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What is an internship?

An internship is any carefully monitored work or service experience in which a student has
intentional learning goals and reflects actively on what she or he is learning throughout the
experience. Characteristics include:

« Duration of anywhere from a month to two years, but a typical experience usually lasts
three months; fall semester, spring semester, and summer.

« May be part-time (10-30 hours per week) or full-time.

+ May be paid or non-paid.

« Internships may be for credit or not for credit; determined by the advisor.

« An important element that distinguishes an internship from a short-term job or
volunteer work is that an intentional “learning agenda” is structured into the
experience.

« Learning activities common to most internships include learning objectives,
observation, reflection, evaluation and assessment.

+ An effort is made to establish a reasonable balance between the intern’s learning goals
and the specific work an organization needs done.

+ Internships promote academic, career and/or personal development.

 The training must benefit the student.

+ The student cannot displace a regular employee.

« The student is not necessarily entitled to a position at the end of the internship.



How do internships benefit employers?

« Internships provide a year-round source of highly motivated pre-professionals.

« Students bring new perspectives to old problems.

« Visibility of your organization is increased on campus.

« Internships allow you to find quality candidates for temporary or seasonal positions
and projects.

« Interns give your professional staff freedom to pursue more creative projects.

« Internships provide a flexible, cost-effective work force not requiring a long-term
employer commitment.

« Internships are a proven, cost-effective way to recruit and evaluate potential

employees.
» Your image in the community is enhanced as you contribute your expertise to the
educational enterprise.




THE INTERNSHIP PROGRAM

Before the internship

« Determine what you hope to gain from an internship program.
« Have an appropriate work station with the necessary tools.

Establish real work assignments or projects for the intern.
« Designate a person to be responsible for the intern and act as a mentor.

Check with HR regarding pay, unless it's a volunteer internship (see page 5).
Wages very widely from field to field, so be sure yours are competitive or offer
competitive incentives (housing, parking, etc.).

Recruitment

« Start early; at least 3 to 4 months before wanting an intern.
« Draft a job description that clearly explains the job’s duties. Once finalized, post the

internship opportunity on our job board.



https://www.findlay.edu/offices/student-affairs/internships/off-campus-employer-job-vacancy-form

During the internship

« Hold an orientation for all involved reviewing hours, dress code, absenteeism, and
defining the intern’s role.
Provide the intern with personnel contacts - IT department, who to report to in the
supervisor's absence, or other pertinent contacts.
Discuss projects and work assignments with clear instructions including expected due
dates.
Keep an eye on the intern, watching for signs of struggling.
Schedule meetings to discuss progress and/or areas for improvement.
Involve the intern in any staff meetings/luncheons or in the daily life of your workplace.

Mid term and final evaluation

Each internship is evaluated on a mid-term and final basis - the internship supervisor and
the intern will receive the evaluations via email.




Do you have to pay interns?

The U.S. Fair Labor Standards Act (FLSA), which applies to all companies that have at least

two employees 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 trainees. It

does not limit an employer’s ability to hire paid interns. You don't have to pay interns who

qualify as leaders/trainees. The U.S. Department of Labor has outlined six criteria for

determining trainee status:

1) Interns cannot displace regular employees.

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

3) Interns are not entitled to wages during the internship.

4) Interns must receive training from your company, even if it somewhat impedes the
work of your organization.

5) Interns must get hands-on experience with equipment and processes used in your
industry.

6) Interns’ training must primarily benefit them, not the company.

Workers' and Unemployment Compensation

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



The most common visa type employers will see on college campuses, when recruiting

international undergraduate or graduate students for either full-time or internship
positions, is the F-1 visa. An F-1 visa is granted to a person coming to the United States to
attend a college, university, seminary, conservatory, academic high school, elementary
school, or other academic institution or language training program approved by the U.S.
Attorney General for study by foreign students. The visa holder plans to return home after
completing studies. This is the most common non-immigrant visa for an international
student attending undergraduate and graduate school. Students are granted F-1 status
until the completion of the academic program and 12 months of post-program practical
training (or up to 36 months with a STEM OPT extension).

The purpose of the F-1 visa is to provide an opportunity for study in the United States.
Anything outside of study, including employment, is an exception to the visa.
Authorization for employment is strictly limited to certain situations. The student holding
F-1 status for a full academic year and in good academic standing may be authorized to
work off campus but only under specific circumstances.

 Such work authorization is granted when the student has sustained unforeseen
economic hardship. Also, the student may not work for more than 20 hours per week
when school is in session, but may work full-time during holidays and vacations,
including breaks between terms, provided the student intends to register for the next
school term.

« Curricular Practical Training (CPT): An F-1 student may perform curricular practical
training prior to the completion of the educational program as part of his or her
educational experience. U.S. Immigration and Customs Enforcement (ICE) defines this
type of training as alternate work/study, internship, cooperative education, or any
other type of required internship or practicum that is offered by sponsoring employers
through agreements with the school. The student must receive credit from the
institution for this type of work authorization.

« Post-Completion Optional Practical Training (OPT): This is temporary employment
directly related to the student’s major area of study that takes place after the student
completes a full course of study. Authorization for this training may be granted for a
maximum of 12 months of full-time or part-time work. Those on a student visa can only
gain authorization once for this type of training. Some students may qualify for a 24-
month STEM OPT extension, allowing them to work for a total of 36 months. 6



The above information is adapted from a web article by the General Counsel for the
National Association of Colleges and Employers (NACE). For more information on these
and other legal issues related to hiring, see NACEWeb at www.naceweb.org.

For more information on CPT and OPT, visit https://www.ice.gov/sevis/practical-training.



https://www.naceweb.org/
https://www.ice.gov/sevis/practical-training
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UMIVERSITY OF FINDLAY INTEENSHIF AGHEEMENT

A, INTERMSHIF INFORMATION

COLLEGEDEPARTMENT:

DATE:

DOMESTIC INTERMSHIF WM LIS)
INTERNATIINAL INTERNSMEF**;

INTERNEHIF PROVIDER NAME: ____

CitySeute of Interndhip
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1¥ aksip i & FERD-CREMT internahip, skip Secticn C

. FOR-CROEDAIT INTER M-SR | MF QR ATION

COURSE TERM,VEAR: Coursa Fraefin S (W e b

Cowurse Trile Blmamurn Total Mours Regquired: Credii Homurs:

UMIVERSITY IMTERNSHIF FACULTY SUPERVISOR NAME: —
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compleie the following Googhe Form: hitpaolizog elfforme e 4o\ g CUETEIZ
. STUMHENT INTERN: Thiroughour the duranion of this Apresienent, the Student intermn will be respomnsible for:

Understanding That sihe must Tollow all vrernship polices ard prooed unes specdied by herihis individual college and)or

Understanding that sihe must perform dties ans tasks punciually. Pricr io requeestng o fake tene off frem work for amy
Unirverpty requiraments, the Student Intern must first cbtain the conpent of the Facuity Internahip Jupervizor, Shudent
Ievbearmg weill not B aloraresd to fake scademic work for credsd that conflicis with the repulsly icheduled work hour of the

Undsrptunding that the intermichip Pariner retsing oversll pupsrvizory responsibility for and suthsrsty over SEudisnt Inben's
wicek #Mecti amd oversll cperataonal mattery, and that the internihip Partnss will maintain adminigtrative and prafettional
imparvriion of Shodent Intern a1 &l timss whils Studsnt Intern i@ preisat at the Internibip Fartaer, H Student Intem has any
gueitiand of éerdérnd regarding the Intsrmthip Partnér' i palidied and procedured, the conduct af the pregram, Studsnt
Intsin's dutied in the pragram, of By other mius related ta Student Intern’l presence &t the Imerndhip Partner, Studem
It will eandul? with had b Ebaradhip Superoaiss oF Sther fupsdaios B Inbermikep Panaer. Sudent Intern bfried 19
ek eaaparatively with Internibig Parther S1afl io mantam ah envitenmsnt of guabty leaming,

Understanding that 3ihe will fot publah of permet othed 1o publish afy matedials relasos o any interndbag, whick
mEbirEls Baad Aot Beeh pravioudly rindiesd and &pproved by both the [Sadaship Sugserassr and Faculey bermshipg
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Uniderstanding that ber or his opportunity (o pasiopate o an temnship at the Internship Pariner 5 38 the deoretssn of the
Uniregrssy and at the ultimate disoresion of the Intermship Fartner, and that either = Uneersty or Intermship Partmer may,
@por wrEhen notoe 10 Student wbern @nd to the other party, snmedistely withdeaw Shedent Infern at gny terse Trom an
vternahip bazed upsn any crimangd o fra delent actrty @n the part of the Student Irtem, percerced lack of competendy




UF'S INTERNSHIP AGREEMENT, cont.

UNIVERSITY OF FINDLAY INTERMNSHIF AGREEMENT

7.

on the pare of the STudent [nTanm, STudent InTere’s failure o commply with tee rules and polcies of the Unisvertity or
nterndhip Partner, SEudent Intern’s failure e comply with the terma and ¢onditicni of thi Agreemaent, oo for any resion for
which the University or Intermnshap Pariner ressonabdy beleves it 5 not o the best mterest of the program for the Student
VL& 10 COAEinee. The Student Cern may also be subjec 1o daciplinary #00ion, which could result i suspension from the
University in addition 1o Tailure of the cowrse (il applicable). Any Student Intean whe i leominated must petity the Center
for Career & Profeizional Development and their Faculty Internship Superaicr [ applicable) mmedeagely
Understanding that tasks performed by Student inferns are 3 part of 2 planned and scheduled program of work and that
abisance from worll ecessitates ne-planning snd rescheduling of work sapected of that Soudsat Inteon. Tharedore, in cace o
iskneti of athers emergency thal necesitated the Sudent Intern's abience fram sork, the ntermihip Supervisss thould be
aolifeed a1 sadly ai poddibls. A Srudent latern may not Bave the intermihip wathout prier approval of the Faculty Intssmibag
Saperviser [if appicable] and the Internship Partner. Student Interns are subject to the Unrrersity policees regardimg class;
Understanding that i the imternskip is being taken for academic credit and | becomes necessary to withdraw from the
imrernship the Snudent Icern will b subject 12 e Unharsity polcies regarding courss and Uniersity withdrawals;
Underitanding that m the event thet ifhe b recsrang finencsl compeniaticn bor the mternihip, it i1 shderitocd thae
during the pernod of the mternship, the Stadent Infern & o give primary conoem to the sccomplishmeent of inferniship
objectives and secondany concern to herfhis states a5 a pad Student Intenn;

Undarsmanding That thirs may be professional T a5socianed with the mtermnship amd that the Studeat ntarn will be
imfoarmad of thons feed by the Intesmthap Partnsr prior to the confirmation of the intsraihip, snd

E. UNIVERSITY: Throughoat the duration of tha Agreemant, niversiny of Findlay will be responsible bor:

1

s

Reviewing and svalusting the proposed chjectare: of ssch individual Student interm s3 they relate o the internthip porition
description supplisd by the internthip Partner;

Frovidimg the Tallowing documentaton for each Student lntern: Codege/Departmennal Reguirkmanrs, Stusar Learming
Obyicpivied, arnd Srudent Ewrloatian Crinerng

Eviilugtahf the Stisdant IAbeif s progres;

Asgipning the Student Inters’s grade |if applacabis] bor the imtennship aMer secarang sput frem the Iaterndhip Partner | and
Addrassing Inosrnship Pameser ooncerms of problams related to the sdministraion of the inteenship program s a ehoks, or
aof am indhidual Student lrtenn.

F, INTERNS3IPF PARTRNIR: Throughous the duration of thiz Agreement, the internship Fariner il be responsible for:

L

&
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Frovidimg a job description 1o be ussd by the Faculty Intermship Superidor and Student Interm 1o determins the
appropriateness of the mternship;

Underscanding that in the svent the Stedent Interm & recesing financal comipensaton for the Eernship, the Stsdent
WCErn i 1o @i primairy conien 1o the acoomplishment of interaship objectives and secondary comoerm o hisfher stanss as
& paid STuSent e

Providimg the Student Intern with periodc assessment of progress and a srimten evaluation of the Student lebern ro later
thmn tha kst week of the intermship;

Completmg matterm snd final evalesticns of S5udent imbern"s performance, comduct, #to. sent via email;

Providmg thie Student Intesn with adequate mformation and nstruciion of safe, effective funciionang in the workplace:
Edalong the final selection of the Student Intem in acoordarce with the Amencans with Disabilries Act and Equal
Employmeent Opportundy statutes;

Fumighing the Liniveriity with the name of & ipscific perion within ke Intsraihip Partnss to perve 51 8 point of contect for
lginon, gommumicationy, #ic, [thin may be ipecific for suach Sedent intern or & pingls mdividesl for o Student Imterni),
Abiding by state snd federal lre applicable to employment,

Agresang ta recenve no remunsratsan bar thid pregram,, and

Agresang ta mamniain confidentuality of fudent recards n complanss with applcable bw, mcheding the Family Education
Eighti amd Frrsacy Act |[FERFA)

G INSURANCE VERIFICATION [/ PERSONAL IMPURY STATEMEMNT
1. Doas Srudent rmern ks parsonal Bealth inturancs (individually purchased throwph Usiversicy, parents, an smployer, or orher

entigy] ¥

Mode: Some indernship sihes require o Student Intern o fave health insuronce coverage. Check approprisbe response.



UF'S INTERNSHIP AGREEMENT, cont.

UNIVERSITY OF FINDLAY INTERMSHIF AGREEMENT

Yas

Mo, | do mok have personal health insurarge. | wnderstand that any medical care, ncluding emergency care, | might
recerre will b2 my sele expense and responsdilty.
Thiz is an international intermship and Mve comipleted the nedezcary Googht Form that ncedes incuranoe information.

|Srudent InTern nicials)

welErinary or pre-veterinary programi, ARE NOT covered by the Unrmecisty malpractics hability mmwrancs, Shudent underitands and
acimowledges that 5/Be is not covared by a policy held by the Unisersity in connemion with internship activities. | the siudsnt has

¥, Perzongl Injury Statement: | scknowiedpe the beneffs receved from my experience a5 3 Student intemn snd in consideration
thereof, | agree o mdemndy and hold Unesersity of Fedlay harmiless from any and all ciaims of inpery to mysel or any othier person
andfor damage 1o ANy Property ansng from or connected with mvy internship at the Intemship Fammer namned above.

H. TERM OF AGREENMENT

1. Thiz sgreement becomes effective on the debe of scoepiance snd signature by the Unieersity of Findlzy, the Student Interm, snd
the Imtemnship Partner. Cancelation or modifications must b= put in writing ard, sxcept in extraondinery circematances, thould naot
affecT @ STudenl |AIadm CulTenitly SePVing il am iTernihip position.

This Agresment shall be m efect for the follorssing pericsd Begin Date: End Dade:

2. This Apresment 5 net 1o b constmaed 33 3n Smployment Coviect OF proamise Of Tutene & mployment.

3, Thii Agresment thall feemain in &Mfecl bepond The end date ipecihed abawe if 1he Sudsnt Inledn i@ unabls 16 complets The
required houre by the end date and the Liniesreity ard Intsmship Partnar agres that the Student intern may complets the reguined
thicurs after thie end date.

. STATEMENT OF EQUAL OPFORTUNITY

The: University of Findlay is an Equal Oppartunity Employer/Affirmative Action Employer Mals /Femals)/ Disabled Ve
Internship Partner certdies that it s an equal opportundty employer by sSgming bebow.

SIGNATILFRES

WITHESSETH that sach of the Intemahip Partner, the Unhversity, and the 3tedent intern han read thin contract and, in condideration
ol mutual covenanti, promiisd and agresmsnt hersin contained, agresi 1o the provioni i itated

Infermship Partner Representative Diate:
Unmiearsity of Findlay Beprétantative Diartin:
Srudent Interm Diate

L FOEM DHSTRIBUTROM

1. Changes 1o this form sre not allowed without prior avthorization from the Unineersity of Findlay legsl copnpel,

2. Qhriginigl of thiz completed form will be given to the Center for Career & Profeszicnal Development.

1 Copms of this completed form will be given o Unisersity of Fimd lay Academsc Depariment or Coliege, Unererssty Faoalty imtemship
Superaror, Student Interm, and the Internchip Pariner.

10



UF'S EMPLOYER INTERNSHIP EVALUATION

* 1 ererral AL

? Hirm efleciiee is the UF ingemshig program m i folioseng aoeas T
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i Dryl Coememunicaion

*B Professigrainm
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UF'S STUDENT INTERNSHIP EVALUATION

1 GCarsrsl inToamhetion:

< WGl o ieSOmirEEnd Bhis iInBeims i L Slhar S budanls

3 Was this your first Eismshep T

i Campsnsalicn InBormakion

* 0 Plegse rate the Pollowing Quastions about yous irlermshep:

* 7. Overall how would you rate this mlernstep?

* B Datciibe R youl wWakds Melilonsd Over e COUTss of This Silarmamig [yourn
sppervisors capacily o do w0, axamples 10 showcess This, aic)

* 0 Were you offered a pan-tme or full-time permangn] position with this

amployer?

10, What typa of job offer del you receie?

11 Cosmpssn sation Inbormaation:

12
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