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Preparing for the Internship
Remember: the internship is first and foremost an extension of the educational experience that began in a classroom at your school. 
Prior to the start of the internship, organize and create a work journal. Work with your teacher to understand his/her requirements for the work journal. This lesson sets out various tools that can be used to meet the fundamental elements of a good work journal. These are:
· Work Journal Diagnostic Report
· The Applied Education Summary
· The Skill Record Sheets
The work journal is a way for your teacher to monitor what kind of work assignments you are receiving and, as a result, what learning and experience you are or not getting in the workplace. Your teacher may have alternative tools that better fit his/her means of monitoring and evaluating advancement in the internship. Work with your mentor and teacher to understand the work journal requirements for your assignment.
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The Work Journal
The work journal:
· Is a communications tool – the permanent record of what service was performed on a vehicle and why it was performed.
· Is an evaluation tool – documentation of what you learn, practice and your progress.
· Is a development tool – fostering appropriate interaction with customers, factory representatives, service advisors, managers and other members of your team.
· Should be updated daily and always current
· Represents a portfolio of your professional progress.
· Helps fulfill your SkillsUSA requirements.

Work Journal Diagnostic Reports

You will be completing a Work Journal Diagnostic Report for each and every vehicle you work on. A copy of a properly completed Service Repair Order can be substituted or separate Work Journal Diagnostic Reports, at the discretion of your automotive teacher and with the consent of your employer

Weekly Applied Education Summary 

If required by your teacher or school-to-work coordinator, you will select one Work Journal Diagnostic Report for that week and use it complete the Applied Education Summary assignment.

Skill Set Record Sheets

These record sheets are used to track the number of times your work assignments address certain tasks. Your teacher or school-to-work coordinators use these to ensure your work assignments meet the goals of the internship.
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WORK JOURNAL DIAGNOSTIC REPORT
	Date:
	


				

	Mentor
	VIN
	Date In            /            /

	RO#
	Model
	Year
	Color
	Date Out        /            /

	Mileage In
	Mileage Out
	Body Style
	Eng.
	Trans. Type



SECTION A: VEHICLE MAINTENANCE
	
	Lube
	
	Change Oil & Filter
	
	Service Air Cleaner
	
	Balance Wheels
	
	Rotate Tires
	
	Emission Control Service
	
	Service Hoses & Belts
	
	P.D.I.




SECTION B: RESOURCE MATERIALS AND BASIC DATA
	Diagnostic Tools (List)
	Resources Used
	Page / Doc #
	Measurements Recorded
	Trouble Codes (DTC#)

	1. 
	Service Manual
	
	Battery Voltage
	

	2. 
	Tech Bulletin
	
	Other
	

	3. 
	Diag. Equip.
	
	
	

	4. 
	Other
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	How many hours did it take you to complete this service or repair? (Example: 2.7 hours)


SECTION C: WORK EXPERIENCE
List the things you did, resources you used, diagnostic procedures, adjustments, parts replaced and measurements taken that helped you and your mentor verify the concern, identify the cause and make the necessary corrections.  It is your responsibility to keep accurate records of your worksite learning experiences.
 (
Skill Areas Utilized for this Report (Circle)
A1
Engine Repair
A2
Automatic Trans. and Transaxle
A3
Manual Drive
 Train and Axles
A4
Suspension & Steering
A5
Brakes
A6
Electrical/ Electronic Systems 
A7
Heating and Air Conditioning
A8
Engine Performance
A9
Light Vehicle Diesel Engines
)
	CUSTOMER CONCERN:
	

	
	

	
	

	· 
	Perform Checks/Inspect:
	

	
	

	· 
	Recent Bulletin Referencing Concern:
	

	
	

	· 
	Other Observations:
	

	
	

	
	
	

	CAUSE:
	

	
	

	· 
	Technician Diagnosis:
	

	
	

	· 
	Determine if vehicle is operating to design:
	

	
	

	· 
	Cause identified as:
	

	
	



	CORRECTION:
	

	
	

	· 
	Procedure followed: (from service manual, tech bulletins, tech assistance, etc.)  How did you do the service/repair?
	

	
	

	· 
	What did you adjust/replace?
	

	
	

	
	

	· 
	Correction verified by: (system measurement, scan tool, system operation check, etc.)
	

	
	



	Instructor Signature
	
	
	Mentor Signature
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	Name:
	




 WORK JOURNAL DIAGNOSTIC REPORT
	Date:
	



				

	Mentor
	VIN
	Date In            /            /

	RO#
	Model
	Year
	Color
	Date Out        /            /

	Mileage In
	Mileage Out
	Body Style
	Eng.
	Trans. Type
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The top section of the Work Journal Diagnostic Report contains information identifying the vehicle and general information about the service or repair. 
In the upper right-hand corner enter your name and the date the Work Journal Diagnostic Report was completed. Then, starting from the top left corner and proceeding to the right and down enter:
· Mentor – the name of the person(s) who mentored the intern on this repair.
· VIN – the Vehicle Identification Number.
· Date In – the date the vehicle was presented for this service or repair.
· RO# – the repair order number for this service or repair.
· Model – include the make and model (e.g. Toyota Camry, Buick Enclave, etc.) of the vehicle being serviced.
· Year – the model year of the vehicle being serviced.
· Color – the color of the vehicle being serviced.
· Date Out – the date the service or repair has been completed and verified.
· Mileage In – the odometer reading of the vehicle on the date it is presented for service.
· Mileage Out – the odometer reading of the vehicle on the date the service or repair has been completed and verified.
· Body Style – 4-dr., SUV, Conv[ertible], etc.
· Eng – the engine size or family (e.g. 2.0 L).
· Trans Type – transmission type (8-spd. O.D., etc.).


SECTION A: VEHICLE MAINTENANCE
	
	Lube
	
	Change Oil & Filter
	
	Service Air Cleaner
	
	Balance Wheels
	
	Rotate Tires
	
	Emission Control Service
	
	Service Hoses & Belts
	
	P.D.I.




Section A: Vehicle Maintenance
This section identifies common regular maintenance services requested by the customer. They are grouped together here for convenience.


SECTION B: RESOURCE MATERIALS AND BASIC DATA
	Diagnostic Tools (List)
	Resources Used
	Page / Doc #
	Measurements Recorded
	Trouble Codes (DTC#)

	7. 
	Service Manual
	
	Battery Voltage
	

	8. 
	Tech Bulletin
	
	Other
	

	9. 
	Diag. Equip.
	
	
	

	10. 
	Other
	
	
	

	11. 
	
	
	
	

	12. 
	
	
	
	

	How many hours did it take you to complete this service or repair? (Example: 2.7 hours)




Section B: Resource Materials and Basic Data
In this section you will record information on the kinds or resource materials you used to perform the indicated repairs and any measurements taken in the diagnosis and repair process.
In the first column to the left, note the type(s) of diagnostic tools you used in performing the repair. Include scan tools (e.g. Solus, DRBIII, etc.), measuring tools and meters (DVOM etc.).
In the second column identify the service information source(s) used during this service/repair. Include online (e.g. Alldata, GMSI, etc.) as well as printed resources.
In the third column, record the specific page numbers, where applicable. This information can be valuable for future reference.
Record any measurements taken in the next column, Measurements Recorded.
Record any diagnostic trouble codes (DTC) found, in the column to the far right.
Finally, when the service/repair has been completed and verified, enter the total amount of clock time, in hours and tenths, it took you to complete this repair.


SECTION C: WORK EXPERIENCE
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List the things you did, resources you used, diagnostic procedures, adjustments, parts replaced and measurements taken that helped you and your mentor verify the concern, identify the cause and make the necessary corrections.  It is your responsibility to keep accurate records of your worksite learning experiences.
8


 (
Skill Areas Utilized for this Report (Circle)
A1
Engine Repair
A2
Automatic Trans. and Transaxle
A3
Manual Drive
 Train and Axles
A4
Suspension & Steering
A5
Brakes
A6
Electrical/ Electronic Systems 
A7
Heating and Air Conditioning
A8
Engine Performance
A9
Light Vehicle Diesel Engines
)
	CUSTOMER CONCERN:
	

	
	
	

	
	
	

	· 
	Perform Checks/Inspect:
	

	
	
	

	· 
	Recent Bulletin Referencing Concern:
	

	
	
	

	· 
	Other Observations:
	

	
	
	

	
	
	

	CAUSE:
	

	
	
	

	· 
	Technician Diagnosis:
	

	
	
	

	· 
	Determine if vehicle is operating to design:
	

	
	
	

	· 
	Cause identified as:
	

	
	
	



	CORRECTION:
	

	
	
	

	
	
	

	· 
	Procedure followed: (from service manual, tech bulletins, tech assistance, etc.)  How did you do the service/repair?
	

	
	
	

	
	
	

	· 
	What did you adjust/replace?
	

	
	
	

	
	
	

	
	
	

	· 
	Correction verified by: (system measurement, scan tool, system operation check, etc.)
	

	
	
	

	
	
	



	Instructor Signature
	
	
	Mentor Signature
	




Section C: Work Experience
Arguably the most important elements of the repair process, this section records the customer concern, reports the results of the diagnosis activities, and describes the repairs made to correct the underlying (root) problem; the three Cs – Concern, Cause and Correction. 
Not only does this fully justify the repair to the customer, it becomes part of the vehicle service history, and in many jurisdictions, is included by reference in the repair contract between the vehicle owner and the service outlet. For these reasons, it is important to be precise, concise and complete. Your mentor will be a valuable resource as you go through this as you complete this section.
Customer Concern – or complaint is what the customer reports to the service advisor as the reason for presenting the vehicle for service. Your first responsibility to this repair is to verify the customer complaint. There are three additional “bullet point” under this heading to help guide you.
· Perform Checks / Inspect – briefly describe what you observed in verifying the customer concern.
· Recent Bulletins Referencing Concern – is there a known pattern of similar concerns among similar vehicles?
· Other Observations – di you need to retrieve/research additional information from the service advisor or customer? Or did you notice something else that might have lead to the this concern? Note it here.

Cause – this is where you document your fact-finding that leads to your determination about the reason at the root of the problem presented in the customer’s concern. This could include:
· Technician Diagnosis – outline the steps of the diagnosis process used in pinpointing the problem. This could include inspections, measurements, wear patterns, etc.
· Determine if vehicle is operating to design – this could be a simple yes or no answer. However if not operating to specifications, you may add notes or comments.
· Cause identified as – be specific and tie your findings back to the customer concern.

Correction – here you describe the method, procedure or process used to repair the problem and verify that it addresses the customer concern.
· Procedure followed – from the service information referenced during the repair (e.g. service manual, TSB, etc.)
· What did you adjust/replace – identify the part or parts replaced adjusted or rebuilt.
· Correction verified by – include the method(s) used to verify the customer concern is fully addressed.

Finally, in the box labeled, ‘Skill Areas Utilized for this Report,’ on the left side of the form, it is recommended that you circle the vehicle systems area(s) covering the repairs made. This can a useful reference later when you complete the Skill Set Record Sheets.
You immediately can see how much information needs to be captured and recorded on the repair. This documentation becomes part of the vehicle service history. Regardless of whether you complete the Work Journal Diagnostic Report for each assignment, or use the service Repair Order, directly, the requirements are the same.
Space is provided at the bottom of the Work Journal Diagnostic Report for your mentor and instructor to review and “sign off” on your work assignments.
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EXERCISE: Practice Work Journal Entry
9
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Skill Set Record Sheets

The Skill Set Record Sheets provide a top-level method to summarize your work assignments and enable your instructor, mentor and employer the means to evaluate your progress and/or ensure that you are receiving an appropriate number and diversity of assignments to develop your skills and augment your automotive technology education in the classroom.
On the previous page is an example of how the Skill Set Record Sheets might look when you fill them out.  Blanks of these forms available on the ASE Education Foundation website (www.ASEeducationfoundation.org).
At the end of each week, you will have completed a number of Work Journal Diagnostic Reports or service Repair Orders. You will have performed one or more of the many tasks defined in the nine Automobile, Collision Repair/Refinish, or M/H Truck skill areas.
At the end of the week, as you review your stack of Work Journal Diagnostic Reports or service Repair Orders, record the number of times you completed specific tasks during the week on the appropriate Skill Set Sheet. Keep in mind that one repair might cover more than one skill area or more than one task in any skill area.
For example, say the customer concern was an anti-lock brake light that stayed “on.” The repair included tasks in both the Electrical and Brake specialty areas and therefore should be counted in both areas.
To the left of each task in the Skill Set Record Sheet, you will notice a P-1, P-2, or P-3 designation. This refers to a priority ranking of the importance of learning particular tasks. It’s not likely you will be getting experience in every task in a specialty area.  But this ranking system helps you, your mentor, and your teacher to make sure that you are getting experience in the most important areas.
It’s up to you to decide if it’s easier just to put a “hash mark” in the appropriate box for each Diagnostic Report or to count the number of Diagnostic Reports with that task recorded, and just write a number in the box.
Why is it important to record these repetitions?
The Skill Set Record Sheet helps you, your instructor or school-to-work coordinator, and your mentor see the repair areas in which you are getting the most number of job assignments, or work experience
If some related areas are blank or have low numbers it may be an indicator that you are not enough of some types of experience.
Taken together the Work Journal – the Work Journal Diagnostic Reports and Skill Set Record Sheets – become the detailed documentation of your work site learning experience and the basis for your evaluation.
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Applied Education Summary 

Now we come to the third part of your Work Journal, if assigned by your instructor or work-based learning coordinator – the Applied Education Summary.
Look at the example shown on the next page.
Repair documentation is becoming increasingly important. Not only is this the primary communication link to the customer, it is the basis of the permanent vehicle service history and part of the contract between the service provider – your employer – and the customer. To be clear, complete and concise in this regard is often what sets apart the best technicians from the rest of the technicians. You need to be able to communicate, in writing, what you observed, what you did, and why you did it.
Writing well is a skill, and like any skill, you need practice if you hope to get better at it.  This is the purpose of the Applied Education Summary.
If the Applied Education Summary assignment is required by your instructor, choose one Work Journal Diagnostic Report or service Repair Order each week as a basis for this assignment. We suggest that you select one where you feel you really learned something valuable, found a particularly interesting problem or solution, or an where you were able to make an important contribution to getting the repair done.
Follow the directions that are on the form itself and write two paragraphs or so about that one repair.






[image: ]
Refer to the example provided; in Part 1: Service/Repair Recap describe how you performed the diagnosis, your findings and how you made the repair.
In Part 2: Skill Development, write a few sentences about what made this assignment interesting, the particular challenges you encountered, or other special aspects of the assignment that made it of interest to you.
At the bottom of the page, draw a circle around the skills that this repair helped you to develop.
You may find it helpful to ask your mentor, work-based learning coordinator, or instructor to advise you on what you should include.
These paragraphs don’t have to be very long. In fact, take the opportunity to be both brief and complete. Strive to make your writing as clear as possible.
Don’t be discouraged if you have a hard time at first completing this Summary.  Like anything else, it will get easier after you practice it a few times.





















 (
NOTES
)

	[bookmark: _Hlk515018442]

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



image2.png
Name,

Education Foundation Date:

Maintenance & Light Repair (MLR)
For each work assignment documented on fhe Work Journal Diagnostc Repor, Use he ST SeT Record sheet below o Tack 5ol e
Inumber and type of your work assignments. This will enable your instructor and employer to help evaluate your internship progress and
ensure you are receiving both an appropriate number and dversity o work assignments

I ENGINE REPAIR Week
A General I 20 S - O 0 A B

1 Research applicable vehicle and serice
P-1 [information, vehicle service history, service
precautions, and technical senice bullstins

[2. Verity operation of the instrument panel engine

P |warning indicators.

[3._Inspect engine assemby for fuel, oil, coolan,
and other leaks: determine necessary action.

[ Install engine covers using gaskets, seals, and

=
|sealers as required.

[ Remove and replace timing bel, verify correct

P camshaft timing.

include: remove broken bolt,restore intemal and
P-1 |external threads, and repair intemal threads with
thread insert

[7-_Identity hybrid vehicle internal combustion

P3
engine senice precautions.

I ENGINE REPAIR Week
B. Cylinder Head and Valve Train I 20 S - 0 A I A

P-1[1_ Adjustvaves (mechanicalorhydrauliciiters). | | | | [ [ 1 1 [ [ 1 1|





image3.png
Education Foundation

Student Internship Work Site APPLIED EDUCATION SUMMARY
Weekof July 10, 20X Neme Joe Student
s par ofyour ASE Student s, you wilbe requied 0 write ONE Applied Educafon Summary each week. This

‘Summary consists of to sections: (1) abiefrecap o what you've dane on ONE vefice sevice o repair,and (2) a shot
‘commentary on whatyou'v leamed by dong this sevice o repai

s Sy st o o i rlenge you e r et okl e

PART 1: ServicelRepair Recap

Usig e fomason recorded o one Work Joumal DiagnosicFepor descbewhatyoa o e bchnican) 59 o vertyhe copaint,
etemine e cause, moke th epai rcoplee e snve and verfy the corecton. Sive ke your Cominen's compits b bl
clear ad acurse. Remenber ueen you s 2ioring erican, cusioers vl ey o your wrten cofments 0 undersed what s
e Adtonaly, e warary aciisvaor wl ey cn you expnlon o regare e warenty a1 any)

Cstomer Goncern:__Convertibles top cannot be raised from the retracted position.

‘Concern Veieaion Wentiicalion of CauselRepair  Verficalion of Conecton

T checked electrical and found that the fuse for that circuit had blovin. T replaced fhe fuse and fried o

raise the fop. I could hear the electric motor trying to engage but the top didn't move. Linspected the

electric motor and found it was binding on the gear track. The track was damaged due to lack of

lubrication.

PART 2: Skill Development

Referg o o theBotom f e page ik about ity v eamed vt you acieved i making s e o
compeing 5 senvce. Dy fce eny et gl (9. sometingboke, dgrasi o epa wes harer han egectd,
67) How i you erdie 1 Wit Sdls 50 youneed  raw uon o e work? Wt lsson i you eam? Ho doyou xpect
et siniar b il gobeter et ime?  0u recogriz ht youare bcming more ke n i eparisenoe, Gecrb han.

Parts had to be ordered to complete the repair on this vehidle. The parts were not due to arive for two

days. The vehicle needed to be moved outside untilthe repairs could be done, but the convertible top

couldn't be raised to cover the interior. L asked the Parts Department to pick up some plastic shesting

from the hardvare store 50 1 could shield the car from the weather while it was stored outside. |

received the plastic and covered the car, securing the plastic with tape to the underbody. The next da)

before the parts arrived, it rained, but the car’s interior stayed dry.

Foundation Skils Competency Skills

+ Resding,witng,aritmetic = Ubizaton of time, materil, tols and faciies
s - bty to do research and neroret ot

Crstue trinking, decisin makg Computerneybosrd skils

prtiem sabig,

o

+ Responsisiiy, honesty, pide,
crganiztion, cper-minddness, 7 use o dagrostiotree
rendiness, customer focus Aoty o descsibe ow sysemsicompenes work

+ Follouing sefe shop procedres + ity o foow spproved proceduras.

warrnty systems,parts deparment pocedreS
shiireta foity op





image1.png
% | Education Foundation




