Introduction to the LEJA Internship Materials and Instructions
Welcome to Western Illinois University’s (WIU) School of Law Enforcement and Justice Administration’s (LEJA) Internship Program Policies and Procedures informational text book. All the forms and information you need regarding Western Illinois University’s Law Enforcement and Justice Administration’s Internship program are contained within the files on the LEJA web site, www.wiu.edu/leja, Current Students Internship Book and Forms. The main text file is identified as “LEJA Internship Program Book (without forms),” and contains the text material of the internship book, with Table of Contents (forms are listed separately). Students are responsible for the information within that file. All the material contained within the various files was produced using Microsoft Word. The files were formatted with the selection of an HP LaserJet printer. Therefore, some alterations may have to be made when selecting other printing devices. However, the forms need to maintain their professional appearance. The forms are designed utilizing text boxes for information to be entered. Left-click on the line for the entry to be made and a text box will open, make sure the font is Times Roman, 12 pt., although you may have to adjust the font size to accommodate the length of your entry. Be certain that all information entered on your forms is up-to-date and correct. With basic word processing skills, you should have no problem producing a quality, professional looking document. 
Sequential page numbers do not appear throughout the files. In addition, there are five files (Agency Listings…) that list the different agencies that have participated with the internship program. These files are categorized by type (e.g., Police, Security and Loss Prevention, Courts and Legal, Corrections and Social Service, and Federal and Miscellaneous) and should give the prospective student intern an idea of the various types of potential agencies for internships. Students should save all the internship forms and program information files to their computer hard drive or personal storage device. Please be environmentally conscious when printing the information from these files. The author strongly believes that it is not necessary for potential interns to print a hard copy of all the information contained in these files. Students will need to printout Forms V through VIII, after the necessary information is typed in, for their internship application, and they are responsible for all the information contained within the internship files. LEJA students are required to use and maintain their WIU e-mail address. The Internship Coordinator, Professor Durkin, will send electronic correspondences to all interns reminding them of important information (i.e., due dates, paper requirements including specific outline information, and confirmations of weekly activity reports and documents received from the intern). Fall interns will receive important information at the required internship meetings in January and detailed e-mail correspondences in June, September, October, and November. Spring interns will receive important information at the mandatory internship meetings at the end of August or first week in September, and detailed e-mail correspondences in November, February, March, and April. Summer interns will also get information at the internship meetings in January and detailed e-mail correspondences in April, June, and July. Furthermore, interns are encouraged to contact Professor Durkin anytime they have questions and/or concerns. Throughout the entire internship process, students must remember that it is vital to maintain proper communication with all parties involved in the internship process. Again, students are required to maintain their WIU e-mail account and utilize their WIU e-mail address throughout the internship program. Internship correspondences and verification of materials received will only be sent utilizing the students’ WIU e-mail address. Numerous e-mail messages will be sent by Professor Durkin throughout the internship experience and students are responsible for this information (Note: Students are advised to delete and purge old messages from their WIU e-mail account).
When accessing the internship forms, i.e., Form VI, you should open the file and save it as a different file name (e.g., “Your Name” Form VI). Then you must type in the correct information on the internship form. This way you will have an original form to return to in case errors are made that alter your form’s appearance (e.g., spacing, length, format). Remember, all the internship files were produced using Microsoft Word. Opening the form files with any program other then Microsoft Word will alter the integrity of the form and is unacceptable. All completed internship forms should appear as the original version only with your personal information entered. Again, simply left-click on the area you want to enter information and a text box will open. Form VI should be two pages in length, unless you had to modify the employment section. The signature and date portion of the form must not spill over onto a separate page. You are required to submit one (1) copy of Form V three (3) copies of Forms VI and VII, and one (1) copy of Form VIII (leave agency entry blank, only sign it). In addition to Form VIII being left blank the agency preference section of Form V may also be left blank. In other words, you do not need to know or list where you want to intern in order to continue completing the internship forms and to meet with Professor Durkin. All information must be typed and original signatures must appear on all internship forms. Remember, all the forms should appear as they did when you first accessed them prior to typing in your information. In addition, three (3) color photographs, approximately 2”x2” (passport style) must be submitted with Form VI. At the internship meetings, digital photographs are taken by a professional photographer from WIU’s Visual Productions’ Department (Tillman Hall 207); a nominal fee is charged for this service (approximately $8; students are welcome to use an alternate source). 
Some agencies require additional paperwork, specific application materials, to be submitted when applying for internship with their agency (i.e., Illinois State Police, federal agencies, DuPage County Court Services, Lake County Court Services, Champaign City Police Department, Naperville Police Department, Cook County State’s Attorney’s Office, etc.). The Illinois State Police internship application can be found online at: http://www.isp.state.il.us/media/docdetails.cfm?DocID=611.  Links for the Naperville Police Department, Champaign Police Department, Cook County State’s Attorney’s Office, and DuPage County Court Services applications can be found on the LEJA/internship web site. Some of those files are Microsoft Word documents, and the Naperville PD and Cook County State’s Attorney’s Office applications contain text boxes for the information (left-click on the area to be completed, type in the information). The ISP application is a PDF file and has specific application instructions that must be followed. The federal forms that are usually requested for internship consideration, besides a resume, transcripts, and finger print cards, include the OF 306 and SF 85(*). These forms can be found at http://www.opm.gov/index.asp and must be typed out. Note: Professor Durkin requires ALL internship information, forms, applications, and reports to be typed.

Students are expected to produce quality internship forms. WIU has exceptional computer hardware and software. Your completed internship forms will reflect your word processing capabilities and are likely to be the first contact you have with a potential internship site. Make a great impression, take pride in your work and produce quality documents. Finally, enjoy your experience. The entire process will help your career development and pave the way for your future successes.
General Contact Information:

Ken Durkin
Professor/Internship Coordinator

WIU, LEJA

One University Circle

Macomb, IL 61455-1390

Office Number: 309/298-1439

Office Fax: 309/298-2516

Office Room Number: 330 Stipes Hall
Personal E-Mail Address: kw-durkin@wiu.edu
Internship Questions E-Mail Address: leja-internship@wiu.edu  
Activity Report Verification and Employment Information E-Mail Address: leja-internship@wiu.edu 

LEJA Main Office: 309/298-1038 and Fax: 309/298-2187
www.wiu.edu/leja (LEJA Home Page, Internship Information, etc.)

www.wiu.edu (WIU Home Page)
www.careers.wiu.edu (Career Development Center Home Page, Career Day Information)
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