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Foreword

This program manual includes substantive changes firevious editions (e.g., July 1999, Decembef2aad
March 2002). These changes include both updafiesdmg staff and procedures as well as a revisegment
process. The placement process described heaseaslilon a proposal by the Assistant Director, whviak informed
by discussions at Spring 2004 meetings of the Apjpfommunity and Economic Development (ACED) Sttglen
Association, student suggestions, and the profeakjodgment of Stevenson Center staff. The ACHRI&tsS
Association and Director have approved the revidadement process. The Stevenson Center Boardlhasithe
ACED Students Association reviewed previous ed#tiohthis program manual.

NOTE: The Stevenson Center may amend this manual &traay If changes are made, the Center will previd
Fellows with an updated version and highlight thcsanges.

Stevenson Center for Community and Economic Developent
Campus Box 4200, Illinois State University
Normal, IL 61790-4200

Dr. Frank D. Beck, Director
Stevenson Hall 435B
E-mail: fdbeck@ilstu.edu
Phone: (309) 438-7770

Beverly A. Beyer, Assistant Director
Stevenson Hall 433
E-mail: babeyer@ilstu.edu
Phone: (309) 438-8685

Martha J. Boudeman, Staff Clerk
Stevenson Hall 435A
E-mail: mjboude@ilstu.edu
Phone: (309) 438-7090

Facsimile: (309) 438-5228

E-mail: StevensonCenter@ilstu.edu

Internet: http://www.StevensonCenter.org

The Center, which includes a conference/resource y s
located on the%floor and north end of Stevenson Hall.

In the Spirit of Adlai E. Stevenson Il
Named for the Illinois Governor, Presidential calade, and United Nations Ambassador, the Steve@sater
strives to embody Adlai E. Stevenson II's spiripoblic service.
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Introduction

This manual is written for Peace Corps Fellows Applied Community/Economic Development Fellowshe t
Applied Community Development (ACD) or Applied Comnity and Economic Development (ACED) Sequence.
The purpose is to outline the benefits and oblagetiof this program, to clarify program and acadepalicies, and
to identify the persons responsible for adminisigthese policies.

Begun in 1994, this Fellows Program is one of dugy Peace Corps Fellows/USA Programs in educapablic
health, nursing, and community development, eaotiiging Returned Peace Corps Volunteers (RPCVs)
opportunities for graduate learning in an appliedtext. In 1998, lllinois State University begaenuiting ACED
Fellows—persons who have at least one year otifult-experience in community development or sazavices, as
either a paid professional or full-time voluntedihis experience may have been domestic or intemsit

For over a decade, the Peace Corps Fellows/USAd#rogt lllinois State University has recruited RRCAhd other
applicants with significant community developmexperience to participate in an interdisciplinargdmate
sequence. The sequences of the participating awadepartments include an 11-month professioradtpre
internship. The Stevenson Center places Fellowsin urban and rural areas, with most placementste being in
the state of lllinois. Peace Corps Fellows araireq by the Peace Corps Fellows/USA Program tpléeed in
underserved communities in the United States. AEEIMbws may be placed more broadly, although tegehison
Center may prioritize underserved U.S. communiti@therwise, the university and program policiesA€ED
Fellows and Peace Corps Fellows are identical.

The Stevenson Center for Community and Economicldgwment facilitates the Peace Corps Fellows/US#yrRm,
ACED Fellows Program, the Peace Corps Master'snatenal Program (for graduate students prepddangeace
Corps service), and faculty/staff applied reseaeatvice projects in community and economic devekamm The
Center works with the departments, other univewdifizes, and off-campus partners to coordinateGbeter’s
processes and activities.

The three participating departments—EconomicstiBsland Government, and Sociology and Anthropolegward
master’s degrees in Applied Economics, Politicaé8oe, and Sociology respectively, each with an BGér, for
Political Science, ACD) Sequence. The Sequenteimespective departments includes completionspiegialized
core curriculum designed to prepare students fir fhrofessional practice assignments and furtbesice after
graduation. The Sequence provides students arrtopgy to learn the theoretical underpinningstg tlisciplines,
while providing an applied setting to explore aeskthese concepts.

Governance

The Chairs of the Departments of Economics, Peldicd Government, and Sociology and Anthropologiegothe
Stevenson Center and related programs. The Clraisdvised by the campus Stevenson Center Boate upaof
themselves, the Graduate Coordinators for eachridepat, affiliated faculty, the Director and Asaist Director,
and student representatives—usually one to thuslests chosen by their peers. The Stevenson (Ro#ed advises
the Chairs on policy, site selection recommendatiand all other matters related to the Fellowgmm. Due to
state and federal privacy laws, student represeesatannot participate in Board discussions maigto individual
Fellows or the placement of individual Fellows. eTBoard may allow some decisions, for example gh@staining
to individual students, to be handled solely by@raduate Coordinator and Stevenson Center siddb, there is an
external Stevenson Center Advisory Board, whicluses on emerging trends in the field, participatesdrategic
planning, and may be available for mentorship.
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Curriculum and other academic matters are primauiiged by the respective Departments. Each Dmeatts
Graduate Studies Committee or Department Coundiesieecommendations that are channeled througbeha
and College Council, then Provost and Academic teenf@ome matters, such as overall Degree Prograththeir
Sequences, also require involvement of the lllioard of Higher Education (IBHE).

NOTE: In this Manual, “Degree Program” refers to #oademidegree/Sequence as approved by the IBHE;
“Program” refers to the overall experience of tleldws Program.
Mission Statement

The Stevenson Center at lllinois State Universitynotes community and economic development in ti& bnd
abroad. The Center sets the pace for public seand scholarship through a unique combinatioroafsework,
research, professional practice, and collaboratitim communities.

Goals

» A Stevenson Center student will acquire theoretical applied knowledge of community and economic
development, as well as the tools for continuedarsh and practical application leading to positind
lasting change.

* The Stevenson Center fosters mutually beneficlatiomships with various local, national, and iniional
entities to further their community and economivaelepment efforts.

* The Stevenson Center continuously seeks, assassksmbraces opportunities to serve students,
communities, faculty, and Illinois State University

* The Stevenson Center, with the support of Illirfetigte University, actively seeks and commits parsband
resources for the implementation of its programs.
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Learning Goals for the Applied Community/Economic Development Sequence

The Departments of Economics, Politics and Governipaad Sociology and Anthropology adopt the
following as the learning goals for students inrthespective Master's Degree Programs with an
interdisciplinary Applied Community and Economicu@®mpment (ACED) Sequence or Applied
Community Development (ACD) Sequence. These gaglport the mission of the Stevenson Center and
promote the competencies required of communityemmmhomic development practitioners in both U.S. and
overseas environments. We embrace these goadghtrof values present at lllinois State Universityd
articulated inEducating lllinois the University’s comprehensive plan to promotgnéng. Specifically,

these learning goals emphasize the contributicshestis will make to society upon their graduation.

I. ACED/ACD Sequence students will understand andbelbble to apply the concepts, themes, and
theories of process present in the community andauic development literature such that they
are aware of both:

a. Forces affecting communities, including:
1. The dimensions of power in communities and what odmmunity and economic
development professionals can have within thosespalynamics.
2. The relationships among public policy, economictest) and the needs and resources for
community and economic development.
3. Global, national, and local factors that impact cwmities and their economies.
b. The dynamic means by which communities change twey, including:
1. What actions people can take, through activismarahianges in public policy, to create
desired changes in communities.
2. The manner in which people can evaluate and conoatenthe impacts of development
efforts in communities.
3. How people can be mobilized for action within th@ammunities.
4. Social, cultural, and economic differences amorapfee organizations, and communities in
the development process.

II. ACED/ACD Sequence students will be equipped witpliap skills and appropriate methods that
will support their effectiveness in community-baset@rnships, Peace Corps assignments, and
careers in community and economic developmentdesiis will be able to:

a. Use a variety of quantitative and qualitative reskeapproaches and techniques to support
community projects.

b. Produce reports, proposals, and presentationgpfmsucommunity projects.

c. Use community organizing skills to facilitate plamgand implementation of community
projects.

Academic Programs

The requirements for the Program are unique in 8sgartment, and Fellows should consult with tk&iaduate
Coordinators about course selection, thesis préparar capstone requirements, and registratioachEDepartment
may provide a suggested list of electives for edlohat reflect not only past Fellows’ course cheibut also
courses that may be useful in an applied settirelows should ultimately make course selectionsimsultation
with their Graduate Coordinator. Academic requeats for Fellows seeking Master’s Degrees in Agblie

5 Revised January 9, 2010



Economics, Political Science, or Sociology, wite tRCED or ACD Sequence, are available online, f@raduate
Coordinators, and in the Stevenson Center office.

Staff Roles

Director

The Stevenson Center Director’s duties includerplamand directing community-economic developmesearch.
The Director submits external grant proposals; sees the Stevenson Center core curriculum and icatiah of
classes; develops, in consultation with the Boandannual financial planning document; createsimptements
Center policies in consultation with the Board; aedves as chair of the Stevenson Center Board.

Assistant Director

The Stevenson Center Assistant Director’s dutiesbeadivided into six areas: 1) recruitment ofistuts, 2) aid to
the affiliated Graduate Coordinators and studeiitts ngspect to student admission and student pssgremeeting
program criteria, 3) placement, mentorship, anduatamn of students in off-campus assistantshipiatetnship
positions, 4) management of relations between togiests and other stakeholders (assistantshipasigkgternship
sites), 5) maintenance of relations with Peace €angl relevant offices on campus, and 6) grantwgiiundraising,
and aid to the Director in other tasks for Cenfezrations.

Staff Clerk

The Stevenson Center Staff Clerk performs a vaonégupport tasks relating to management of stu@emtent,
former, and prospective), host organization, aheofiles; bookkeeping; publications and websiténtemance;
telephone reception; duplicating and correspondearue other duties as needed.

Admissions

Department admissions and financial award decissaoasnade by the Graduate Coordinator and Chaitovirs
Program admissions—including eligibility for a Fells Program internship or off-campus assistantslaige-made
jointly by the Department and the Assistant Directbellows are required to sign a letter of commeint that outlines
the minimum academic requirements and financiakdsyasecures Fellows’ commitment to an 11-montbrivghip,
and lists a timeline for on-campus and off-campysedences that assumes satisfactory academicgamgr

Graduate Assistantship Assignments

Assistantship duties, tuition awards, and stipandsg vary for Fellows, as they do for all gradudtaients in these
Departments. Assistantships generally requireriZddours of work per week. The Stevenson Cesttengly
discourages outside/additional employment, aslikédy to interfere with academic progress andsdaatship duties.
On-campus Graduate Assistantship assignments mauacfal awards will be determined by the Departn@airs
and Graduate Coordinators, in consultation withAksistant Director and based on the individual &@&pent’s need
and Fellows’ abilities.

Off-campus assistantships, which may be hostedafdided by non-profit agencies, units of governtner other
community organizations, will be awarded on a catitige basis. Some may include AmeriCorps servitae
Stevenson Center Assistant Director will make amancement of any available off-campus assistgmtshi
opportunities to all eligible Peace Corps Mastbrternational students and Fellows who have netaly been
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placed on-campus. The Assistant Director willrilisite the résumés of any interested and eligiblscE Corps
Master’s International students or Fellows, inahgdboth new and returning students, to off-campssstantship
host agencies. Students not eligible for a depantat assistantship are not eligible for an off-pamassistantship.

The host agency will interview their top choice@)d if the interviews are satisfactory, will ngtithe Assistant
Director of their preferred student. Final selees of students for these assistantships will beentgy the Stevenson
Center, in consultation with Department Chairs @ndduate Coordinators as necessary. The AssBiaattor will
then notify the student of the off-campus assistaptaward. Students completing an off-campustsgiship
remain lllinois State University graduate assigarfthese off-campus assistantships may vary irapdyduties,
depending upon the requirements of the fundingcgoand host entity, but they generally carry monstibends
equal to the on-campus assistantships.

While completing off-campus assistantships AND/GBfg@ssional practice, Fellows must adhere to tHeviing
requirements:

a. Student will adhere to all policies, procedures] standards established by the Host Organization.
b. Student will be responsible for his/her own tramigdmn to and from Host Organization during plaesin

c. Student is required to have adequate health/adaidgurance coverage in force during the entireqa@ent.
Student must secure coverage through the Universiisoup Health Insurance plan or procure privateecage.

d. Student will be responsible for adhering to essdigld schedules and notifying Host Organizatiomgfabsences
or necessary schedule changes.

e. During the placement, the University will pay taiticosts for the student, who will be enrolled asaauate
student at Illinois State University.

Transportation

The Stevenson Center does not provide transparttirad-ellows to and from their internship sites;dl assistantship
placements, or for research or other purposesssitis funding is specifically budgeted in a granaward that
supports a site placement.

Evaluations

Fellows evaluate each of their core courses anétshops during their on-campus stay and evaluateehews
Program'’s training and support in reports durirggaff-campus internship. They may also take paeixit
interviews prior to leaving campus to begin theofpssional practice and surveys after completigy fprofessional
practice. The Stevenson Center also periodicaligits feedback on student performance from themainity
partners that host its students. Feedback frodests and community partners is welcome at any.time

An external evaluation of the Program has beenwtted in the past, funded by an external granydedace Corps.
Like all other academic programs, the Fellows RPaogis subject to periodic program review by theversity. All

of these methods of evaluation assist the Steve@esater Board and staff in recommending to the Diepnt
Chairpersons changes in curricula, training, Progsiructure, and field support.
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Internship Placement Process

A critical experience of the Fellows Program is teguired 11-month professional practice internsHipe
internship is critical for the success of the ssaand applied learning missions of the Stevensamet. It is so
important to the Peace Corps that, without an eg@ervice internship requirement, Peace Corpsdvaatl
designate this Program a Peace Corps Fellows/USgr&m.

The professional practice internship for Fellowsimilar to the internship requirements for studentthe Politics
and Government Department Sequence in Public $eavid the Economics Department Sequence in
Telecommunications, Electricity, and Natural G8sit Fellows’ internships are different from the uéay
Department internships in some important ways:

* The Fellows’ placements are generally arrangedhbystevenson Center Assistant Director, and theyighe
Fellows a stipend paid by the host community oaargation. Specialized instruction and in-sertreénings not
offered to other graduate students may also bdadlei

* These internships are essentially contractual geraents between the university and host community o
organization, involving the Stevenson Center aedrillow.

* The stipends paid to Fellows for their internshigesy vary depending on the funding source, but grsdu
internship advisors report they are generally antbediighest offered to Illinois State graduatenns.

* For many communities the cost of the Fellow’s stiband administrative costs are considered a fargacial
investment. Not surprisingly, the community’s ecia¢ions have often been very high, but Fellowshav
nearly all instances exceeded these expectations.

The purpose of these internships is threefold. imteenships further the mission of the Fellowsdram to provide
economic and community development services to aamities, especially those most in need. They pisgide
Fellows with a professional work experience releévartheir course of study. Lastly, they enhangpartunities for
research, including the completion of thesis oistame requirements and joint faculty research ptsje

The placement decision is important to all the eltaliders in this experience, including:

* Communities and agencies, which fund and suppdidw=in the field, and who depend on Fellows fetinical
help;

* Fellows, who are seeking an internship that coesrheir education and gives them experience tintiers their
individual career goals; and

» The faculty and staff of the Departments of EcoromniPolitics and Government, and Sociology and
Anthropology, who contribute to the education afgh students and their preparation for internsipiscareers.

While it is important to the Stevenson Center Bahet Fellows’ individual career goals are met, fleiows
Program must also meet the needs of the othertsildars. The Stevenson Center Board must detertiméneverall
direction and appropriateness of placements and wark under the constraints of funding and siteilability. To
be clear, the goal of the Fellows Program is toypde an experience that builds skills in commuaitg economic
development; specific types of internships in speldications arenot guaranteed.

Fellows’ Experience of the Process

The process that the students experience is deddpglow. This process is subject to change.idasatly, the
timeline may change due to unforeseeable circuroetanNote that in order to be eligible for aniinghip, Fellows
must maintain a cumulative grade point average@bBbetter. They must also be making satisfggtoogress in
the Degree Program, including having a C or béttelfl required classes.
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Prior to Fellows Arriving on Campus
+« Prior to admission, Assistant Director (AD) andl&elbriefly discuss placement process during irieawy
including any reason why Fellow might not accepteacement.
+« Student signs and submits Letter of Commitmentciviricludes the following text. The student
acknowledges understanding:

* The Fellows Program combines graduate study wiptieghcommunity/economic development
experience. This service-learning commitment ¢guired of each student to help communities and to
strengthen the educational experience of Fellows.

* [ will work for 11 months in a community/economic devetegt internship placement. The current
monthly stipend for the second-year internships is $[irssadunt]. The Stevenson Center Board,
composed of lllinois State University faculty and staffp@amsultation with the placement hosts, public-
and private-sector community and economic development consp#dadtthe individual Fellow being
placed, will determine the placement site. The final placement aet¢isimatch Fellows with their
individual sites will be made by the Board. | know thiatny coursework is completed in the usual
timeframe, | am scheduled to begin my placement in [insentimgear]. It is my responsibility to notify
the Assistant Director as soon as possible if | believe ltlatlate should be changed.

* The Stevenson Center places Fellows in both urbdmaal areas, with most placements to date
being in the state of lllinois. Peace Corps Fedl@ne required by the Peace Corps Fellows/USA
Program to be placed in underserved communitidsetunited States. Applied Community and
Economic Development Fellows may be placed moradiyp although the Stevenson Center may
prioritize underserved U.S. communities. Placem@angrant-supported sites may be determined
before Fellows reach campus.

Early First Semester (Fall or Spring)

+ New student orientation—new students receive progreanual that includes description of placement
process (as well as basic information about conmgetrofessional practice requirements).

«» AD meets with Fellowsas a groupto discuss their interests and to answer thevatig questions: 1) What
kinds of issues would students like to addressnduthieir placements? 2) What kinds of skills waihlely
like to develop? 3) With what kinds of organizasonould they like to work? AD and students briins
organizations and communities that would meet thegels. While the search process will focus on the
Fellows as a group, the AD of course welcomes anere meetings with Fellows about their interests a
ideas.

« Throughout the process, Fellows, Peace Corps Masteernational students, faculty, and staff are
encouraged to submit leads and suggestions thit benefit all Fellows. (Fellows may Ibequiredto
submit names and contact information of a specifi@aiber of organizations that could be a goodofit f
themselves and/or their colleagues.)

+« AD solicits applications from organizations/comntigs based on above discussion and suggestiorai(cre
internal records and drawing on existing relatigpsh

% Fellows have theirésumés reviewed at the Career Center and submit vésed résumés Résumés should
contain complete contact information and a dedonpdf previous work experience and educational
attainment. Résumés should be limitedne pagethey should be e-mailed to the AD.

Late First Semester

+«» AD continues to solicit applications from organieas/communities.

< Each Fellow submits &tatement of Professional Interesto the AD. This statement, no more than three
pages in length, addresses what the Fellow hopesaito (e.g., skills, information) from the profiessl
practice experience and what kinds of organizatismswork environments she/he thinks will be most
enriching. The statement also relates the Fellbwiige career goals and current studies (anghpheable
past experiences) to the professional practiceepiaat. Basically, what do you hope to achieve in a
placement and how does this relate to your careas® (This document aids the AD in the site
development process and the Stevenson Center Boaratching students to host
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organizations/communities. It is an internal doeatmot viewed by host organizations.) Please iethese
statements to the AD.

+ If Fellow is not interested in actual or potena@plicant organizations/communities, Fellow needil AD
as soon as possible and by the end of the firsesimat the latestThe Fellow and the AD then need to
discuss options and create a plan of action. HBflew should be prepared to devote the necessagytt
actively search for leads, in coordination with &@. The more specific a Fellow’s substantive intertst,
more flexible that Fellow must be geographical§onversely, the more narrow a Fellow’s geographeeah,
the more flexible that Fellow must be in termshef$ubstance of the internship. Fellow pursuing a
particular type of internship in a particular oitytown to the exclusion of all other opportunities
unacceptable it is not in the best interest of our commumgdrtners, and it does not fit the spirit of public
service that guides the Center. Such a searchlsarseriously detract from a Fellow’s experience&ampus
and/or lead to delays in beginning the internship.

Early Second Semester (Fall or Spring)

+ New student orientation—new students receive progrenual that includes description of placement
process.

« AD meets withbothnew and second-semester Fell@ssa groupto discuss their interests (See Early First
Semester above.)

% Fellowsmay revise their résumés and statements of professial interest (to reflect skills and experiences
from the first semester) and submit them to AD.

+«+ AD continues to solicit applications from organieas/communities.

« AD shares applications from organizations/commansitiith the group of students available to begin
placements in the coming months. AD will soli@etiback from students about these applicationslaae
that feedback with the applicants. AD shares ré&suaf students with applicant organizations/commiesi
at this point or sooner. AD may also arrange mestivhere there is mutual interest. AD will makerg
effort to let applicants knowithin one month whether they will or will not be receiving a Feilo
Applicants will not be held in limbo indefinitely while a student veafor other applications to come in;
therefore, students need to consider each applicatihand on its own merits. As stated aboveyesteon
Center Board members approve placement decisions.

Late Second Semester
+« AD continues to solicit applications from organipas/communities At the very latest, students need to
decide among remaining applicants on the tablenhanths before they will be done with on-campus
coursework. This timeframe is generally in thetli@erest of the students and all other stakehslde
« AD provides Fellows witlthecklist of items to complete before leaving campgu

Third Semester (Fall or Spring)
Any Fellows on campus for three Fall/Spring semrestbould continue to attend group meetings aridvmdved in
the placement process.

Summer Semesters

On an ongoing basis, but particularly during summenths, Stevenson Center addresses larger iseeting
placement process: marketing, building alumnitretes, raising coordination/policy issues with gngcademic
departments, grant writing, and fundraising.

Host Organization/Community’s Experience of the Pro cess

The process of contacting, negotiating, and fiivadjplacement sites usually takes three to six hgriut, for some
community partners, it has taken over a year. stéps in this process for site recruitment, sedacthind placement
are described here. The process is differentities funded by specialized contracts or graptacement of students
in these positions may be given priority.
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Initial Contact

The applicant community or agency expresses arestten supporting a Fellow. Applicant sites leabout the
Fellows Program through direct mailings and phaalkscthe Stevenson Center’s website, contact thighStevenson
Center Director or Assistant Director; referralfrandividuals, including alumni and private- or fiaksector
officials; conferences where the Stevenson Cestan iexhibitor; media announcements; or other mebakows
who know of a potential applicant site should notife Stevenson Center Assistant Director: thaeggestions are
welcome.

Site Development

An application, brochure, and other descriptivearalts are sent to the applicant community. Whenewssible, the
Stevenson Center Assistant Director travels tatmmunity or organization to meet with partnerimgamizations
and potential supervisors for Fellows. The AssisRirector discusses with these community leatfesis
community development goals, the potential rola &ellow in their community, and the community’digations to
financially support and help guide and supervigeR&llow in her or his duties.

Community Application Process

This is the lengthiest and most complicated portibtine placement process, particularly where amanity, as
opposed to a single organization within a commuymétapplying. Communities often begin with prvameetings
between potential partners and funders for theeptpgliscussing not only the goals for a Fellovt,disio how this
project would fit into their strategic vision andv it would be funded. The cost is high for soroenmunities, often
making the Fellow the highest paid public offigiathe community. While some communities may bgilge for a
subsidies through grant funding, it is a strugglerhost communities to build these partnershipstamédise the cash
needed to pay not only the costs to support a Wellat also the cash and in-kind office expenseshfer-ellow while
at their site.

The process often begins with a series of privaetings between officials from units of government,
businesspersons, and non-profit agency staff whdnéerested in the objectives of the Fellows Paogand are
willing to support it. In many cases, because ijguihds are to be expended by a unit of governraeah as a
county, village or township, at least two publicatiags are required for discussion and fundingis @lone can take
2 or 3 months in some communities. Businessestsion-profits may also participate financially,cathey must
meet with their managers or board of directorsafguroval.

The application requests that communities providéesice of community support in the form of lettérsm
community organizations. Communities have subuhitfie to fifteen letters of support, and this preceften takes
several weeks to complete. When these portiotisechpplication are completed, the community subthi¢
application to the Stevenson Center Assistant Birec

Where possible, the Stevenson Center Assistantiréwith or without prospective Fellows) will vishe site to
meet with community leaders who participated indpplication process and/or who will be workingtwiihe Fellow
on projects described in the community applicatidhe site supervisor and/or fiscal agent discus the Assistant
Director the mutual obligations listed in the agneat between the university and the host orgaizati

Application Review and Board Approval

Once the applications are received and reviewdtidyssistant Director, copies are given to eadlowescheduled
for placement. Fellows are asked for their commabbut each site, as well as their preferenceggdban their
academic and career goals. The Stevenson Cetarmpas to make the most appropriate match of coritgrisin
stated needs with the stated career goals and@nefs of the Fellow, noting Fellows’ individualestgths as
observed in core curriculum classes, workshopsp#mer interactions with Fellows. The Board coesitthe
likelihood of a successful experience for bothFe#ow and the community, the demonstrated skillgthb
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professional and interpersonal—of the Fellow, drdRellows’ preferences included in their Statenaént
Professional Interest. If a grant or contractgddies the Program for a certain number of placesrgattyear, those
sites may be given preference by the Bodrdere is no guarantee that a Fellow will receive b her first choice,
even if it is a site referred by that Fellowhe final decision for site selection is uptie Stevenson Center Board.
The Stevenson Center Assistant Director notifidko®s and the applicant communities of the finatidon. The
host organization signs an agreement with the 8smreCenter outlining the broad goals and mutisgdamssibilities
of the cooperative arrangement between the FelRnegram and the organization/community.

Contract or Grant Sites

Contract or grant sites will operate under a déferplacement process than the one described altiobe Fellows
Program is awarded a grant or contract from arreatesource, the Program will project the numbeplatements
available under this arrangement and possiatyuit specific candidates for these specifiesitBasically, in cases
where grant or contract agreements require itestisdmay be matched with sites before their aromatampus.
Fellows who are recruited for these sites may tfferent work requirements, training, supervisiplacement
schedule, pay, and site selection process, depgndithe requirements of the grant or contract. ifigiance,
Fellows selected for such sites might begin the@grnship after only one semester on campus amdcth@plete their
on-campus studies after their 11-month internshimished. When known in advance, details ofahkgations and
benefits of these contract or grant sites willl@tided in the letter of commitment signed by tie#idw before
admission to the Fellows Program.

Professional Practice Experience

Fellows should generally expect to begin their @ssional practice internship no more than four wesdter they
complete their last on-campus semester. The Fgllowmmunity supervisor and the Fellow must mutuafiree
upon this date. The internship will extehtl calendar monthafter the start date. The Stevenson Center dtrong
discourages outside/additional employment, aslikédy to interfere with academic progress andititernship
experience. Communities pay the Fellows Program tihe Fellow remains a full-time lllinois Stateaduate student
for the duration of the internship. The Fellow gelly receives her/his first paycheck at the ehithe first or second
month in which the Fellow works two or more weektha internship site.

While the Fellows will have significant professibnesponsibilities during this internship experienthey must also
submit reports, work samples, and other documeritset Stevenson Center. These items, along wéh si
supervisor’'s evaluations, serve as the primaryshatsnternship grades. This manual includes ategration of
these requirements and guidelines for their conguletThese reports and other documents will pretige basis for
the record of the internship experience. Thesertemwill not only provide information to the Stexson Center
about your experience, they will also give you tilne material for a résumé and work portfolio towtto
prospective employers. Finally, the reports aralwations will help the Stevenson Center Directut the
Stevenson Center Board make future decisions @rogram curricula and placements.

Note that any Fellows in grant-supported placemeantsd/or with AmeriCorps status will have some
additional/different tasks to complete, particulgrin regards to initial paperwork submitted and tifiequency and
type of reporting. For those with AmeriCorps statuinformation about these tasks is included in tAeneriCorps
Member orientation session and AmeriCorps Membettke of Agreement.

Also note that if your host organization asks yomdign any document (e.g., confidentiality statentsrcontracts,

liability waivers) about which you have questionsancerns, lllinois State’s General Counsel canview the text
BEFORE you sign. Contact the Assistant Director fdetails.
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Pre-Internship Tasks
It is theresponsibility of the Fellowsto complete &hecklistavailable from the Assistant Director before thegin
their internships. Examples of the items to corngpdae given here.

Registration for Professional Practice Hours

The course number and number of credits for théepsional practice experience vary by Departmedtgn
Fellows’ individual plans of study and financiatlatatus. Please consult the Assistant DirectdGraduate
Coordinator. General guidelines follow.

A letter grade will be assigned each and every samef a Fellow’s internship provided that thel&elenrolls in 5-
8 hours of ECO 498, POS 498, or SOC 498 in totat dve life of their internship. (No more than 20%&a master’s
degree plan of study may be earned from profeskpraatice hours.) Students must be enrolled irasdt one credit
hour for each full or portion of semester of inhip service, unless special circumstances diotagrwise. For
example, if your 11-month internship begins in Jaguyou may sign up for 2 hours of credit in eatthe Spring,
Summer, and Fall semesters. You would be gradeld ssamester, based on the criteria listed below.

Reply to E-mail Offer

The Fellow will need to respond by e-mail in a tiynashion to an offer similar to the one receifedGraduate
Assistantships. (The subject line of the messatjdav“GA Offer” and include your name.) An addital
memorandum of cooperation with the host organipatiay be signed to outline more specific respolitéifs of
each of the parties, as well as the work hoursagpeKeep in mind that early on in your internship exeece your
hours may be slightly highéhan required due to additional orientation sessigsocial events, night meetings,
networking, etc While these extra hours are not mandatory, #meyan investment in your productivity and create
intangible goodwill between you, your supervisorgd @ommunity members.

Request for Reduction in Student Fees

Fellows NOT completing theses or taking Indepen&tuatly credits may be eligible for a partial refuidhe general
activity, athletic and/or the health service fessessed for course credit hours taken for eachssenduring their
internship. Fellows are not eligible for this retian during semesters in which they have enrdleth on-campus
course. If these fees are reduced, the studemtsoaeligible for the benefits covered by thessfeThe fee
reduction applications for each semester of trermship must be completed online by posted deadline

Health Insurance Forms

You must complete a copy of the Graduate Assistaaith Insurance Certification form and submibithe
Stevenson Center office. You may continue to rec#iinois State University Student Health Inswaruring your
internship if you request it from the Student Ir@swre office and pay for it by the posted deadlinegou may waive
the insurance and submit documentation that yoe@rered under another insurance policy. Youegeiredto
carry health insurance during your internship.

Internship Tasks

Each of the following items and forms must be cated and submitted to the Stevenson Center AssBteettor
during your internship. Your grade will be bas@dm the timely and professional completion of thesés, as well
as your supervisor’'s evaluation of your performaniégossible, the Assistant Director will alssitiyou at your site
to better assess your experience. Any forms balewexamples of materials currently in use, but thay change
over time. The Assistant Director will provide @bels of these materials to Fellows as adjustmeatsiade.Also,

if you have not already finished your required cdpee project or thesis, the Stevenson Center stigremcourages
you to maintain regular communication with your pject advisor or committee chair with the goal ofrtely
completion.
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Workplan

Withirl?the first month of your internship you shdwompose a brief workplan (1-3 pages) that isesigny both you
and your supervisor. You may use a narrative ldetibormat. The workplan should:

* setreasonable and attainable goals for the teyrowfinternship

» outline briefly the objective and tasks required¢oonplete these goals

» list expected dates of completion for these goals

» indicate resources and/or staff assistance neededdt these goals

While the goals included in the workplan may chadgeng your internship, it is still important tattine them, not
only to give you tangible outcomes to achieve,dis to set expectations for both you and your stigar. This will
help the supervisor know what can be achieved durinur time-limited internship and will give you lestones
against which you can measure your own success.

Business Cards

If your host organization plans to supply you wbtlsiness cards, please request that you be idghiifisome way
with the Stevenson Center (e.g., Peace Corps Fefl@ED Fellow, Community Development Intern—lIllisoState
University). Such identification can give you ttigance to tell others about your graduate prograshcauld lead to
placements for future Fellows and/or applicatiasi prospective students. Whether or not youdaestified in this
manner on your card, please send one of your taitie Stevenson Center for your file.

Bi-Monthly Reports with Work Samples

Every two months you will be expected to completgpeed bi-monthly report and return it to the Stes@n Center
Assistant Director. The format varies by repaostdascribed below, but in each you should includpegific
description of your work activities and any relet/faedback about the Fellows Program. You willraitlfour of
these reports AND a final report. For ALL reporse the format beloviabeled with question numbers and/or
subheadingsso that it is clear that all questions have lmgtressed.

If applicable, you should submit work samples véttth report. You should refer to these work sasiplgour bi-
monthly report, explaining your role in their corapbn. Your work samples could include copiesegfarts,
newsletters, manuals, grants, questionnaires, breshnews clippings about your organization orkyprintouts of
web pages you have helped compose, etc. You shafuddurse, keep copies of work samples for ydfitgénclude
in your work portfolio.

In order to help you in compiling your bi-monthlgports, you may want to complete weekly log repiartselp
catalog your activities. Fellows often have difiliy keeping track of the myriad of activities irigh they are
involved. In your weekly log, identify and des@&ipour activities this week and note the percentdg®ur time
spent on each. A brief weekly log report, for youm records, could help you in composing your biathly reports.
Likewise, develop a system for tracking your waaknples so that they will be easy to pull togethvergtwo
months.

For each report, include the following informatiora cover page:
Name:
Placement Location:
Address:
Phone Work:
Home:
Report Number (1, 2, 3, 4, or FINAL):
Dates of Service Covered in This Report:
From: / / to / / (Month/Tewr)

14 Revised January 9, 2010



Reports 1-4 (ANSWER ALL FOUR QUESTIONS IN EACH OFHE FIRST FOUR REPORTS)
1. List and explain your major work activities for thast two months. Include specifics about what giol
when, with whom, for how long, etc. Refer to yauiginal workplan: your answer should indicate fyou
progress (in both quantitative and qualitative ®ron those tasks, and it may also include aaivitiot in
your original workplan. Attach any relevant wodagples.
2. Thinking about your work activities, name and didscwhat you consider to be up to three major
accomplishments for this period. Explain your stdm.
3. Describe any aspects of your internship experieiuceg this period that could be improved.
4. REPORT 1: Submit a one-paragraph profile thatrifess what you are doing in your internship, foe urs
press releases and/or other marketing materiatdude a sentence or two of biographical informatio
highlighting your previous education and experisnegad write in the third person. What followsiis
sample, and the Assistant Director can providetant@il examples as needed:
“Craig Schlatter is completing his professional ficecwith the Community Development
Commission of Mendocino County in Ukiah, Californidis major responsibilities include project
administration of the County of Mendocino’s Housargd Community Development programs and
management of the Public Housing Authority’s $220,Capital Fund program. Craig has a B.S. in
Economics, and will soon have an M.S. in Appliediamics, from lllinois State. An Applied
Community and Economic Development Fellow, Craigked on the Stevenson Center’s
brownfields rural assistance program while takitagses. Previously, he founded and directed the
Academy for Music and the Arts.”

REPORT 2: Thinking about your answer to item nun#above, what steps could you, your supervisor,

and/or the Assistant Director take to make improsets?

REPORT 3: What skills/abilities have you acquitedlate? Which skills/abilities might you need to

enhance your future performance?

REPORT 4: Submit a brief (2-3 paragraphs) nevesieitticle about your internship experiences and

accomplishments to date, for use in press releas#t/sr other marketing materials. Please writiénthird

person for a general audience. Also submit a pbbyourself at work, preferably an action shotthna

complete caption. Like the article, the photo rhayused in Stevenson Center marketing materials.

Final Report
Section 1. Internship Accomplishments

A. List the items of your workplan, and evaluate yprogress and the community/agency’s progress toward
achieving the objectives. Please include projact®mplished that don’t appear in the workplan.

B. What has been your major contribution to the comitglagency? How is the community/agency different
for you having been there?

C. Which methods or approaches have been useful tinyachieving these successes?
D. What were the main problems, “roadblocks,” that femed? How did you deal with them?
E. What would you do differently if you had the intehip to do over again?

F. What advice would you give to Fellows just startihgir internshipsPlease note that this advice will be
shared with or distributed to current/future Fellew

G. Please provide names and contact information fpindividuals at your site. This will assist Stegen
Center staff in future contacts with your site.
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H. Would you recommend that your site be considerdtbh a student again in the future? Please explai
Section 2. Support during Your Internship

A. How did Stevenson Center staff contribute to yeeldivork? Do you have recommendations for future
support?

B. Did other faculty or staff assist you? If so, glealescribe briefly.

C. Did you receive adequate support from your comnyiegiency?

D. What would have improved the support that you resbat your site?
Section 3. Professional Development

A. What are some of the important themes, lessongypmliestions, etc. suggested by your internship
experience? What have you learned, about yousadlfyour host organization/community?

B. What linkages do you see between your prior acadland professional background, and your internship
experience?

C. What was the most valuable part of your on-campapgration for the professional practice intern8hip
What was least valuable?

D. Did you attend a professional conference whildnia program? If so, how valuable did you find the
conference(s)?

E. What didn’t you get the opportunity to learn thatiywould like to know?
F. How have your coursework and the internship expedeshaped your future career goals?

G. Have you been given the opportunity to continuedok at your host organization beyond the end aifryo
internship? If so, in what capacity and what didi ylecide to do?

H. Attach your revised résumé, incorporating yourrimébip experience and tailored to the requiremiemtthe
position you are seeking after graduation.

I. Iffwhen complete, submit a copy of your capstoraaut or thesis to the Stevenson Center.
Section 4. Program Improvements
A. What suggestions do you have for improving the sesirworkshops, and other learning opportunitig¢isen
program? What should be kept? What should bevediohanged? Should the time that students spend o
campus before their professional practice remaay@ar or be lengthened by a semestlgase note that
feedback about specific courses may be compiledlaackd with faculty, but your confidentiality wk
maintained.

B. Complete the post-program Learning Inventory awddldrom the Assistant Director.
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C. Please provide any ideas that would improve thiewelProgram, including ideas relating to site plaent,
field support, course preparation, communicationginy other component. Thank you for your input.

Grading

This course is not a guaranteed A. To the contralfows must complete the required reports inagssional and
timely manner. These reports, along with the sttiechiwork samples and supervisors’ evaluationd,detlermine
Fellows’ grades for the internship course. Thes&teon Center Assistant Director, in consultatid Wepartment
Graduate Coordinator and/or Department Chair adetkeavill determine the grades. Any feedback av&tson
Center programs that you do not feel comfortabddusting in your reports may be shared directly wiita Director.
The grade will be based upon the following criteria

* Your timely completion of tasks listed in this Prag Manual, including the workplan and bi-monttgports
and the submission of work samples.

* The evaluation of your work performance by the sitpervisor approximately every two months.

* Attendance and participation in any scheduled wugs on campus. Students will be notified in adeaof the
workshops. This requirement is waived for Fellamusside of lllinois, but other off-campus conferea@nd
workshops may be required for those Fellows.
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