This document is intended to provide students who are interested in participating in the Alberta Smithsonian Internship Program, with information about procedures and conditions of participation. Students applying to participate in the Internship program are required to read this document before submitting an application and will be required to sign a form indicating they have read and agreed to the conditions noted herein.
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I.    DEFINITIONS
The Alberta-Smithsonian Internship Program (ASIP) – provides outstanding students, registered in degree-granting programs in post-secondary institutions in Alberta, with exceptional professional development opportunities.  ASIP allows students to work with Smithsonian scholars, scientists, experts, and educators in science, history, culture and the arts in Washington, D.C. or other Smithsonian sites in Panama and Alaska. The program has been designed to enhance educational and professional opportunities for students, and will benefit the Smithsonian Institution as it continues to pursue the increase and diffusion of knowledge. This internship program has been designed for students who are residents of Alberta and studying in a degree granting program at a post-secondary institution in Alberta. However, Canadian citizens and permanent residents from other provinces studying in an approved Doctoral, Masters, Bachelors or Applied Degree program at an eligible Alberta post-secondary institution may be considered in the event that there are not a sufficient number of suitable Alberta residents nominated.
Information Release Waiver- All ASIP students are asked to indicate names of people to whom the Program Contact can release information. The information they release is pertinent to the ASIP and contained in their file. The Information Release Waiver may be found directly on the ASIP Application Form or as a separate form provided by the Program Contact.
II.    APPLICATION PROCESS

Students who apply must meet the basic application requirements and demonstrate personal suitability:

1. Good academic standing ( 3.0 cumulative GPA and 3.2 current GPA)

2. Personal suitability

4. Be an Alberta resident (see note above regarding residency requirement)
Program Eligibility

In order to be eligible for the Alberta Smithsonian Internship Program  you are required to have a minimum Grade Point Average (G.P.A.) of 3.2 (or B+ average) in your most recently completed term prior to the application deadline and a minimum cumulative G.P.A. of 3.0 (or  B average) on all post-secondary course work. Meeting minimum GPA requirements does not guarantee acceptance into a program. 
You must also have completed at least 60 credits (or equivalent) in your program as well as have been registered in a full time program of academic study (or equivalent) at a post-secondary institution in Alberta prior to participating in this program. 

Students selected for internships must be Canadian Citizens or Permanent Residents who are,
1.  currently attending and registered in an approved Doctoral, Masters, Bachelors or Applied Degree Program at an eligible Alberta post-secondary institution, and
2.      Alberta residents, defined as;
a.      a student who is born in Alberta OR;
b.      a student who has graduated from a high school in Alberta OR;
c.       a student who has lived in Alberta for 12 consecutive months without being a student (for example – working).
 
Note:  Canadian citizens and permanent residents from other provinces studying in an approved Doctoral, Masters, Bachelors or Applied Degree program at an eligible Alberta post-secondary institution may be considered in the event that there are not a sufficient number of suitable Alberta residents nominated. 
Step 1: Research

The Smithsonian is the world’s largest museum complex comprised of more than a dozen specialized museums that range from science, history and culture to the arts. You must visit the following website to research the area that is of most interest to you. Student interns will be hired to help produce world-class programs, exhibits, and research. Smithsonian interns have opportunities to make an impact, develop personally and professionally, and learn from people who are experts in their fields. All applicants must visit the website and include at least 2 internship program choices. If students cannot find an exact internship program match, then you may put together your own research proposal outlining your research interests and identifying a specific project or museum/department that you wish to work with. Additional information can be found on our website by linking to www.destinationtheworld.ca and following the link to the Alberta Smithsonian Website. Additional links are provided to the Smithsonian Institutions homepage and their Intern Program homepage.
Step 2: Submit a completed Application Package  

Application deadlines are noted on the program website. Late applications will be reviewed pending available space and only after all those received on time have been reviewed.

Use one application package listing your preferences of internship programs. Submit all application material at one time to the Program Contact. Incomplete application packages will not be accepted.

Eligible students will be guided on all necessary application material and fees by their Program Contact.  An application package includes: 

1.  a completed Program Application Form 

2. 
a complete set of official transcript(s) of all post-secondary work (note only one official copy needs to be submitted)
3.  a letter of intent indicating reasons for wanting to participate in the Internship Program and how the internship will contribute to future goals
4. 
a resume listing current and previous education, employment and volunteer experience
5.  2 reference letters, one academic and one professional in sealed envelopes 
6. 6 complete photocopies of the application, the resume and the letter of intent. The Program Office will make copies of the official transcripts and letters of references.
We ask students applying for the internship program to list at least two choices that they are prepared to take if they are not placed in their first choice. By doing this, they will broaden their opportunities for being nominated to a program. 
Step 3: Interview

Once you have been accepted by the Steering Committee, you will be called for a telephone interview. The interview has been designed to assess for personal suitability, to answer questions and to give pre-departure information to nominees. You will be contacted by the Program Contact to set up an interview. 
Once you have successfully interviewed with the Program Contact, your application will be sent to the Smithsonian for final acceptance.
III. NOMINATION AND ACCEPTANCE

Application to participate in the Alberta Smithsonian Internship Program is a three-tier process. Applications are first reviewed by the Program Contact, who will pre-screen applications to ensure the minimum application requirements have been met. The pre-screening will involve checking that all applications are complete and that applicants have met the basic requirements to apply. Then, the Program Contact will send complete applications to the Steering Committee who with then select the final nominees. There will be a maximum of 10 candidates recommended for placement with 5 alternates identified. The Program Contact will set up interviews with all nominees and upon a successful interview the applications will be sent to the Smithsonian for a final decision on acceptance.
Students will receive one of the following nomination decisions:
1.
An application is reviewed and nominated to participate:
If successful you will be contacted by the Program Contact within 2 weeks of the deadline and be advised that you have been nominated to participate in the Internship program. If you choose to accept, you will be asked to confirm your acceptance of the nomination by the deadline indicated by the Program Contact and participate in a personal interview. Failure to do so will result in withdrawal of the nomination.

2.
An application is reviewed and not recommended for nomination:
If you are not offered a nomination you will be advised within two weeks of the application deadline.

3.
An application is reviewed and offered a nomination as an alternate:
You may be offered a nomination as an alternate for the internship program. In this case, students may not know if they will receive a placement until the Smithsonian has reviewed all applications and made a decision in mid-April. Alternates are chosen for the cases where the Smithsonian does not approve a candidate from the original list or where a student nominee has had to withdraw from the program.
Once you have been accepted for the Internship program by the Smithsonian Institution you will be required to formally accept or reject the nomination. If you accept the nomination you will be required to submit a $300 confirmation deposit by a stipulated deadline. Upon completion of the internship, you will be required to submit a copy of your performance review to the Program Contact. Upon receipt of this performance review, you will be given a refund for this deposit. We accept cheque or money orders made payable to the University of Alberta. 
Failure to hand in completed documentation to the Program Contact by the given deadlines may result in withdrawal of the nomination.
For nominated students, once the application package is complete, the Program Contact will send it to the Smithsonian for a final admission decision. It often may take up to mid-April for the Smithsonian to process and find placements for all applicants. 
While you are encouraged to make tentative plans to participate once the Steering Committee nominates you, you should not make any plans which cannot be easily changed until formal written acceptance has been received from the Smithsonian Institution. 

The Smithsonian will be responsible for students’ work visa, however students are responsible that their own transportation, accommodation, and banking needs are met prior to their departure.  Information will be available on these issues on the program website under Pre-departure information. 

IV. PROGRAM COSTS

Funding

The Alberta Smithsonian Internship Program will award five to ten scholarships annually. The award amount will be given on a monthly basis and will depend on the length of student internships. 
The award will be given to students in a lump sum at the beginning of their internship. Students are responsible to pay for their airline tickets and cost of living while on the internship program from these funds. If a student is required to withdraw from ASIP for reasons other than personal health or family bereavement, the funds will have to be returned on a pro-rated amount for the portion of the program not completed. For more information about these awards, or withdrawal conditions, please see the program website.
V. PRE-DEPATURE PREPARATION
All students participating in the Alberta Smithsonian Internship Program will be given pre-departure information via the interview and the program website. The online modules address administrative procedures, as well as a wide variety of important topics such as healthcare issues, travel tips, security issues, budgets, insurance, and money. 
 
VI. PARTICIPATING IN THE ALBERTA SMITHSONIAN INTERNSHIP PROGRAM
The Alberta Smithsonian Internship Program is a result of special agreements and relationships between the Government of Alberta and the Smithsonian Institution. By agreeing to participate in the Internship program, you agree to not engage in behaviour viewed as inappropriate or unacceptable or that contravenes the ‘Ambassador Role’ you assume by applying to participate in the Alberta Smithsonian Internship Program. Serious infractions can constitute grounds for termination of a student’s internship.  While on an internship, students must obey the rules and regulations of the Smithsonian Institution. 

In addition to being bound by the rules and regulations of the Smithsonian Institution and the laws of the United States, you are expected to demonstrate sensitivity to the local cultural and societal norms.  Students are considered representatives of the Province of Alberta, and as such you are expected to behave in a manner that reflects positively on the Province. If the Smithsonian Institution notifies the Program Contact that it deems an intern’s behaviour is inappropriate, this will be communicated to the student. A major infraction, as defined by the Smithsonian Institution, or repeated incidents of inappropriate behaviour, can result in the termination of a student’s internship. Students are also expected to abide all laws in the United States. Violations will bring consequences that students will have to deal with understanding that they are not covered by Canadian Law. Students will be responsible for any additional expenses associated with the termination of their program.

If at any point you have a concern with any aspect of your internship, you are advised to first share this concern with your supervisor. If this is not appropriate or awkward, concerns can be directed to the Internship Contact at the Smithsonian. If you feel your concern has not been addressed you should then contact the Program Contact to discuss your concern. 
VII. 
COMING HOME
Performance Review Reports
Upon completion of your internship, your supervisor will supply you with a final performance review. You must submit a copy of this review to the Program Contact so that you can receive a reimbursement of your $300 confirmation fee.

Part of the condition of student participation in this Internship program is that students become “ambassadors” upon return. All students will be required to participate in at least one information session or promotional event to help promote this program to future students within the first semester of their return to their home institution. The Program Contact will be in touch regarding dates and sessions as soon as those dates are set. Students who do not participate in this aspect of the program will not receive their $300 deposit back.
As well, upon returning home, it is mandatory that all students complete a Returned Student Report. The information that you provide in the Returned Student Report about your internship experience is shared with other students who are interested in the internship program. By providing feedback, you can assist others as they prepare for their own adventure. It also allows you to express your opinion about different elements of your experience.  The survey is composed of three parts: Part A contains personal contact information from you and is only used for tracking purposes; Part B & C are anonymous and made available for consultation from the Program Contact. Upon your return home, you will be sent an email asking you to complete the Returned Student Report. You MUST complete the report and submit to the Program Contact. 
VII. ACADEMIC CREDIT 
This internship program has not been designed to allow for credit back to a student’s home institution. Staff from either the Program Office or the Smithsonian will not be involved in any sort of assessment to allow for the transfer of credit for work completed on the internship program. At no time may staff be approached to discuss credit for a student’s home institution.
If students wish to undertake their own research while participating on the internship, or have some credit for the internships credited back to their degree program, it will be the student’s responsibility to bring back supporting work and documents to their home institution. At no time will the staff at the Smithsonian or the Program Office be involved in this process.  It is students’ responsibility to ensure they are aware of and understand their home faculty’s policies on credit transfer. No transcript record will be made available at any time.
VIII. PROGRAM WITHDRAWAL OR TERMINATION
The Program Contact and the Smithsonian Institution reserve the right to revoke your nomination and cancel your Internship at any time if:

· you do not adhere to program procedures

· you do not complete or submit required documents by deadlines

· you do not follow the student code of conduct 

· you contravene the Smithsonian Institution’s rules and regulations 
· you are found in violation of US or local site laws
· you do not make required payments

· there has been a significant negative change in your situation in an area(s) of relevance to the program (e.g., a significant drop in academic performance after nomination, you engage in activities that place you or the personal safety of others at risk, you engage in activities or behaviours that compromise the ability of the Program Administrators at either the Program Office or Smithsonian Institution to ensure the success of your internship in their opinion)

· you demonstrate behaviour, prior to commencing or during your internship, that damages the special relationship between the Government of Alberta and the Smithsonian Institution in the opinion of both the Program Office and Smithsonian Institution Program Contacts.

Program Cancellation or Termination Due to Issues of Safety and Security

The current world reality is that travelling, living and studying abroad places students at increased risk related to their safety and security beyond what they might experience if they do not travel abroad.   By choosing to participate in an internship program students recognise that there are associated increased levels of risk for health, safety and security. Students agree to follow recommended precautions and advice provided by the Program Contact, and accept that when deemed appropriate the Program Contact may need to cancel or terminate the internship due to health and safety concerns.

The Program Contact will cancel all programs if the Department of Foreign Affairs and International Trade Travel Report indicates that Canadians should not travel to and/or should leave the country. The Program Contact may cancel a program prior to its commencement or at any time during its operation if: (1) such a Travel Report is issued by the Department of Foreign Affairs and International Trade or (2) if the Program Contact deems the situation in a country has changed so as to possess certain risks to the safety and security of students.   
X.   
POINTS TO CONSIDER

Travel and Health Insurance while Abroad
When traveling abroad, you should be aware of four general types of insurance coverage that you can obtain: medical insurance, travel insurance, trip cancellation insurance and personal effects insurance. Insurance regarding trip cancellation and personal effects is not mandatory. Your travel and Health Insurance coverage needs to meet at least the minimum Travel and Health coverage provided by StudentGuard Insurance (http://www.studentguard.ca). Students can purchase insurance from any insurance provider so long as it meets similar levels of coverage at StudentGuard. 
Passport and Immigration Documents

The Smithsonian Program Contact will ensure that successful applicants will have their immigration documentation prior to their departure for the United States.  Students must ensure that they have a valid passport prior to their departure.
Housing

The Program Contact can provide general information on accommodation in the host city. For more information on housing and related costs, please visit the program website. Links will be provided to housing options in and around the Washington area.
As well, the Washington Centre has agreed to provide housing accommodation for interested students. Students would be lodged in a 2-bedroom, 2-bathroom, fully-furnished suite. Easily accessible by the metro, students would have access to any of the Smithsonian museums from here. For additional information, please see visit our program website at www.destinationtheworld.ca and follow link to the Alberta Smithsonian Internship Program.
Travel Arrangements

Students will be responsible for making their own travel arrangements to Washington, D.C. The scholarship awarded to students covers the cost of one return air travel ticket, on the most direct route between Edmonton or 
Calgary and Washington. While students are encouraged to make travel arrangements early, we do not encourage students to pay for any ticket until formal acceptance has been received from the Smithsonian. Students must keep in mind that most airline tickets are non-refundable once payment has been made.
Students with Disabilities and Special Needs
All students are encouraged to apply for ASIP. However, if any student has a special need, they are advised to make their needs known to the Program Contact. The Smithsonian will be made aware of these special needs so that they can indicate to the student whether or not their special needs can be met.
Advance Registration from Abroad

For students who are returning to post-secondary institutions following their internship please be aware that each student must adhere to registration procedures and deadlines as set by their institutions. 
Internship Address

You are strongly encouraged to notify your Program Contact of your mailing address for the duration of the internship in case there is a need to communicate any relevant information or details to you while you are there.
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