PROFESSIONAL PRACTICE IN INTERIOR DESIGN

ID 415    Spring 2005
SYLLABUS                revised Spring 2005
Class Meetings: MWF 11:00 –11:50

Location: E-102 and E-106

Instructor:  Deborah B. Lowry, MS, ASID, IDEC

Office: E-204 Phone 440-4216 

Email – dlowry@chaminade.edu 

Text: Professional Practice for Interior Designers, by; C. Piotrowski 

(Same text required for ID 410)  

Business and Legal Forms for Interior Designers, by: Tad Crawford and Eva Doman Brock

The Scott, Foresman Handbook for Writers

Professional Practice is a course designed to place students in Internships that reflect their specialization in the field of Interior Design. Students will research career opportunities in their specialized area and seek job opportunities available. Student’s portfolios, resumes and business stationary are assessed on an individual basis to determine readiness to enter the workforce. Students are required to complete 85 hours of documented work experience in cooperation with the firm of their choice. Compensation is determined by the employer. Student will also be assigned one non- for profit design project to work with on a team basis. These projects will be assigned by instructor, and scope of project will vary according to the needs of the organization.

GRADING:  Grading is on a percentage point system:

A =100-90% B =89-80% C =79-70% D =69-60% F=Below 60%.

Deficiency reports are sent to the registrar and your advisor if your grade falls below a 70% or you have four unexcused absences.  A 2.5 GPA is required for declared majors in the CUH Interior Design Program. Grading requirements and percentages:  Class assignments 25%, Business Portfolio assignment 25%; Instructor's evaluation of student performance 15%; Employer's evaluation 10%. Portfolio review attendance 25%.

ATTENDENCE:  Failure to attend class, complete assignments and secure an internship could result in a failing grade in this course.  Attendance is mandatory both in class and at internship locations. Attendance to portfolio review is mandatory and will affect final grade in course.   Please follow reading assignments and class schedule as well as the written assignments listed below. Please read the assigned text before each class. Student participation in class discussions is required.

GOALS AND OBJECTIVES: Professional practice in the interior design profession including course work and analysis of appropriate employment specialties that support the individual goals and design talents of the student. The instructor will supervise internships, with visitations to the employment location or job site if needed. This internship should be approached as a position as an independent contractor so that students can become acquainted with ways of marketing themselves to potential employers as well as getting on the job training

· Become familiar with a professional working environment

· Be aware of ethical conduct within the workplace

· Be exposed to interior design business principles and practices

· Gain a practical knowledge of employment skills and marketing

· Thoughtfully approach questions of professional ethics

· Improve basic communication and writing skills, enhance modes of self-expression, critical thinking and analysis of information

· Learn to use design skills to develop ties within the community for those less fortunate

· Practice time management

· Develop skills that will allow students to work in as an independent contractor after graduation

· Present a professional personal appearance at public events

ID 415
 Professional Practice in Interior Design Spring 2004

Class Schedule, Course Outline and Assignments:  

(Note: schedule for 3 meetings per week)

Week One: 3 meetings this week.   

Monday  1/10
Review syllabus and goals of an internship. Assignment: Prepare resume and cover letter for Friday class for instructor review.  Read text chap. 26, pg. 373-384.  Start researching all firms you are considering applying to and research contact person. Record all in formation on Marketing Checklist (Form 28) Prepare a list of goals you want to accomplish in your internship to bring with you on interviews. Discuss service learning project and requirements of this course.

Wednesday  1/12
Discussion on goals and possible internship choices.

Assignment:   Read chap. 27 pg. 395-400 and prepare a list of 10 companies you will apply to for an internship.  Do not include firms or companies you have worked for or held an internship with in the past.  Support your choices according to your career goals
Friday  1/14  Review résumés of each student in class. 

Review and correct sample cover letters.  Go over Marketing checklist and Qualifying Checklist (Form 28B) and review why student's selected these firms.   

 Assignment:  Read pgs. 400-408 and send out your résumés and cover letters to your list.

Work on portfolio getting it ready to bring to class on Monday

Week Two  
Monday 1/17   No classes – Martin Luther King and Father Chaminade Day

Wednesday 1/19
Instructor to talk about portfolio and what you should bring on interview. Discuss interview process. Discuss photo set up and requirements from Savannah school of Art and Design. Discuss the interview process as outlined in the text. Bring portfolio to class for instructor to review  

Friday  1/21 – Assignment:  Discuss time sheet to keep track of hours. Include: all information available on Job Information Sheet (Form 2) the name of the company, address, phone and fax number, directions to the company location, parking instructions and parking fee; name and title of the contact person you called and the name and title of the person who will conduct the interview with you; the design specialty of the firm or the industry affiliation of the firm.  Do they want to see a portfolio of your work? Include a section for the day, date and time of the scheduled interview.  Post-interview evaluation:  Who interviewed you?  Describe the interview process.  Did the interviewer review your résumé and understand your skills?  What questions were you asked?  What was the reaction to your portfolio?  Are you being considered for an internship?  Was a job description given to you?  .  When will you start and at what hours per week?  Will you be paid any compensation for your time?  How did you feel about the interview?  Success?  What would you do differently next time?  Note the date you wrote a thank you letter for the interview.  Assignment includes a sample thank you letter as well as this worksheet.   

Week Three

Monday  1/24  - Marketing Checklists due today.  Discuss the interview process again and telephone skills.

Assignment:  Start calling your employer lists for interviews and fill out a complete worksheet for each call.  Bring the Job information sheets to class next Monday.  Attend interviews and evaluate the experience.  What would you do differently next time?  Was the experience what you anticipated?  

Wednesday 1/26 - Continue to discuss interview process and students portfolios. Students should be scheduling interviews this work and report to instructor and classmates about interviews. Service learning projects will be discussed. 

Assignment:  Write thank you notes if you attended an interview. 

Assignment: When you start your internship, prepare a calendar or schedule you plan to work for this firm; document your time on a time sheet as if you were charging the firm for your time (bill- able hours), document your activities in a planner to be included in final project noting the task you performed and the project/client the task would be invoiced to.  Also provide documentation if the task was completed or was still in work when you left, as well as any notes. Add information as needed to job information sheet

Friday 1/28
 Instructor will schedule individual meetings throughout the week to Asses progress of individual students. If no prospects for an internship are pending other options will be discussed. 

Reading assignment for Week 4: A System for Success and Basic Contract Law for Interior Designers

Week 4 – 10    Mondays Only

Weekly meetings to review internships, complete time sheets, solve problems. 

Evaluate your internship experience.  Are you achieving your the goals you stated in the beginning of the program?  What concepts did you learn?  Did you use your existing skills?  What new skills did you learn?  What skills do you feel you may lack or need to review?  Would you recommend another student seek an internship at this firm?  Why? Were you treated fairly and respectfully? Will you be able to complete your 85 hours?

by week 15?

Final Paper Assignment:  Evaluate the firm you are working with with.  Are your duties following your job description?  Do you feel the office; store or showroom is organized efficiently?  What would you do to improve the operational organization and human resource management?  Employee productivity?  Interaction with clients?  General observations on the firm.  

Week 4 -

Monday  1/31 –  Discuss reading assignment – A system for success. 
Week 5
Monday 2/7 –

Discuss duties of individual students and companies.  Lecture: What is Work Ethic?  Discuss; Reading Assignment

Week 6 
Monday – 2/14  -  Time Management, Babies vs. Career. Guest Speakers

Week 7 
Monday – 2/21 Presidents Day No- Classes 
Meet Wednesday 2/23 – Lecture:
Professional Organizations and Attending Conferences. Which ones to choose and why?  

Week 8 –
Monday 2/28 

Lecture : The NCIDQ Exam and Continuing Education

Week 9 –
Monday 3/7 – Lecture: Legislation in Interior Design. Licensing and Registration pros and Cons

Week 10    3/14
Lecture: The Media and Interior Design

Week 11 – 3/21        SPRING BREAK
Week 12 – 3/28 

Monday 10/18 Lecture: Investing in your Business, How to plan for your Future, Paying of Student Loans. (Guest Speaker)

Week 13-    4/4

Na Liko Na’auao – Scholarship Day - Wednesday  April 20

Week 13 through 15 
Continue to meet on Monday, students who have not completed hours by week 15 will work with Service learning project to complete hours. We will be discussing portfolio review and photographing portfolios of graduating seniors

Week 16 Final Exam Wednesday May 4 @ 10:30 – Exit Interview and Discussion

Portfolio Review Scheduled for Friday- May 6, 4 to 8 p.m.

Your attendance to this event is required – Please invite employers to this event
