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Internship Program Position Description
Goals

· Provide an active opportunity for the student to gain exposure and experience in worksite wellness in manufacturing and corporate settings. 

· Improve the student's awareness of the different assessment, promotion and intervention tools used in corporate health promotion. 

· Improve the student's technical skills in program design, development, implementation and evaluation.

Agency Description

StayWell Health Management, a national leader and innovator in wellness and employee assistance programming, has been serving the marketplace since 1978.  Unprecedented by any other company, StayWell has received many awards such as 25 Gold Awards through Wellness Councils of America, the C. Everett Koop National Health Award, Wellness in the Workplace, Nova 7, Workforce Optimas Partnership Award and Corporate Health and Productivity Management Award.  These awards were received for the exemplary employee health promotion program provided by StayWell at the Chrysler LLC Corporation. 

Mission

To help employers manage their health care costs and improve productivity by encouraging employees and their families to make healthy lifestyle changes.

Position Terms
· Year round full-time and part-time positions available.

· This is not a paid internship. However, we cooperate with all Colleges and Universities to award academic credit hours, and ensure all requirements are met for those students who participate in our internship program.  

Job Description

1. Program Development 

· Develop and organize a specific project, program, or event, e.g., health screening, weight management campaign, fitness challenge, National Employee Health and Fitness Day promotion.

· Assist StayWell staff in program planning.

2. Program Delivery

· Work with the StayWell staff to implement programs during the internship (actual activities to be determined).

3. Marketing/Promotion

· Facilitate the promotion of a special project by developing and disseminating materials, e.g., distribute flyers, e-mail messages to employees, request a notice be placed in local publications and on the in house TV monitors, etc.

4. Data Management

· Support and assist with entering data and maintaining records of employees



participating in programs during the internship.

5. Other

· Participation in staff meetings, administrative duties, etc., will be determined by the


internship coordinator.

StayWell Health Management( Internship Application


Complete the following application and return with a current resume, cover letter and letter of recommendation to:


StayWell Internship Program


Attn:  Debbie Nemeth


2000 Van Horn Rd.


CIMS 454-09-00


Trenton, MI  48183

Name______________________________________________
Phone_____________________
Address_______________________________________________________________________

School currently attending_________________________________________________________

Academic advisor's name:________________________   Advisor’sphone:__________________

Advisor’s address:_______________________________________________________________

Degree or certification to be completed:______________________________________________

Please note any specific area of interest or specialization:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Highlight background and practical or volunteer experience:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Briefly explain why you are interested in the position:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Please list any professional certification and/or degree(s): (Note: Fitness interns are expected to

hold a current CPR certification within two weeks of start date.)

______________________________________________________________________________

______________________________________________________________________________

Academic Term applying for:
Winter_____  Spring_____  Summer_____  Fall_____

Internship Hours:_____  Hours Per Week:_____  Number of Weeks:_____

How did you find out about the StayWell Internship Program? 

StayWell Health Management( Internship Site Options

Please indicate your first and second choice of site you would like to complete your internship and return it with your internship application.

Illinois  (815/547-2271)

     _____ Manufacturing site with 2500 employees, wellness program located in Belvidere.


Indiana (765/454-1789)

     _____ Manufacturing site with 2500 employees, wellness program located in Kokomo.

     _____ Manufacturing site with 700 employees, wellness program located in Kokomo.
Michigan (313/956-9431)

     _____ Corporate site with  6700 employees, wellness program located in Auburn Hills.

     _____ Manufacturing site with 300 employees, wellness facility located in Chelsea.
     _____ Manufacturing site with 1500 employees, wellness facility located in Detroit.                                                 
     _____ Manufacturing site with 2700 employees, wellness program located in Detroit.

     _____ Manufacturing site with 1300 employees, wellness program located in Sterling Heights

     _____ Manufacturing site with 1100 employees, wellness program located in Trenton. 








          
    _____ Stamping plant with 1100 employees, wellness program located in Warren.
Minnesota (651/905-6964)
      _____ Corporate site, remote program delivery, offering design, implementation, evaluation                       and management of wellness programs, located in St. Paul.
.Ohio (330/487-2891)
     _____ Manufacturing site with 800 employees, wellness program located in Toledo.
     _____ Manufacturing site with 700 employees, wellness program located in Twinsburg. 
Wisconsin (262/658-6142)

       _____ Manufacturing site with 600 employees, wellness program located in Kenosha.
Wellness Internship Responsibilities 

StayWell Health Management(
The intern will be responsible for the following:

Program Development

· Develop a major project

· Present the project to the internship coordinator

· Develop a time line for promotion, delivery, implementation and evaluation

Program Delivery

· Prepare handouts and other program materials

· Conduct the appropriate sign-ups, class or contracting of vendors

· Ensure that the appropriate facilities have been reserved

· Implement project

· Support the delivery of programs/activities occurring during the course of the internship

Marketing / Promotion

· Submit educational articles for the newsletter

· Develop and post appropriate program flyers

· Create a promotional scheme for the assigned major project(s)

Data Management

· Gain working understanding of StayWell's Data Management system

· Enter the appropriate program data when necessary

Progress Evaluation

· Regular meetings with the intern coordinator to assure developmental goals are being met

· Report progress on all projects 

Administration

· Prepare the necessary paper work to provide a program to employees

· Keep an ongoing record of work activities and tasks

· Attend meetings as deemed appropriate, e.g., staff meetings, committee meetings, on-site team meetings

· Answer telephone, fax, e-mail, copy program materials, register participants for program events, design bulletin boards

 StayWell Health Management(
Responsibilities and Requirements


· Allow the intern to become involved with various aspects of the StayWell Program.

· Encourage a thoughtful evaluation of career goals and objectives.

· Challenge the intern to use their experience and education in a professional setting.

· Complete a written evaluation upon the completion of the internship.

Miscellaneous Internship Information

Application Requirements
· Cover letter

· Current resume

· Letter of recommendation from instructor, or supervisor of a job in a related field


· Interview

· StayWell Health Management® Internship Application

Internship Guidelines
· The internship length and number of hours will be determined by the intern, the academic advisor, and the StayWell internship coordinator.  Interns will be expected to experience all shifts and hours of operation.

· Interns will be accepted for Fall, Spring, Summer, Winter semesters.

· No stipend is currently available.

· Interns will work with an internship coordinator on various programs and projects. The StayWell  internship coordinator will conduct an evaluation at the end of the internship.

· Interns will be expected to follow all StayWell and internship site rules as developed by StayWell and the individual sites.

· StayWell interns are representing the company at all times while at the site. Professional dress is required as deemed appropriate for the site.
Internship Agreement

StayWell Health Management(
	Student

	

	College/University

	

	Address

	

	Phone

	


	Faculty Advisor


	

	Phone


	

	Fax


	

	Address


	


	StayWell                           Intern Coordinator


	

	Phone


	

	Fax


	

	Address


	


	Duration of internship (dates)


	

	Total of hours in length


	

	Specific days per week / hours per day


	


The following statements cover the terms and conditions under this agreement.  Please review and acknowledge your understanding by signing and dating this form in the noted area.

StayWell Health Management® agrees to provide a supervised unpaid internship to the student named below.  The designated StayWell Internship Coordinator will be responsible for overall supervision and evaluation of the intern.  Specific responsibilities and requirements of the intern are outlined in the internship manual given after verbal acceptance of the internship.  The intern will work with the StayWell Internship Coordinator to determine objectives for the internship within two weeks of starting the internship.  The internship responsibilities and requirements must be reviewed and agreed upon by the intern’s College/University supervisor, the intern, and the StayWell Internship Coordinator.  Any modifications will be agreed upon in writing and signed by the respective individuals designated below.

The intern accepts this agreement with the understanding that the work performed as a student is in fulfillment of academic requirements.  The intern will receive no compensation from StayWell Health Management®.  This agreement does not make either party an employee, agent, or legal representative of the other and, therefore, cannot obligate each other in any form or manner other than what is explicitly stated in this agreement.  It is understood that StayWell Health Management® will be held harmless for any claims for injuries or damages that arise from the intern’s work under this agreement.  The intern agrees not to divulge to anyone, either during the terms of the internship or thereafter, any information of any kind not in the public domain that is acquired in carrying out this internship.  All materials used are the property of StayWell Health Management® and must be returned following the completion of the internship.  Three copies of this form must be signed by the designated parties and each will retain a copy of the form for their own records.
Please sign in appropriate places:

_____________________________________


___________

(College/University Supervisor)





Date

Representing:

_____________________________________

(College/University)

_____________________________________

            ___________
(Intern)







Date

_____________________________________


___________
(StayWell Intern Coordinator)




Date
Internship Evaluation
Section 1: Professional Skills

                                                                        Above                       Below       Not

Skill Evaluated                    
Excellent    Average   Average    Average    Observed

1. Knowledge of Field

______       ______     ______     ______      ______


      (fitness / wellness)

 2.  Clarity and effectiveness 
______       ______     ______     ______      ______


of written communication 

3.
Clarity and effectiveness
______       ______     ______     ______      ______


of verbal communication              

4. Leadership abilities       

______       ______     ______     ______      ______

 5.  Organizational skills 
 
______       ______     ______     ______      ______

 6.
Time Management         
______       ______     ______     ______      ______

7. Professional attitude        
______       ______     ______     ______      ______

 8.  Administrative abilities
   
______       ______     ______     ______      ______

 9.  Program development
  
______       ______     ______     ______      ______

      (use of logical, organized

      steps for planning &

      implementation)

10. Ability to coordinate 

______       ______     ______     ______      ______


activities
                  



11. Growth in skills and 

______       ______     ______     ______      ______

       Knowledge
                 



Section 2: Personal Skills

                                                                            Above                       Below       Not

Skill Evaluated                                Excellent    Average   Average    Average    Observed

 1.  Dependability
                

______      ______     ______     ______     ______

 2.  Acceptance of Responsibility
______      ______     ______     ______     ______

 3.  Adaptability
                     

______      ______     ______     ______     ______

      (Ability to integrate self 


into work team)

 4.  Initiative     
                    

______      ______     ______     ______     ______

 5.  Creativity

               

______      ______     ______     ______     ______

 6.  Enthusiasm

               

______      ______     ______     ______     ______

 7.  Self-motivation  
         

______      ______     ______     ______     ______

 8.  Flexibility

               

______      ______     ______     ______     ______

9. Cooperation

         

______      ______     ______     ______     ______

10. Self-confidence

         

______      ______     ______     ______     ______

11. Judgment

                   

______      ______     ______     ______     ______

12. Ability to deal

      with criticism

           

______      ______     ______     ______     ______

13. Ability to work independently
______      ______     ______     ______     ______

14. Self-improvement

     

______      ______     ______     ______     ______

15. Outgoingness

         

______      ______     ______     ______     ______

16. Overall

                         

______      ______     ______     ______     ______

StayWell Intern Coordinator Comments:  

______________________________________________________________________________
______________________________________________________________________________                                                                             

______________________________________________________________________________                                                                               

______________________________________________________________________________                                                                             

Recommendations for continued professional growth:                                                                    
______________________________________________________________________________                                                                              

______________________________________________________________________________                                                                                  

______________________________________________________________________________                                                                                  

______________________________________________________________________________                                                                         

______________________________________________________________________________                                                                                
_____________________________________



Date______________________

Signature of College/University

Supervisor

_____________________________________



Date______________________

Signature of Intern

_____________________________________



Date______________________

Signature of StayWell Internship

Coordinator

Student Internship Feedback Form


Please give us feedback on the StayWell Health Management® Internship Program.  We appreciate your thoughts and opinions.  Your input will help us understand how well we met your needs and improve future internships.

Intern Name________________________________



Date______________________

Site              ________________________________

I.
Do you feel there were other courses/skills that could have better prepared you for your internship experience?                                                                                                             

___________________________________________________________________________                                                                              


___________________________________________________________________________ 


___________________________________________________________________________                                                                            

 II.
What are the most applicable/important things you learned from this internship?


___________________________________________________________________________ 


___________________________________________________________________________                                                                             


___________________________________________________________________________                                                                             

III.
How do you plan to apply these skills to your future graduate program/job?


___________________________________________________________________________                                                                           


___________________________________________________________________________                                                                                


___________________________________________________________________________                                                                                

IV.
What are the least applicable/important things you learned from this internship?

___________________________________________________________________________                                                                               


___________________________________________________________________________                                                                              


___________________________________________________________________________

 V.
Comments regarding Wellness Internship Responsibilities:                                

___________________________________________________________________________                                                                             


___________________________________________________________________________                                                                             


___________________________________________________________________________

VI.
Overall comments about internship:                                                                              
Goal Setting Worksheet


Goal setting can be an invaluable component of your career development.  As a StayWell Health Management® intern, one of your first assignments is to carefully think about your career, as well as personal objectives, both short-term, and for the future.

To help with this exercise, begin by considering the type of employment position you would desire, the responsibilities it might entail and the environment in which you would work; i.e. corporate, clinical/hospital, etc. Next, focus on specific steps that will assist you in achieving your goal.  Use a similar thought process regarding your personal goals.

Using the following space, document your goals and objectives within the appropriate time periods. If you have any questions, do not hesitate to talk with your StayWell Internship Coordinator.

Goals/Objectives during internship:
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Goals/Objective for the next year:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
Goals/Objectives for next three years:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

Please note any comments or questions you may have at this time:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Project Guidelines


During your internship, you will be requested to carry out a special project; i.e., prepare report on a designated subject, develop guidelines for training and conducting a special activity class, presenting a health related seminar, organizing a special event, or planning and implementing a program. The following is a brief outline to assist you in fulfilling the project assignment.

1.  Two weeks into your internship, you will meet with the internship coordinator to discuss project ideas and to agree on the project assignment.  The goal is to achieve a clear and mutual agreement on the theme of the project, its needs and anticipated value.

2.
One week after the project assignment has been approved, you will submit to the internship coordinator a written project/program plan which will includes such components as:




Theme, subject or topic of the project/program




Background and need of the project/program




Specific objective to be achieved in carrying out the project/program




Proposed method and steps for meeting the stated objectives




Timetable for the project/program implementation and completion

3.
One week prior to the end of the internship, you will submit a final written project/program summary. The length of the summary depends on the nature of the following:




Brief restatement of the project, need for the project, and project objective




Description and summary of project implementation




Recommendations for future use

4.
During the last week of the internship, the internship coordinator will review and discuss the results of the project with you.
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