Observation Report

Part-time Internship with Practicum

The Observation Report is designed to help intern and supervisor be more intentional about what the intern is learning to do. For each report, the intern and supervisor choose an activity that the supervisor will observe the intern doing. They meet both before and after it.  (An “activity” may be broadly defined as anything the intern does and may include such things as sending out an announcement, researching a policy, praying at a public function, mingling at coffee hour, as well as more traditional activities like preaching, teaching, and leading.)  At the pre-observation meeting, the intern articulates his or her goals and gives the supervisor specific guidance about the feedback needed. At the post-observation meeting, the intern debriefs and the supervisor offers feedback.
Observation Reports may be submitted to the Director on paper, or by e-mail as follows:
(Copy the Director on e-mails you send each other.  In other words, when the intern is answering questions 1-4 prior to the observation, she should put her answers in an e-mail to her supervisor and copy the Director, and the same when the supervisor is replying after the observation.  
(Download the OR Form (http://www.yale.edu/divinity/sm/Part-timeInternships.shtml and click on Observation Report under the list of Form Links).  You may send it as a Word document attachment or just include your answers in the body of the message.
(Don’t worry about signatures.  E-mail sent from an account constitutes a signature, because the sender authored the text.  
(The supervisor does not have to include the intern’s answers.  
(Please put “Observation Report” in the Subject line.  
(Your Sent Mail or Outbox in your e-mail account will constitute your copy of the OR.

