Version: 12/7/2006
Requirements for

NEMAC Student Employees
Students who are involved with NEMAC can be classified as either a Research Student or an Internship Student.  (Students who are in a position to be hired as a work-for-hire (rather than a research or internship student) need to apply for special permission from the Director of NEMAC).
Each position must fill out the following paperwork after being hired (but before the second timesheet is completed). 

A Research Student position must have a faculty member as the primary mentor and a NEMAC staff member as a secondary mentor. An Internship Student must have a NEMAC staff member as the primary mentor and a faculty member as the secondary mentor. 

After being hired, each student must submit the following to the NEMAC Student Coordinator (see ** below):

A.  Description of project with the following seven sections (label each section):

WHAT

1)  Short description of the project (4-8 sentences that will be posted on the NEMAC website)

2)  Research question or statement of work

3)  List of specific, measurable, objectives

4)  Deliverable:  specify the “product” that will be delivered to NEMAC upon completion of your project/internship
HOW

4)  Description of method/techniques that you will use to solve the research problem or methods you will use to complete your internship

5)  Timeline with specific milestones in the project

QUALIFICATIONS

6)  Description of how your project relates to the goals and objectives of NEMAC

7)  Summary of student’s qualifications to execute and complete the project

COVER PAGE (attach to beginning of document)

· Title of project

· Student’s name

· Student’s department/major

· Name of faculty mentor (either primary or secondary) and staff   mentor (either primary or secondary)

· Date submitted

· Estimated completion date (date final “product” will be delivered to NEMAC)

B. Signature (at end of this document) of the faculty mentor and staff mentor 

(see “Mentor responsibilities” below)

C. Signed intellectual property statement

· Upon acceptance of this document:
Submit, to the NEMAC student coordinator, an electronic version of the 4-8 sentence summary of the project.  Please submit via email to manns@unca.edu.  This will be posted on the NEMAC website.  (For examples, see “students” on the NEMAC website:  http://orgs.unca.edu/nemac/)

· Monthly (due on the first day of the month), each student must:

Submit, to the NEMAC student coordinator, a written report that addresses the progress on the milestones stated on the timeline. This report must be signed by both the student and the student’s primary mentor.  A copy must be submitted to the primary mentor.

· Each student must, at least once:

Do a presentation to the NEMAC group. This can be at a Chocolate Friday event or a similar forum.

· At the end of the student’s association with NEMAC, the Research Student must:  
Submit a final report describing: 1) the results of your research project; 2) the methods you used; and 3) possible future work that could stem from the work you did at NEMAC. The Research Student must also do a presentation in either the fall or spring Undergraduate Research Symposium.  Both the report and the presentation will be placed on the NEMAC website.  The final paycheck will be withheld until these two items are submitted.
· At the end of the student’s association with NEMAC, the Internship Student must:   
Submit a final report describing 1) the work that was completed; 2) which objectives were met and how; 3) what you learned and what skills you developed during your time at NEMAC. The report will be placed on the NEMAC website.  The final paycheck will be withheld until this is submitted.
· NEMAC’s responsibilities:

· Maintain a file on each student.

· Monitor the progress of each student (with the faculty and staff mentors).

· Market opportunities for students on NEMAC’s web page.

· Provide visibility and recognition for students.

· Faculty Mentor responsibilities (if primary mentor):

· Help the Research Student write the proposal with the seven sections requested in this document (see above).

· Mentor the student in the essential details of the project.

· Maintain information on the student’s progress in the project at all times.

· Help the student prepare monthly progress reports – due to the NEMAC Student Coordinator on the first of each month (see above).

· Staff Mentor responsibilities (if primary mentor):

· Help the Internship Student write the document with the required seven sections (see above).

· Mentor the student in the essential details of the project.

· Maintain information on the student’s progress in the project at all times.

· Help the student prepare monthly progress reports – due to the NEMAC Student Coordinator on the first of each month (see above).

· Compensation:

Students are paid $10 per hour with no benefits.  Timesheets must be signed by the faculty or staff mentor (the primary advisor) in time to submit to the NEMAC office on the 14th of each month.

** The NEMAC Student Coordinator is Mary Lynn Manns.  She can be reached at:  manns@unca.edu

Signatures (include date):

Student:  ___________________________________________
date________

Student’s email address:  _______________________________________

Student’s mailing address:
____________________________________





____________________________________





____________________________________

Student’s graduation month/year:  ________________________________

Faculty Mentor:  ______________________                                   date_________


Primary mentor? ___ Secondary mentor? ___ (check one)


Faculty’s email address:  ________________________________________


Faculty’s campus address:  _______________________________________

NEMAC Staff Mentor:  __________________________________date_________


Primary mentor? ___ Secondary mentor? ___ (check one)


NEMAC Staff’s email address:  ____________________________________


NEMAC Staff’s campus address:  __________________________________

NEMAC Student Coordinator:  _________________________
date__________

Additional Sponsor (if applicable):  _________________________
date__________


Sponsor’s email address:  ________________________________________


Sponsor’s mailing address:
______________________________________






______________________________________






______________________________________

