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CSTM, ET, 493 — INTERNSHIP SYLLABUS

I. Introduction

The Internship provides qualified students with a supervised professional experience in areas
related to continuous improvement, best production practices, management techniques, research
applications, and other activities within Construction and Facilities Management and Engineering
Technology. This syllabus contains the guidelines for the course and it is intended to clarify all
requirements. Students must thoroughly examine and follow the contents of the syllabus.

Il. Objectives
An internship is a unique educational event and offers the opportunity to experience specific
goals, directly related to the student’s achievements, as follows:
1. Promotes the ability to search for, and find employment in industry

2. Provides a relevant, and professional, experience about Construction and Facilities
Management and Engineering Technology within a work environment

3. Develops consciousness about the physical, technical, academic, and environmental
requirements of the chosen career path

4. Contributes and enhances the development of technical writing skills
5. Validates the significance of responsibility and personal interactions in the work place

I11. Minimum Competencies to obtain Special Permission to enroll for an Internship

In order to receive special permission to enroll for an internship on STARS, the student must:
. Be a major in the School of Engineering and Technology

. Have completed a minimum of 60 semester-hours (s.h.) of credit; 12 in the major

. Have a cumulative GPA of 2.0 and major GPA of 2.0

. Complete the Pre-Registration Review Checklist (page 7) with the Academic Advisor,
Application Form (page 8), and obtain School approval for enrolling in the course
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. Find a participating company and interview with the company at own expense
. Agree to be graded on a Satisfactory/Unsatisfactory basis
. Pay tuition and University fees corresponding to the number of hours of the internship
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. Complete prerequisite requirement of ENG 280

See Section XIV for any exceptions to items 1 through 7

School of Engineering and Technology (wiu.edu/cbt/set)
Knoblauch Hall 135. 1 University Circle. Macomb, IL 61455-1390 #5309-298-1091 & 309-298-1061

Riverfront Hall 207. 3300 River Drive. Moline, IL 61265-1746 #5309-762-3999 Ext. 62788
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IV. Requirements

A. Internship Weekly Reports

Each intern is required to produce and submit a Log of Activities and answers to two recurring
Questions on a weekly basis.

The two recurring gquestions are:

1. What mistakes did you make and how did you handle the situation?

2. What was the most interesting incident or experience you had during the week?

Weekly Logs, and other documentation, are to be submitted to the Company Supervisor and
assigned Internship Coordinator, at the beginning of the following week after completion, using
the provided forms. Documentation should be typed or digitally produced. HAND WRITTEN
DOCUMENTS WILL NOT BE ACCEPTED.

— Week One (1) Report
The Week One report must include:

a.

b.

d.

Internship Agreement (page 9)

The Internship Agreement is one of the most important documents of the internship
and must be accurately completed in its entirety by the intern and then signed by the
participating Company’s Supervisor. The Internship Agreement provides a summary
of the responsibilities and objectives (Job-related Objectives) for the intern.
Company Description (page 10)

The description should encompass information such as the intended market, type of
customers, items and services provided, created, designed, or produced, and methods
of development, construction, production, or disseminating information. If the
company has a webpage, brochure, or a booklet covering these matters, submit the
URL or published material in place of re-writing the description.

Company Organizational Chart (page 11)

An organizational chart, or organogram, is a diagram that shows the hierarchy
structure of an organization and the relationships and relative ranks of its affiliates,
duties and position. For small companies, the diagram should cover the entire
organization. For large corporations, the chart needs to indicate only those areas
related to the intern’s work. Be sure to indicate where your responsibility, or
assignment during the internship, is on the chart.

Log of Activities and answers to the recurring Questions (page 12)

— Week Four (4) or Six (6) Report —-Midway Report—
The Midway report must include:

a.

Log of Activities and answers to the recurring Questions (page 12)

b. Company’s Supervisor midway evaluation (page 13)

C.

Student’s midway Job-related Objectives progress (page 15)
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— Week Seven (7) or Ten (10) Report —Technical Report Review—

The Week Seven (7) or Ten (10) report must include:

a. Log of Activities and answers to the recurring Questions (page 12)

b. Internship Technical Report Draft for review (see page 16 for recommendations)
This course has been designated to meet the Writing Instruction in the Disciplines
(WID) graduation requirement. WID courses provide instruction in the processes and
formats for the writing content and style needed to be an effective professional in a
student’s chosen field. The Internship Technical Report draft is to be submitted
electronically and will be reviewed and returned with suggested corrections. If
corrections are to be made, they must be made within one week and returned to the
Internship coordinator. This process will be repeated until the report is satisfactory.

The report should be in 3rd person, past tense, using APA formatting for references
and citations —reference Purdue OWL website for information on APA if needed-.

— Final Week, either Eight/Nine (8/9) or Eleven/Twelve (11/12) Report —Final Reports—
The Final Week Eight/Nine (8/9) or Eleven/Twelve (12) report must include:
a. Log of Activities and answers to the recurring Questions (page 12)
b. Company’s Supervisor final evaluation (page 13)
c. Student’s final Job-related Objectives achievements (page 15)
d. Student’s Final Self Evaluation report (page 17)

— ALL other Weekly Reports

Supplementary Weekly reports, in between those previously cited, will only include:
a. Log of Activities and answers to the recurring Questions

SPECIAL NOTE

Reports are to be sent to the assigned Internship Coordinator, preferably electronically, but
if hard copies are sent via parcel mail, be sure to post them to:

School of Engineering and Technology
Western Illinois University

1 University Circle, KH 135

Macomb, IL 61455

Attn: Internship Coordinator

V. Faculty Visitation or Telephone/Video Conference Call

Each intern will receive a visit through one of the following: a site-visit by the assigned
Internship Coordinator; a conference telephone call among the Company Supervisor, the intern,
and the assigned Internship Coordinator; a video conference among the Company Supervisor, the
intern, and the assigned Internship Coordinator before the end of the internship period. There will
be no unannounced visits.
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Interns will receive a letter, phone call, or email to arrange the date and time of the appointment.
When the intern receives this communication, he/she must set up the conference with the
Company Supervisor and confirm the date and time with the assigned Internship Coordinator.

If the Faculty Visitation is a site visit, the Internship Coordinator could spend up to two hours at
the site. The visit should include a short tour of the facilities, an interview with the site supervisor
and a short visit with the intern, which could be done concurrently.

V1. Final Evaluation

The intern will be graded on a satisfactory (S)/unsatisfactory (U) basis. A satisfactory grade
denotes that all objectives and protocols have been fulfilled and that the intern has completed all
requirements. An unsatisfactory grade represents failing the internship.
An incomplete (1) grade will be issued if the internship is not completed by the end of the
academic term when the internship is being conducted. Once all conditions are fulfilled the
School will issue a change of grade.
The following criteria will be used in determining the intern’s final grade:

1. Accuracy, quality, and promptness of the Weekly Reports

2. The recommendation of the Company Supervisor, based on midway and final evaluations

3. Student’s midway and final Job-related Objectives and Self Evaluation reports

4. The Internship Technical Report

5. Recommendation of the assigned Internship Coordinator

VII. Additional Course Work

The internship is a time and energy demanding experience. Be advised NOT to take another
course concurrently with the internship. Under extremely unusual circumstances, another course
may be taken, but only with written permission of the Company Supervisor and the assigned
Internship Coordinator.

VI11. University Housing Contracts

If the intern has a Residence Hall room Contract and will not be completing the contract due to
an off-campus internship, it will be the intern’s responsibility to review the contract with
University Housing and Dining Office in order to avoid payment of penalties.

IX. Next Semester Registration

Interns need not return to campus to complete the pre-registration process for the semester
following an internship. In lieu of a campus visit, students may call the Knoblauch Hall Advising
Center, 309-298-2100, and set up a telephone advising/registration appointment with the School’s
Academic Advisor. Students must be free of all University encumbrances before being allowed
to register.
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X. Payment of Fees

The Billing and Receivables Office compiles information from University offices (i.e. Financial
Aid, Registrar’s, and University Housing and Dining) and prepares monthly billing statements.
Billing statements are sent electronically to the student’s wiu.edu e-mail address as well as any
parent/guest e-mail on file when the bill is ready to view on STARS. The e-mail will include
account balance and due date. Any questions regarding balances or payment options and
procedures should be directed to Billing and Receivables Office at 309-298-1831 or at
billings@wiu.edu.

XI. Dropping the Internship

In the event that an internship is not obtained, please consult the Course Search screen, available
through STARS, to verify the last day to process a drop. It is the intern’s responsibility to drop
the internship prior to this date in order to avoid being assessed tuition for the class and receiving
an unsatisfactory grade. Contact your assigned Internship Coordinator and Academic Advisor
PRIOR to dropping the class.

XI1.Communication

XII.

XIV.

One of the most important aspects of the internship is the ability to clearly communicate with the
assigned Internship Coordinator. Keep the Internship Coordinator apprised of any issues that may
arise during the internship including getting laid off, fired or other events that could affect the
outcome of your internship. Keep turn-around time on written and electronic correspondence to
the minimum amount and within agreed established deadlines.

The following telephone number may be used when needed for prompt responses or actions:
— School of Engineering and Technology: 309-298-1091
— Knoblauch Hall Advising Center: 309-298-2100

Duration

Internships represent 3 to 12 s.h. (in 3 hour blocks), with a maximum of 9 s.h. applied towards
major requirements. 9 s.h. internships are equivalent to 360 work hours, while 12 s.h. are
equivalent to 480 work hours.

Working over 40 hours a week will allow finalizing the internship requirements faster, while
working less than the standard-work-week hours will require a longer time.

Exceptions

Any request for exceptions to any condition or requirement set forth in this syllabus must be
made in writing to the assigned Internship Coordinator at least one semester in advance of the
internship.
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Pre-Registration Review Checklist

Name: WIU ID:

In order to receive special permission to enroll for an Internship, students must first complete and
submit pages 7 and 8, with the following items as a packet to the School’s Academic Advisor during a

scheduled internship appointment time, please call (309)298-2100 to schedule:

60 hours complete/12 hours in Major (confirmed on WARD report with Academic Advisor)

WIU Overall GPA 2.0 (confirmed on WARD report with Academic Advisor)

Major GPA 2.0 (confirmed on WARD report with Academic Advisor)

Graduation Application filed (confirmed on WARD report with Academic Advisor)

Professional Cover Letter (addressed to Participating Company)

Professional Resume and Reference Page (most recent documents)

Complete Application for Internship (page 8)

Application form requires a Headshot Photo, which can be a hardcopy attached to the form
(glued or stapled) or a digital picture/image pasted on the form

Academic Advisor Signature: Date:

Once the Internship packet is approved by the Academic Advisor, please complete the following
requirement:

Schedule a meeting with the School Director/Coordinator by contacting (309)298-1091 to
discuss and receive approval for Special Permission to register

School Director/Coordinator Signature: Date:

Return to Knoblauch Advising Center, KH 110 (Shortly following, a confirmation e-mail will be
sent to the student’s wiu.edu e-mail address with registration confirmation)

School of Engineering and Technology

w Wﬁ_StﬁI'Il. thOlS 1 University Circle Tel: 309-298-1091
University Knoblauch Hall 135 Fax: 309-298-1061

Macomb, IL 61455-1390




Internship Application

Name:

WIU ID:

Expected Internship Term: Spring 20 Summer20__ Fall 20

Semester Hours: 3hrs / 6 hrs/

Major: Construction Management

WIU e-mail:

Local Address:

9hrs/ 12 hrs

Engineering Technology

Macomb Quad Cities

Local Phone:

Cell Phone:

Home Address:

Home Phone:




Internship Agreement
This form must be completed and returned to the assigned Internship Coordinator
BY THE END OF THE FIRST WEEK OF THE INTERNSHIP

1. Name: Date:

2. Address during Internship:

Local Phone: Cell Phone:

3. Participating Company:

4. Company’s Address:

Company’s Phone:

5. Internship Start Date: Internship End Date:

Will there be any Holidays, Vacation, or Shutdowns during your internship? Yes No

If yes, when: Will you be working during downtimes? Yes No

7. Monthly Salary (if hourly, convert by using gross for 40 hrs. x 4.3) $

8. Internship Semester Hours: | B hrs / 6 hrs/ Ohrs/| [12hrs

9. Internship Job-Related Objectives, as defined with Company’s Supervisor during the first two days
of work (4-5 objectives) —Use an additional page if preferred—

10. Company’s Supervisor Name:

11. Company’s Supervisor Title:

12. Company’s Supervisor Signature:

13. Intern’s Signature:

14. Internship Coordinator Signature: Date:




Internship
Company Description

Name: Date:

Provide ONE of the Following:

1. Company’s Webpage URL:

2. Brochure, pamphlet, booklet, or printed material (or copies) describing the Company’s general
information.

3. A brief description of the Company, to include at a minimum of:
a. Intended market, type of customers, items and services provided

b. Products and/or methods of development

c. Methods/strategies, or practices

d. Company’s Supervisor Signature:




Internship
Company Organogram

Name: Date:
ClO
Deputy CIO Sr. Director Director
Froject | Business
Margf%le:;nent Help Desk Operations
[
N | Support
Applications B vicas
Business 2
: Networks
Pl i
Data i
Management Security
Intern




Internship Weekly Activity Log

Name: Replaceahistextwith Your Name(ExampleLog) Major: CSTMorET
Week #: 4_ Dates: 9Un€262023-July 1,2023
Day Job Performed Analysis of Job Performed Learning/Accomplishments
(hours worked) (specifics/work details)
Deburredsmallparts Helpedfind deburring Learnechowto grind on
(5 hours) issuesby gettingsmall intricateshapesndsmall
intricatepartsfinishedand | pieces
Randeburringmachine movedthemtowards
(3 hours) fabrication Learnechowto operateand
adjustthedeburring
Monday machine
Gottaughthowto operate
thenewdeburringmachine
andallowedto runit after
thedeburringemployees
wenthomefor theday
(Transferredo Quality Took measurementsff the | Learnedhowthecompany
Controldepartment) CAD printoutto ensurethat | handle=QC andgot actual
thediameterslL, W, H, handson with measuring
Performedinal checksin radius,anglesand componentandinspecting
quality (4 hours) thicknessesverewithin weldsusingmicrometers,
the.002"tolerancerequired | heightgaugegyo/nogo
Tuesday gaugesandafaroarm
Scanned-iriinalized After all of thepartswere | Learnedhowto navigate
documentsnto theonline | finalized,wastaughthowto | thecompanysystemand
datasystem(4 hours) scanin thedocumentand | howtheyranthequality
whereto savethemand department
how to updatedatafor the
~rnmnanyvy
Inspectedgarts(6 hours) Inspecteartsfor the Learnechowto operatethe
sanitaryconveyersheyare | faroarmtool to check
building for thefood parallelismfor meat
industry grindingparts
Enteredpartsinto data Signedoff onroughly 30 Completesametasksas
Wednesday | system(4 hours) partsandsentthemoff to | Tuesdayasfar as
shipping techniquesndprocedures)




Recordectorrectiveactions
for rejectedpartsthatwere
wrongly manufactured

(1 hour)

Partstexturizedto wrong
size.Able to sendto rollers
andbeusedto makeother
partsfor sameorder.
Orderedaremakeof parts

Learnedhowto fill outand
file correctiveactionreports
for defectiveparts.Hadto
performroot causeanalysis
ableto determinehat
employeerunninglaser

Thursday cuttermisinterpretedpecs
Learnechowto handle
Founddefectiveparts Partshad3 differentlengths| situationswherepartswere
(2 hours) of tubingweldedin the fabricatedvrong.Choseto
wrongspots.Wasgiventhe | fix this by havingthe
opportunityto decidehow | welderusethemill and
(Reassignetb thesafety | Helpedgetthesafety Learnedabouthow safety
department) departmenteadyfor alSO | systemswvork andabout
inspectionn July safetyinspections
Supervisedndassisted Participatedn definingthe | Learnedhow bestto usea
securingshelvingunitsto | bestlocationto place masonrybit anda hammer
Friday |thefloor (5 hours) anchorgo secureshelves | to anchorshelves
andsupervisanstallation
Calculatetheload capacity | Took propermeasurement:| Calculationsverenot
of theshelvingunitsand to calculatefor sagand difficult buthadto verify
createdsignsto clearly sheeringof palletracks. thestructuralintegrity of
displayit onshelves Determineatoleranceof theshelvedrom the
WeeklyActivity Log Reviewnotesandhoursfor | CompletedLog and e-mail
(2 hours) eachactivity to Internship Coordinator
Weekend

Total Week Hours:

Total Work Hours:

44

165




1. What mistakes did you make and how did you handle the situation?

At first wasnot sureon someof thetoleranceso use,sohadto verify with the supervisorAlso
hadseveralquestion®n the datasystemandtherequirement$or someof the customersThis

washandledby consultingwith the supervisolandbeingtrainedinto how to properlyupdate
thesystem.

Failedto openeverybox whenverifying first-aid kits. Evidently someof themwereemptyand
nobodyhadinformedanyone Revisedeverymedicalkit to ensureadequateuppliesand
orderedneededtemsto makeall thekits complete.

2. What was the most interesting incident or experience you had during the week?

Verified a partthatotherquality managersadalreadycheckedandfoundthatthey missed
sometubesbeingweldedin thewrongplace.Thiswasabig dealbecause¢heallowance

is .002” toleranceWith thetubesin thewrongplacesmeasurementsere.007” out of
toleranceon oneand.003” to shorton the other.We wereableto havetheweldermachinethe
longerendswithin toleranceverified with customethatthe .003” shortmeasurementas
acceptableAfter a confirmationthatthis will notinterferewith operationsdid afinal
inspectionandsentthe partsto shipping.



Internship
Company’s Supervisor Midway/|Evaluation

Intern:

Major:

Company:

Date:

Instructions: The immediate Company supervisor will evaluate the Intern objectively. Comparing the
intern to other personnel assigned the same or similarly classified jobs, other interns of comparable
level, or with individual work standards. Personal comments are most helpful.

Please check only one box for each category:

RESPONSIBILITY
[] Deliberately avoids responsibility
[] Reluctantly accepts responsibility
[ ] Accepts responsibility well
[] Readily accepts duties
[ ] Actively seeks new responsibilities

ATTITUDE - APPLICATION TO WORK
[ ] Definitely not interested
[ ] Somewnhat indifferent
[ ] Average in diligence and interest
[ ] Very interested and industrious
[_] Outstanding in enthusiasm

INITIATIVE
[ ] Must be pushed frequently
[ ] Hesitates
[ ] Does all assigned work
[ ] Goes ahead independently at times
[ ] Proceeds well on one’s own

ORAL COMMUNICATIONS
[_] Poorly conveys ideas
[ ] Sometimes ambiguous
[ ] Average expression
[_] Clearly communicates ideas
[] Very articulate

ABILITY TO LEARN
[] Very slow to learn
[] Rather slow in learning
[_] Average in understanding work
[ ] Learned work readily
[ ] Learned work exceptionally well

QUALITY OF WORK
[] Very poor
[ ] Below average
[ ] Average

[] Very good
[ ] Excellent

WRITTEN COMMUNICATION
[] Vague, disorganized
[ ] Not what is expected of a college graduate
[ ] Average expression
[ ] Concise, factual, effective
[_] Outstanding

DEPENDABILITY
[ ] Unreliable
[ ] Sometimes neglectful or careless
[ ] Usually dependable
[_] Above average in dependability
[] Completely dependable

RELATIONS WITH OTHERS
[] Works poorly with others
[ ] Has difficulty working with others
[] Gets along satisfactorily
[ ] Works well with others
[] Exceptionally well accepted

MATURITY - POISE
[ ]Timid [ ]Brash
[ ] Seldom asserts oneself
[_] Average maturity and poise
[ ] Has good self-assurance
[_] Quite poised and confident



PERFORMANCE
[ ] Low output, slow
[ ] Below average
[ ] Normal amount
[ ] More than average
[ ] Usually high output

JUDGMENT
[_] Consistently uses bad judgment
[_] Often uses poor judgment
[] Average judgment
[] Usually makes the right decisions

TECHNICAL KNOWLEDGE
[] Lacking in even the basic fundamentals
[ ] Not what is expected of a college graduate
[ ] Average
[_] In tune with technical time
[_] Outstanding

ATTENDANCE

[ ] Regular
[ ] Irregular

PUNCTUALITY

[] Exceptionally mature in judgment [ ] Regular
[ ] Irregular
OVERALL PERFORMANCE
[] o I I N B I A S I []
Outstanding Very Good Average Marginal Unsatisfactory

The student’s outstanding personal qualities are:

The personal qualities which the student should strive most to improve are:

The recommended areas of further study for the student are:

For additional remarks, please use back or more page(s)

Has this evaluation been discussed with the intern? Yes No

Supervisor’s Name:

Title/Position:

Supervisor Signature:

Date:




Internship
Midway/I Job-related Objectives

Intern: Major:

Company:

Company Supervisor Name:

Company Supervisor Signature:

OBJECTIVE 1:
How accomplished:

What progress are you making toward this objective?

OBJECTIVE 2:
How accomplished:

What progress are you making toward this objective?

OBJECTIVE 3:
How accomplished:

What progress are you making toward this objective?

OBJECTIVE 4:
How accomplished:

What progress are you making toward this objective?

Date:




OBJECTIVE 5:
How accomplished:

What progress are you making toward this objective?

* If needed, add page(s) for additional Objectives

What Job-related Objectives were you unable to accomplished and why?




Internship
Final Self Evaluation

Intern: Major:

Company: Date:

Company Supervisor Name:

Provide a self-analysis of the Internship experiences containing the following items:

1. A summary of what you learned during the internship

2. Tell us about the special highlights of your internship.

3. Are there any areas in which you believe you need improvement?

4. What area of study at Western helped you in your internship?

5. How do you suggest we improve the internship?

6. How do you suggest the Program be improved?

7. To you, what are the overall strengths of the internship?

8. To you, what are the overall strengths of the Program?

The Final Self Evaluation report must be received by the assigned Internship Coordinator no later
than one week following completion of the internship. The Final Self Evaluation report is the
culmination of the Internship.




Internship Technical Report

Length Requirement: 7 — 10 double-spaced pages; 12 pt. font; 1 inch margins

Process
Application
Technique or Skill
Quality

Procedural

Product

Policy, Regulations, Safety
Problems, Opportunities,
Issues/Challenges, Concerns
Comparative Analysis

Recommendations:

Types of Reports (some examples)

This produces this

This does this

This is a way to do this

This is the preferred way to do this —this is what is looked for in this—
this is the action to counteract for this — this is the standard for this
These are the steps or sequence to do this — include why

This was created for this, by this, to do this

This governs this — could be government, customer, company
This affects this - this is difficult to achieve because of this — this
causes this — this results in this

This versus this — benefits and drawbacks

Pick something easy for you to write on — usually an aspect of the work you have completed yields
more information (the more information you have, usually the easier).

If your company allows images, you can use these as examples.

Avoid Plagiarism

Spell Check
Avoid Ambiguity

Avoid Time Elements

Avoid Multiple Quotes

Avoid Pronouns

Do not copy Company documents or copyrighted materials. If you
use sources, be sure to cite using APA style

Spell check any writing submitted in college-level course work
Avoid "it, its, this, these, etc." Do not use words or variations of
words that promote ambiguity in writing. For example, using "IT"
forces the reader to refer back to previous documentation; this can
lead to assumptions by the reader

Do not use "Today", "Last week", "This morning™ in your writing;
You can place a date to your writing

If quoting is used, be sure to express the point you are trying to make
and use the quote for support. Quotes must be cited. Quotes should be
used when there is no better way to express an idea

Be sure writing is technical; do not use pronouns like "my", "we",
"our", "I", etc. in writing. Write from a 3rd person point-of-view
(outside — looking in). Do not write a “diary”

The Technical Report will be revised and re-written until deemed acceptable by your assigned

Internship Coordinator
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	Tuesday_Job: (Transferred to Quality Control department)

Performed final checks in quality (4 hours)



Scanned-in finalized documents into the online data system (4 hours)
	Tuesday_Analysis/Job Performed: Took measurements off the CAD printout to ensure that the diameters, L, W, H, radius, angles, and thicknesses were within the .002" tolerance required


After all of the parts were finalized, was taught how to scan in the documents and where to save them and how to update data for the company
	Tuesday_Learned/Accomplished: Learned how the company handles QC and got actual hands on with measuring components and inspecting welds using micrometers, height gauges go/no go gauges, and a faro arm

Learned how to navigate the company system, and how they ran the quality department
	Wednesday_Job: Inspected parts (6 hours)




Entered parts into data system (4 hours)
	Wednesday_Analysis/Job Performed: Inspected parts for the sanitary conveyers they are building for the food industry

Signed off on roughly 30 parts and sent them off to shipping
	Wednesday_Learned/Accomplished: Learned how to operate the faro arm tool to check parallelism for meat grinding parts

Complete same tasks as Tuesday (as far as techniques and procedures)
	Thursday_Job: Recorded corrective actions for rejected parts that were wrongly manufactured
(1 hour)





Found defective parts
(2 hours)









Inspected parts and entered parts into data system
(5 hours)
	Thursday_Analysis/Job Performed: Parts texturized to wrong size. Able to send to rollers and be used to make other parts for same order. Ordered a remake of parts




Parts had 3 different lengths of tubing welded in the wrong spots. Was given the opportunity to decide how to handle the problem and fix it to be shipped out the following day




All reviewed parts were within the desired specifications
	Thursday_Learned/Accomplished: Learned how to fill out and file corrective action reports for defective parts. Had to perform root cause analysis; able to determine that employee running laser cutter misinterpreted specs

Learned how to handle situations where parts were fabricated wrong. Chose to fix this by having the welder use the mill and grind off .017” from the longer part to place it within tolerance. It was the most cost effective and time efficient way of handling the problem

Learned of reassignment to the safety department on Friday morning to learn and get the facility ready for inspection
	Friday_Job: (Reassigned to the safety department)


Supervised and assisted securing shelving units to the floor (5 hours)


Calculate the load capacity of the shelving units and created signs to clearly display it on shelves
(3 hours)
	Weekend_Job: Weekly Activity Log
(2 hours)
	Friday_Analysis/Job Performed: Helped get the safety department ready for a ISO inspection in July

Participated in defining the best location to place anchors to secure shelves and supervise installation

Took proper measurements to calculate for sag and sheering of pallet racks. Determine a tolerance of 500 lbs. of the max weight and labeled racks
	Weekend_Analysis/Job Performed: Review notes and hours for each activity
	Friday_Learned/Accomplished: Learned about how safety systems work and about safety inspections

Learned how best to use a masonry bit and a hammer to anchor shelves


Calculations were not difficult but had to verify the structural integrity of the shelves from the manufacturer website. Ultimately decided to use recommended numbers since they were lower than those calculated
	Weekend_Learned/Accomplished: Completed Log and e-mail to Internship Coordinator
	Week Hrs: 44
	Total_Hrs: 165
	Mistakes: At first was not sure on some of the tolerances to use, so had to verify with the supervisor. Also had several questions on the data system and the requirements for some of the customers. This was handled by consulting with the supervisor and being trained into how to properly update the system.

Failed to open every box when verifying first-aid kits. Evidently some of them were empty and nobody had informed anyone. Revised every medical kit to ensure adequate supplies and ordered needed items to make all the kits complete.
	Interesting: Verified a part that other quality managers had already checked and found that they missed some tubes being welded in the wrong place. This was a big deal because the allowance is .002” tolerance. With the tubes in the wrong places, measurements were .007” out of tolerance on one and .003” to short on the other. We were able to have the welder machine the longer ends within tolerance -verified with customer that the .003” short measurement was acceptable. After a confirmation that this will not interfere with operations, did a final inspection and sent the parts to shipping.
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