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Internship Program Requirements

Please carefully read this and the following pages to learn about the general requirements
of your Internship and how to prepare your Internship Report. Make sure you give your
employer the “Internship Employer Handbook” when you start work and point out the
periodic reports he/she has to complete.

Critically Important Information

Please read the “Internship Student Handbook” very carefully and pay particular
attention to the page “Internship Requirements”.

1. The length of the internship is five months (22 weeks) and you are expected to
work 40 hours per week in order to receive 5 credits for the Internship.

2. You are responsible for turning 3 different internship report forms ON TIME. Two
of the forms are to be filled out by your employer, but it is YOUR responsibility to make
sure that your employer does it ON TIME. All forms should be mailed (not faxed) to me
at 210 Frenchy Hall, Amherst, MA 01003. If any of the forms are not turned in on

time your final grade will be reduced according to the “Internship Requirements” page.

3. Your Final Report and Weekly Journal are due in my office, 210 French Hall
by 1PM, Friday September 15, 2006.

Internship Program Report and Weekly Journal

Details on preparing your Internship Report can be found beginning on the page titled
“‘Report Outline”, but here are some other important pieces of advice:

1. The Final Report and Weekly Journal should be typed using a clear font. It is most
efficient to store your Journal on a computer and add to the file each day or week.

2. Organize your report using major headings and paragraphs.

3. Carefully proofread and check for spelling errors. Use “spell-check” if you are using a
word-processing program. | suggest you ask someone to read your report to look for
spelling errors, incomplete sentences, and grammatical errors.

4. The length of your report and whether or not to use photos is up to you. Photos can
sometimes help reduce the need for long written descriptions. As long as the photos have
captions and are carefully referenced in the text of your report, a picture can truly “be worth
a thousand words.”



5. Please don’t embarrass yourself by using vulgarity, “street talk”, or other inappropriate
and unprofessional expressions in your report.

6. | will not accept a handwritten Internship Report or Weekly Journal without penalty.

7. There will be penalties for a late report and/or one that is sloppy, handwritten, poorly
organized, has numerous grammatical or spelling errors, or one that does not attempt to
follow the Report Outline.

8. Please contact me or the Stockbridge School if you have any problems along the way
with any aspect of your Internship Program.

Your report is due in 210 French Hall by 1PM Friday September 16, 2005.

Only the gravest of personal or family problems are possible exceptions to this date
without penalty. A request for an extension must include specific reasons. The
purpose of requiring the Report so early in the semester is to relieve you of this burden so
you can focus on your course work.



Report Outline
Stockbridge Horticulture Internship Report

This report is intended to be a thoughtful analysis, by you, of your Stockbridge Internship
experience. Its value to you depends upon the care with which it is prepared. Depend upon
your own observations and experiences in supplying the information requested. This is a
general outline designed to apply to a variety of situations. Not all questions may be
applicable to your situation.

Remember that your report represents five months of your time and is meant to be an
educational experience. Your report will be graded and become a part of your permanent
record. Your report should be neat, orderly, complete and accurate. Be attentive to
composition and proofread the finished report for spelling errors. No handwritten reports!
Superior internship reports answer more than the questions listed in this Report Outline.

Your report is due in French Hall by 1PM Friday September 15, 2006.

Page one of the report should be a title page. The title page should include name of the
establishment, address, name of owner, name of your supervisor and your name.

Section One

This section should provide an overview of the business. The following questions should
be answered where appropriate:

1. Describe the firm. Is it a wholesale grower, grower-retailer, a flower shop, or a
retail garden center? Is the ownership of the business privately held, a partnership,
franchise, or a corporation? Describe the business site specifying the total acreage, size
(square footage) and type of greenhouses, and other buildings associated with the
business.

2. Make a plan drawn to scale of the business establishment including all structures
and land area. On a separate piece of paper make a detailed plan of the greenhouses,
flower shop and workroom(s), and indoor and outdoor retail sales area(s). Give
dimensions of each area and indicate the North compass point and major roads or streets.
Photos can be useful here. In the flower shop workroom or greenhouse potting area show
the location of coolers or seed germination rooms, telephones, water sources, design or
work tables and major pieces of equipment like soil handling, potting, and flat-filling
machines.

3. Labor - Give the number of full-time, part-time, and seasonal employees and their
major duties.

4. What are the main types of merchandise handled and/or crops grown? If this is a
grower-retailer operation, is the growing phase a separate operation from the retail area?









