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University Internship Supervisor Contact Information 

 

 

 

 

 

 

 

Dr. Kim Hiller Connell  

 

Department of Apparel, Textiles and Interior Design 

 

Kansas State University 

 

321 Justin Hall 

 

Manhattan, KS 66506‐1405 

 

kyhc@ksu.edu 

785.532.3084 (Office) 

785.532. 6993 (ATID office) 

785.532.3796 (Fax) 
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Introduction 

The challenge and excitement of an internship comes from actually being "where the 

action is”—being able to examine first hand many of the concepts and processes you have 

until now, only read about in a textbook or heard about in the classroom. Additionally, an 

internship program offers specific advantages, including the following: 

Advantages of a internship to the student 

o It gives the student the opportunity to observe professionals fulfilling their 

job responsibilities. 

o It enables the student to test classroom theories and techniques. 

o It tests the student's level of competency in the skills in the apparel and 

textile field. 

Advantages of a internship to the employer 

o It gives the employer an opportunity to evaluate prospective candidates for 

later employment. 

o It gives the employer the opportunity to take a more active role in the 

education of prospective employees. 

o It gives the opportunity for a mutual exchange of information, views, and 

ideas. 

Advantages of a internship to Kansas State University 

o It provides the opportunity to evaluate the curriculum and courses in 

preparing professionals for careers in the apparel and textile industry. 

o It provides continuing opportunities for evaluation of students' skills, 

competencies, and needs. 

o It gives the opportunity for a mutual exchange of information, views, and 

ideas. 
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Requirements for Participation 

For the Apparel and Textiles Internship, the following guidelines have been established: 

a. The student will be expected to work a total of at least 260 hours. 

b. The employer is to guide and supervise the student's activities in cooperation with 

the University Internship Supervisor. This involves exposing the student as wide a 

variety of experiences as possible. 

c. The participating company agrees to abide by Guidelines for Cooperating 

Employers (see  the document Internship Company Guidelines). 

 

Rationale 

The application of classroom theory to professional activity is a crucial element in the 

education of students who are preparing for careers in the apparel and textile industry. 

The internship affords the student the opportunity to participate in activities that normally 

would not be possible in a classroom setting. The internship manual has been written with 

the objective of making your Apparel and Textile Internship more rewarding. The success 

of your experience will be partially determined by your thoroughness in completing the 

assignments. 
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Outline of Assignments 

I. Weekly Log of Hours 

II. Internship Assignment I: Objectives for Learning 

Due 2nd week of Internship 

III. Internship Assignment II: Position Analysis 

Due 5th week of Internship 

IV. Internship Assignment III: Internship Report 

Due 7th week of Internship 

V. Mid‐term Self and Supervisor Evaluation 

Due 4th week of Internship  

VI. Final Supervisor Evaluation 

Due Final week of Internship 

 

All assignments are due by 11:59 PM on Saturdays. 

 

All assignments, evaluations, and forms may be turned in electronically through email, fax 

or in paper form. You will be given a Credit/No Credit grade after your University 

Internship Supervisor  has the opportunity to grade your work. If the end of your 

internship occurs after the date that final grades are due, you will be given an incomplete 

until your assignments are turned in and graded—after which the University Internship 

Supervisor will change your grade from Incomplete to Credit/No Credit. 

 

Assignments should be completed thoroughly and accurately. Inadequate work will be 

returned to you to be redone. 
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The "You Factor" 

Responsibility for on‐the‐job training is not entirely that of your supervisor, the store's 

personnel and training department, or your University Internship Supervisor. A great deal 

of that responsibility rests with you. Your willingness to learn and the enthusiasm you 

bring to the job play a tremendous part in how much you will learn. Most organizations 

welcome your questions and your willingness to do and learn more than is specifically 

required of you. The quality of your effort, along with your grasp of the job and your 

ability to learn will be assessed in an evaluation of your potential as an employee. As 

discussed during the pre‐internship orientation, I will be contacting you once or twice 

during your internship. If you need to talk to me more often or have a problem arise, 

please feel free to contact me for guidance, advice, help, or questions at any time. I can be 

reached by phone at (785)532‐3084 or by email at kyhc@ksu.edu. 

 

How to Get Started 

Once you have found an employer offering you an internship, you need to complete the 

Internship Contract and Contact Information Form. Make sure that you and your 

employer sign the contract. Return both forms to your University Internship Supervisor. 

You will then be given permission to enroll in AT 550: Apparel and Textile Internship. 
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Internship Assignment 1 

Objectives for Learning 

Rationale 

The development of behavioral objectives is designed to identify desired learning outcomes 

for each intern so that the person may acquire desired attitudes, abilities, and skills 

necessary to function in an entry-level position. Objectives will vary from one person to 

another because interns enter the internship program with varying kinds of background in 

terms of prior experience. This assignment requires the involvement of both the intern 

and the company supervisor to complete. 

Step One: Writing Learning Objectives 

In this assignment, you, in consultation with your company supervisor, are to write at least 

five objectives (desired learning outcomes) that you are striving to achieve by the 

completion of your internship. The objectives should represent specific desired outcomes, 

be measurable, and contain action verbs such as: 

 

 Apply    Design  Implement  Recall   

Contribute  Develop Interpret  Recognize 

Create   Evaluate Organize  Sample  

 Define   Formulate Plan   Teach 

Describe  Identify  Predict   Understand 

 

Here are some sample objectives: 

By the end of the internship, I will be able to teach selling techniques appropriate 

to the merchandise, the store, and its customers. 

By the end of the internship, I will be able to complete a specification package for a 

garment according to company guidelines and standards. 

By the end of the internship, I will be able to prepare a feasible weekly work 

schedule for sales floor coverage. 
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Step Two: Developing Learning Experiences 

Specific learning experiences are outgrowths of the objectives as they represent ways to 

achieve the objectives. After you and your company supervisor have agreed on the 

primary objectives for your internship, create at least one learning experience to 

accompany each objective. 

For example:

 

 

A copy of this assignment should be submitted to the University Internship Supervisor by 

the designated due date. Before submitting it, have your company supervisor sign in the 

appropriate place. Two additional copies should be made—one to be retained by yourself 

and one by your company supervisor. This assignment should be examined on a regular 

basis to determine whether or not planned experiences and objectives are being 

implemented. 

 

 

 

Objective Learning Experience 

By the end of the internship, I will be able 

to teach selling techniques appropriate to 

the merchandise, the store, and its cus-

Plan and present a merchandise training 

meeting for my department or store. 

By the end of the internship, I will be able 

to complete a specification package for a 

garment according to company guidelines 

Assist in completing specification sheets for 

various garments produced by the com-

pany. 

By the end of the internship, I will be able 

to prepare a feasible weekly work sched-

ule for sales floor coverage. 

Take cash register readings at designated 

intervals throughout the day to analyze dol-

lar volume patterns. Plan one or more 

weekly schedules and have the critiqued by 

my company supervisor. 
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Internship Assignment 2 

Position Analysis 

Step One 

Select an entry-level position within the company where you are interning, such as (just a 

few titles are listed, there are many others depending on the type of company you are 

interning for): 

Assistant Store Manager 

Management Trainee    

Assistant Buyer 

Department Manager 

Quality Assurance Assistant 

Product Development Assistant 

Assistant Designer 

Pattern Maker 

Step Two 

Interview at least one person working in the position you have selected. Discuss with the 

interviewee the following information about the position: 

Qualifications and training (expected educational background and work 

experience) 

Job responsibilities and tasks 

Knowledge, skills, abilities and personality characteristics desirable for the position 

Working conditions (hours worked per week, equipment used, travel required, etc.) 

Opportunities for advancement 
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Step Three 

Using your interview notes, prepare a position analysis paper. Develop the paper so that it 

profiles the work itself rather than specifics about the person you have interviewed. For 

example, in the section on required qualifications, you should write what is required for 

the position rather than the specific background of your interviewee.  

The paper should be typed, double-spaced, and should contain at least one paragraph 

under each of the following headings: 

a. Company 

b. Person 

c. Job Title 

d. Job Description 

What is the daily routine? 

What are the primary responsibilities? 

e. Required Qualifications and Training 

Educational background, work experience, certifications 

f. Knowledge and Skills Needed 

g. Personality and Characteristics Needed 

h. Working Conditions 

i. Opportunities for Advancement 

Please note that many companies regard information on salaries confidential and consider 

sharing exact salary figures grounds for termination of employment. Do not put your 

interviewee in an awkward position by asking their salary. The personnel director or store 

manager may be able to tell you typical salaries for the position you have chosen to 

analyze. 
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Internship Assignment 3 

Internship Report 

The purpose of this final assignment is to provide you an opportunity to reflect on your 

internship experience and how it has contributed towards your education and professional 

development. 

Write a typed (12-point font, double-spaced) narrative report describing your internship. 

Include all of the following: 

Objectives 

Describe to what extent each objective you set at the beginning of your internship 

has or has not been met. 

For each objective that was surpassed, describe why the respective objective was 

reached beyond your initial expectations. 

For each objective that was not met, describe why the respective objective was not 

reached and what factors would be necessary for you achieve that objective. 

Application of Coursework to Practice  

Relate what you discovered about how the principles, concepts, models, and 

theories that you learned in your coursework applied to your internship 

experience. What worked and did not work?  

What did you learn about your academic area of emphasis that you did not learn 

during your coursework? Please be specific.  

Application of Internship to Career  

How will you specifically apply the internship experience to your career?  

What are three career-related goals that you want to accomplish in the next six 

months? State each goal clearly. What do you want to achieve, how will you 

achieve it, and how will you quantitatively measure your success?  
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Overall Evaluation of Internship Experience  

On a scale of 1 to 10 with 1 being the worst and 10 being the best, how do you rate 

the internship experience at this company? Why?  

Would you recommend this internship position to other interns? Why or why not? 

Please be specific.  

What changes would you suggest to make the internship experience more 

meaningful?  

Resume Update  

Enclose an updated copy of your resume that includes your internship experience.  
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Internship Forms 
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Company Supervisor Midterm Evaluation of Intern  

       

Date  

       

Intern Name  

       

Internship Company Name  

       

Supervisorõs Name  

You are receiving this evaluation because you are a supervisor of an intern currently enrolled in the apparel 

and textiles internship course at Kansas State University. 

             

Instructions: Please rate the intern’s performance in the following areas. Rate each characteristic by placing 

an X in the appropriate column. 

My overall evaluation of this intern’s performance to date is: 

Ç exceptional 

Ç above average 

Ç average 

Ç below average 

Ç unsatisfactory 

  

  

Characteristic 

Rating 

  

Exceptional 

Above  

Average 

  

Average 

Below  

Average 

  
Unsatisfactory 

Dependability           

Motivation           

Personal initiative           

Professionalism           

Quality of work           

Ability to learn new 

tasks 

          

Ability to complete 

assigned tasks 

          

Attitude           
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Comments/Suggestions for Areas of Improvement: 

 

 

 

 

 

 

             

Company Supervisor       Date 

 

Please return this evaluation form via one of the following: 

Email:  kyhc@ksu.edu 

Fax:  785-532-3796 

Mail: Kim Hiller 

  321 Justin Hall 

  Kansas State University 

  Manhattan, KS 66506-1405 
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Intern Midterm Self-Evaluation  

       

Date  

       

Intern Name  

       

Internship Company Name  

       

Supervisorõs Name  

 

Instructions: Please evaluate your professional qualities and indicate your judgment by placing an X in the 

appropriate column. 

My overall evaluation of my performance to date is: 

Ç exceptional 

Ç above average 

Ç average 

Ç below average 

Ç unsatisfactory 

 

  

  

Characteristic 

Rating 

  

Exceptional 

Above  

Average 

  

Average 

Below  

Average 

  
Unsatisfactory 

Dependability           

Motivation           

Personal initiative           

Professionalism           

Quality of work           

Ability to learn new 

tasks 

          

Ability to complete 

assigned tasks 

          

Attitude           
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Related to your internship, what do you feel are your strongest abilities? 

 

 

 

 

 

 

 

 

 

 

In what areas do you feel you need the most guidance? 
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Please copy the five learning objectives that you established in Assignment 1 and evaluate your progress 

towards those goals. 

 

 

             

Intern         Date 

 

             

Company Supervisor       Date 

 

 

 

Please return this evaluation form via one of the following: 

Email:  kyhc@ksu.edu 

Fax:  785-532-3796 

Mail: Kim Hiller 

  321 Justin Hall 

  Kansas State University 

  Manhattan, KS 66506-1405 
 

 

    

Achieved 

Some  

Progress 

No 

Progress 

1. 

  

  

  

  

      

2. 

  

  

  

  

      

3. 

  

  

  

  

      

4. 

  

  

  

  

      

5. 
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Company Supervisor Final Evaluation of Intern  

       

Date  

       

Intern Name  

       

Internship Company Name  

       

Supervisorõs Name  

 

You are receiving this evaluation because you are a supervisor of an intern currently enrolled in the apparel 

and textiles internship course at Kansas State University. The purpose of this evaluation is twofold: 1) to 

evaluate the performance of the intern you have supervised this summer and 2) to evaluate the preparedness 

of the student for employment in the apparel and textiles industry.  We appreciate your help by completing 

and returning this evaluation. 

             

Instructions: Please rate the intern’s performance in the following areas. Rate each characteristic by placing 

an X in the appropriate column. 

 

  

  

Characteristic 

Rating 

  

Exceptional 

Above  

Average 

  

Average 

Below  

Average 

  
Unsatisfactory 

Dependability           

Motivation           

Personal initiative           

Professionalism           

Quality of work           

Ability to learn new 

tasks 

          

Ability to complete 

assigned tasks 

          

Attitude           
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Compared with other interns I have supervised, this intern’s performance was: 

Ç exceptional 

Ç above average 

Ç average 

Ç below average 

Ç unsatisfactory 

Ç I have not supervised an intern before 

The intern met the objectives specified at the beginning of the internship 

Ç Yes 

Ç No 

 Comments: 

 

 

From your experience as an intern supervisor, please discuss the preparedness of the student in completing 

tasks and assignments. The faculty within the apparel and textiles program at K-State will use this information 

in assessing our curriculum and program requirements.  

 

 

 

 

By signing below, you certify that the intern has successfully completed 260 hours of internship work. 

             

Company Supervisor       Date 

Please return this evaluation form via one of the following: 

Email:  kyhc@ksu.edu 

Fax:  785-532-3796 

Mail: Kim Hiller 

  321 Justin Hall 

  Kansas State University 

  Manhattan, KS 66506-1405 
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Weekly Log 

Intern Name:           

Week of:            

Weekly logs for the week are due by 11:59 pm on Saturdays.  

Day Date Work Schedule Total Hours 

Sunday       

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

Total Weekly Hours   

Previous Total Internship Hours   

Total Hours of Internship TO DATE   

Primary Work Responsibilities: 

  

  

  

  

New Learning Experiences: 

  

  

  

  

  

Successes: 

  

  

  

  

  

  

Challenges: 
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INTERNSHIP CONTRACT 
 

  
Student  

 

Name: 

  
Student ID: 

  
Semester Enrolled: 

  
Address During Internship: 

  

City/State: 

  

Zip Code: 

E‐mail: 

  

Phone: 

Start Date: Anticipated Completion Date: 

  
Prerequisites Completed: please circle those that apply 
AT 445           AT655(AD only)        AT 575(AM only) 

GPA:                                    Credit Hours Completed: 

  

  
Internship Company 

Company Name: Supervisor’s Name: 

  

Address: Supervisor’s Phone: 

  

City/State: Supervisor’s E-mail: 

  

Zipcode: Supervisor’s Fax: 

  

Describe the responsibilities you will have as an intern at this company. Attach additional narrative if needed. 
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         ___________________  

Student         Date 

 

         ___________________  

Company Supervisor       Date 

 

         ___________________  

University Supervisor       Date 

 

 

 

 

 

 

 

How would these responsibilities apply to your academic background? Attach additional narrative if needed. 

  

  

  

  

  

  

  

  

  

  

  

  


