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INTRODUCTION

Accordingo theNationalAssociation of Colleges and EmplogefCE), nearlytwo thirdsof graduating
seniorcompletedtleasione internship. Thaniversityof Tampascommitted tdhelpingts students
competenationallypy providing experientiarningctivitiescrosshecurriculum to ensure thetidents
balancédearnindy thinking'with ‘learnindyy doing.'Studentsparticipate itearningpartnershipswith faculty

andthecommunitythrough internshippracticabehaviorasimulations, performances amtibitions,
researclactivitiesandservicdearning.



4. Potentiahost site submitbeInternshipRequest Form (IRE) the Career Services designadedactvia
Handshake or email depending on which format the academic department is using

5. Career Services designatattactverifieghatthe IRFiscompletan its entirety then senitte IRF tothe
appropriatéacultyinternshipCoordinatofor academic cred#pproval.*

6. Onceapprovedihe student is notified by the Office of Career Services (or their Faculty Internship
Coordinator if preferred by the academic departamehthe IRF is archivethe Handshke databaswiill
serveas the centralizedanagemeistystenof internship opportunitiesdcontactdor The Universitpf
Tampa.

* Not all interns$ygosted on the Handshake database will be for &tademmustdditevp with themrajor
departmeritaculty Interndbgordinator Career Services to determine eligibility for acaderiigoarsslit on a case
basis.

International Internships:

Studentshouldconsult with thénternationaPrograms OfficandCareer Services priorapplying for
internationahternshipgor academicredit. For more detailsedhe International Considerations section of
this manual andwvw.ut.edu/international/services/emploment/curricular/

GUIDELINES FOR CREDIT

TheUniversityof Tampaorganizeshecoordinatiorof internships throughgartnershigpetween th©ffice
of Career Services andividuabcademidepartmentd hismanuakstablishes a common baseline
minimum requirements and standéydmternshipswhich can be enhanceddachdepartmenasneeded



ROLES AND RESPONSIBILITIES

Faculty Internship Coordinator
Faculty Internship Coordinateesruitpotential Host Sites ahdlpsstudents to aligrareegoalswith
internshippportunitiesTheyalsoset and implemedepartment specific guidelines and expectations by:

€ Evaluatingandapproving/notapprovingpotentiainternshipgor academicredit(See Appendix A)
Settinggradingpoliciedor studentvork

Reviewingnternshipso assurquality

Recommendingppropriaténternshipso students

TrainingFacultyinternshipSupervis@

Identify substitute internship experience

ah dh db dh b






CAREER SERVICES RESOURCES

Handshake Database
A superiomweb



GRADUATE STUDENT INTERNSHIPS

Graduatestudentsvishing to gaipracticabxperiencenaydo so by participating i maximum ofwo
graduaténternshipsStudentshouldmeet with theiGraduatd’rogram#\dvisorto obtain information
regardingligibilityandrequirement©nly approvednternshipsnaybecompletedor academic credit. The
employemust submit amternshipRequest Forrauppliedy the Officeof Careefervices. Business
GraduateStudentsvishing to pursue academic credit while participaingnternship mushroll intheir
690internship courseRétroactive internship credit is not permit@eglitsvill count toward the fulfillmeof
thePracticunrequirement in the MBéurriculumand






CPT approval process

The P/DSO from The International Programs Office will confirm that all eligibility requirements are met
and will enter the employment authorization in the students’ SEVIS record indicating the employer’s name
location, hours, and dates of employment. An updated SEVIS Zormilllbe printed, signed and dated

by the P/DSO and returned to the students prior to the beginning of employment.

IMPORTANT: Students can only work during the employment dates authorized on the SEVA&Form |
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INTERNSHIP GRIEVANCE POLICY/PROCESS

TheUniversityof Tampascommitted teengagingtudents in professioraaddsafeworking/learning
environmentd/e encouragstudentso becomdamiliarwith anymisconductgonfidentialityand sexual
harassmergoliciesassociated with the Hogtie®ndto followthem.Studentsreurgedo reportany
misconducbr sexuaharassmenmcident against them (includiplgysical, safety, and personneldasas
possible to their Universaf Tampainternship coordinatoto permit botithe Universityand the Hostig
theopportunityto promptlyintervene(ReferencesStudent Rights and Responsibijities

Seps for students filinga Statement ofGrievance:
€ Fill outa Statement of Integngtfprigvancéorm availablérom CareeServicegseeAppendixC)
€ Filethe form (eithein Tc -0.08 >>BDndix
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GLOSSARY OF TERMS

Office of Career Services
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APPENDIX A

Internship Request Form (IRF)

The University of Tampa Office of Career Services

Internship Request Form
401 W. Kennedy Blvd, Tampa, FL 33606
813/253-6236, www.ut.edu/career

To complete this form, place your cursor in the first shaded box and type the information. You may then tab from
box to box. Please complete all information, save it and attach it to an email addressed to mbutters@ut.edu.

COMPANY INFORMATION

Company Name Contact Name

Address City State Zip
This address is a commercially zoned, established workplace? (Not a home office) Choose all that apply.
[ 1 Yes, this is a commercially zoned, established workplace.

[ 1 No, this is not a commercially zoned, established workplace.
[l This is a home office.
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Status (select all that apply): [1 Summer only [] Fall only
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APPENDIX B
Release of Liability & Hold Harmless Agreement

The University of
TAMPA

401 W. Kennedy BlvdTampa, FL 336061490 (813) 253333

Release of Liability & Hold Harmless Agreement

Whereas, | understand and acknowledge that | have chosen to participateamgusficrediiearing
internship forTITLE OF INTERNSHIP COURSE |; and

Whereas, | wish to participateéhe internshipvith[NAME OF COMPAN Y] as arranged as a-foedit
internship by The University of Tampa ak@ADEMIC DEPARTMENT ],

Whereas, | understand and recognize that there exists the possibility and risk of bodily injury to me or
damage to my property while traveling to and from or participating in the internship; and

Whereas, | report that to my knowledge | am appropriately fit and capable to participate in the program;

Now, Therefore, for and in consideration of The University of Tampa all
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losses, damages, expenditures, liabilities or charges of any kind or naturaisungthatlleged to have
arisen out of any act, action, nggler omission by The University of Tampa Inc., its employees,
contractors,
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APPENDIX C

Statement of Internship Grievance

Information About You

Your Name (First and Last)

Student ID Number

Phone Number

Email Address

Major

_ _ _ Yes No
Is this a for-credit Internship?

Faculty Internship Coordinator

Information About Your Internship

Organization/Company Name

Street Address

Supervisor's Name (First &Last)

Supervisor's Phone Nmber

Supervisor’'s Email Address

Start date: End date:

Duration of Internship

Description of Grievance

Date of Incident

Location of Incident




Describe your Grievancen Detalil:

Have you Discussed your Concerns with your Immediate  Yes No
Supervisor or Someone Else at the Organization?

If Yes, What is the Status of the Grievance?

Your Signature* Date

(*If sending this document via email, your typed name will serve as a)signature

For Administrative UseOnly: Interventions

Intervention
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APPENDIX D1

SampleForm —Employer Evaluation of Intern

ST ornd Fecdback
e ity
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EMPLOYER'S EVALUATION Feﬁml TIRM [PART 2)
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APPENDIX D2

Sample Form -Site SupervisorEvaluation of Intern

InternName
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APPENDIX D3

SampleForm —Intern Evaluation of Host Site

Name
Major
Classyear

Departmengrantingcredit
# of credits
Internshipstardate

Internshipend date
InternshipHost Site
Sitesupervisaor

Please evaluate your Internship Host Site and Supervisor using a scale of 0 to dudiéhed below:

N/A= not
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2) If necessary, apply for the internship.

The host site will determine the criteria of what is required for the application, but a cover letter and CV
(resume) are typical along with the occasional request for a work sample. In order to give lyestrself the
possible chance of getting hired for the internship, | recommend that you customize both your cover letter
and CV for the host site and specific duties of the internship. In other words, try to emphasize which
aspects of your own experience, talantsinterests align most closely with the host site. At this stage you
will also need to establish how many hours you intend to work per week.

3) Determine your work hours and number of credits.

Most internships are taken for either 2 or 4 creditpicalteredit internship would require a minimum

of 8 hours per week while a typicatedit internship would require a minimum of 16 hours per week. The
choice of how many credits to register for is entirely up to you. However, do keep in mind that some
internships have minimum work hour requirements. Thus, while the number of work hours should
correspond with the number of credits that you register for at UT, do make sure that your work hours can
also meet your host site's expectations.

4) Complete a U Internship Agreement with a sponsoring faculty supervisor.

Once you are hired for the internship, you will need to downltr#éraship Agreemeifdrm
(http://cboulton.weebly.com/uploads/8/6/4/9/86496516/boulton_internship_agreemengpdfthen

fill it out by entering your information into the emplig oéthe PDF (note: Course Prefix & Number is

COM 354). Then save the file to your own computer as YOURLASTNAME _internship_agreement.pdf,
add all of your information, then save it again and email the PDF fileltond@at.edor another

faculty supervisor) so | can sign it and send it along to the Registrar for processing. Your internship should
then show up as part of your class schedule on your Sptatarount within a few days. [Note: You must
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7) Show up, be on time, work hard, and stick to it.

An internship is an exercise in-prefessional training. Therefore, you will be expected to exhibit a
professional attitude and work ethic throughout the experience. Plan to always be on time and complete
your work assignments as etggkdRemember, you are not just representing yourself; you are also
representing UT. Therefore, withdrawal from an internship is strongly discouraged. Not only will it reflect
poorly on you and the University of Tampa, but it will also jeopardize ymatela'schances of securing a
future internship with that host site. If, despite all this, you still wish to withdraw from your internship, you
must first notify and seek permission from your faculty supervisor. Failing to do so will result in an
“Unsatiskctory” grade for that particular internship course and make you ineligible for any future
internships through the University of Tantfpany conflicts or problems arise during your internship, it is
your responsibility to inform your faculty superumsartimely manner so that the situation might be
remedied as soon as possible.

8) Submit a Midterm Report to your faculty supervisor.

Halfway through your internship (no earlier than six weeks in and no later than 8 weeks in) you will need tc
email youfaculty supervisor aZlpage Miderm Report of your internship experience thus far. This report
should provide specific examples and address the following five) treasimpany’s founding, mission
statement, product, clients/customers, and nunileengloyees and departme2tgour internship
duties/responsibilities and the kinds of projects are you working on and people you are W@)amy wit

skills or insights gained relevant to your learning objectives and major and/or cafperodpbertss or

challenges you've had and what you've done to solve)theramount and quality of supervision,

feedback, and evaluation you are getting from your host site supervisor

9) Submit a Final Report to your faculty supervisor.

At the end of your internship or during the last week of the semester (whichever comes first), you will need
to write up and email your faculty supervisds pa&8je reflection on your experience that provides an
overall evaluation of your host site as well as a demonstraticat pou learned using specific examples.
Therefore, | would strongly recommend that you keep an ongoing journal throughout your internship so
you will have plenty of materiatta-ready when it comes time to write. In your Final Report, be sure to
angver the following ten questiod$what were your major accomplishments in terms of projects
completed and/or goals reach2i®hich of your learning objectives did you achieve an@hatha&t

were the biggest challenges you faced and how did yomeuiem2) which aspects of your academic
preparation (particular classes, professors, student organizations, etc.) were most helpful during your
internship®) how might the University of Tampa better prepare students to be successfif)nteans?

did your host site teach you (equipment/software, teamwork, specialized vocabulary, etc) that you didn’t
already know?) what are the most valuable lessons that you will take away from this in83hwshiip@s

this internship helped prepare you to enter the work v@pkdduld you recommend your internship site

to other UT students? Why or why not? And, firidllgdo you think this particular internship could be
improved for next time? If so, what changes would you recommend?

GRADING POLICIES

Takingan internship for credit is like taking a class. The only difference is that the work takes place off
campus and the grading is pass/fail ("Satisfactory” or "Unsatisfactory”). In other wordsayts|, gou
internshiplf you have any questions or concerns regarding the grading policies of your internship course,
please consult this guide carefully (along with the linked resources) and contact your faculty supervisor.
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APPENDIX F1
Employer’'s Guide to Hiring International Students

Internationastudents attending school in the United SteagsranF-1 visacannotbe employedff
campus without proper authorizatidheymust be improperstatusandobtainapprovafrom an
InternationaBtudent Advisor/DSO (Designated School Official) at their institution, or an
authorizatiorfrom the Departmenbf HomelandSecurityor certain types of employment.

The following is driefexplanation of Curricular Practical Traig@BT)andwhatconstitutegproper
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APPENDIX F2
F-1 Employment Regulations Reminders

IMPORTANT: If an F1 studentoes not follow the terms of the Rimmmigrantvisastatus as stated
in the regulations, thelFstudent’'s SEVIS record will be terminated. After termination of a student’s
SEVISrecordthe student must depdne countrymmediately.

Therearelimited employment opportunitiagailablén the United Statdsr anF-1 student. For this
reasonbeforebeingadmitted tahe United States, students nhastedocumentargvidencehat they
havethe financial ability (e.g., predeantkstatementdp payfor tuition andlivingexpensewhile
studying in théUnitedStatesThe U.S. governmetgkes illegal employment veeyiously, so it is
|mportant to reiterate this message:
Students should consult with their DBBEFORE startingon-campusmployment
Students must obtain DSO authorization on the FHABEFORE starting Curricular
Practicallraining(CPT)
Studentsnust obtain a DSOrecommendationon their Form | -20andU.S. Citizenship
AND ImmigrationServices (USCI&uthorizatior{(FormI-766, “EmploymentAuthorization
Document,” (EAD) BEFORE starting any other employment

31






“To apply knowledge productivelyAnHAh@sed settings, all students should experidwmejsth
guestioning from faculty, staff, and other mentors about their assumptions, analyses, conclusions, and
actions. Learners also need both guidandeedizhck, from mentors and
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complement the student’s major and better prepare them for the wordticalees and/or graduate

4. Reflection: Reflectioris the element that transforms simple experience to a learning experience. For
knowledge to be discovered and internalized, the learner must test assumptions and hypotheses about tr
outcome®f decisions and actions takieen weigh the outcomes against past learning and future
implications. This reflective process is integral to all phases of experiential learning, from identifying

intention and choosing the experience, to consideeicgngeptions and observing how tifenge as
the

34



INTERNSHIP OUTCOMES AND ASSESSMENTS: MESSIAH COLLEGE

Model Component

Outcome

Strategies

Assessment

Foundational World
View

Interns will understand
how core beliefs relate t
all of life, including their
work environment

Reflective Commentaries in
b Portfolio

Class Module(s)

Masterwork Portfolio
Interactionin Internship
Class

Contextual Learning

Awareness of Self

Interns will learn what it
means to be a skl
directed learner through
experiential education in
authenticsettings

Development of Learning
Objectives

Organizational Analysis Pape

Workplaceprojects
Sitevisitsandguidancéy
IC staff

Interns will gain a greater

understandingf their
abilities and will

Pre and Post Internship
SelfdAssessment
rMasterwork Portfolio

35



SYLLABI/ ASSIGNMENTS

36






Resources/Activities:
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Regular meetings with workstgervisor
Casestudy

Biographies/Autobiography
Comparativetudies

Look for model/excellent work samples
Maintain workingportfolio
Attendlectures/presentations

Documentation/Verification Ideas

Artifacts or Work Samples:
Agendas
Audiofiles
Brochures

Legislation
Manuals
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9) Is your site located in a higimearea?

(Some sites may be fraught with risk. Knowingly sending a student intonaylaogérmad, sipdgianally
legal, difficulties.)

10) Is the student work area a safe édme?here any potentiahzards?
(e.gghemical or biological)
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VIRTUAL INTERNSHIPS — CHECKLIST FOR SUCCESS

Due to its ubiquity and easefAduse, technology has opened greater opportunities for virtual internships.
They are growing in popularity among employers and students.

Advantages
1) No needo relocate
2) Often allows for flexible woHours

3) Allows for casual dress except for formal presentations
* (see the chapter on Virtual Meetings in InternQube: ProfessionaV&kikpltgrethe
4) Those who are more introverted may gain a greater semg®uferment througinline work

Disadvantages

1) Possible lack of qualgypervision

2) More difficult to understand organizational culture and to make sense ‘piodiffesd
3) Difficult if studentsrenot selfAdstartersandneedalot of interactiorandinstruction
4) Students often must use their own hardwarsoéingare

rs
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There are resources, equipment, and facilities provided by the host employer
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ORIENTATION

Another best practice is to provide students with an orientation before they begin their internship.
Orientations provide a fam for faculty to instill a mindset for the upcoming experience. These may be
conducted in person by means of a workshop, or they may be done through one or more digital methods.
Topics which should be includee:

. Expectations- of the universitythe facultyadvisorandemployersn general

. RiskManagement potentialhazardsvhich maybe encounteredh an internship
. Professional Behaviomhat should and should notdiene

. Syllabus / Assignmentslear requirements with diegtes

. LearningObjectives Aopreliminarglevelopment

. Site Visit 4timing andprocedure

. Evaluation- how and when it will bednducted

SITE VISITS
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Site visits demonstrate the university’s desire to remain connected to the community. This connection goe
a longway toward maintaining a positive relationship with the organization. It also allows faculty to
become acquainted with practitioners in the field and learn the latest procedures, view/ test the latest
hardware or software, and to generally stay abresstrdafdevelopments in a particuldustry.

ENDING AN EXPERIENCE

Unfortunately, there are times when an internship experience must be tefiisatey. be the result of

the employer not holding up their end of the internship agreamseapgrvisowho hasviolatedthe

studentin someway,or a studentwhohas acted in some way(s) that calls for the ending of their
experience. A sample code of conduct for students follows this section. It is a model for a document you
may wish to have students sign.

If proper contact with the student and site has been maintained during the period of time prior to a
required action of termination, you should have a good “feel” fingtima@zation and supervisor. Good
communication skills are required throughouttamship put are especiallyeededduringcrucial
momentswhenproblemsdevelop.
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LEGAL ISSUES

Do organizations haveto pay interns?

The U.S. Fair Labor Standards Act (FLSA), which applies to all companies that have at least two employe
directly engaged in interstate commerce and annual sales of at least $500,000.00, severely restricts an
employer’s ability to use unpaid interns or traineessIhdbkmit an employer’s ability to hire paid

interns.

However, an employer does not have to pay interns who qualify as learners/trainees. The U.S. Departme
of Labor has outlined six criteria for determining trainee status:

1) Interns cannot displaceguaremployees

2) Interns are not guaranteed a job at the end of the internship (though employers may decide to hire
them at the conclusion of teperience)

3) Interns are not entitled to wages duringrtteenship

4) Interns must receive training from the organization, even if it somewhat imp&dds the

5) Interns must get hani®n experience with equipment and processes usedhuiuttey

6) Interns’ trainingnust primarilypenefit them, not therganization.

Latest Legal Update
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5. The extent to which the internship’s duration is limited to the period in which the internship
provides the intern with benefidedrning.

6. The extent to which the intern’s work complements, rather than displaces, the work of paid employees while
providing significant educational benefithémtern.
7. The extent to which the intern and the employer understand that the internship is conducted without

entittement to a paid job at the conclusion ahtaeship...

At the heart of the decision is the notion that a legitimate internship pragtafmtegrate classroom

learning with practical skill development in a real world setting,” and that focusing on the academic aspec
of an internship program is critical and better reflects the modern workplace. The court also appeared to
recognize thdbr any meaningful internship experience, the intern must do some “work.” With this
understanding, the court said that interns may perform work so long as it “complements” rather than
“displaces” the work of the company’s regular employees...

So what doeghis all mean?

First the DOL’s &\dactor test, at least in the Second Circuit, is no longer valid. As the court said,
“[B]ecause¢he DOL test attempts to fit [the Supreme Court’s railroad decision’s] particular facts to all
workplaces, and because the test is too rigid for our precedent to withstand, we do not find it persuasive,
and we will not defer to it.”

Seconthe decision makes clear that interns may perform some “work” so long as the work does not
displace an employee. While no bright line exists, interns may likely be assigned projects that help curren
employees do their work more effectively. However, the amount shawolk be weighed in the context

of the entire intern program to ensure that the scale still tips toward the intern being the primary
beneficiary of the program.

Third the educational component of the internship is a critical factor. Companies’ phogildms

emphasize training and educational opportunities, such as speaker series, mock projects, information
sessions, open door policies to ask questions about the industry, and attendance at industry conferences
events. The greater the educational component of the program, the more likely that the interns will be the
primary beneficiaries.”

Workers’ and Unemployment Compensation

Workers’ compensation boards have found that interns contribute enough to a company to make them
employees. It's wise fordmesses to cover interns under their workers’ compensation policy even though
they may not be required to do so. Student interns are generally not eligible for unemployment
compensation at the end of the internship.

Income Taxes

The employer is responisitior withholding all deductions required by federal and state income tax laws
from the wages of all studatémployees. The courts have ruled that compensation for work performed

as a studeAtemployee is remuneration for services performed for the béttedfiemployer and,

therefore, is taxable income. International studen#&drafRd Adl visas are subject to withholding

payment of federal, state, and local taxes unless they are exempt by provision of a tax treaty. In cases wt
a tax treaty applies, students must provide documentation to the employer on the appropriate IRS form.
Information regarding tax treaties may be found in Internal Revenue Service publications.
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Fringe Benefits

The employer may or may not offer a fidxtjenefits package to stottemployees. Benefits may

include as much as full benefits accrued on an equal basis with other employees in similar personnel
categories. Many employers provide some vacation adeaiekbenefits. Other benefits such as group
life insurance, medical insurance, gwafitaring, and bonuses may or may not be available, depending on
company policy.

Keep In Mind
Even if a student is earning college credit for an internship with an organization, the student is still
permitted, under the FLSA, to be compensated.

Paid interns make ideal workersdgry to learn, eager to make a good impression, and willing to
perform a multitude of tasks. The relatively small amount of money employers spend on intern wages anc
benefits is a good investment.

The empbyer should identify the specific terms and conditions of employment (e.g., the start and end
dates of the internship; compensation; organizational and/or reporting relationships; principal duties, tasks
or responsibilities; working conditions; confidégtiand any other expectations of the employer). These
should be discussed when recruiting an intern, and also at their orientation, so there is no misunderstand
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International Students
The most common visa types employers will see on college campuses, when recruiting international

undergraduate or graduate studentstf@rdullAdime or internship positions are thedEand Adl
visas.

“An FAdL visa is granted to a person coming to the United States to attend a college, university, seminary
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SAMPLE —HARASSMENT POLICY AND PROCEDURES
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the participating site and supervisor. All interactions during the intervention will be documented by the
Internship Program staff and kept oa. fil
These interventions may include:

1. The Internship Program staff providing guidance, if necessary, to the site @mohfrantche
studenintern.

2. The Internship Program contacting the University legal counsel for assifsteititaging the
intervention(s).

3. The Internship Program contacting the student and site supervisor to esbainamaeeting to
present the reportedlegations.

4. Removing the intern from his/her internssiie.
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SAMPLE AOINTERNSHIP POSITION DESCR IPTION

Position:

Organization:

Address 1:

Address 2:

City: St
Contact:

Title:

Phone: Fax:

Email: Website:
Majors Desired:

GPA Desired:

Is free and safearkingavailable? Yes No

If not, do you provide reimburseméntparking? _Yes No TimePreference:

PartTime Hrs/Wk
Full Time
No Preference

Compensation:
PerHour / Stipend Other

When Available:

Zip:

____Fall/ Spring/ Summedob/ProjectDescription:

Experience/Skills Desired:
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SAMPLE AGEMPLOYER ASSESSMENT OFINTERN

Student; Organization:

Introduction:This assessment instrument is intended to provide the intef@ediihck concerning both
general and specific professional skills and competencies. You are asked to be objective and candid in yc
assessment and to discuss it witintken.Assessment ratings range from 1 toféllasvs:

Unsatisfactory (Never demonstrates thilility/does nomeetexpectations)
Uncomplimentar{Seldondemonstrates this ability/rarely mesqsectations)

Fair (Sometimeslemonstratethis ability/meetsexpectations)
Commendable (Usuallyjdemonstratethis ability/sometimesxceedsxpectations)
Exceptional (Alwaysdemonstratethis ability/consistently

exceeds expectations)

ga b~ owpN PR

If any criteria are not applicable to this internship experience, please leave the response blank.
Please do not feel compelled to write comments in each section.

A.
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D. Creative Thinking & Problem Solving Skills

1. Seeks to comprehend and understand theidtige”
2.Breaks dowoomplexasks/problemto manageable
3. Brainstorms/developsptionsand ideas

4.Respects input and ideas from other sourcgsapte
5. Demonstrateananalytical capacity

Comments:

E. Professional& CareerDevelopment Skills

1. Seeks tonderstangersonal strengtlasd weaknesses
2.Exhibits seldmotivated approadb work
3.Demonstrates ability to set appropnmaierities/goals

4. Exhibits professional behavior atttude

5.Manages personal expectations consistent witlmolerk
6. Shows interest in determining cad@ection

Comments:

F. Interpersonal & Teamwork Skills

1. Relateso coAavorkers effectively

2.Manages and resolves conflict in an effenavmer
3. Supports and contributes to a teamosphere
4.Controls emotions in a manner appropriatevéok
5.Demonstrateassertivbut appropriate behavior

e Y
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H. Basic Work Habits

1.Reports to work ascheduled 1 2 3 4 5
2.1s prompt in showing up to work ameetings 1 2 3 4 5
3. Exhibits gpositive and@onstructive attitude 1 2 3 4 5
4.Dress and appeararaze appropriate for thisganization 1 2 3 4 5
Comments:

|. CharacterAttributes

1.Brings a sense of values and integrity jolthe 1 2 3 4 5
2.Seeks to serve others even at the rigkrebnal 1 2 3 4 5
3.Refrains frongossip/respects thpivacyof others 1 2 3 4 5
4.Behaves in an ethicahnner 1 2 3 4 5
5. Respectdiversity(religious/cultural/ethniodf coAaworkers 1 2 3 4 5

Comments:

J.  Open Category:IndustryAdspecific Skills

Are there any skills or competencies that you feel are important to the pmfeaseskdield

(represented by your organization) that have not been previously listed in this evaluation? If so, please lis
these skills below and assess the intern accordingly.

1. 123 4 5
2. 123 4 5
3. 12 3 4 5
K. Overall Performance

Unsatisfactyy Poor Average Good Outstanding

0 1 2 3 4 5 6 7 8 9 10

(F D D+ CAd C C+ BAO B B+ A A)

| have / | have notliscussed this assessment witinteen.

Evaluator'sSignature: Date:

Title/Position; Telephone:
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SAMPLE AOSTUDENT EVALUATION OF INTERNSHIP SITE

Your Name: Date:
Organization: Semester/Year:
Location: Supervisor:

1. Pleaseatethe followingaspect®f your internshipexperiencen this scale:
1) Poor(2) Fain3) Good(4) Excellent

Site

Physicaénvironmentvas safe 1 2 3 4
An orientation was provided to thrganization 1 2 3 4
Adequate resources were available to accopmplstts 1 2 3 4
CoAaworkers were acceptiagdhelpful 1 2 3 4
Supervisor

Supervisor providegiclear joldescription 1 2 3 4
Regular feedback was provided on my progresbifines 1 2 3 4
An effort was made to make it a learning experience for me 1 2 3 4
Supervisor provided levels of responsibility consistent with my abilitids 2 3 4
Supervisor was supportive of the agkagabn work days and hours 1 2 3 4
Learning Experience

Work experience related to my academic discipline and/or careergoadl 2 3 4
Opportunities were provided to develop my communicshilie 1 2 3 4
Opportunities were provided to develop my interperskifial 1 2 3 4
Opportunities were provided to developamativity 1 2 3 4
Opportunities were providéaldevelop myroblemAdsolvingabilities 1 2 3 4
This experience has helped prepare me farmitkplace 1 2 3 4
Overall Value Rating for this Internship 1 2 3 4

Feel free to explain any of your responses to the above criteria (use other side if necessary):

2.Would you work for this supervisgain? Yes No  Uncertain
3.Would you work for this organizatiagain? Yes No  Uncertain

4.Would you recommend this organization to cttuelents? Yes No  Uncertain



TRUE RECOMMENDED RESOURCES
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. The Successful Internshijitlarg
H. Frederick Sweitzer and Mary King

HELP FOR EMPLOYERS
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