
Museum of Motherhood Internship Packet – Fall 2013

Welcome to the first step in volunteering at the Museum of Motherhood! This packet will provide you 
with a thorough overview of what to expect if you decide to dedicate your time and effort toward creating 
a final project in partnership with the Museum of Motherhood. 

Semester Schedule:

The Fall 2013 course schedule runs between September 4th and December 20th, translating to 16 weeks for 
the full semester and 15 class meetings (taking into account one week of vacation for Thanksgiving 
break). The volunteer project requires you contribute at least 30 hours over the course of the semester, or 
an average of 2 hours per week. This time can be completed at the museum or on your own time, as long 
as you meet weekly requirements and update the coordinator and supervisor on your progress. However, 
it is strongly encouraged that you volunteer time at the museum each week if possible. 

Project Topics

Topics are very open and creativity is encouraged, but keep in mind that any topic you choose should 
serve a purpose. Individual initiative must be taken when establishing a project. While Dr. Athan and Joy 
are present to help, they are not responsible for generating project topics or ideas. Recent projects include 
a pamphlet about birthing practices, blog entries promoting the use of technology and pregnant women, 
and a video compilation of birthing practices from around the world. While physical displays are 
welcome, space is limited so make sure you define your project as accurately as possible before proposing 
it to Dr. Athan/Joy Rose. (See weekly breakdown below)

Also, the position of intern coordinator is encouraged for one student each semester. The coordinator acts 
as liaison between the student interns and both Dr. Athan and Joy Rose. Each week, the coordinator is 
responsible for establishing updates to/from all interns, maintaining an effective line of communication, 
and regulating progress on a weekly basis. The coordinator will effectively manage questions and 
concerns, while also tracking attendance hours at the Museum of Motherhood. 

Weekly Newsletter Updates / Museum Sign-In Sheet

Each week, interns are responsible for sending e-mail updates to the coordinator on a predetermined day 
of the week. Within these e-mails, progress notes should be recorded as well as any questions or concerns. 
What have I accomplished this week? What will I work toward completing for next week? Do I need any 
additional resources? These are some of the questions that will be answered. Most importantly, these e-
mails will serve as an attendance record for the coordinator. Along with the sign-in sheet at the museum, 
the coordinator will base your progress upon participation and communication via weekly e-mail. Your 
grade will be dependent on this progress.

Additionally, the intern coordinator will send a newsletter to all interns on a weekly basis. This e-mail 
will include specific instructions for the week (if needed) and events or ideas that are pertinent for the 
upcoming week. Such topics might include a conference being held at the museum, volunteer 
opportunities for special events, or other weekly meetings.

Thus, you will send one e-mail per week and receive one e-mail per week containing updates.

Lastly, each time you volunteer at the Museum of Motherhood there will be a sign-in sheet located at the 
front desk specifically for students in Dr. Athan’s course. Make sure you record the time you spend at the 
museum.  



Weekly Breakdown

Week 1 – First class meeting. 
� This week, you will be presented with the opportunity to volunteer at the museum instead of 

complete a final paper/presentation.
  

Week 2 – Second class meeting. 
� If you have decided to volunteer at the Museum of Motherhood instead of complete a final 

paper/presentation, you must do so by today. Either e-mail Dr. Athan or submit a list of volunteers 
by the end of the class meeting. Once submitted, Dr. Athan will enable a meeting with Joy Rose 
and a tour at the Museum of Motherhood within the week. 

Week 3 – Brainstorm. 
� After meeting with Joy Rose and touring the Museum of Motherhood, brainstorm potential 

project topics. Identify your topic, including overall purpose, form of display, and any other 
necessary details. Write up a 1-2 page proposal for your topics and submit it to both Joy Rose and 
Dr. Athan. (Use the attached Proposal Outline)

Week 4 – Begin construction. 
� After approval of your project, begin construction. This may consist of building displays, 

compiling research, gathering participants, etc. 

Week 5 to 15 – Continue construction of your project. 
� Make sure you keep up with the weekly newsletters and updates, while also displaying any part 

of your project (if needed).

Week 16 – Final Class.
� Once completed, you will be presenting your project to the class. In 5 minutes or less, summarize 

your experience at the museum. Include your responsibilities, the purpose of your project, and a 
brief overview of how you went about constructing your design. If you have a pamphlet, poster, 
or other concrete project make sure you present it in class and hand in a hard copy (or digital file). 

Useful Information

Museum of Motherhood is located at 401 E. 84th Street (NE Corner of E. 84th and 1st Ave.)
Joy Rose – mommuseum@gmail.com
Website – http://www.mommuseum.org 
Dr. Athan – ama81@columbia.edu

Use your time at the museum to express yourself and create a project you can be proud of. Creativity and 
ingenuity is strongly encouraged, but most of all have fun creating something that others can benefit from 

and appreciate!

mailto:mommuseum@gmail.com
mailto:ama81@columbia.edu
http://www.mommuseum.org/


Museum of Motherhood Project Proposal Outline

� What will the name of my project be?

� What purpose will my project serve? Will it inform, educate, entertain, or otherwise 
display some type of information to the audience? Who will my audience be?

� How will I gather information? Will I use digital resources, firsthand accounts, 
interviews?

� How will I display my project? Will I create a poster, a timeline, a pamphlet, a video or 
photograph, paint a portrait, compile research or interview participants, create a blog etc.?

� How often will I volunteer at the Museum of Motherhood? Will my schedule be regular, 
or will my weekly attendance at the museum vary from week to week?

� How will I make weekly progress during the semester? Will I plan to compile 
information regularly throughout the semester? What opportunities could I benefit from 
or utilize during my partnership with the Museum of Motherhood?

Using the prompts above, create a 1-2 page proposal of your project. Submit this proposal to Dr. 
Athan and Joy Rose. It may be helpful to complete this proposal and discuss it in person during a 
meeting with Dr. Athan and Joy, as to enable clarification. After completing the proposal, you 
should have a very good idea of how to being compiling information and working toward 
completion of your project. 



Museum of Motherhood Intern Coordinator Packet

As Intern Coordinator you will be responsible for maintaining an effective line of communication 
between all student interns, Dr. Athan, and Joy Rose. Your weekly responsibilities will enable the success 
of your fellow students and effectively ease the transition from week to week.

Basic Information

By the second week of class, student interns will submit their desire to volunteer at the Museum of 
Motherhood. It may be helpful to collect the names, e-mail addresses, phone numbers, and availability of 
each intern for future reference. 

Weekly Responsibilities

After meeting with Joy Rose and obtaining the position of Intern Coordinator, you will be granted access 
to the student intern e-mail account. With this account, you will be sending out weekly updates via e-mail 
to all student interns. Additionally, each student intern will be e-mailing you individual updates each week 
containing their progress for the week. The purpose of these newsletters is to clarify expectations and 
record progress on a weekly basis. 

You will act as the first line of communication between Joy Rose, Dr. Athan, and the student interns. As 
such, you are responsible for compiling all of the student intern updates and creating a brief but concise 
summary to deliver to Dr. Athan/Joy Rose. 

Also, it is recommended that you be present in the museum with each student intern. Especially during 
the first weeks of the semester, the coordinator helps student interns brainstorm ideas and establish 
concrete project ideas. Take a look around the museum with your fellow students and identify a project 
that could be updated or elaborated on. 

Example Week: On a Monday in the middle of the semester, you receive 8 e-mails (one from each student 
intern) containing updates on each project. Some include digital resources, others express concern over 
the focus of their topic, while others define the progress they have made and the direction they plan on 
going in upcoming weeks. Your duties include answering any questions and assisting with any concerns, 
then summarizing each intern’s progress (1-2 sentences each) and creating an e-mail that you will send to 
Dr. Athan and Joy Rose. 

Sign-in Sheet

Create a sign-in sheet that can be kept at the front desk of the Museum of Motherhood and direct all 
interns to record the time they spend at the museum. As coordinator, it is your responsibility to make sure 
each intern responds to weekly newsletters, regularly updates you on their progress, and maintains 
direction. If at any time you are concerned that an intern is losing focus, lacking direction, or otherwise 
raises concern, make Joy Rose or Dr. Athan aware of the situation. Remember, this volunteer position is a 
substitute for the final project. As such, each intern will be graded on their efforts and their final product. 

Intern Coordinator Project

For your final project, you may decide to build upon the instructions already in place for student interns. 
As coordinator, you have visibility to the process that goes into creating final projects. Use this 
knowledge to modify and enhance the experience of volunteering with the Museum of Motherhood. Also, 
discuss potential topics with Dr. Athan and Joy Rose in order to complete your final project. 






