
 

 

Fall 2018 Syllabus: Semester in the City (SITC) Internship 
(INCO 505C for UNH/University of Record students; 8-credit course)  

Primary Contact 
Marissa Rodriguez, Program Director for Internships 
mrodriguez@collegeforsocialinnovation.org  
Overview 
All Social Innovation Fellows will spend approximately 30 hours per week (Mon, Tues, Thurs, 9-5 and 
Wed 9-3 or similar) for 14 weeks at a nonprofit, a government agency, or a social enterprise. College 
for Social will Innovation make the best possible mutual match for each Fellow and host organization 
based on applications and interviews, with prioritization of issue alignment, skill/knowledge alignment or 
both. Additionally, the Semester in the City program is designed such that the internship experience 
outlined here is intimately intertwined with students’ other coursework and reflection. 

Fellows will receive eight (8) college credit hours (or equivalent) in exchange for successful completion 
of the internship component of the program, in combination with in person and written reflection 
exercises. Mentors will provide evaluative information (guided by a rubric) that will assist the College for 
Social Innovation in assigning a letter grade for the eight credits based on the quality of student work 
and contribution to the organization during this professional learning assignment.  

Learning Objectives 

Upon completing the internship component of the SiTC program, students should be able to: 
 

1. Develop and communicate realistic goals and the path to achieve them in a rapidly changing               
environment as well as learn how to ask for help in delivering final products of professional                
quality.  

2. Demonstrate the ability to overcome challenges and roadblocks with effort, creative use of             
resources and identification of alternatives. 

3. Communicate effectively complex ideas, concepts, models, frameworks, and good practices in           
the field of social innovation and conscious social change to host organization staff and              
beneficiaries. 

4. Demonstrate ability to give and receive feedback, adjust behavior accordingly, ask open-ended             
questions for the purpose of understanding self and other. 

5. Demonstrate knowledge of servant leadership and collaborative teamwork, specifically how to           
communicate clearly and convincingly, how to build coalitions, think in systems, define problems             
from the user perspective, think of “results” as having socio-economic and environmental            
aspects.  
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Schedule 

Event / Task 
Program Week 

(Note: week 1 of internships 
is week 2 of program) 

Fall 2018 Date(s) 

Meet your Match: Intros and Expectation Setting  Orientation (Week 1) Tuesday, Sep.t 4,  
(4:30-6:00 pm) 

First Day of Internships!  Week 2 Monday, Sept 10 

Weekly Check-in Meetings and  
Weekly Update Form Submission begins 

Week 2-14 Mon., Sept 10 -Thurs., Dec 6 

Special Project Proposals / Work Plans Due by 9am Week 3 Friday, Sept 21 

Indigenous People’s/Columbus Day - Holiday (No 
Internships)  

Week 6 Monday, Oct 8 

Midterm Assessment Meetings  Week 6 Tues., Oct 9 - Fri, Oct 12  

Site Visits  Week 7-9 Mon., Oct 15 - Fri., Nov 2 

Thanksgiving - Holiday (No Internships) Week 12 Wed, Nov 21- Fri, Nov 23 

Special Project Presentations in Class Week 14  Friday, Dec 7 

Closing Meetings Week 14-15 Mon., Dec 3 - Mon., Dec10 

Last Day of Internships: Project Deliverables Due 
(from Fellow) Final Assessment Rubric & Special 
Project Rubrics Due by 5pm (from Mentor) 

 
Week 15 

 
Tuesday, Dec 11 

 
Internship Components  
In order to ensure a high quality experience for all SITC Fellows, we ask that Mentors keep the 
following guidelines in mind when creating student assignments.  

% Time Type of Work Approx Weekly Approx Total 

At least 10% Professional Development and Observation ~3 hrs / week ~40 hrs total 

At least 40%  Special Project  ~12 hrs / week ~160 hrs total 

Up to 50% General Tasks ~15 hrs / week ~200 hrs total 

100% Total  ~30 hrs / week ~400 hrs total 
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Professional Development and Observation  
Fellows and Mentor should ensure that at least 10% of Fellow’s time is spent shadowing/observing the 
Mentor and other organizational leaders and/or participating in other professional development 
activities.  
 
The spirit of the professional development and observation component is twofold:  

● First, to provide Fellows the opportunity to learn from and be inspired by social sector leaders in 
action. Fellows can learn a great deal through observation about a range of best practices, as 
well as the variety of roles and functions within the social sector.  

● Second, to ensure that the Fellow has opportunities for integration with the staff team beyond 
the Mentor, and can see how their work fits within the context of the broader organization.  

 
Fellows should be afforded the opportunity to do as many of the following as possible during their 14 
weeks at a host organization:  

● Observe one or more board meetings 
● Attend department and/or all-staff meetings  
● Attend conferences, workshops or trainings  
● Shadow Mentor and/or other staff at site visits, donor meetings, client meetings or similar 
● Attend events hosted by the organization (e.g. fundraising events, community meetings) 
● Attend networking lunches with staff (other than the Mentor) 

 
Special Projects  
Fellows must spend at least 40% of their time on a special project that meets the following criteria:  

● Project meets a real need for the organization -- not just “make work” 
● Fellow takes the lead in planning and implementation 
● Fellow has an opportunity for real responsibility, real learning, and real success and/or failure 
● Project goals and objectives are clearly articulated 
● Produces a product/deliverable that can be evaluated by both the Mentor and a member of the 

CfSI staff team to assist with cross-cohort grade parity for the internship portion.  
 
Special Project Examples 
The following is a list of special projects that have been successful in the past, particularly when 
Fellows have worked closely with mentors to create a focus and scope for the project that meets both 
the Fellows’ learning needs and the needs of the organization.  
 

● Strategic Project: Fellow develops and implements a particular strategy that is self-contained, 
but supports the broader goals of the organization.  

○ E.g.: Launch a new Spanish language newsletter to increase outreach to latinx 
communities for Union Capital Boston. Create and implement a strategy to recruit 25 
new volunteers from Boston University for a day of service; report on outcomes in brief 
write up.  

● Event Planning: Fellow designs, organizes, and leads their own event (not regular or annual)  
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○ Example: Put on the first Assistive Technology Resource Fair for the Deaf and Hard of 
Hearing for Easter Seals then create one page outcomes report and three page memo 
about how to replicate.  

● Report or Analysis: Fellow does a research or analysis project and produces a report / 
presentation 

○ Examples: Research and write a handbook about urban chicken care for Green City 
Growers. Analyze program data and produce and deliver a presentation to staff about 
recommended program revisions for The Theater Offensive.  

● Social Media: Fellow develops and implements a social media strategy for the semester (must 
include significant opportunity for design and planning, not just executing existing plans) 

○ E.g.: Manage social media strategy and implementation for Playworks including 
launching a new snapchat channel; write up outcomes, lessons learned and 
recommendations in 3-4 page memo.  

● Direct Service: Fellow manages a portion of the organization’s direct service delivery, 
particularly when existing systems are in place to support college age students or young adults 
in these roles.  

○ E.g.: Serve as a Site Director for Let’s Get Ready and deliver program evaluation write 
up as final product.  

● Other:  These projects are submitted by the host organization as part of the application and 
selection process and pre-approved by CfSI program staff. 

 
Special Project Proposal  
 
In the first two weeks of the program, the Mentor and Fellow will work together to finalize a Special 
Project Proposal. Beginning with the project(s) proposed by the host organization in their application, 
the Mentor and Fellow will discuss and revise to come to mutual agreement about a scope for the 
project that meets the learning objectives of the Fellow and the needs of the organization, and that 
satisfies the SITC criteria for special projects.  
 
Each Fellow will produce and submit a detailed special project proposal that outlines goals and 
intended outcomes, timeline and deliverables. Once approved by the Mentor and CfSI Program 
Director for Internships, the project proposal (including a workplan) will guide the Fellows’ Special 
Project related  work for the remainder of the semester. 
 
Notes on Special Projects 
With the approval of the CfSI Program Director for Internships, the following are permissible:  

● 2-3 smaller projects that each, individually, meet the criteria for special projects 
● A special project different from those submitted in the host application that is of interest to both 

the Fellow and host organization and meets the other criteria described above 
 
General Tasks 
Fellows can spend up to 50% of their time working on General Tasks. General tasks include any tasks 
that provide a learning opportunity for the Fellow while contributing to the function of the organization 
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broadly. Unlike the special projects, Fellows are welcome to serve in an assistive capacity to other staff 
members in the organization.  
 
General Tasks can be primarily direct/constituent focused (tutoring young people, growing food) or 
computer-based/administrative (entering data, helping with a mailing, posting on social media) or a mix 
of the two.  

 
Feedback and Evaluation  
 
Supervision and Ongoing Feedback 
The following are baseline expectations for all Mentor/Fellow pairs. Beyond this, Mentors are 
encouraged to provide mentorship and supervision in whatever way they feel most comfortable/ 
successful. Fellows are responsible for their own learning and success, and should proactively 
communicate beyond these expectations with both their Mentor and CfSI staff members as needed. 
 
Weekly Meetings 
Although meetings may occur more frequently, Mentors must meet at least 30 minutes once weekly 
with Fellows to provide guidance, help with troubleshooting and assess progress towards goals.  
 
Weekly Updates 
Both Fellows and Mentors will be responsible for submitting a brief weekly update (via a web form). 
These are monitored by the CfSI Program Director for Internships to enable monitoring and support 
across placements.  
 
Site Visit 
Between the 7th and 9th week of the program, the Program Director for Internships will complete a site 
visit. These are scheduled in advance, and are meant as a check-in point among Fellows, Mentors and 
CfSI Staff. Site visits are not a formal evaluation of the Fellow, host site or Mentor.  
 
Ongoing Support 
Each Mentor/Fellow pair should utilize the  Program Director for Internships who will provide support as 
needed, particularly around troubleshooting work-planning and task-assignment issues, as well as 
mediating communication issues. 
 
Formal Evaluation 
Fellows earn eight college credits (or equivalent) for their work at host sites and other internship related 
course materials. The following guidelines assist the CfSI faculty with assigning appropriate letter 
grades for work completed through combined evaluation by Mentors and CfSI faculty members. This 
combined method contributes to grading parity across placements.  
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Grading Overview 

Component % Grade Evaluation Method Details 

Completion of 
Internship Hours 

20% Hours reported by 
Fellows with Mentor 
approval  

Exceeded Expectations | 400+ hours 
Met Expectations | 380+ hours 
Fell Short of Expectations | 340-380 hours  
Failed to Meet Expectation | < 340 hours 

Quality of Effort at 
Host Site 

30% Evaluated by Mentor Using SITC Internship Evaluation Rubric 

Special Project 30% Average of grades 
assigned by Mentor 
and CfSI faculty 

Using SITC Special Project Rubric 

Weekly Check-Ins & 
Other Coursework 

20% Graded by CfSI 
faculty 

Includes work completed and/or assigned  during 
Friday class time (e.g., LinkedIn profile or 
informational interviews). Assignment overviews 
and detailed grading rubrics will be assigned via 
Schoology and available to Mentors upon request.  

 
 
Midterm Assessment 
Mentors and Fellows will have a formal midterm performance evaluation meeting during the 5th week at 
internships / 6th week of program. In the spirit of best practice for workplace performance evaluation, 
together, they will assess performance to date and agree on revised goals, work-plan revisions and 
other course corrections as needed. Mentors will submit a SITC Internship Evaluation Rubric and 
progress grade to CfSI at this point. CfSI faculty will follow up Fellows who are not performing at a 
“meets expectations” level. Progress grades are for monitoring purposes only, and will not be factored 
into the final grade for the class. 
 
Final Assessment 
At the end of the semester, the Mentor will complete the SITC Internship Evaluation Rubric and 
Special Project Rubric. The Mentor will conduct a closing meeting with the Fellow to review the 
rubric and grade assigned, and provide final feedback. The final assessment rubric and grade 
recommendation will then be submitted to the CfSI Program Director for Internships to be factored into 
the final letter grade for the internship component.  
 
CfSI Faculty will separately evaluate each Fellow's’ special projects using the Special Project Rubric 
during one of the final meetings of the friday class.  
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Rubrics 
These rubrics are provided for reference. The actual submission of scores for grading purposes will be 
done through a web form.  
 
SITC Internship Evaluation Rubric Instructions 
This rubric is to evaluate the quality of effort put forth by Fellows during their time at host sites. The 
score submitted by the Mentor on this form will count towards 30% of the letter grade for the internship.  
 
Mentors should complete the following rubric using your best judgement prior to the Midterm 
Assessment meeting, and again at the end of the semester. The midterm rubric is meant as a progress 
marker only, and will not count towards the final grade.  
 
“Exceeded expectations” should only be assigned in the case that the Fellow has truly gone above and 
beyond the average person of a similar age and experience level (top 5-10% of all interns / entry level 
staff you’ve supervised.)  
 
Total the number of points earned. The following scale is provided for reference only, we assume that 
students performance will vary by item and category:  

● All “Exceeded Expectations” = 100 points, A+  
● All “Met Expectations” = 88 points, B+ 
● All “Fell Short of Expectations” = 76 points, C 
● All “Failed to Meet Expectations = 60 points, F 

 
SITC Internship Evaluation Rubric 

Demonstration of Professionalism  Exceeded 
Expectations 

Met 
Expectations 

Fell Short of 
Expectations 

Failed to Meet 
Expectations 

Fellow arrived on time at the placement site on 
internship days, and for events (e.g. meetings).  

5 4.4 3.8 3 

Fellow proactively communicate with mentor (e.g., 
arranged any absences in advance, called when 
unable to come in, communicated about 
challenges or issues with projects or at host 
organization before they became a crisis). 

5 4.4 3.8 3 

Fellow delivered  tasks and projects as promised; 
ensured quality met or exceeded expectations. 

5 4.4 3.8 3 

Fellow had a positive attitude:  demonstrated a 
desire to learn and perform to a high standard, 
was friendly and approachable.  

5 4.4 3.8 3 

Fellow asked about and paid attention to office 
culture and appropriately shifted language, 
attitudes or behavior as needed.  
 

5 4.4 3.8 3 
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Demonstration of Ability to Work in 
Diverse Teams 

Exceeded 
Expectations 

Met 
Expectations 

Fell Short of 
Expectations 

Failed to Meet 
Expectations 

Fellow demonstrated effective inquiry (e.g. asked 
thoughtful questions, listened thoughtfully to 
answers, checked for understanding, was open to 
alternate views when presented).  

5 4.4 3.8 3 

Fellow appropriately managed their own stress, 
emotions and behavior, particularly during times of 
conflict. 

5 4.4 3.8 3 

Fellow asked for and/or received feedback with 
openness. Asked questions for clarity. Adjusted 
behavior based on feedback. 

5 4.4 3.8 3 

Fellow offered feedback in a constructive manner 
(e.g. choosing appropriate times to do so, paying 
attention to tone and language, and offering 
concrete suggestions for improvement). 

5 4.4 3.8 3 

Fellow demonstrated the ability to be flexible in 
making necessary compromises to accomplish a 
common goal. 

5 4.4 3.8 3 

Demonstration of Ability as a Change 
Agent  

Exceeded 
Expectations 

Met 
Expectations 

Fell Short of 
Expectations 

Failed to Meet 
Expectations 

Fellow recognized own strengths and 
weaknesses; reflected on how to improve in areas 
of weakness and build strengths. 

5 4.4 3.8 3 

Fellow persisted, despite challenges and 
obstacles, and put in extra effort when needed.  

5 4.4 3.8 3 

Fellow demonstrated cultural competence in 
interactions with people from backgrounds 
different than the Fellows’ own (e.g. sought 
understanding, suspended judgement, 
endeavored to speak and act in a way that helped 
others feel comfortable). 

5 4.4 3.8 3 

Fellow demonstrated a willingness to try things 
that were out of their comfort zone.  

5 4.4 3.8 3 

Fellow demonstrated creativity and vision sharing 
new or out-of-the-box ideas that helped the 
organization solve problems. 
 
 
 

5 4.4 3.8 3 
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Demonstration of Other CfSI Core 
Competencies 

Exceeded 
Expectations 

Met 
Expectations 

Fell Short of 
Expectations 

Failed to Meet 
Expectations 

Fellow actively sought to increase their knowledge 
and understanding about social issues (particularly 
those addressed by the organization). 

5 4.4 3.8 3 

Fellow used data to drive insights (e.g. researched 
best practices before beginning a project, asked 
about outcomes measurement, used data to 
inform recommendations)  

5 4.4 3.8 3 

Fellow applied Human Centered Design principles 
(e.g. demonstrating creative confidence, using 
tools to seek inspiration for innovative solutions, 
soliciting feedback to improve products, rapid 
prototyping). 

5 4.4 3.8 3 

Fellow used stories to make messages 
memorable -- demonstrated both the ability to tell 
a compelling story, and to deliver it confidently.  

5 4.4 3.8 3 

Fellow made an effort to build and sustain their 
network by initiating conversations with staff 
and/or community members and following up 
appropriately.  

5 4.4 3.8 3 
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SITC Special Project Rubric 
This rubric is to evaluate Fellows’ special projects. The Mentor and a member of the CfSI Faculty will 
each independently complete this rubric. The average of the two scores will count towards 30% of the 
letter grade for the internship.  
 
 

Exceeded Expectations Met Expectations Fell Short of 
Expectations 

Failed to Meet 
Expectations 

20 
Fellow completed the 
project on time according 
to the work plan outlined 
in the Special Project 
Proposal, showed 
evidence of having 
modified the work plan to 
respond to the needs of 
the Mentor, and exceeded 
the work plan 
expectations as outlined 
in the beginning. 

17.5 
Fellow completed the 

project on time according 
to the work plan outlined 

in the Special Project 
Proposal, or modified 

deadlines appropriately 
in communication with 

the Mentor. 

15 
Fellow did not complete 
the project on time 
according to the work 
plan outlined in the 
Special Project Proposal, 
but they did show effort 
at having modified 
deadlines in 
communication with the 
Mentor. 

12 
Fellow did not complete 
the project on time 
according to the work plan 
outlined in the Special 
Project Proposal nor did 
they show effort at having 
modified deadlines in 
communication with the 
Mentor. 

20 
Fellow took the lead on 
planning and 
implementing the project, 
while asking for 
assistance and input 
where appropriate, and 
identified and mobilized 
new resources to improve 
the quality of final 
deliverable 

17.5 
Fellow took the lead on 
planning and 
implementing the project, 
while asking for 
assistance and input 
where appropriate. 

15 
Fellow did not sufficiently 
lead the planning and 
implementation of the 
project, although they did 
ask for assistance and 
input where appropriate. 

12 
Fellow did not sufficiently 
lead the planning and 
implementation of the 
project, nor did they did 
ask for assistance and 
input where appropriate. 

20 
Fellow’s project exceeded 
the goals and objectives 
agreed upon in the 
Special Project Proposal 
by both the mentor and 
the Program team’s 
judgment. 

17.5 
Fellow’s projects met the 
goals and objectives 
agreed upon in the 
Special Project Proposal. 

15 
Fellow’s project did not 
meet the goals and 
objectives agreed upon 
in the Special Project 
Proposal, although a 
strong effort was made 
to deliver something of 
value. 

12 
Fellow’s project did not 
meet the goals and 
objectives as agreed upon 
with the mentor in Special 
Project Proposal, nor did 
they make an effort to 
deliver something of value. 
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Exceeded Expectations Met Expectations Fell Short of 
Expectations 

Failed to Meet 
Expectations 

20 
Product deliverables were 
of very high quality, 
demonstrating clear 
understanding & analysis 
of the underlying issues 
involved and presenting 
information in a clear and 
compelling manner. 

17.5 
Product deliverables 
were of high quality, 
demonstrating clear 
understanding of the 
underlying issues 
involved and presenting 
information in a clear 
and compelling manner. 
. 

15 
Product deliverables 
were of good overall 
quality, with some 
evidence of a clear 
understanding of the 
underlying issues and 
presenting information in 
a clear manner. 

12 
Product deliverables were 
of sub-standard quality, 
without evidence of a clear 
understanding of the 
underlying issues, nor was 
information presented in a 
clear manner. 

20 
Fellow’s Special Project 
added both tangible value 
to the organization and 
introduced an 
organizational innovation, 
demonstrating an ability 
to assess needs, adapt to 
available resources, and 
develop a viable, testable 
solution to those needs. 

17.5 
Fellow’s Special Project 
added tangible value to 
the organization, 
demonstrating an ability 
to assess needs, 
capacities, and develop 
a partial or full solution to 
those needs in a creative 
way. 

15 
Fellow’s Special Project 
added some value to the 
organization, but did not 
demonstrate an ability to 
assess needs or develop 
a partial or full solution to 
those needs. 

12 
Fellow’s Special Project 
did not add tangible value 
to the organization, did not 
demonstrate their ability to 
properly assess needs, 
nor did it offer even a 
partial solution to those 
needs. 
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