plan cover sheet.
3A.
Project supervisor questionnaire.

3B.
Client questionnaire.

4. Student evaluation of supervised project experience.
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Attachment #1
Supervised Project Expectations
University expectations

As part of university degree requirements, all Clarkson students participate in a project-based professional experience such as co-op, internship, directed research, or supervised project clearly related to the student’s professional goals.  
In addition to completing this experiential learning activity, there are five learning outcomes expected for a professional experience. These are listed below.  The university monitors the extent to which students meet these outcomes by asking the client served by the project and others to assess student activities in terms of these expected outcomes, recognizing that a particular professional experience opportunity may not address all of these outcomes.
Students should develop an appreciation of the need for self-motivated life-long learning:
1.  Students should understand the need for continuously updating their professional skills after graduation.

2.  Students should demonstrate learning effectively on their own.

Students should develop an increased social awareness and interpersonal competence:
3.  Students should demonstrate leadership skills such as goal setting, change management, ethical behavior, and providing actionable feedback,

4.  Students should demonstrate teamwork skills such as building effective relationships with peers, being a collaborative team member, and identifying and managing team conflict,

5.  Students should demonstrate an understanding of the value of service to the University, to the community, or to the profession.

Program expectations
In addition to the university expectations, the [academic program] has particular learning outcomes for students in supervised project experiences.  These are listed below.  

[List program outcomes/expectations here]
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Attachment #2
Supervised Project Plan

Student





Student number

Major


Supervised project term__________
  Inclusive dates of supervised project_____________

Project supervisor




Client
Client individual or organization (include address and contact information)
Student.  Based on program guidelines, I agree to prepare a final, written report based on my supervised project (plan attached), including recommendations for improvement of the project experience.  The report will be submitted to the project supervisor.

Student’s signature and date

Client (when applicable).  The cooperating organization agrees to provide the student with an opportunity to obtain professional experience as outlined in the attached plan.  The student’s client will be ________________, who agrees to provide an assessment of the student’s work to the project supervisor within two weeks of the conclusion of the project period.  

Client signature and date

Project supervisor.  Clarkson University will grant ___ credits to the student upon satisfactory completion of the supervised project outlined in the attached plan and the program project guidelines.  
Project supervisor signature and date

Project plan.  Attach a narrative describing the specific learning objectives and responsibilities of the student during the project period.  The narrative should also estimate the number of hours to be worked and provide a brief description of the products that will be used by the project supervisor for evaluation.  Refer to the program project guidelines.
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Attachment #3A
Project Supervisor Questionnaire
Student






Date

Project Supervisor




Organization

Project Supervisor name and signature

Based on your observations, please rate overall student performance:  satisfactory       unsatisfactory

Please attach a brief summary of what the student(s) did during the project period. In addition to describing the product(s) produced during the project, please estimate the number of hours the student(s) spent on the project. In cases where there is client in addition to the project supervisor, this information will be provided as part of the Client Questionnaire.

Please complete the following checklist assessment of student project activities. Your responses will help in assessing Clarkson’s Professional Experience requirement.  
The rating categories are: Yes, No, Not Sure
Intended learning outcomes:







Rating:



University expectations

1.  The student observed others  updating their professional skills 

as part of doing their work.






Yes
No
Not Sure

2.  The student’s work required him/her to learn on his/her own. 


Yes
No
Not Sure
3.  The student had to exercise leadership skills  (e.g., goal setting, change
 management, ethical behavior, and providing actionable feedback).


Yes
No
Not Sure
4.  The student had to exercise teamwork skills (e.g., building effective 
relationships with peers, being a collaborative team member, and 

identifying and managing team conflict).





Yes
No
Not Sure
5.  The student observed others providing service to the community or  

profession, or provided such service himself/herself.




Yes
No
Not Sure
6.  The student had  to show motivation and initiative in his/her work.

Yes
No
Not Sure
7.  The student had to communicate in written and/or oral forms.


Yes
No
Not Sure
 [Additional Program expectations/outcomes/criteria….]
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Attachment #3B
Client Questionnaire (When Applicable)
Student






Date

Client





Organization

Client name and signature

Please attach a brief summary of what the student did during the project period. In addition to describing the product(s) produced during the project, please estimate the number of hours the student spent on the project.
Was the project result satisfactory from your point of view?     Yes     No     Not Sure

Please complete the following checklist assessment of students project activities. Your responses will help in assessing Clarkson’s Professional Experience requirement.  
The rating categories are: Yes, No, Not Sure
Intended learning outcomes:







Rating:



University expectations

1.  The student observed others updating their professional skills 

as part of doing their work.






Yes
No
Not Sure

2.  The student’s work required him/her to learn on his/her own. 


Yes
No
Not Sure
3.  The student had to exercise leadership skills (e.g., goal setting, change
 management, ethical behavior, and providing actionable feedback).


Yes
No
Not Sure
4.  The student had to exercise teamwork skills (e.g., building effective 
relationships with peers, being a collaborative team member, and 

identifying and managing team conflict).





Yes
No
Not Sure
5.  The student observed others providing service to the community or  

profession, or provided such service himself/herself.




Yes
No
Not Sure
6.  The student had to show motivation and initiative in his/her work.

Yes
No
Not Sure
7.  The student had to communicate in written and/or oral forms.


Yes
No
Not Sure
 [Additional Program expectations/outcomes/criteria….]
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Attachment #4
Student Evaluation of Supervised Project Experience
Student






Date

Project supervisor




Department

Client (if any)





Organization

Student name and signature

Would you work with or for your project supervisor again?
Yes
No
Uncertain

 
Why or why not?

If you also had a client, would you work with 

or for your client again?



Yes
No
Uncertain

   
Why or why not?

Would you do a project for this organization again?

Yes
No
Uncertain

     Why or why not?

Please complete the following checklist evaluation of your project experience.  
Please use the following rating: 5 (superior), 4 (very good), 3 (satisfactory), 2 (fair), 1 (poor) or not applicable (NA).

Intended learning outcomes:





Rating:




University expectations

1.  Project experience relates to student’s area of study.
5
4
3
2
1
NA
2.  Client contributes to student’s  learning

 
5
4
3
2
1
NA
about professional work in the area.

3.  Project supervisor is helpful.



5
4
3
2
1
NA
4.  Opportunity for student to use what he or she

5
4
3
2
1
NA
has learned in class at Clarkson.
5.  Opportunity for student to develop his or her

5
4
3
2
1
NA
human relations skills.
6.  Opportunity for student to develop his or her

5
4
3
2
1
NA
communication skills.

7.  Opportunity for student to accept responsibility

5
4
3
2
1
NA
and work independently.

8.  Opportunity for student develop leadership
 
5
4
3
2
1
NA
and teamwork skills.

[Additional Program expectations/outcomes/criteria….]
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