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SUBJECT: INTERNSHIPS AND INDIVIDUAL STUDY 

1. Any academic department may offer internships as part of their curricula as 
either MAJOR 4890 or INTERNSHIP 6890. Career Services provides 
support for processing, counseling, advertising, referrals and serves as a 
resource for departments for internship opportunities. 

2. With approval of the Dean of the school in which intemship credit is being 
sought, departments/programs allow students to earn academic credit for 
intemships. 

3. Internships are developed to ensure that work assignments relate to a 
student's field of study. 

4. A written agreement between the student, employer, and university that holds 
the university harmless for any liability issues that may arise as a result of the 
student's participation in the program is mandatory; and, 

5. The student must attend an orientation workshop prior to beginning the work 
experience. 

B. Curricular Issues 

1. Internships aze available to students enrolled in a degree program and who 
have a cumulative GPA of 2.00 or higher and have completed a minimum of 
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SUBJECT: INTERNSHIPS AND INDIVIDUAL STUDY 

d. complete the Student/Employer Contract Form if required 

e. develop and write learning objectives for the internship with the 
Internship Coordinator 

f. secure the signature of the Internship Coordinator and the 
employer/field supervisor if required 

g. return completed forms to the Internship Coordinator 

h. complete the internship 

i. submit written reports and/or evaluations as required by the 
department/division 

2. Department/Internship Coordinator responsibilities 

a. establish student and field placement qualifications for internships 
(Career Services may provide guidance to departments/divisions 
regarding job listings, evaluations, record keeping, and site-visits.) 

b. designate an Intemship Coordinator for internships 

c. approve learning objectives for individual internships 

d. monitor the internship with through site visits and appropriate 
evaluations as appropriate 

e. keep a file of original student signed waivers and all other 
documentation relevant to individual students for a minimum of 
three years 

f. retain letters of agreement, notes of understanding, and other records 
of arrangements between the field placement agency and the 
departmenddivision for a minimum of three years 

g. assign a grade 

3. Career Services responsibilities 

a. create and maintain an Intemship Database 

b. prepaze and present regulazly scheduled Internship orientation 
workshops 
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SUBJECT: INTERNSHIPS AND INDIVIDUAL STUDY 

instructor sign the form, (3) who adds any other requirements, (4) signs the 
contract and forwards it to the Registrar's Office. (The student can deliver 
it.) 

4. The Registrar's staff registers the student in the course, and sends the form to 
the Cashier's Office. 

5. The student pays the course fee at the Cashier's Office and returns the 
processed form to the department. 

6. The student has one semester to complete the course, just like another course 
offered for a semester. 

B. Procedures for Faculty Contract 

The department chair/division head and dean prepares and processes the faculty 
special appointment contract or overload contract with proper signatures. 

C. Fees 

In addition to tuition and students fees, an additional course fee set by the Dean's 
Council, reviewed by the President's Council and approved by the Board of Trustees 
will be assessed. 
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