
 

UCDC Prep (Remote)  
  
Fall Quarter 2022  
Wednesday, 11am Pacific/2pm Eastern 
Zoom: Link in Canvas  
  
Open to students accepted for UCDC Winter Quarter 2023 / Spring Semester 2023  
To be offered repeatedly for students prior to participating in UCDC  
  
Instructors:   

Michael Nieto (he, him, his)  
Coordinator, Promotion and Recruitment, UCDC  
Michael.Nieto@ucdc.edu  

  
Course Description:  

This course is offered to prepare and orient you to participate in UCDC next quarter. It will guide 
you through all the required steps you will need to search out internships of interest, prepare 
your application materials, hone your interview skills, choose and be prepared for UCDC 
courses, and get the most out of your internship. It will also inform you about the support 
services and other programming we offer to ensure that you have a successful UCDC 
experience.  

  
Learning Objectives:  

- Identify your professional goals and research internship opportunities of interest;  
- Articulate your skills and attributes both in writing and orally;  
- Create resumes and cover letters that best express your abilities and interests;  
- Develop interview skills;  
- Learn professional skills, including how to engage online;  
- Learn basics about DC;  
- Meet and engage with other incoming UCDC students.  

  
Assignments:  

 
Internship Application Materials - these include resumes, cover letters, a LinkedIn profile, and 
interview preparation. Drafts will be submitted for review. You are expected to apply to at least 
10 internship sites.   
 
On average, the course will require one hour of class time, 20 minutes of reading, and 1 hour 
and 40 minutes of preparing application materials per week.  In Weeks 1-4, most of that 
preparation will be devoted to resumes, cover letters, Linkedin, and identifying internships of 
interest.  Weeks 5-10 will be spent mostly on applying to internships and preparing 
for/participating in interviews.  You should plan to apply to two to three positions each week so 
that you apply to 10 by the end of the quarter.  If you have been offered and accepted an 
internship position before that time, further applications will not be necessary.   

  



 

Weekly Progress Reports:  
You will provide documentation of time spent on internship searches, application materials and 
submission, and interview preparation. Each week, report on which internships you applied to, 
which organizations you followed-up with, interview requests, and interviews completed. There 
are also particular weekly assignments described in the grid below.  

  
    
Mock Interviews and Reflection (for Week 7)  
Select one of the internships you are applying to for the purpose of interview preparation and practice.   
  
Provide a brief write-up (bullet points are fine) that includes the name of the organization, agency or 
office, and internship position description.   
  
Include a brief description of the organization’s mission, size, competitors and/or similar organizations, 
funding sources/budget, and main activities or functions, and any noteworthy accomplishments.  This is 
the type of information you should always collect before an interview.  
  
This will be shared with students you are matched with, along with other application materials, in 
preparation for mock interviews.   
  
Prepare answers to the following questions:  

- “Tell us about yourself.” (Aka – your 30-60 second elevator pitch)  
- “Why do you want to work for us? (This will give you a chance to show that you have done your 

homework on the organization.)  
- “Why should we hire you?” (This is your chance to sell yourself and how your competencies 

match this particular position)  
- Other questions as assigned 

  
Also, write up some questions that you will ask the interviewee that demonstrate your familiarity with 
and interest in the organization. These might have to do with challenges or opportunities the 
organization faces, how they accomplished a particular achievement, what kind of training and 
development opportunities will be available to you as an intern and whether you will be allowed to 
work in an area of particular interest.  
 
There will be no final exam for this course.  Grades will be based on the above assignments. 
  
Course Materials and Communication  
Canvas will be our “classroom,” in which the link to our Zoom classroom and office hours can be found, 
and all of our course materials will be located.   
  
We will also use Canvas and email for communicating with you. Unless you tell us otherwise, we will be 
communicating with you using the email address that you included as your primary address when you 
enrolled for this class. You are responsible for checking these sources regularly for messages and 
feedback. You are responsible for letting us know if you change your email address.  
  



 

Course Responsibilities and Assignments:  
o Everyone gets ONE (1) freebie absence without explanation  
o Other absences require an explanation, whether it be illness (of self or family member or 

another person in your care), rolling blackouts, tech issues, and more. We will honor your 
need for privacy, but do expect a reason. Just let us know, in advance if possible, but as soon 
after as you can.   

o Participation:   
 Be prepared to participate in one way or another, including verbally in “class,” in 

Zoom chat, or Canvas discussion, for participation credit.   
 Expect to use Zoom Breakout Rooms at times for small group interaction.   
 Reading and Viewing Assignments: You should review all assigned material 

before the class meeting.   
  
Grading   
This course is offered pass/no pass only. All assignments must be completed in order to receive a 
passing grade. Incompletes will be allowed only under the most exceptional circumstances.   
  
Final course grades will be proportioned as follows:   

 Application Materials          50%  
 Class Participation and Mock Interviews     20%  
 Weekly Progress Reports and Reflections    10%  

Submission of Class Materials on a Timely Basis   20%  
  

  
Policy on Late Assignments  
Assignment deadlines are firm to keep everyone on track with the internship search process. Remember 
that you will be competing for these internships with not only other UC students, but with students 
from across the country. Timely applications help ensure that you have the widest range of 
opportunities available.   
  
Policy on Zoom “Class” Conduct  
A Zoom space is different in some important ways from in-person class, but there are similar rules:   

1. It goes without saying – but we’ll say it anyway – that we must treat each other with respect. 
We do not have to agree, but being polite and thoughtful in our interactions with each other is 
absolutely required.   

2. Be present in class as much as possible. This means keeping your video on when you can and 
avoid distractions when you can.    

3. Come to class on time. Of course, there will be something that comes up at the last minute or 
technology will glitch. But do your best to be in our Zoom session at the start time. If you are 
late, come in with your audio muted and ask questions about what you missed AFTER class so as 
not to slow our progress.   

4. You may eat and drink in class. Be discreet so as not to interrupt or disrupt class; be sure audio is 
off.   



 

5. You may excuse yourself if necessary. Turning of your video to use the restroom or to handle an 
issue in your home is fine, just do so as unobtrusively as possible.   

6. You may NOT record our class sessions. We will record these sessions for students who are 
unable to attend. Recordings will be made available to our class and our class only, via Canvas. 
They will be deleted when they are no longer necessary for our class purpose.  

    
  

Dates & 
Topics  

Preparation for Class   In Class Activities  Assignments 
that are Due  

Week 1:   
(10/5/22)  
Welcome to 
UCDC  
 

  Introductions, 
program and 
course overview.  
  
  
  

  
  

Week 2:   
(10/12/22)  
Introduction 
to the 
Internship 
Database 
and the 
Internship 
Search 
Process   

Reading: How to Set  
Ambitious Career Goals  
You Can Realistically  
Accomplish  
  
 
 
  

How to sign into 
internship 
database and 
search for 
internships. 
 
Overview of 
where UCDC 
students have 
interned; 
choosing among 
different 
employment 
options;  
organizing your 
search; how and 
when to follow 
up  

Submit  
Internship  
Interest Form 
(via Internship 
Database); 
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Week 3:   
(10/19/22)  
Resumes, 
Cover 
Letters  

 Reading: Perfect Cover  
Letter – According to Harvard Experts 
https://hbr.org/2020/09/h ow-to-get-your-
resumenoticed-and-out-of-thetrash- 
bin?utm_source=pocketnewtab  
  
https://www.linkedin.com 
/pulse/2014092900153424454816-my-personalformula-
for-a-betterresume/  
  
 
Sign into internship database and review job  
opportunities   
  
 

How to prepare 
resumes, cover 
letters  
and LinkedIn 
profiles  
  

 
Submit UCDC  
Housing 
Contract  
1/24 

Week 4:  
(10/26/22)  
Linked In;  
 
Basic Needs 
& Financing 
UCDC  

https://www.linkedin.com /help/linkedin/answer/83 
/linkedin-public-profilevisibility?lang=en  
 
 

Review tips and 
tools to use 
LinkedIn  
 
And a discussion 
on financing your 
UCDC experience 

UCDC Weekly  
Progress Report  
Due (in Canvas) 
  
Complete drafts 
of CV, cover 
letter template, 
and LinkedIn 
profile  
 

Week 5:  
(11/2/22)  
UCDC 
Courses  

Review UCDC course listings  
  
[UCDC Enrollment Begins on 11/18]  
  

Review of 
courses, 
registration 
procedures, 
writing 
requirements, 
DSP 
accommodations, 
getting major 
credit.  
  
 

UCDC Weekly  
Progress Report  
Due (in Canvas) 
 
Roommate 
Questionnaire 
Due (11/7) 
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Week 6:   
(11/9/22)  
The 
Interview  
 

Reading: https://online.hbs.edu/blo 
g/post/commoninterview-mistakes  
  
https://www.nytimes.com /2020/08/03/business/onl 
ine-job-interviewtips.html  
  
Have resume, cover letter, and LinkedIn profile drafted  

How to prepare 
for the interview 
and tips to do 
well 
  

UCDC Weekly 
Progress 
Report Due 
(via Canvas);  
 

Week 7:  
(11/16/22)  
Residential 
Life and  
Student 
Support 
Services   
 

The UCDC Residential Experience   

[Housing Questionnaire  
and Contracts due 1/24]  
 

Peer to peer 
mock Interviews  
What to expect, 
COVID  
Measures, 
Roommate  
Selection 
Process,  
What to Pack, 
Student  
Support Services 

UCDC Weekly 
Progress 
Report Due 
(in Canvas);  
Have CV and 
cover letter 
reviewed by 
campus career 
center or UCDC 
staff; Interview 
preparation 
assignment due  
 

Week 8  
(11/23/22)  
DC Culture, 
History and  
Political 
Environment  
  

 
Presentation by UCDC Faculty  

 Overview of the 
DC political and 
advocacy 
landscape 

UCDC Weekly  
Progress Report  
Due (in Canvas) 
  

Week 9:  
(11/30/22)  
How to be a 
Successful  
Intern and 
Get the 
Most  
Out of Your 
DC   
Experience 

https://www.rollcall.com/ 2019/01/25/bryan-steil-isnot-
paul-ryan-but-heused-to-work-for-him/  

Alumni panel 
discussion  
 
(Finals week at 
most quarter 
campuses) 

UCDC Weekly  
Progress Report  
Due (in Canvas) 
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Week 10:   
(12/7/22)  
Networking 
in DC 
Last-Minute 
Questions 
and 
Preparations  

How to Network the Right Way: 
https://www.forbes.com/sites/theyec/2014/07/28/how-
to-network-the-right-way-eight-tips/?sh=792bd6616d47 

Tips for 
Networking with 
colleagues and 
others while in 
DC 

UCDC Weekly  
Progress Report  
Due (in Canvas) 
  
Describe what 
surprised you 
most during 
your application 
process, the 
major challenge 
you faced, and 
personal 
strength you 
discovered (in 
Canvas).  

ACADEMIC INTEGRITY  
All members of the UCSC community benefit from an environment of trust, honesty, fairness, respect, 
and responsibility. You are expected to present your own work and acknowledge the work of others in 
order to preserve the integrity of scholarship.   

Academic integrity includes:  
• Following exam rules  
• Using only permitted materials during an exam  
• Viewing exam materials only when permitted by your instructor   
• Keeping what you know about an exam to yourself  
• Incorporating proper citation of all sources of information  
• Submitting your own original work   

  
Academic misconduct includes, but is not limited to, the following:  

• Disclosing exam content during or after you have taken an exam  
• Accessing exam materials without permission  
• Copying/purchasing any material from another student, or from another source, that is 

submitted for grading as your own  
• Plagiarism, including use of Internet material without proper citation  



 

Using cell phones or other electronics to obtain outside information during an exam without 
explicit permission from the instructor  

• Submitting your own work in one class that was completed for another class (self-plagiarism) 
without prior permission from the instructor  

• Violations of the Academic Integrity policy can result in dismissal from the university and a 
permanent notation on a student’s transcript. For the full policy and disciplinary procedures on 
academic dishonesty, students and instructors should refer to the Academic Misconduct page 
at the Division of Undergraduate Education  

ACCESSIBILITY   
UC Santa Cruz is committed to creating an academic environment that supports its diverse student 
body. If you are a student with a disability who requires accommodations to achieve equal access in 
this course, please submit your Accommodation Authorization Letter from the Disability Resource 
Center (DRC) to me privately during my office hours or by email, preferably within the first two weeks 
of the quarter. At this time, I would like us to discuss ways we can ensure your full participation in the 
course. I encourage all students who may benefit from learning more about DRC services to contact the 
DRC by phone at 831-459-2089 or by email at drc@ucsc.edu.  
  

INTELLECTUAL PROPERTY  
The materials in this course are the intellectual property of their creators. As a student, you have access 
to many of the materials in the course for the purpose of learning, engaging with your peers in the 
course, completing assignments, and so on. You have a moral and legal obligation to respect the rights 
of others by only using course materials for purposes associated with the course. For instance, you are 
not permitted to share, upload, stream, sell, republish, share the login information for, or otherwise 
disseminate any of the course materials, such as: video and audio files, assignment prompts, slides, 
notes, syllabus, simulations, datasets, discussion threads. Conversely, any materials created solely by 
you (for example, your videos, essays, images, audio files, annotations, notes) are your intellectual 
property and you may use them as you wish.  

RELIGIOUS ACCOMMODATION  
UC Santa Cruz welcomes diversity of religious beliefs and practices, recognizing the contributions 
differing experiences and viewpoints can bring to the community. There may be times when an 
academic requirement conflicts with religious observances and practices. If that happens, students may 
request the reasonable accommodation for religious practices. The instructor will review the situation 
in an effort to provide a reasonable accommodation without penalty. You should first discuss the 
conflict and your requested accommodation with your instructor early in the term. You or your 
instructor may also seek assistance from the Dean of Students office.  

PRINCIPLES OF COMMUNITY  
The University of California, Santa Cruz expressly prohibits students from engaging in conduct 
constituting unlawful discrimination, harassment or bias... More here. I am committed to providing an 
atmosphere for learning that respects diversity and supports inclusivity. We need to work together to 
build this community of learning. I ask all members of this class to:  

• be open to and interested in the views of others  

https://www.ue.ucsc.edu/academic_misconduct
https://www.ue.ucsc.edu/academic_misconduct
https://www.ue.ucsc.edu/academic_misconduct
https://www.ue.ucsc.edu/academic_misconduct
https://ue.ucsc.edu/
https://ue.ucsc.edu/
https://ue.ucsc.edu/
https://deanofstudents.ucsc.edu/
https://deanofstudents.ucsc.edu/
https://reporthate.ucsc.edu/principles-and-policies/index.html
https://reporthate.ucsc.edu/principles-and-policies/index.html


 

• consider the possibility that your views may change over the course of the term  
• be aware that this course asks you to reconsider some “common sense” notions you may hold  

honor the unique life experiences of your colleagues  
• appreciate the opportunity that we have to learn from each other  
• listen to each other’s opinions and communicate in a respectful manner  
• keep confidential discussions that the community has of a personal (or professional) nature  
• ground your comments in the texts we are studying. Refer frequently to the texts and make 

them the focus of your questions, comments, and arguments. This is the single most effective 
way to ensure respectful discussion and to create a space where we are all learning together  

TITLE IX/CARE ADVISORY  
Instructors are encouraged to include a Title IX and CARE (Campus Advocacy, Resources & Education) 
statement in their syllabi to address their reporting responsibilities and to provide students with 
information on resources and support services. You are welcome to use the text below or may prefer to 
alter this statement to suit your own needs; however, at a minimum, it is suggested that you inform 
students of the following: (1) University policy requires you to report Title IX misconduct, and (2) the 
CARE office offers confidential support. This sample statement was created in collaboration with the UC 
Santa Cruz Title IX Office and leadership at CARE.  
   
UC Santa Cruz is committed to providing a safe learning environment that is free of all forms of gender 
discrimination and sexual harassment, which are explicitly prohibited under Title IX. If you have 
experienced any form of sexual harassment, sexual assault, domestic violence, dating violence, or 
stalking, know that you are not alone. The Title IX Office, the Campus Advocacy, Resources & Education 
(CARE) office, and Counseling & Psychological Services (CAPS) are all resources that you can rely on for 
support.  
   
Please be aware that if you tell me about a situation involving Title IX misconduct, I am required to 
share this information with the Title IX Coordinator. This reporting responsibility also applies to course 
TAs and tutors (as well to all UCSC employees who are not designated as “confidential” employees, 
which is a special designation granted to counselors and CARE advocates). Although I have to make 
that notification, you will control how your case will be handled, including whether or not you wish to 
pursue a formal complaint. The goal is to make sure that you are aware of the range of options 
available to you and that you have access to the resources you need.  
   
Confidential resources are available through CARE. Confidentiality means CARE advocates will not share 
any information with Title IX, the police, parents, or anyone else without explicit permission. CARE 
advocates are trained to support you in understanding your rights and options, accessing health and 
counseling services, providing academic and housing accommodations, helping with legal protective 
orders, and more. You can contact CARE at (831) 502-2273 or care@ucsc.edu.  
   
In addition to CARE, these resources are available to you:  

• If you need help figuring out what resources you or someone else might need, visit the Sexual 
Violence Prevention & Response (SAFE) website, which provides information and resources for 
different situations  

• Counseling & Psychological Services (CAPS) can provide confidential counseling support. Call 
them at (831) 459-2628  

https://care.ucsc.edu/
https://care.ucsc.edu/
https://care.ucsc.edu/
http://safe.ucsc.edu/
http://safe.ucsc.edu/
http://safe.ucsc.edu/
http://safe.ucsc.edu/
http://safe.ucsc.edu/
http://safe.ucsc.edu/
https://caps.ucsc.edu/
https://caps.ucsc.edu/


 

• You can also report gender discrimination and sexual harassment and violence directly to the 
University’s Title IX Office, by calling (831) 459-2462 or by using their online reporting tool  

• Reports to law enforcement can be made to the UC Police Department, (831) 459-2231 ext. 1  
For emergencies, call 911  

DIFFICULT CONVERSATIONS  
In our in-class and online discussions and dialogues, we will have the opportunity to explore 
challenging, high-stakes issues and increase our understanding of different perspectives. Our 
conversations may not always be easy. We sometimes will make mistakes in our speaking and our 
listening. Sometimes we will need patience or courage or imagination or any number of qualities in 
combination to engage our texts, our classmates, and our own ideas and experiences. We will always 
need respect for others. Thus, an important aim of our classroom interactions will be for us to increase 
our facility with difficult conversations that arise inside issues of social justice, politics, economics, 
morality, religion, and other issues where reasonable people often hold diverse perspectives. This 
effort will ultimately deepen our understanding and allow us to make the most of being in a 
community with people of many backgrounds, experiences, and positions.  

REPORT AN INCIDENT OF HATE OR BIAS  
The University of California, Santa Cruz is committed to maintaining an objective, civil, diverse and 
supportive community, free of coercion, bias, hate, intimidation, dehumanization or exploitation. The 
Hate/Bias Response Team is a group of administrators who support and guide students seeking 
assistance in determining how to handle a bias incident involving another student, a staff member, or a 
faculty member. To report an incident of hate or bias, please use the following form: Hate/Bias Report 
Form. I encourage you to do what you need to care for yourself. If taking care of yourself means that 
you need to step outside during class, either for a short time or for the rest of the class, you may do so 
without academic penalty. If you do leave the class for a significant time, please make arrangements to 
get notes from another student or see me individually to discuss the situation.   

STUDENT SERVICES  
Counseling and Psychological Services  
Many students at UCSC face personal challenges or have psychological needs that may interfere with 
their academic progress, social development, or emotional wellbeing. The university offers a variety of 
confidential services to help you through difficult times, including individual and group counseling, 
crisis intervention, consultations, online chats, and mental health screenings. These services are 
provided by staff who welcome all students and embrace a philosophy respectful of clients’ cultural 
and religious backgrounds, and sensitive to differences in race, ability, gender identity and sexual 
orientation.  
  
Student Success and Engagement Hub  
The Division of Student Success provides campus-wide coordination and leadership for student success 
programs and activities across departments, divisions, the colleges, and administrative units.   
  
Tutoring and Learning Support   
At Learning Support Services (LSS), undergraduate students build a strong foundation for success and 
cultivate a sense of belonging in our Community of Learners. LSS partners with faculty and staff to 

https://titleix.ucsc.edu/
https://titleix.ucsc.edu/
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advance educational equity by designing inclusive learning environments in Modified Supplemental 
Instruction, Small Group Tutoring, and Writing Support. When students fully engage in our programs, 
they gain transformative experiences that empower them at the university and beyond.  
  
 
Slug Support Program    
College can be a challenging time for students and during times of stress it is not always easy to find 
the help you need. Slug Support can give help with everything from basic needs (housing, food, or 
financial insecurity) to getting the technology you need during remote instruction.   
To get started with SLUG Support, please contact the Dean of Students Office at 831-459-4446 or you 
may send us an email at deanofstudents@ucsc.edu.  
  
Slug Help/Technology   
The ITS Support Center is your single point of contact for all issues, problems or questions related to 
technology services and computing at UC Santa Cruz. To get technological help, simply email 
help@ucsc.edu.   
  
On-Campus Emergency Contacts  
Slug Help/Emergency Services. For all other help and support, including the health center and 
emergency services, start here. Always dial 9-1-1 in the case of an emergency.  

  

https://deanofstudents.ucsc.edu/slug-support/program/index.html
https://deanofstudents.ucsc.edu/slug-support/program/index.html
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