California Studies Program CAS 580, San Francisco State University. SFSU-NPS Internship Program (Fall 2006)


WORK AGREEMENT BETWEEN NPS MENTOR & SFSU INTERN
Internship #14: Research and Collection Management, Presidio Archives
Note: This document lists the key components required for the internship agreement. It should be developed  by the intern and the mentor together, and then signed by both of you. Please complete as soon as possible. Any questions, contact me by email (davislee@sfsu.edu) or phone (415-338-6583). Thanks! Lee Davis
	NPS Mentor’s Name                  Susan Ewing Haley
Job Title                                      Park Archivist
Agency                                        GGNRA 
Work Address                            Presidio Archives, Building 201, Fort Mason, San Francisco, CA 94123
Phone                                          415-561-4804
Email                                          Susan_Ewing_Haley@nps.gov



NPS Internship Description & Location

The intern will work at the Archives and Records Center on the Presidio of San Francisco, doing research and collection management. The Archives houses unique and valuable collections of historic maps, building plans, photographs, scrapbooks, and other related materials related to the history of the Presidio and the Golden Gate National Parks.  Interns will work with a variety of materials, both historic and current, in documenting and preserving the history of the park.  Archival materials are used by park staff from all divisions to provide information for interpretive materials and programs and to aid in decision making for restoration and preservation activities.  Students will have an unusual opportunity to learn many aspects of California history by working with historic documents. Interns will also learn proper techniques for handling, storing and transporting historic documents. 

Intern Responsibilities/Duties
· Perform sorting, inventory, rehousing and storage of historic documents and photographs from various existing and new collections.
· Perform computer data entry of inventory and statistical information to prepare reports of archives/records activity.
· Sort and file historic building plans.
· Perform packing, transport, inventory, rehousing and preservation of incoming park records to meet legal requirements for retention.
· Perform review, packing and recycling of inactive records eligible for destruction.
· Assist with staffing and maintenance of current exhibit.

Intern Skills/Qualities

· Student must be dependable, on time, responsible, fulfill hours commitment.

· A self-starter, independent, organized and motivated.
· Willingness to work in the field and in office situations.
· Ability to climb ladders and lift boxes and files up to 30 pounds.
Intern Transportation

Intern must be able to get to the Park Archives and Records Center located at Building 667, MacDowell Avenue, on the Presidio. Site is accessible by Muni and free PresidioGo Shuttle.  

Intern Hours
Schedule will be arranged with Mentor.  Hours will be scheduled between 8:30-5 M-F. All interns will attend the monthly two-hour seminar at SFSU, and carry out all its assignments. 
Internship #14: Research and Collection Management, Presidio Archives
INTERN & MENTOR MUST FILL IN ALL SECTIONS BELOW 

RETURN TO LEE DAVIS AT END OF ORIENTATION

Date 
_________________________

The number of academic units for this internship will be...   _______________

Credit will be assigned in the following manner:

3 units = Seminar AND 6 hours field placement each week x 13 weeks = 78 NPS field hours

4 units = Seminar AND 9 hours field placement each week x 13 weeks = 117 NPS field hours

Weekly Work Schedule. The intern and mentor should agree on a regular work schedule. 
Indicate the weekly work schedule here.

	Mon
	

	Tue
	

	Wed
	

	Thur
	

	Fri
	

	Sat
	


Intern Contact Info

	SFSU Intern's Name, Address, Phone, Email



SFSU Major                       ________________________________________

SFSU Junior or Senior      ________________________________________
SFSU GPA                          ________________________________________
With my signature, I agree to the terms of the Internship as described above.

Intern Printed Name _________________ Signature____________________ Date ______

Mentor Printed Name ________________ Signature____________________ Date ______

Calif Studies Name _________________ Signature_____________________ Date ______

