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Introduction 

There has been a strong trend toward development and enhancement of community engagement and 
experiential learning opportunities in recent years. Indiana State University is extremely supportive of 
internships, and wants students to find the rewards of such to be educationally beneficial, as well as 
instrumental in the transition from college to employment. 

The departmental structure for internships varies tremendously across campus, ranging from verbal 
agreement to meet individual circumstances, to very extensive and comprehensive departmental 
handbooks. However, until now, there has not been a universal measure of foundation for all internships. 
This Handbook defines the fundamental structure of internship practices, offers clarity of roles and 
responsibilities, and provides a tangible tool as a resource for defining such standards. Note that the 
handbook defines only minimum policies and guidelines, and should be enhanced by departmental 
handbooks, policies, and guidelines for more departmentally specific components of practice. 

An additional component of establishing the structural foundation of internships is to collectively enhance 
understanding about University sponsored internships. Establishment of an ISU Internship Repository is 
designed to resolve the historically unanswered question regarding the number of both credit and non-
credit internships that are university-sponsored in any given semester. The repository will include basic 
data about numbers of credit and non-credit internships, the originating department, and demographic 
information. Ongoing attempts to enhance internships across the ISU campus are occurring, with a goal of 
continuously offering higher quality internships, more internship, and a better means of recording the 
experiences. 

Indiana State University employs a decentralized approach to internships. For this reason, more than one 
university-sponsor may be engaged with a given experience. Example would include a student that is 
completing an internship for academic credit as a Focus Indiana Scholarship recipient. Students should 
always be instructed to consult with each university-sponsor to ensure that all necessary components are 
successfully completed. 

 

Acknowledgements 

The need for a highly educated and prepared workforce is the primary purpose of internship, job shadow, 
or co-op programs. A student’s educational journey does not only involve their educational achievement; 
but, it also involves applying academic learning to hands-on situations. This development is of paramount 
importance to Indiana State University. Opportunities for community engagement and experiential 
learning are the tools that will ensure that our students are prepared to meet any challenge they may 
encounter in the work place. We, at the Career Center, are here to serve as facilitators for students, staff, 
and faculty as they guide our students while they are developing socially, civically, professionally, and 
academically. 

            --Dr. Elonda Ervin, Career Center Director 
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ISU Glossary of Terms for Experiential Learning, Internships, and Related Experiences 
 
The ISU Internship Handbook makes reference to several roles and terms throughout the document. Brief 
definitions are provided for clarification. These are broad, general definitions intended to be widely 
applicable. Specific fields may have specialized definitions. 
 
Clinical Experience: Supervised course work within which the student has the opportunity to engage in 
clinical activities similar to those performed by a departmentally approved professional. Departmental 
policies and accreditation criteria often define the experience. Site supervisors are often held to specific 
credentials as a component of such. 

Community Engagement: Collaborative partnerships between education, business, social services, and 
government that contribute to the academic mission of the University and directly benefit the community. 
Community engagement at Indiana State University includes activities in the teaching, research, and 
service endeavors of faculty, students, and staff. 

Co-op: Cooperative education is a unique form of education that differs from summer employment and 
internships. The National Commission for Cooperative Education (NCCE) explained the development of 
a co-op model “that incorporates a cooperative education as a structured educational strategy integrating 
classroom studies with learning through productive work experiences in a field related to a student’s 
academic or career goals. It provides progressive experiences in integrating theory and practice. Co-op is 
a partnership among students, educational institutions, and employers, with specified responsibilities for 
each party”. The co-op course is created to ensure that the student’s full-time status is protected. The 
student does not have to be enrolled in any other course(s) to participate in the co-op program. The 
required co-op paperwork must be completed before the co-op experience begins. 

Experiential Learning: Experiential learning at its core is operationalized by engaging students in 
learning through sequential exposure to challenging, compelling, and enriching activities conducted in 
appropriate settings. It integrates development of knowledge, skills, and dispositions, and fosters 
application of methods of critical inquiry. It engages students in personal reflection in order to organize, 
interpret, and bring meaning and coherence to their learning experience. 

Field Work: Activities performed outside the classroom, library, studio, or laboratory for university 
credit and under the supervision of an instructor. 

ISU Internship Repository: A collection of data relevant to all university-sponsored internships. 
Departments report relevant data about all internships to the repository, and the result is an internship 
resource with intent to provide more purposeful University action, more accurate reporting, and to 
substantiate the usage and growth of experiential learning at ISU.  

Internship: Internships are work-related learning experiences that provide students with the chance to 
gain important knowledge and skills in a career that may or may not be directly related to their academic 
study. An internship provides exposure to career fields of interest without making a permanent 
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commitment. Employers are encouraged to place their internship opportunities on Sycamore 
CAREERlink for free where students can search for the best internships. 

Internship Host Site: The organization, business, or entity that offers an organized hands-on experience 
for a student intern. The host will define the Site Supervisor, provide or assist with the creation of a 
position description, determine pay for the experience, and define the duration of the experience. 

Non-credit Internship: An internship that is elected by the student, for which the student does not 
receive academic credit. The internship may be a repeated experience, or one that does not meet academic 
criteria even though it is relevant to the student’s major. Non-credit internships may be sponsored by the 
academic department, the Career Center, or any other university-supported area and should also be 
supervised by at least one practicing professional. 

Practicum: An academic course that combines classroom and field activities under the supervision of an 
instructor. 

Service Learning: Service learning is still evolving as a distinct area of scholarship and, as a result, there 
is not a common set of terminology used by educators. The core principles of a service learning 
experience are that service learning should engage students in meeting the unmet needs of communities 
and enhance students’ academic learning; their sense of social responsibility, and their civic skills. 

Site Supervisor: The individual designated to provide direct supervision to the intern at the Internship 
Host Site. 

Supervision: A tutorial and mentoring form of instruction in which a supervisor monitors the student's 
activities in a practicum, field work, or internship and facilitates the learning and skill development 
experiences associated with a practicum, field work, or internship. The supervisor monitors and evaluates 
the clinical work of the student while monitoring the quality of services offered. (From the Council for 
Accreditation of Counseling and Related Educational Programs [CACREP] Standards). 

University Sponsor: The University Sponsor is a university employee that is sponsoring, or supporting, 
the internship. Most often the sponsor will be the course instructor of a for-credit internship course, or the 
student’s academic advisor in the student’s declared academic major or minor. A Career Center employee 
may also act as the University Sponsor for some non-credit internships. 
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Indiana State University 

Internships, Co-ops, and Related Experiences  

Policies, Guidelines, and Responsibilities 
 

The following is created as a foundation for ISU-supported internships. The requirements apply to 
experiences in which the primary element is student engagement in an applied experience related to the 
student’s course of study in a work setting. Departmental materials are likely to be more developed, but it 
is important to insure that essential components match, and that the Departmental Internship Handbook 
and the ISU Internship Handbook do not conflict. Some experiences, such as student teaching, 
practicum’s, and some clinical experiences, have requirements set by the academic departments and/or 
accrediting entities, and are not required to comply with the ISU Internship Handbook. Deans and 
Department Chairs will make determination of additional standards and departmental compliance thereto. 
However, all internships should be included in the ISU Internship Repository. 

Policies 
1. An internship is purposeful, has specific learning outcomes, provides opportunities for reflection, 

presents a continual challenge to the student, and incorporates active learning, with the student as 
an active participant in all stages of the experience from planning to evaluation. 
 

2. Credit is granted only when an Indiana State University Faculty Member is directly involved in 
determining both the course content and in evaluating the student's work. Credit-bearing 
internships are part of program curricula and will be reviewed as part of the assessment and 
program review or accreditation processes to assure quality. Students are responsible to properly 
register for such courses. 
 

3. Registration of credit and non-credit internships is required, using documents designated by the 
academic department. The ISU Internship Agreement is available as a resource document for 
departmental use, and is located in the forms section of the Handbook. Students must submit a 
completed internship agreement, with attached position description, to the academic department 
prior to onset of the internship. Academic units are responsible for setting deadlines related to 
internship placement, including completion of the agreement. Students participating in non-credit 
internships should submit the agreement to the University Sponsor. Each actively involved party in 
the agreement (the University Sponsor, Site Supervisor, and Student) should retain a signed copy 
of the Agreement and Position Description. 
 

4. Academic departments are responsible for reporting internship data to the ISU Internship 
Repository, which is housed in the Career Center, Seventh Floor, Hulman Memorial Student 
Union Building. Credit and Non-credit experiences should be reported. Data should be sent to the 
Career Center soon after registration closes, and within the first month of the semester. 
Departments can either send photocopies of internship agreements, or compile a report of the data. 
Essential data includes: Student Name, 991 Number, Academic Major/Minor, University Sponsor, 
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Internship Host Agency and Address, Site Supervisor and E-mail, Start Date, End Date, Rate of 
Pay, and Credit or Non-credit (Internship for Credit should include course number and number of 
credits). The ISU Internship Repository data is available upon request. 
 

5. At least one Student and one Site Supervisor evaluation should be completed and returned to the 
designated University Sponsor. Academic departments, scholarship programs, etc. will implement 
the evaluative tool to meet their particular need, thus, there is potential for multiple evaluations per 
internship. Students are responsible for awareness of these requirements and for the completion of 
such. 
 

6. Problems that arise during an internship should be discussed between the Student, Site Supervisor, 
and University Sponsor for resolution. However, in some cases, difficult or unusual situations 
require a mediator, or uninvolved party, to reach a resolution. Departmental protocol outlines the 
process for resolution of disputes. However, in the absence of definition, the Department Chair, or 
designee, will serve in this role. 
 

Guidelines 
1. While the ISU Internship Handbook provides a foundation for all ISU internships, Departmental 

guidelines and materials will outline, in greater detail, the expectations of their internships. Some 
ISU departmental internship handbooks are available via the web for reference at 
http://web.indstate.edu/publicservice/Interncurriculumresources.htm. Departments should consider 
web based handbooks and are encouraged to post to this site for compilation of a useful ISU 
internship resource. 

 
2. Internship postings are available for student independent searches. Students are encouraged to 

access Sycamore CAREERlink at http://career.indstate.edu/home.htm as well as Indiana 
INTERNnet at www.indianaintern.net and Indiana Job Central at http://in.jobcentral.com/. 

 
3. If an internship changes after initiation, then the internship agreement should be amended. All 

involved parties should be in agreement with the changes, and departmental records should be 
updated. 

 
4. If an internship fails prior to completion, then the internship agreement should be marked to 

indicate the date of cessation. The student should provide a brief statement of explanation, and 
copies should be forwarded to all actively involved parties. If the internship is credit-bearing, then 
the normal procedures for dropping or withdrawing from a class should be followed. If a new 
internship is to be established for the duration of the semester, then a new internship agreement 
should be initiated with accurate dates and data. Corrected data should be forwarded to the ISU 
Internship Repository. 

 
5. Per University policy, the student should participate in the internship experience during the 

semester of registration, as expected with course/classroom experiences. Hours may extend outside 
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of the defined dates of semester enrollment, with University Sponsor approval, but should primarily 
fit in the semester of enrollment. 

 
6. The Career Center is a resource to students as noted: 

a. Working with students to make structured non -credit internship experiences available.  
b. Providing assistance with locating internships, creation of position descriptions, etc. 
c. Administering all Internship Scholarship programs. 

 
7. The Career Center is a resource to Departments as noted: 

a. Providing classroom presentations about internships. 
b. Working with Departments as an internship consultant.  

Responsibilities 

Student 
1. To be eligible, a student must meet academically defined program requirements for the internship 

and be in good academic standing, and good conduct standing. To earn academic credit, the student 
must properly register for an internship class and complete an appropriate internship agreement that 
includes a position description. 

 
2. The student must complete the necessary registration prior to initiation of the internship experience, 

and complete the necessary written requirements throughout the internship as indicated. The ISU 
Internship Handbook checklist can be utilized as an organizational tool for completing the timely 
requirements. 

 
3. The student agrees to abide by the rules and regulations of the Internship Host, as well as the Indiana 

State University Code of Student Conduct. 
 

4. The student is responsible to behave in a professional and ethical manner, and to hold in professional 
confidence any information gained regarding individuals served via the Internship Host. 

 
5. The student is responsible to disclose to the Internship Host any information that may bear upon 

his/her capacity to perform in the designated role, as defined in the Position Description. 
 

6. Permissible work absences from the internship site include illness or other serious circumstances. 
(Keeping pace with coursework or co-curricular activities are not legitimate excuses). The intern is 
responsible to notify the Site Supervisor in case of absence. 

 
7. Due to the nature of an internship arrangement, the student may not withdraw from a placement 

except in severe and justified circumstances, as determined by the University Sponsor, in 
consultation with the Site Supervisor. 

 
8. If an intern feels victimized by a work-related incident (e.g., job misrepresentation, unethical 

activities, sexual harassment, discrimination, etc.) s/he should report the incident(s) to an appropriate 
Internship Host Administrator, as well as to the University Sponsor. 
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9. The intern is not an employee or agent of the University, and worker’s compensation benefits are not 
provided to the intern in his/her capacity. The University provides guidance and facilitates internship 
activities only as a component of the educational experience and accepts no responsibility for loss, 
damages, or injury to persons or property caused by the intern or others while participating in the 
internship. The University is not responsible for matters beyond its control. 

 
10. The intern is responsible for provision of personal health and accident insurance, or the cost of any 

expense related to lack thereof. Neither the Trustees of Indiana State University nor the University 
Sponsor is responsible for any medical or legal expenses that may result from injury or illness 
sustained while participating in the internship. 

 
11. Interns are responsible for individual transportation to and from the Internship Host, unless provision 

is stated otherwise in the internship agreement. Students are strongly discouraged from use of 
personal vehicle while performing internship responsibilities, due to the personal liability of such. If 
necessary for the internship experience, the intern is encouraged to utilize Internship Host (company) 
vehicles, supported by proper authority of the Host, or for Internship Host employees to provide 
transportation, or for other means of transportation support to be utilized. 

 
12. In order to protect an intern’s health and safety and/or to guard the integrity of the internship 

program, the University Sponsor may take action considered to be warranted, under specific 
circumstances, including termination of the internship experience. 

Academic Program 
1. Academic programs determine minimum qualifications for Internship Hosts, and expectations from 

the Site Supervisors. Specifically, the academic program should consider: 
a. Licensure, accreditation, certification or other professional standards that define the 

minimum expectations of the Internship Host and/or the Site Supervisor. 
b. Requirements regarding the Site Supervisor’s educational background. 
c. The nature of supervision that the intern must receive (i.e., Must the supervisor be on 

site? How often must the intern meet with the supervisor?) 
d. Compatibility between curricular goals and the mission and philosophy of the Internship 

Host. 
e. Availability and quality of intern training programs. 
f. Compatibility between the intern’s responsibilities and the competencies that the 

department requires for interns. 
g. Compensation that will be provided to the intern. (e.g., Is the compensation appropriate?) 

 
2. Academic departments maintain primary curricular authority and responsibility for the structure of 

the internship experience. Specifically, the academic program should consider: 
a. Prerequisites and eligibility requirements for student participation.  
b. Advisement that academic departments define “good academic standing”, and as defined 

by the department, then the default University standard of a GPA of 2.0 or higher should 
be applied and verified. 
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c. Advisement that academic departments establish a protocol for verification of “good 
conduct standing” and use such in determining eligibility as an intern.2 

d. Appropriate policies and requirements for assignment of academic credit. 
e. Grading policies for internships. 
f. Written and project requirements (i.e., written reports, portfolios, presentations). 
g. Designation of the University Sponsor. 
h. Evaluation tools. An evaluation tool developed through the Focus Indiana Internship 

Scholarship Program can be utilized at the end of the internship program by both the 
student and employer. 

 
3. The academic program, in consultation with the Internship Host and intern, is responsible for 

approval of all credit-bearing Internship placements. 
 

4. The University Sponsor will initiate and establish a plan of periodic contact with the intern and the 
Site Supervisor. The University Sponsor is responsible for disclosing in writing the expectations of 
each party, likely to be stated in the internship agreement, regarding communication, reporting, 
evaluations, and methodology for providing feedback to the student.  

Site 
1. Internship Hosts develop, in conjunction with the intern and University Sponsor, a Position 

Description that outlines the major tasks and responsibilities of the internship. Additionally, the 
position description should clarify the skills needed to fulfill the responsibilities.  
 

2. Internship Hosts are responsible for selection of the Site Supervisor, which must meet the 
requirements noted by the academic program. The Site Supervisor will designate time to supervise 
the intern; and be committed to and capable of working with the academic program and intern to 
develop an internship experience that meets the student’s learning goals. 
 

3. The Internship Host is responsible for: 
a. Screening and assuring that interns meet qualifications. For example, it is the 

responsibility of the Internship Host to obtain limited criminal history checks:  
i. Meet other legal requirements when needed. (Some programs may have their 

own policies on limited criminal history checks.) 
b. Collaboratively working with the intern and the University Sponsor to complete an 

 internship agreement and the Position Description. 
c. Completing the educational contract (if requested) and returning it to the University 

Sponsor. 
d. Providing Orientation to the intern. Orientation should include discussion of particular 

organization rules, regulations, and expectations, as well as an overview of the mission, 
goals,  and policies of the Internship Host, introduction to employees, and training in the 
use of  equipment. Provide written documents as much as possible. 

e. Providing appropriate space for the intern to perform his/her duties. 
f. Providing opportunity for the student to meet with company executives, professional 

organizations, community leadership, etc. to the extent that such can be arranged. 
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Networking serves as a valuable exposure to the students and should be utilized to the 
greatest extent possible. 

4. The Site Supervisor is responsible for: 
a. Assigning and supervising the completion of tasks and responsibilities that are 

consistent with the intern’s role on site. 
b. Scheduling regular meetings with the intern to provide a forum for discussion and 

reflection on expectations, projects, responsibilities, and progress. 
c. Completing performance evaluation form(s) as requested by the University, and 

 returning the form(s) as directed. 
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Internship Scholarship Programs 

An internship is purposeful, has specific learning outcomes, provides opportunities for reflection, presents 
a continual challenge to the student, and incorporates active learning, with the student as an active 
participant in all stages of the experience from planning to evaluation.  
 
Internships are work-related learning experiences that provide students with the chance to gain important 
knowledge and skills in a career related that may or may not be directly related to their academic study. 
An internship provides exposure to career fields of interest without making a permanent commitment. 
Employers are encouraged to place their internship opportunities on Sycamore CAREER Link –for free--
where students can search for the best internships.  

Scholarships support targeted internship experiences that will develop students’ understanding of 
themselves and a meaningful career path, provide employers with capable interns, contribute to economic 
development and promote employment of ISU graduates in Indiana. Internships must be overseen by an 
instructor and can be for credit or non-credit. It is the responsibility of the student to locate a site for the 
internship and find an instructor willing to be their sponsor for the internship. Career Center staff is 
willing to assist the student locating both types of internship experiences. 

For-credit Internship: Credit is granted only when an Indiana State University Faculty Member is 
directly involved in determining both the course content and in evaluating the student's work. Credit 
bearing internships are part of program curricula and will be reviewed as part of the assessment and 
program review or accreditation processes to assure quality. Students are responsible to properly register 
for such courses.  
 
Internship Host Site: The organization, business, or entity that offers an organized hands-on experience 
for a student intern. The Host will define the Site Supervisor, provide or assist with the creation of a 
position description, determine pay for the experience, and define the duration of the experience.  
 
Non-credit Internship: An internship that is elected by the student, for which the student does not 
receive academic credit. The internship may be a repeated experience, or one that does not meet academic 
criteria even though it is relevant to the student’s major. Non-credit internships may be sponsored by the 
academic department, the Career Center, or any other University supported area and should also be 
supervised by at least one practicing professional.  
 
Site Supervisor: The individual designated to provide direct supervision to the intern while s/he is at the 
Internship Host Site.  

Basic Internship Scholarship Requirements 

 Currently enrolled student at ISU 

 Classified as a Junior or Senior with more than 62 credit hours 

 2.5 GPA 

 Be in good judicial standing with the University 

 Completion of a total of 300 hours   

 Experience must be in Indiana 
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Scholarship Program Goals 
 Increase the number of ISU students completing internships in Indiana  
 Support economic and social development by stimulating internships in underserved areas  
 Develop internships in entrepreneurial organizations and potential growth industries in the state 

and in mission driven organizations that are creatively meeting the human, social, and cultural 
needs of the state 
 

Focus Indiana Internship Scholarship Program 
 
Focus Indiana is collaboration between Indiana State University, private industry, and community 
leadership aimed at the creation of career opportunities for Indiana State University students. Focus 
Indiana is supported by a grant from the Lilly Endowment. The Internship Scholarship program is an 
important part of Focus Indiana. These $1000 scholarships support targeted internship experiences that 
will develop students’ understanding of themselves and a meaningful career path, provide employers with 
capable interns, contribute to economic development and promote employment of ISU graduates in 
Indiana. Students participating in this program must complete their internship in the state of Indiana; and 
junior and senior students only will have the opportunity to participate in this program every semester. 

Rex Breeden Internship Scholarship 

Rex E. Breeden is a 1942 graduate of ISU. After serving with the U.S. Navy during the World War II, 
he returned to Columbus, Indiana to begin his successful career in business management and 
ownership. Mr. Breeden served as a member of the ISU Board of Trustees from 1973 to 1992. He was 
honored in 1988 with the ISU Distinguished Alumni Award. 

The Rex E. Breeden Endowment was originally established by Mr. Breeden in 1991 as a scholarship 
for worthy students graduating from Columbus East High School, Columbus North High School and 
Springs Valley High School and enrolled at Indiana State University.  

Recognizing the changing educational environment and the importance of experiential learning, Mr. 
Breeden revised the criteria in 2010 to provide internship scholarships to students in the College of 
Arts and Sciences. These $1,000 dollar awards are available during fall, spring and summer 
terms. 
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Supplemental Forms 

For Departmental Use or Implementation 

Permission required for reproduction and/or modification 
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Internship Checklist 

Please make sure you have all these items completed and submitted to be eligible for the Focus Indiana or 
Rex Breeden scholarship. 

All students must submit: 

� Internship Agreement Form 

� Position Description 

 

Additional Documentation Requirement for: Focus Indiana Internship or Rex Breeden Internship 
Scholarships 

� Resume 

� Cover Letter 

� Recommendation letter or form – completed and signed by faculty or staff member 
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Career Center Internship Agreement Scholarship Application Form 

Every student participating in an internship or co-op (both credit and non-credit experiences) must provide proper documentation 
prior to the start of the experience. The Internship Agreement Scholarship Application Form should be signed by all actively 
involved parties and forwarded to the Career Center.  

Applicant Information 
 

 Full Name:  _____________________________________________________      Student ID:   _________________________ 
                           Last  First   M.I. 

Address:   ______________________________________________________________________________________________ 
     Street Address   Apartment/Unit #      City          State Zip Code 

Cell Phone:     _______________________________          E-mail Address:     _______________________________________ 

Major:     ______________________ GPA: ______ Class Standing:   __________ Expected Graduation Date:  ___________        

Term of Internship/Co-Op:       Fall         Spring        Summer   Total Hours in Internship:     _______ 

Job Title: _______________________________________________________________________________________________ 

Position Description Summary (1-2 sentences max.):    
________________________________________________________________________________________________________ 

_______________________________________________________________________________________________________ 

Start Date:     _______________ End Date:     _____________ Pay Rate (If Applicable):     ________ 

Would you like to be considered for any of the following $1,000 scholarships? (Check only one) 
 

0 Focus Indiana Internship Scholarship            0     Rex Breeden Endowment Scholarship  
          

Student Disclaimer and Signature 
 
ISU is sometimes approached by the media to release information related to students involved in experiential learning 
experiences; likewise, ISU occasionally creates publications, articles, etc. that feature such experiences. If you give permission 
for usage of your experience, photos, name, and contact information, then please indicate so by checking the noted box.             

          No, I would rather not participate.            Yes, I agree to share my experience. 

I am in good academic and conduct standing with the University, and give my consent for verification of such. I have met with 
my Internship/Co-Op Site Supervisor and agree to the terms under which this internship/co-op has been created. I will perform all 
assigned duties to the best of my ability, satisfactorily meeting all requirements noted in my Position Description, which has been 
approved by my Site Supervisor and Faculty (for credit internships), and I will pay all applicable University fees while on 
assignment.  

Should I unjustly fail to meet these requirements, I may be withdrawn from the agreement, forfeit any academic credit, and lose 
any scholarships related to this experience. 

Student’s Signature:     ______________________________________________________        Date:     __________________ 
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Internship/Co-Op Site Supervisor 
 
Company Name:  ________________________________________________________________________________________ 

Address:     _____________________________________________________________________________________________ 
        Street     City  State  Zip Code  

Supervisor Name:     __________________________________________ Job Title:     ________________________________ 

Phone:     _____________________          Fax:     _________________ E-mail:    _____________________________________ 

Are you Indiana State University Alumni? Yes No 

ISU is sometimes approached by the media to release information related to students involved in internships/co-op; likewise, ISU 
occasionally creates publications, articles, etc. that feature internships/co-op. If you give permission for usage of your experience, 
photos, name, and contact information, then please indicate so by checking the noted box.            

           No, I would rather not participate.            Yes, I agree to share my experience.  
 
I have collaborated with the student in creating the Position Description so that it meets all individualized academic and 
scholarship criteria (where applicable). I will provide supervision of the student throughout the experience, evaluate the student’s 
performance utilizing the methods provided as requested by the academic department and scholarship programs, and will provide 
the student with the same consideration of health, safety, and working conditions afforded other full-time employees. We are an 
AA/EEO employer. 

Supervisor’s Signature:     ___________________________________________________________    Date:     _____________ 

Faculty / Staff Supervisor  
 
Full Name:     _______________________________________       Department:     ___________________________________ 

Phone:     ___________________________ E-mail Address:     ___________________________________________________ 

Is this experience for credit?          Yes          No 

If yes, Course Number:     _________________________ Credit Hours:     ______________________ 

Would you like for the Career Center to send evaluation out for this experience?  Yes  No 

I have reviewed the student’s Internship Agreement and Position Description, and acknowledge the student’s participation in an 
appropriate internship. I have verified that all class enrollment requirements will be met and that upon successful completion of 
this internship/co-op, and compliance with all departmental requirements, the academic department will grant academic credit to 
the student for this experience if it is for credit. 

Faculty’s Signature:     ______________________________________________________ Date:     _____________________ 

ISU Career Center  
 
The form is received by the Career Center, is acceptably completed, proper signatures have been completed, and a position 
description is attached. 
Career Center Staff Signature:     ________________________________________________    Date:     _________________ 
Is the student eligible for Focus Indiana Scholarship?         Yes  No 
Is the student eligible for Rex Breeden Scholarship?    Yes  No 
Is the student in Good Judicial Standing?             Yes  No  
Verify GPA:  __________ 
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Position Description Outline 

 Positions descriptions are not required to meet a formalized format. In fact, a position posting, if 

such exists, is appropriate. However, the purpose of the Position Description is to serve as definition of 

what the intern will be doing throughout the experience. The major components of the internship should 

be defined, and all involved parties should have mutual understanding. It is also important to make note 

of the number of hours that the Student will be utilizing during the experience, as well as an outline of the 

schedule the student will follow to fulfill the hours. 

 The outline below is designed as a model for creating a Position Description. Again, it should be 

individualized and should clearly note the expectations that each individual (i.e. student, faculty, site 

supervisor, and scholarship advisor) expects the Student to do, or be exposed to, during the internship. It 

is important to be thorough. 

Required Information 

 Internship Position Title 

 Intern Name 

 Name of Host Organization 

 Name of Site Supervisor with Title and Contact Information 

 Timeline: Include number of hours expected in the internship, and a proposed schedule for 

accommodating the hours (beginning and end dates) 

Outline of responsibilities 
 Consider limitation of time for observation, answering phones, greeting guests, filing, etc. 

 Include special projects such as writing assignments, evaluating or processing data, creation of a 

project or special report for the host, etc. Note the expected outcome of such projects. 

 Specify the frequency of supervisory meetings, and who will be part of such meetings. Define if 

meetings are individual or group. 
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 Include exposure to professional organizations or staff meetings, opportunities to participate in 

community meetings or projects, and any other networking opportunities that will be offered 

during the internship. 
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Internship Student Reflection 

 
Student:   ____________________________________________________________________ 
Internship site:   ______________________________________________________________ 
Person(s) shadowed:   __________________________________________________________ 
Department:   _________________________________________________________________ 
To/from Dates of Internships:   ___________________________________________________ 

 
These questions should be answered in essay format and turned into the Focus Indiana Graduate 
Assistant, in the Career Center, before final payment can be released. 
 
1. Describe the department/work site you visited. 
2. What type of work activities did you observe during your internship experience? 
3. What did you like best about your internship experience? 
4. What did you like least about your internship experience? 
5. What surprised you most about what you observed, heard, did, or learned? 
6. If you wanted to work in the department/work site you visited, what might you do to prepare 

yourself for the field during your college years? 
7. Would you consider a career in the type of industry in which you interned? Why or why not? 
8. From your perspective (your interests, abilities, and goals) identify aspects of the job that 

were:  
Positive: 
Negative: 

9. Did the internship experience influence your career choice/goals? How? 
*Source: Alaska Work Based Learning Guide Job Shadow September 2003  
 
Paper Format Requirements 

The Essay Title 

Use a separate title page for the title section of your essay as explained in the following example. 

John Brown 
Internship Scholarship Program 

Indiana State University Career Center December 5, 2011 

Note: The essay title should be in the same font type and size as the rest of your essay and should not be 
bolded, italicized or underlined.  
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Page Numbers 

The separate title page is not numbered. The first page of text is page 1. Page numbers should be 
numbers only. Abbreviations like “p. 3” or indicators like “page 2 of 5” are usually inappropriate for 
essays.  

Final Review 

 Once you are content with the structure of your essay, the next step is to ensure that the 
formatting, spelling, grammar, and punctuation are correct.  

 Be sure to check that you have put your pages in order.  
 Do use a spellchecker. However, don’t rely on it to find every error. Many spellcheckers won’t 

differentiate between homonyms such as their and there, misuse of words like using then instead 
of than, cant instead of can’t, or transposed letters such as form instead of from.  

 Be sure proper nouns are capitalized, abbreviations are correct, and end with periods in the proper 
places (e. g. U.S., MN, Inc.)  

 Check for punctuation mistakes such as an orphaned parenthesis, extra spaces between words, 
and inconsistencies in using commas.  

 Read through your essay again to be sure your thoughts are clearly stated. Try reading it aloud or 
let someone else read it to you.  

 Are citations clear and correct? Have your correctly listed all sources you used?  

 

 
 

 

Is this the Job for Me? 
by John Brown 

 
 
 
 
 

Internship Experience  
Indiana State University Career 

Center 
December 5, 2011 

 

Tips for Formatting Essay Text 
 
1. Use the standard margins of 1" on the top and bottom margins 

and 1.25" on the left and right margins. 
2. Double spaced text is standard in essay writing and provides room 

for your editor or teacher to circle or underline errors or add 
arrows connecting their comments to your text. 

3. Unless otherwise specified, essay text is left aligned. 
4. Use a standard font such as “Times New Roman” size 12. 
5. Print your essay on only one side of paper. 
6. Use standard white paper (8.5" X 11”). 
7. Paragraphs are identified by an indentation of five spaces (a tab); 

do not make extra spaces between paragraphs. 
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 After you have proofread and made the necessary changes to your essay, leave it for at least one-
half hour and then read it again. Errors you missed the first time through will frequently catch 
your attention! Another good final check is to print your essay as a draft. Draft outputs print with 
minimal formatting and make small errors much easier to spot.  

 Print a copy of your essay and read it again, checking the size and readability of the text. Once 
you’re satisfied with your printed copy, you’re finished! Good job! It’s time to hand in your 
essay!  

*Source: Essay Writing Help.com Retrieved January 8, 2009 from 
http://www.essaywritinghelp.com/format.htm 
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Recommendation Form 

This form must be completed and signed by a faculty or staff member. Please place the completed form in 
a sign sealed envelope. Please assess the student fairly and impartially. Thank you for your help! 

Applicant’s Name _____________________________________________________________________ 

How long have you known the applicant? __________________________________________________ 

In what capacity have you known the applicant? _____________________________________________ 

Additional comments: 

____________________________________________________________________________________ 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Please rate the student in the categories listed using the following key:  

4 = Outstanding    3 = Good    2 = Average    1 = Below Average    X = Not Observed  

 

___Academic Performance                              

___Regular Attendance                                   

___Participation/Dependability                      

___Quality of Speaking Skills  

___Quality of Writing Skills 

___Initiative/Effort                     

___Problem Solving Skills                             

___Works Well with Others 

___Completes Assignments on Time 

___Creativity/Resourcefulness 

___ Dependability 

___Demonstrates Leadership Skills 

 

Recommender’s Name (please print) ____________________________________________________ 

Department__________________________________ Phone_________________________________ 

Title_________________________________ Email address _________________________________ 

Signature_______________________________________________                 Date______________ 

 



  24 
 

SAMPLE Career Center Internship Agreement Scholarship Application Form 

Every student participating in an internship or co-op (both credit and non-credit experiences) must provide proper 
documentation prior to the start of the experience. The Internship Agreement Scholarship Application Form should 
be signed by all actively involved parties and forwarded to the Career Center.  

Applicant Information 
  
Full Name:  Malone   Ami   D.          Student ID:   911-911-911 
                           Last   First   M.I. 

Address:           135 Go Trees                                                         Terre Haute                             IN              47809  
 Street Address   Apartment/Unit #      City           State  Zip Code 

Cell Phone:     812-812-812                                             E-mail Address:     Amalone4@indstate.edu 

Major:     Criminology        GPA:          3.0       Class Standing:   Senior        Expected Graduation Date:      
May 2011      

Term of Internship/Co-Op:          Fall          Spring         Summer              Total Hours in Internship:     300 

Job Title:                                        Focus Indiana Scholarship Program Intern 

Position Description Summary (1-2 sentences max.):    Putting the student information from accepted 
application of Focus Indiana Scholarship into data base. 

Start Date:     5/28/2011                     End Date:      8/25/2011                        Pay Rate (If Applicable):   $7.25 

Would you like to be considered for any of the following $1,000 scholarships? (Check only one) 
 

(X) Focus Indiana Internship Scholarship            0     Rex Breeden Endowment Scholarship  

           
Student Disclaimer and Signature 

 
ISU is sometimes approached by the media to release information related to students involved in experiential 
learning experiences; likewise, ISU occasionally creates publications, articles, etc. that feature such experiences. If 
you give permission for usage of your experience, photos, name, and contact information, then please indicate so by 
checking the noted box.             

          No, I would rather not participate.            Yes, I agree to share my experience. 

I am in good academic and conduct standing with the University, and give my consent for verification of such. I 
have met with my Internship/Co-Op Site Supervisor and agree to the terms under which this internship/co-op has 
been created. I will perform all assigned duties to the best of my ability, satisfactorily meeting all requirements 
noted in my Position Description, which has been approved by my Site Supervisor and Faculty (for credit 
internships), and I will pay all applicable University fees while on assignment.  

Should I unjustly fail to meet these requirements, I may be withdrawn from the agreement, forfeit any academic 
credit, and lose any scholarships related to this experience. 

Student’s Signature:     TÅ| `tÄÉÇx                                                     Date:        2/23/2011 
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Internship/Co-Op Site Supervisor 
 
Company Name:     ISU Career Center 

Address:             HMSU, 7th floor                           Terre Haute             IN                       47809                  
                    Street    City  State  Zip Code   

Supervisor Name:     Reema Lamichhane                                                             Job Title:     Admin. Asst.  

Phone:    812-237-3855                      Fax      812-237-4392                             E-mail:  Rlamichhane@indstate.edu 

Are you Indiana State University Alumni? Yes No 

ISU is sometimes approached by the media to release information related to students involved in internships/co-op; 
likewise, ISU occasionally creates publications, articles, etc. that feature internships/co-op. If you give permission 
for usage of your experience, photos, name, and contact information, then please indicate so by checking the noted 
box.            

           No, I would rather not participate.            Yes, I agree to share my experience.  
 
I have collaborated with the student in creating the Position Description so that it meets all individualized academic 
and scholarship criteria (where applicable). I will provide supervision of the student throughout the experience, 
evaluate the student’s performance utilizing the methods provided as requested by the academic department and 
scholarship programs, and will provide the student with the same consideration of health, safety, and working 
conditions afforded other full-time employees. We are an AA/EEO employer. 

Supervisor’s Signature:     exxÅt _tÅ|v{{tÇx                                     Date:     2/23/2011 

Faculty / Staff Supervisor  
 
Full Name:     Hye Chong                                                                                                   Department:     
Criminology 

Phone:     812-111-1111                                                 E-mail Address:     hchong1@indstate.edu 

Is this experience for credit?          Yes          No 

If yes, Course Number:     CRIM 888                                                                               Credit Hours:           3 

Would you like for the Career Center to send evaluation out for this experience?  Yes No 

I have reviewed the student’s Internship Agreement and Position Description, and acknowledge the student’s 
participation in an appropriate internship. I have verified that all class enrollment requirements will be met and that 
upon successful completion of this internship/co-op, and compliance with all departmental requirements, the 
academic department will grant academic credit to the student for this experience if it is for credit. 

Faculty’s Signature:                                Hye R. Chong                          Date:                     2/23/2011 

ISU Career Center  
 
The form is received by the Career Center, is acceptably completed, proper signatures have been completed, and a position description is 
attached. 
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Career Center Staff Signature:     ________________________________________    Date:     ___________________ 
 
Is the student eligible for Focus Indiana Scholarship?         Yes  No 
 
Is the student eligible for Rex Breeden Scholarship?          Yes  No 
 
Is the student in Good Judicial Standing?           Yes  No Verify GPA:  __________ 

 

 



Career Center
Hulman Memorial Student 
Union, Seventh Floor
550 Chestnut Street
Terre Haute, IN  47809

812-237-5000 (phone)
800-892-6044 (toll free)
812-237-4392 (fax)
career.indstate.edu


