


Sample Internship Description

	ORGANIZATION NAME
	Give the name of the organization or site and specific site (i.e. Edwards Street Fellowship Center, Thrift Store). 

	MISSION STATEMENT OR PURPOSE
	Give your organizational mission statement or a description of your program’s purpose, function, intended benefit, and population served.

	INTERN ROLE
	Clearly explain how intern will contribute to your mission or program purpose by performing their assigned tasks.

	INTERN PROJECTS
	Include a detailed description of the internship. 

	EXAMPLES FROM PAST INTERNSHIPS 
	Provide examples of tasks that could be performed by interns. Challenging and meaningful activities will be more persuasive in recruiting and retaining students.

	TRAINING, ORIENTATION 
AND OTHER REQUIREMENTS
	Training, skills, or other requirements 
Is screening for medical or criminal history required? Explain. It is important to provide this information early. 

	TIME REQUIREMENTS
	Days and times needed; hours during which work can be done; evening/weekend hours if needed.

	DIRECTIONS
	Give general location information and an estimated time/distance from USM campus. 

	CONTACT INFORMATION
	NAME:
ADDRESS:
OFFICE PHONE:
E-MAIL:
When is the best time for students to contact you? Do you prefer phone calls to e-mails or vice versa?
























Internship Agreement
 
Use this space to list internship requirements, Goals, learning outcomes, number of hours, or other pertinent information.
Student Information
Name_______________________            	
College/Major______________                  	
Local Phone_____________________      	
E-mail ______________________________
Supervisor Information
Organization Name__________________       
Immediate Supervisor _______________
Mailing Address_______________________ 
Email ____________________________
Phone  (____) ________________________ 
Internship Agreement
Initial and/or review points of agreement, sign, and date below.

The student agrees to:
___  Maintain consistent communication with my internship site.
___  Work in support of the organization’s mission.
___  Communicate skills, talents, interests, and internship requirements to the organization.
___  Explain the learning goals of my internship with my immediate supervisor.
___  Discuss any challenges or problems with supervisor.
___  Schedule an appointment with supervisor to evaluate the internship 
___  Work an average of _____ hours per week 
  

Student signature               	          Date   	


The internship supervisor agrees to
___ Maintain consistent communication with the student.
___  Provide information about the mission of their organization.
___  Be aware of the student’s skills/interests and internship learning goals/requirements.
___  Provide appropriate opportunities for student to meet the requirements of his/her internship 
___  Discuss any challenges or problems with the student.
___  Inform the student of work schedule and any closures for this semester.


Supervisor signature(s)             Date








Suggested Semester Calendar 
The following is a suggested semester calendar for your use in planning activities for students to accomplish during each week of their semester with you. 

	
Before Internship Begins
	Preparation
· Advertise internship 
· Discuss internship position, duties, and supervisory responsibilities with staff / co-workers.
· Develop a job description to give to intern. 
· Introduce intern to staff. 

	 Week 1-3
	Orientation
· Provide training and orientation for interns on-site. 
· Go over Internship Agreement with student and sign. Keep a copy for your records.

	 Week 4-10








	Monitoring and Supervision
· Monitor student attendance/hours and initial student log (if appropriate). 
· Ask students if they are having any difficulties with internship activities. 
· Ask students if they need additional resources or information. 
Evaluation
· If/when requested, provide mid-semester evaluation to USM program coordinators
Expect
· Completion of project milestones as agreed upon with student.
· Regular attendance.
· Active participation.
· The student to ask questions if he or she is experiencing difficulty.

	 Week 11-16
	Conclusion
· Meet with students to evaluate their work. 
· Discuss "closure" with students and how they will end relationships with particular individuals or groups.
· Consider finalizing steps, such as an exit interview, letter of reference, or token of appreciation, if appropriate.
· Ask students if they wish to pursue volunteer or job opportunities beyond the end of the semester.
Evaluation
· If/when requested, provide final evaluation to USM program coordinators
Expect Students to
· Complete required project or hours by the end of the semester (depending on internship requirements).
· Give notice to you, other staff, and program participants that their term of service will soon end. 








