
1 
Ver1-10/18/18 

 

DIVISION OF ARTS AND HUMANITIES 
Internship in Humanities– HUM 498 

Internship Portfolio and Reflection Essay Guidelines 
 

 The portfolio and reflection essay are required components of the Humanities major that provide an opportunity 
for the student to demonstrate, to assess, and to reflect upon personal and professional growth provided by the internship. 
They provide information for assessment of students and of the Humanities Program.   

Division faculty review the portfolio and reflection essay for evidence of achievement of the learning outcomes as 
explained in the IW mission statement, IW academic vision statement, IW learning outcomes, and Humanities program 
learning outcomes.  These outcomes are explained below and are available in the College catalog.  A well-crafted 
portfolio and essay will demonstrate how the student’s knowledge and actions are expressions of the learning outcomes.   

Please plan from the start of the internship to make two copies of the portfolio and essay: one copy is for the 
student to keep, and the other will be kept by the division. 

  
THE PORTFOLIO: 
 Content: The portfolio should be a carefully selected collection of materials to represent the student’s 
development during and best work from the internship.  Artifacts that the student creates during the internship should be 
included to demonstrate knowledge and skills.  Artifacts include research notes, web pages, papers, reports, newsletters, 
internal communication, communication with the public or others outside the organization, images, work logs as required 
by the internship site – those work products that are the result of the student’s assignment(s) during the internship.  Draft 
versions of a few work products with their final versions are encouraged as artifacts so mastery of the work process can be 
evaluated.  (A few examples of college course work completed prior to the internship may be included.  However, this is 
not required and should be done only if the relationship of such work to the internship is explained.)  
 Title the portfolio and start it with a table of contents to identify the order and categories of materials and to help 
the reader locate commentary and artifacts.  The commentary should be relatively brief, as more extended assessment and 
reflection on the internship’s meaning will be discussed in the reflection essay (see below).  The commentary should 
explain what the artifacts are and how they demonstrate the student’s personal and professional development in relation to 
the learning outcomes.  Components such as the table of contents and commentary must be typed. 
 REQUIRED: A current and complete résumé must be included in the internship portfolio. Contact the Career 
Services Office and the field experience liaison for guidance on how to create an effective résumé. 
 Format: Portfolios are to be presented in a binder with sheet protectors used to hold the artifacts and other 
content, except the reflection essay, which should not be put in sheet protectors.  You may select other formats when 
appropriate (e.g., electronic formats burned to a CD or DVD – but, such an electronic format must be approved by liaison 
to be sure it is a format that can be accessed by faculty.)  The method chosen should provide for materials to be 
completely self-contained.  Sample portfolios are available for review from the field experience liaison. 
 Grading:  Review the rubric for additional understanding of the requirements and grading method. 
   
THE REFLECTION ESSAY 
 Content:  In addition to creating the portfolio, the student must write an essay to identify, assess, and consider the 
meanings of the internship.  Before the internship starts, record your fears, expectations, and goals.  As the internship 
progresses, note challenges and successes.  This journal will not be reviewed by faculty, but it should help to collect an 
excellent set of details about the internship that will serve as evidence in the essay. 

Use the essay to explain the primary ways the internship helped you achieve the learning outcomes explained 
below. The following suggestions may be helpful.  Please do not go down the list and answer each question.  They are 
intended to be prompts that invite additional thinking rather than narrowly limit the essay’s content: 

 
1) Being mindful that “communicating effectively” is an expected outcome of an Iowa Wesleyan University 

education, make thoughtful use of writing strategies you have learned in your courses.   
a. Write in your own honest, formal voice; demonstrate your best writing so the essay is error-free and 

stylistically sophisticated; and consider your audience: the faculty in the Division Arts and Humanities. 
b. Establish a thesis and organize the material so it is orderly and clear and offers evidence for your 

assertions. 
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c. You had the experience.  Show us.  Showing includes using facts, details, and examples to describe the 

workplace and its contexts, as well as the work undertaken.  
d. In addition to showing, analyze or assess and reflect upon the meaning of the internship for you 

personally, professionally, and in relation to the learning outcomes as described in the relevant statements 
and goals listed below. Offer your honest responses to the job(s) you did; identify the difficulties and your 
accomplishments.  The best essays will offer analysis and reflection that demonstrate through evidence 
your engagement with the internship and degree of achievement of the learning outcomes. 

2) In reflecting on the internship, how were you called upon to solve problems, expected and/or unexpected?  
Illustrate and explain. 

3) Were you, your co-workers, staff, and supervisors socially effective in interpersonal relationships?  With the 
public? Did your supervisor keep you informed on the nature of specific tasks and offer advice as needed? Would 
you recommend this site to another student?  Illustrate and explain. 

4) Were you aware of values issues that arose in the workplace among staff and supervisors?  Did you examine your 
own values?  Illustrate and explain. 
Format: The essay should follow MLA format and citation guidelines; use 12 point type. The essay should be 

between 1,000 and 1,500 words for a typical six-credit hour internship in English.   
Grading:  Review the rubric for additional understanding of the requirements and grading method. 

 
SUBMISSION DEADLINE:  The portfolio and essay should be submitted together to the Office of Career Development 
and Internships.  They are due within two weeks after the internship is completed and must be submitted so that 
faculty have two weeks to review the work before grades are due.  Check the academic calendar to determine when 
grades are due and count back two weeks; this is the submission deadline.  (The portfolio and essay may be turned in 
before this deadline.) 
 
Be sure to follow the steps outlined from the Office of Career Development and Internships:  do evaluations as required, 
and offer complimentary reminders to your site supervisor and the Field Experience Office to confirm the site visit and 
other paperwork is completed as required.   
 
After the Office of Career Development and Internships and Humanities Program liaison accept your portfolio and essay, 
the materials will be made available to division faculty for evaluation. No final grade or academic credit will be granted 
until the entire internship has been completed and the portfolio and reflection essay evaluated.  
 
If the submission deadline is missed, the internship may be failed.  In no case may a portfolio and/or essay be resubmitted. 
 
FAILED OR UNSUCCESSFUL INTERNSHIP:   An unsuccessful internship may occur for a variety of reasons and a 
subsequent internship required as a result.  Specifically, if an internship receives a grade lower than a C- for whatever 
reason, or if the submission deadline for the portfolio and essay is missed and an internship is failed as a result, 
then a subsequent internship will have to be completed.  A portfolio and essay specific to the subsequent internship 
will have to be submitted according to the guidelines.  
 
 
LEARNING OUTCOMES AS DEFINED BY RELEVANT STATEMENTS AND GOALS: 

 
Iowa Wesleyan University Mission:  Iowa Wesleyan University is a transformational learning community whose 
passion is to educate, empower and inspire students to lead meaningful lives and careers. 

 
Iowa Wesleyan University Academic Vision:  IW is committed to: 

 Learning & Community: 
o We value a love of learning, a desire for civility, and the release of human potential for the sake of the 

common good. 
 

 Faith & Service: 
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o We honor spiritual values, social justice, and the welfare of the human community through civic 

engagement and service to one another. 
 

 Discovery & Action: 
o We value the discovery of the self, the other, the broader world, and responsible action in response to 

those discoveries. 
 

 Courage & Passion: 
o We value learning in community and appreciate that these endeavors require bold risk-taking; and we 

value and celebrate that these. 
Iowa Wesleyan University Learning Outcomes (Life Skills): 
 Communication:  An Iowa Wesleyan University education empowers its students to :  Read critically and 
effectively analyze theme, form and structure of written work; Write and speak clearly and logically for varied purposes 
and to varied audiences; Listen intently and responsively; Express ideas in abstract notation; Discern meaning conveyed 
through artistic expression; Extend and facilitate effective discourse through modern technology. 
 Reasoning and Problem-Solving:  An Iowa Wesleyan University education creates an academic experience that 
enables students to:  Distinguish between fact and opinion; Translate observations into reasoned inferences; Define 
issues or problems; Analyze various approaches to solutions; Select a strategy, build a case, act on it, and evaluate the 
process and result. 
 Valuing:  An Iowa Wesleyan University education creates the climate for its students to:  Explore and measure 
their own values; Respect the worth of the other; Recognize value systems inherent in the arts, the humanities, the 
sciences, the professions and technology; Engage in the debate among individual, corporate, cultural and global 
interests; Act as responsive and responsible members of the human group. 
 Effective Social Interaction:  An Iowa Wesleyan University education provides experiences that enable its 
students to:  Interact collaboratively with individuals and within groups; Relate productively with people of diverse 
backgrounds and viewpoints in positive and congenial ways; Practice responsible leadership and teamwork; Understand 
and exhibit social competence in a variety of settings. 
 
Learning Outcome #1 for Humanities Majors:  Humanities majors will recognize and connect historical and 
imaginative expressions and linkages among forms, genres, ideas, and historical periods. Students succeeding in this 
outcome will develop understanding of expressive, analytic, and persuasive uses of forms of human expression; recognize 
features of genres; learn the historical context and major ideas, issues, and works of specific periods; and connect works 
and ideas within and across periods. 
 
Learning Outcome #2 for Humanities Majors:  Humanities majors will demonstrate professional competence.  
Students succeeding in this outcome will apply adaptive communication and critical thinking skills; conduct and present 
research; and exhibit appropriate professional demeanor. 
 
Learning Outcome #3 for Humanities Majors:  Humanities majors will reflect meaningfully on their own work. 
Students succeeding in this outcome will practice self-evaluation within the context of specific courses; write reflectively; 
and prepare a comprehensive description of and reflection on their academic and personal growth and achievement. 



DIVISION OF ARTS and HUMANITIES 
Internship Portfolio and Reflection Essay Rubric 

Faculty members in the division will review the portfolio and assign points to each of these rubric categories. 
 

FACULTY 
SCORE 

15 to 14 
Scores in this range 

represent exceptional work. 

13 to 12 
Scores in this range 

represent average work. 

11 to 10 
Scores in this range 
represent minimally 

acceptable work. 

9 to 0 
Scores in this range 

represent a failing grade. 

Portfolio 
 

 Presentation Elements: 
Cover, Layout / Design, 

Graphic details 

 The presentation of material is 
thoughtful and creative; it 
demonstrates a high degree of 
consideration for audience and very 
effective transmission of information. 
The cover and contents are clean; 
careful attention to details is evident, 
such as legible copies and an 
effective binder. 

The presentation of material 
is thoughtful; it 
demonstrates consideration 
of audience and/or effective 
transmission of information. 
Some attention has been 
paid to details. 

The presentation of material 
is satisfactory; it offers a 
minimal but acceptable level 
of pertinent information, 
consideration of audience, 
and attention to detail. 

The presentation of material is 
incomplete. It may demonstrate 
little or no consideration of the 
audience, lack effective 
transmission of information, and/or 
has little or no attention to detail. 

 
Language Elements: 

Titles, 
Grammar / Mechanics  

 

 

Student has put forth excellent effort 
with creative, effective, and accurate 
use of language. 

Student has put forth an 
engaged, thoughtful effort 
with accurate use of 
language. 

Student has put forth a 
satisfactory effort, although 
there are noticeable errors 
in grammar or mechanics, 
for instance.  

Distracting, serious flaws in 
language elements are evident; 
there are serious, consistent errors 
in grammar or mechanics with 
numerous misspellings, for 
instance. 

 
Organization: 

Table of Contents,  
Page Order Logic, 

Sections 

 

A table of contents is included; 
materials are neatly and well 
organized in pertinent sections. A 
reader has no difficulty finding 
selected materials. 

A table of contents is 
included; there are limited 
flaws in the organization. A 
reader has little difficulty 
finding selected materials. 

There is a partial table of 
contents or discrepancy 
between it and the 
materials; some effort has 
been made to organize 
materials. A reader may 
have difficulty finding 
selected materials. 

There is no or only a very 
incomplete table of contents. A 
serious lack of organization is 
evident. A reader will have 
difficulty finding materials. 

Artifacts 
REQUIRED: □ Résumé  
OTHER: □ Academic writing      □ Creative writing    □ Research projects  □ Audio / Visual projects  □ Journalistic writing   
 □ Graphic design projects  □ Internship work products/processes □ Other 

 
Types and 

Presentation 

 
Many artifacts are included that 
demonstrate accomplishment of 
diverse skills related to career goals. 
Artifacts are presented artfully. 

Some artifacts are included 
to demonstrate competence 
in skills relevant to career 
goals. Artifacts are 
presented effectively. 

Some artifacts are included 
to demonstrate minimal 
competence relevant to 
career goals. Artifacts are 
presented with limited 
effectiveness. 

There is a lack of artifacts and/or 
artifacts do not demonstrate 
competence relevant to career 
goals. Artifacts are presented 
poorly. 

 
Commentary 

 Clear, informative commentary 
provided for most if not all artifacts. 
Well-developed commentary 
explains diversity of skills 
represented by artifacts. 

Clear, informative 
commentary provided for 
some artifacts. Commentary 
does not offer well-
developed explanation of 
skills. 

Commentary is provided on 
some artifacts, but it lacks 
clarity and information 
necessary to understand 
the skills that the artifacts 
represent. 

Little or no commentary is 
provided for the artifacts; or 
insufficient number of artifacts 
available to evaluate 
accomplishment of relevant skills. 

Professionalism 

 
Quality/Effectiveness 

of Written Work and 
Social Interaction 

 
Student demonstrates an extremely 
high level of professionalism and is 
ready to be a professional. 

Student demonstrates some 
professionalism and is 
ready in most aspects to be 
a professional. 

Student demonstrates a 
limited level of 
professionalism and an 
unfulfilled potential to be a 
professional. 

Student does not demonstrate 
professionalism and does not 
demonstrate the potential to be a 
professional at this time. 



 
 

FACULTY 
SCORE 

15 to 14 
Scores in this range 

represent exceptional work. 

13 to 12 
Scores in this range 

represent average work. 

11 to 10 
Scores in this range 
represent minimally 

acceptable work. 

9 to 0 
Scores in this range 

represent a failing grade. 

Reflective Essay 
 

Internship site 
description and 

context 

 
Effective, significant details and 
context of site offer a clear, thorough 
understanding of workplace. 

Basic, essential details and 
context of site are offered 
that result in an effective 
understanding of workplace. 

Some details and context of 
site are offered that result in 
a partial understanding of 
workplace. 

Lack of details and limited or no 
explanation of context of site. 
Seriously incomplete explanation 
of workplace. 

 
Self-assessment of 

skills and abilities 

 Thoughtful identification of what 
development has occurred in 
maturity, self-awareness, and 
learning of language-related and 
other professional skills and abilities 
with insightful, detailed reflection 
upon its meaning. 

Thoughtful but limited 
identification of what 
development has occurred 
and reflection upon its 
meaning. 

Little identification of what 
development has occurred 
and little reflection upon its 
meaning. 

There is a lack of identification of 
development that has occurred 
and/or lack reflection upon its 
meaning. 

IW’s  
“Academic Vision” & 

“Learning Outcomes” 
components 

 
Evidence demonstrates the 
achievement of almost all, if not all, 
components. 

Evidence demonstrates the 
achievement of many 
components. 

Evidence demonstrates the 
achievement of some of the 
components. 

Evidence fails to demonstrate the 
achievement of a sufficient number 
of components. 

 
Divisional and Major 
Learning Outcomes 

(see below) 

 
Evidence demonstrates the 
achievement of almost all, if not all, 
outcomes. 

Evidence demonstrates the 
achievement of many of the 
outcomes. 

Evidence demonstrates the 
achievement of some of the 
outcomes. 

Evidence fails to demonstrate the 
achievement of a sufficient number 
of outcomes. 

Humanities majors will: 
1) Recognize and connect historical and imaginative expressions and linkages among 

forms, genres, ideas, and historical periods 
2) Demonstrate professional competence; and 
3) Reflect meaningfully on their own work. 

 

DO NOT WRITE BELOW THIS LINE. THE SCORES BELOW WILL BE ENTERED BY THE INTERNSHIP COORDINATOR. 

Total Faculty Score 
(from above)  This represents 50 percent of the final grade and represents the average total score of all faculty completing an evaluation.  

(150 possible points.) 

Site Supervisor’s 
Evaluation  This represents 40 percent of the final grade and is assigned by a program internship coordinator in the Language & Literature 

Division. (120 possible points. This grade is based on the site visit and the midterm and final supervisor evaluations.) 

Compliance with 
Deadlines/Procedures 

 This represents 10 percent of the final grade and is assigned by a program internship coordinator in the Language & Literature 
Division. (30 possible points. This grade is based on the student’s following instructions and procedures, including submitting paperwork, 
informing the Field Experience office about progress in hours, and timeliness in submitting the final portfolio.) 

 
Final Grade 

 

This is the mathematical sum total of the three scores above. A minimum grade of C- is required to pass the Hum 498 course. Failure 
to achieve a C- grade will result in the student registering for another internship and upon its completion submitting a new portfolio and 
reflective essay. Portfolios and/or essays may not be resubmitted. 

HUM 498 
GRADING SCALE 

300–285 points (95%+) = A 
275–284 points (91.7%+) = A- 

265–274 points (88.3%+) = B+ 
255–264 points (85%+) = B 

245–254 points (81.7%+) = B- 

235–244 points (78.3%+) = C+ 
225–234 points(75%+) = C 

215–224 points (71.7%+) = C- 
ver. 23 March 2012 

 


