
STARTING &

MAINTAINING

A QUALITY

INTERNSHIP

PROGRAM

419-434-5874        ccpd@findlay.edu        findlay.edu/ccpd



How can organizations meet the needs of today
and prepare the workforce of the future? One
solution is to develop a quality internship program.

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.

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: 

What is an internship?
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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. 



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.).

Before the internship

THE INTERNSHIP PROGRAM

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. 

Recruitment

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


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.

During the internship

Each internship is evaluated on a mid-term and final basis - the internship supervisor and

the intern will receive the evaluations via email.

Mid term and final evaluation

SAMPLE TASKS FOR INTERNS

performing laboratory tests

writing handbooks or manuals 

designing posters, charts, graphs 

generating financial forecast and cost

recovery reports 

performing software/hardware

modifications 

conducting studies and surveys 
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developing slide/sound presentations 

compiling technical reports 

creating academic lesson plans 

conducting research 

generating marketing plans 

conducting training packages 

preparing budgets and financial reports

completing hands-on projects as needed



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. 

Do you have to pay interns?

LEGAL ISSUES

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. 

Workers' and Unemployment Compensation
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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. 

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. 

INTERNATIONAL STUDENTS

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


UF'S INTERNSHIP AGREEMENT

8



UF'S INTERNSHIP AGREEMENT, cont.
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UF'S INTERNSHIP AGREEMENT, cont.
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UF'S EMPLOYER INTERNSHIP EVALUATION

11



UF'S STUDENT INTERNSHIP EVALUATION
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