To:

Part-time internship supervisors and students

From:
Barbara Blodgett

Date:
November 27, 2007
Re:

Mid-year reporting

It will soon be time to prepare your mid-year report, due Friday, December 21. 
Purpose

The main purpose of this report is to give us all a formal accounting of the progress of the internship.  It helps the two of you assess how well the internship is going and whether it is fulfilling the Learning Agreement you originally created.  It helps me assess the same.  The reporting process might well prompt you to make changes in the internship and to your Agreement, which would be fine.  Here is a list of questions to address.  You will note that they follow the thinking-doing-being model of orientations to the practice of ministry.

Questions

1.
What have we talked about in supervisory conversations and theological reflection?  Is there anything we should make sure to reflect on together next semester?  

2. What are the most notable things the intern has learned to do so far?  What do we need to concentrate on second semester?
3. How has the intern taken to this ministerial role?

4.   Do we need to make any changes?

Process

Both of you should think about these questions, meet together to discuss them, and then one of you should prepare a draft summarizing your discussion to give to the other for editing and printing.  Then both of you sign it and submit it to me.  Signing the report does not necessarily mean that you agree with the entire report’s content but assures me you have read it.  

Submitting the report

Ideally, the supervisor prints the report on letterhead and both intern and supervisor sign it before turning it in to me.  If this proves difficult, however, and you must e-mail the report, I need to receive it in e-mails from both the intern and supervisor. Your e-mail constitutes your signature on the report. 
The mid-year report does not become part of the student’s permanent file, but it needs to be completed in a timely manner to have value.  Therefore, the intern will not receive credit for the first semester until I receive the report.  

Reports for Berkeley Divinity School students will be shared with Joe Britton.
If you have any questions, please do not hesitate to contact me.  I look forward to receiving your reports.

