
College of Charleston 

INTERNSHIP HANDBOOK 
This handbook is intended as a working document to guide International Studies majors of the College 
of Charleston through the process of identifying, applying for, participating in, and reflecting on 
internship experiences taken for academic credit during their time as students of the program.  
Every effort has been made to keep the information contained herein current and complete.  
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Introduction 
The International Studies program faculty & staff work with students to seek out internship 
opportunities that will give an integrated learning experience which supports and compliments 
their academic, social and personal development.  However, the responsibility of securing an 
internship experience lies solely with the student.  To guarantee success, students should meet 
with Faculty advisors and Career Services staff to develop their resume and prepare for 
interviewing with potential employers.  

The internship option enables students to achieve one of the primary goals of the International 
Studies curriculum – the ability to apply in practice what has been learned at the College of 
Charleston.  An internship will help reinforce theories and concepts with concrete experiences 
and apply perspectives of the discipline in a work setting.   

An Internship is defined by the Office of Career Services as “a learning experience specifically 
designed to allow a student to explore a career field and gain work-related skills under 
supervision in a professional environment.”  Internships are experiential- and applied-knowledge 
blended with course and research work.  Additionally, internships can help students in both the 
job market and with graduate school admission.   

Internships are regulated by the Department of Labor and regulated through the Fair Labor 
Standards Act.  For specific information regarding how internships are expected to be designed 
and conducted in order to meet these standards, please see Fact Sheet #71. 

Students who choose to complete an internship for academic credit will be guided by their 
faculty advisor or appointed representative of the College, their site Supervisor, and their own 
person as they work to meet specific Learning Objectives within the framework of their work 
experience. 

This handbook was developed as a resource for students, faculty and site supervisors involved in 
the International Studies internship experience so that there is a clear understanding of what is 
involved and what is expected in this program.  Questions or concerns regarding any of the 
material contained herein should be directed to the Director of the International Studies program 
or the Internship Program Coordinator. 

International Studies; College of Charleston 
9 Glebe Street
Charleston, SC 29424 

http://www.dol.gov/whd/regs/compliance/whdfs71.htm
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So, you are interested in pursuing an internship?  Getting started is easy, just follow the steps below.  

1. Are you Eligible?  Do you meet the following criteria:
a. You have a Sophomore or greater standing
b. You have completed INTL 100 (or a course equivalent) and an additional 9 credit hours

in the International Studies major at the 200- and 300- level
c. You have maintained Good Academic Standing (minimum 2.5 GPA for an internship)

2. If “Yes,” What do you want to do (what type of an internship interests you)?
a. What comes to mind when you think about an internship? Talk to Career Services or an

appropriate contact in International Studies to discuss your interests and ideas about it.
b. What does your CV say about you? Work with an advisor to articulate your skills and

develop your résumé; they can also help edit your cover letter and prepare for interviews.
c. What do you want to be when you “grow up?”  Speak with your advisor about careers or

experiences you want to pursue after graduation and how an internship affects them.

3. Where do you want to live and work?
a. Be realistic about your ability to live in different environments (language, climate, food,

housing, culture, etc.)
b. Visit the State Department for country-specific information on visas, travel concerns, etc.
c. Visit the Center for International Education for assistance getting the appropriate visa,

immunizations and other required steps prior to travel.

4. When do you want to go?
a. During what term do you plan to study abroad? Begin planning at least a semester ahead.

5. How much time do you want to commit?
a. How long do you want to intern for?  Typically internships must be a minimum of 3

weeks in order to be meaningful.  Sometimes people will intern for up to one year.
b. How much work experience do you want to (can you) gain? If you are working overseas,

do you plan to take courses as well as complete an internship or is the work experience
your sole focus?  If you pursue a stateside internship, is it part-time or full-time work?

c. Do you plan to get academic credit for your internship experience or would you like to
pursue a paid internship for professional development?

6. Seek and Find
a. Having answered the questions in Steps 1-5; begin researching internship opportunities
b. Seek advice from the International Studies faculty & staff or the Career Services Center
c. Visit the Internship Resources link on the International Studies website
d. Initiate contact with position possibilities; arrange for interviews

7. Apply and Go!
a. Getting Credit: make sure that you have completed the Individual Enrollment form and

the Internship Agreement Form.   Credit hours awarded will be determined based on
location and # hours completed for the internship.

b. Getting a Visa: meet with the Center for International Education for help getting the
appropriate visa for your overseas internship experience.

c. Getting health insurance: you must have health insurance for your time overseas.
d. Once your paperwork is in place, all you’ll need is to pack up and go!

Getting Started 

http://www.travel.state.gov/travel/cis_pa_tw/cis/cis_4965.html
http://internationalstudies.cofc.edu/student-opps/Study%20or%20Intern%20Abroad/internships.php
http://internationalstudies.cofc.edu/documents/Internships/Individual-Enrollment.pdf
http://internationalstudies.cofc.edu/documents/Internships/International%20Internship%20Agreement.pdf
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2.1 Goals & Objectives 

The International Studies program acknowledges the educational value of a practical 
work experience, particularly as it relates to International Studies majors who are preparing 
themselves as global citizens.  The internship experience gives students an opportunity to apply 
the knowledge they have acquired during academic study within a professional work 
environment.  Furthermore, an internship experience enables students to develop personally and 
professionally.  An internship is like a practice-run for pursuing a career.  Not only does it enable 
a student to better prepare themselves for a chosen career path after graduation; it is increasingly 
becoming an important factor in new hire decision-making by leading companies and 
organizations.  In fact, many successful internship experiences lead to the students’ first 
employment upon graduation.   

With these broader goals in mind, the objectives of an internship for INTL students are to: 

1) Reinforce theories and concepts learned in class with concrete experiences
2) Apply perspectives of the discipline in a work setting
3) Assess & improve personal skills and competencies through practical application
4) Develop critical thinking and problem solving through regular decision-making
5) Enhance their personal toolkit with career-relevant skills and knowledge
6) Interact and learn from industry professionals
7) Acquire other practical career enhancing skills
8) Gain an understanding of the overall agency/company organizational structure as well

as its positioning on a local, regional and global scale
9) Identify and address personal strengths, weaknesses, opportunities & threats (SWOT)
10) Reflect on and refine career objectives
11) Develop a network and networking capabilities or opportunities
12) Share their internship experience and special projects with others

The International Studies program recognizes the value and benefit of an academically 
sound internship experience and will ensure the provision and utilization of employer and 
student feedback to continuously evaluate and improve the International Studies curriculum, 
academic and extra-curricular opportunities, and the potential of referring INTL Majors to 
prospective employers.   

Student interns are expected to participate in an experience which takes them overseas to 
live and work in the region they are focusing their studies on, or which specializes in or 
contributes to their area of concentration; these include: Africa, Asia, Comparative Literature, 
Europe, and Latin America & the Caribbean.   

Objectives & Benefits of an Internship 
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2.2 Benefits of an Internship 

2.2.1. For Students 

Students who choose to complete an internship will open themselves up to professional learning 
experiences which provide them with a wide range of responsibilities and new opportunities.   

a. Administration & Management: Through an internship, students should expect to employ
routine administrative skills, techniques and practices.

b. Organization, Evaluation & Supervision: The intern should feel like a member of the team
and be participative in the organization, evaluation and supervision of programs, events and
other activities; including the possibility of being given a leadership role on a special project of
interest and benefit both to them and their agency supervisor.

c. Observation & Participation: By the end of the internship term, the student intern should
feel that they have developed an understanding of the intricacies of the internal and external
working relationships of the agency with other agencies, boards, government and non-
government organizations.  Interns should have gained first-hand knowledge of these networks
by attending meetings, conferences, workshops or other such events.

2.2.2. For Employers 

a. Better Service & Increased Productivity: A successful internship program provides
employers with the opportunity to better serve clientele through the contributions of an intern.
Interns can serve as low-cost, short term solutions for handling increased workloads and
completing important projects; particularly during these more difficult economic times.

b. Stimulating & Engaging Environment: The enthusiasm and fresh ideas that interns bring to
the workforce can create a positive and stimulating learning environment for permanent staff.
Employees of the agency can learn much from interns who bring in a different set of skills,
knowledge-base, and perspective to the job.

c. Opportunity to Self-Evaluate: Having an intern as a part of the team can provide the
organization with an opportunity to perform as self-evaluation of the effectiveness of their in-
house training programs and other operations and services based on feedback the interns will
provide.

d. Future Employment Possibility: An intern who becomes familiar with the organization’s
work and culture, and establishes close and productive working relationships with current
employees is likely to become an ideal candidate for any current or future job vacancies.  Even if
the intern does not end up being employed at the internship placement site, a positive team
experience will often provide the organization with valuable word-of-mouth advertising.

e. Contributing to the Development of Future Professionals: A partnership with the
International Studies Program at the College of Charleston will allow the agency to make
important contributions to the training and growth of future professionals.
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3.1. Student Eligibility 

To complete an internship for academic credit, INTL students must first meet the following 
criteria: 

1) Have a sophomore or greater standing

2) Have completed INTL 100 (or a course equivalent)

3) Have completed an additional 9cr. hrs. in the International Studies major at the 200- and 300- level

4) Have maintained Good Academic Standing (minimum 2.5 GPA for an internship)

3.2. Getting Credit 

To receive academic credit the internship must be unpaid and must be an experience which 
meets or closely aligns itself with the conditions set forth by the Department of Labor (DOL).  
The six criteria which the DOL has identified as characterizing an appropriate internship 
experience are as follows: 

1. The internship, even though it includes actual operation of the facilities of the
employer, is similar to training which would be given in an educational environment;

2. The internship experience is for the benefit of the intern;
3. The intern does not displace regular employees, but works under close supervision of

existing staff;
4. The employer that provides the training derives no immediate advantage from the

activities of the intern; and on occasion its operations may actually be impeded;
5. The intern is not necessarily entitled to a job at the conclusion of the internship; and
6. The employer and the intern understand that the intern is not entitled to wages for the

time spent in the internship.

The International Studies program has identified two categories under which the internship 
experience may apply.  These are based on the hours worked over a set period of time and the 
location where the internship takes place.  While a minimum of 40 hours must be worked in 
order to earn one credit hour, there are some circumstances where an internship will last longer 
than the maximum time periods cited below.  In these cases, the maximum number of credit 
hours to be awarded for the internship is six.  Additional hours may be awarded towards an 
Independent Study, Bachelor’s Essays or Undergraduate Research, at the discretion of the 
student intern’s faculty advisor.  In these situations, it is the student’s responsibility to continue 
working through the time period that they have committed to the internship, even after reaching 
the maximum hours worked towards their internship credit. 

General Policies & Procedures 
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The two internship experience options are as follows: 

3.2.1 Part-Time Work 

There are two subcategories for part-time work.  The first subcategory includes all work 
performed within the U.S., regardless of location, where the student is committing a certain 
number of hours per day in an office or other work setting and then spending personal and 
non-work time off-site.  The second subcategory is for work conducted overseas in 
conjunction with a Study Abroad experience; here the student has chosen to travel overseas 
primarily to take courses abroad but has opted to volunteer a certain number of hours each 
week from their personal (non-class) time  to work in a foreign organization or business.  For 
each of these subcategories students will be expected to work at least 10 hours/week: 

a. Domestic: no more than 8-10 hours/day in an office/work setting, living off-site

b. International: Study Abroad + Volunteering/Internship in the study abroad locale

3.2.2. Full Immersion 

Full immersion experiences are those where the student has chosen to complete the 
internship overseas and will be living on-site for the duration of the internship.  These 
experiences are considered full-time because the student intern is essentially “on the job” for 
the entirety of each day.  Thus, the time commitment equates to 40 hours work/week.  

3.3. Internship Types 

Position Postings to Which You Directly Apply 

Most internship positions can be found through a typical job search process where you 
respond to a specific position description by submitting an application including a resume and 
cover letter which outline your qualifications which meet the roles/responsibilities outlined in the 
internship announcement.  The internship posting should cite a specific start and end date, a 
description of the role and duties of the position, and a list of any desired qualifications and 
skills.  Some positions are paid and some are unpaid, but you do not typically need to pay a fee 
in order to apply.   
Frequently used resources include: 

• The CofC Career Center’s CISTERN online
• Idealist.org: internships available across the US and around the world.
• InternJobs.com: global database of internship opportunities.
• InternWeb.com: international internship postings.

40hr = 1cr 80hr = 2cr 120hr = 3cr 160hr = 4 cr 

3wks = 3cr 6wks = 6cr 

http://cisternonline.experience.com/experience/login
http://www.idealist.org/
http://www.internjobs.com/
http://www.internweb.com/
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Placement Agencies/Program Providers 

Some companies will – for a fee – create or find a customized internship for you in 
another company or organization based on your interests.  These positions are almost always 
unpaid, but there are exceptions and sometimes you can recoup the initial fee paid to the agency.  
The provider fee can range from simply covering the cost of finding an appropriate position and 
placing you or it may include additional services such as helping you acquire the appropriate 
visa, locating and/or providing your housing, and sometimes including excursions and/or 
academic programs (language instruction is quite common) tied to your internship opportunity. 
Frequently used resources include: 

• Adelante Abroad: internships in Chile, China, Costa Rica, Mexico, Spain, Scotland, and
Uruguay. 

• Cultural Embrace, Vy API: internships in Argentina, (Australia), Brazil, China, Costa Rica,
Ecuador, France, Italy.

• Cultural Vistas:  internships in Argentina, Chile, Germany, Spain and Switzerland.
(Note: see the College of Charleston's German Department for information about the Summer
Internship in Germany program especially for C of C students!)

• Educational Programs Abroad: internships in London, Edinburgh, Germany, Brussels and
Madrid. 

• Eurolearn: internships in (Australia, New Zealand), Shanghai, China; Hong Kong, and Spain.
• Experiential Learning Abroad (ELI): Offers internships in 24 countries, with the widest selection

available in Ireland, China, South Africa, Brazil, and France.
• IES Abroad: internships in Argentina, Australia, Brazil, Chile, China, Costa Rica, Ecuador,

England, France, Germany, Ireland, Italy, Morocco, Spain, Turkey, and possibly more

3.4. Enrollment and Scheduling 

Students may arrange to complete an internship during either of the full semesters (Fall, 
Spring) or over the summer.  Internships should be arranged at least a semester in advance and 
courses must be approved by the Director of the International Studies program.  Interns are 
expected to conform to the work and holiday schedule of the agency at which they are 
interning. 

3.5. Grading 

The Director of International Studies will assign the final grade based on the student 
meeting and completing all of the course requirements as outlined in the course syllabus and in 
this manual. 

http://www.adelanteabroad.com/
http://www.culturalembrace.com/intern.html
http://www.culturalvistas.org/programs-for-students-and-professionals/internships-abroad
http://www.epa-internships.org/
http://www.eurolearn.org/programs/internships/
http://www.eliabroad.org/index.php/internships
http://www.iesabroad.org/study-abroad/internships
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3.6. Course Requirements 

Student interns are expected to complete specific requirements including forms and 
assignments in order to be evaluated and receive a grade for their internship.  These include: 
completion of the learning contract; documentation of work experience hours; monthly journal 
entries (see 3.6.1); a written evaluation from their Agency Supervisor and two student 
evaluations of self and internship site (to be completed at the completion of the internship 
experience; see 3.6.2 and Appendix); and a final paper at the conclusion of the course. 

3.6.1. Monthly Journal Entries 

Journal entries are intended to provide students with an opportunity to document 
and measure their progress towards their previously identified learning goals for their 
internship.  Entries should be written with the following attributes: 

a) An academic caliber more similar to that of a reflection paper than of a personal
journal or diary.

b) Systematic and analytical reflection on particular gains, challenges and changes
from the inception of the internship until the date of writing

c) Specific actionable steps and plans to address any shortcomings in progress
towards meeting learning goals; overcoming any unforeseen challenges; and
continuously improving the overall experience of the internship for its duration

Monthly journal entries can be submitted via email to the Faculty Supervisor or the 
INTL Director, whichever of these is the most appropriate contact for the student intern. 

3.6.2. Internship Evaluation Forms 

The Site Supervisor is expected to conduct a formal evaluation of the student’s 
performance at the conclusion of the internship experience.  This final evaluation is used 
to determine the overall performance and development of the student intern since the start 
of the internship with the agency.  The evaluation will serve as a written and permanent 
documentation of the intern’s record and accomplishments in the internship.  A mid-point 
evaluation is highly recommended as an assessment of the student’s progress towards 
meeting their learning goals; and as a means of directing the remainder of their internship 
based on their current performance.   

The student intern is also required to complete evaluations at the conclusion of the 
internship.  These are the student evaluation of the site and a self-evaluation of his/her 
own experience and performance in the internship.  The evaluation of the site is an 
important data set for the INTL program to collect in order to ensure the quality of the 
internship programs in which our students are placed and also to use in guiding future 
internship experiences based on interest, region, language proficiency and other relevant 
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factors.  The self-evaluation will help the student gain perspective from their internship 
experience and apply it in directing their future academic and professional pursuits.  This 
evaluation also serves as an assessment of their personal growth and development during 
the course of the internship. 

3.7. Withdrawal 

Students exercising their right to withdraw from the INTL 400 and/or 401 
internship and independent study courses are referred to the academic policy on 
registration and attendance in the College of Charleston catalog.  They may also contact 
the Director of the International Studies program to verify the correct procedure.  
Withdrawals after the final drop deadline specified in the Academic Calendar are not 
permitted. 

3.8. Termination of an Internship 

Every effort is made by both the International Studies faculty & staff and the Site 
Supervisor to support the internship learning process, but on occasion, it may be 
necessary to either a) terminate a student intern; or b) remove an intern from an Agency 
for reassignment elsewhere.  Because of differing agency guidelines and stipulations 
within the College, each case must be considered separately. 

Possible grounds for dismissal of an intern by an Agency or the College may include, but 
are not limited to: 

• Lack of student responsibility (e.g. being constantly late to work, failing to report
absences in advance, misuse of equipment)

• Engagement by the intern in illegal or unethical behavior
• Violation of employer’s policies (e.g. confidentiality, safety, sexual harassment,

discrimination)
• Personal problems or emotional problems that hamper the intern’s ability to function in a

work place environment
• Reporting to work site under the influence of alcohol or illicit drugs
• Violation of the College of Charleston Honor Code as stated in the College of Charleston

Student Catalog and Student Handbook.

3.8.1. Termination of an Intern by an Agency 

 Termination of an intern by an Agency is a serious matter and as such 
International Studies has set forth the following policy guidelines: 
1) The Site Supervisor must immediately make a preliminary phone call or other appropriate

means of contact to the Director of International Studies if circumstances arise that could
lead to the dismissal of an intern.

2) The INTL Director will continue to maintain direct contact and open communication with
both the intern and the Site Supervisor to monitor progress.

http://catalogs.cofc.edu/undergraduate/withdrawal-from-courses.htm
http://catalogs.cofc.edu/
http://catalogs.cofc.edu/undergraduate/students-responsibilities-and-rights.htm
http://catalogs.cofc.edu/undergraduate/students-responsibilities-and-rights.htm
http://studentaffairs.cofc.edu/honor-system/studenthandbook/index.php
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3) The Agency must have reviewed, in writing, the concerns with the intern and given the
student the opportunity to correct the problem where this is possible.

4) Every effort should be made to reconcile the issues, but it is still possible that an Agency
will ultimately decide to terminate an intern.

5) The Site Supervisor must give at least one-week notice to the intern.
6) A written statement outlining the grounds for termination and all appropriate supporting

documentation arising from the internal review must be provided by the Agency to the
INTL Director.  Copies of the written statement must be sent to the student.

3.8.2. Removal of an Intern from an Agency Site 

 Circumstances may arise where it is necessary or prudent for the Director of 
International Studies to remove an intern from a particular agency and relocate them 
to another work place environment without academic penalty.  These circumstances 
include, but are not restricted to, the following: 
• Excessive work of a trivial nature (e.g. copying, stapling);

o Note: work of this nature is to be expected to some degree, but should not be the
sole focus of the internship placement

• Other significant violations of terms of the learning contract on the part of the Agency
(e.g. employment duration);

• Intimations or evidence of conflict either between the Site Supervisor and the intern or
the intern and other colleagues;

• Unsafe working environment
• Sexual or other harassment of the intern in a work place setting (see Policy on Pg.19)

3.8.3. Agency Termination by the Student Intern 

It should be restated that the removal of an intern from an Agency is considered a 
serious issue and should only happen in extreme duress or extenuating circumstances.  
Hence, INTL has adopted the following policy procedures: 

1) The student intern must make a preliminary phone call to the INTL Director to
initiate the formal proceedings for removal from an internship site.   The student must
meet with the INTL Director to discuss removal reasons; which must be clearly
understood by all parties involved.

2) Normally, a two-week termination notice should be given to the Agency by the
student, unless circumstances dictate otherwise.

3) Students will not initiate a change in internship location without prior written
approval from the appropriate contact person in the International Studies program.
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4.1. Agency Selection 

 As indicated in Section 3.3, students may pursue an internship independently prior to 
coming to the INTL faculty & staff or advising.  It is important for the student to begin the 
process of securing an internship placement as early as possible.  It can take up to a year to plan 
and secure international internship placements because of the distances, differences in language, 
and bureaucratic administrative procedures involved.  Final approval for either a domestic or an 
international internship placement will be made by the appropriate contact within the INTL 
program in consultation with the student.   

To qualify for approval, an internship site should meet the following criteria: 

1) The agency must have a sound focus which aligns with the student’s individual interests
and/or academic pursuits

2) U.S. citizens and nationals of other countries who intend to travel to (or transit through), or
do their international internship placement in any country deemed unsafe by the U.S.
Department of State’s Travel Warnings must receive counseling prior to their departure,
including detailed information regarding where they intend to travel, reside and work.
Furthermore, circumstances depending, they may be encouraged to purchase additional travel
insurance coverage.

3) Participating internship agencies must express a willingness and commitment to provide the
student with high quality learning experiences by:
a) Agreeing to schedule and employ the student as an intern for a minimum of 40 hours and

as defined in the Internship Types of 3.2.1 and 3.2.2.  If the position requires an overtime
commitment, including, but not limited to: working beyond 240 hours (or full-time for 6
weeks) or in excess of 12 hours per day for more than 4 days; the student should be made
aware of and in agreement with this prior to starting their employment with the agency;

b) Determining what types of learning experiences are mutually beneficial and rewarding
for both the participating intern and agency.  Intern work experiences should challenge
and provide personal growth opportunities for the intern.  These opportunities should be
documented in the internship job description which will be developed by the student and
the Site Supervisor via the learning contract;

c) Supplying the student with agency materials, including guidelines and regulations, as
well as a tentative schedule of assignments;

Agency Selection & Student Placement Guidelines 

http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html
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d) Providing the student with appropriate working space and resources to carry out their
assigned duties;

e) Integrating the student, as appropriate, as a full participant in all levels of agency
operations, including meetings, programs, projects and training sessions;

f) Assigning a qualified staff member to serve as the internship Site Supervisor for each
student so that his/her progress can be monitored and supported;

g) Allowing the Site Supervisor to observe, meet and confer with the intern on a regular
(e.g. weekly) basis in order to assess the intern’s progress, work schedule, and fulfillment
of their respective work expectations;

h) Agreeing to provide an evaluation of the intern’s performance by completing the Final
Evaluation of the Student Intern by the Site Supervisor.

i) Permitting the Internship Program Coordinator, or appropriate contact from the INTL
program, to perform a site visit and/or meet with the Site Supervisor to review the
intern’s progress at least once during the term of the internship and at the conclusion in
debriefing the evaluations.

Since the purpose of an internship is to seek out and experience new learning opportunities 
and challenges, students are generally not allowed to complete an internship with an agency at 
which they were or are currently employed.  However, if the responsibilities of the internship 
differ significantly from prior or present work experiences, the student may be able to submit a 
petition for an exception which outlines the differences (with support from the Agency) to the 
INTL Director or Internship Program Coordinator for consideration.  The Internship Program 
Coordinator in consultation with the INTL Director and/or Faculty Supervisor will make a final 
decision regarding approval for the internship. 

4.2. Student Interview and Placement Process 

Once the student has met all the eligibility requirements to pursue an INTL internship, 
they may initiate the following sequence of steps towards achieving an internship placement: 

1) Meet with the Internship Program Coordinator, INTL Director, or Faculty Supervisor; or visit
the Career Center’s Internship Coordinator to finalize and solidify the cover letter & resume;

2) Contact prospective internship agencies to request an interview;

3) The Internship Program Coordinator will provide information, support and guidance, as
needed or desired, to the Agency, Site Supervisor and/or student throughout the process;

4) The Agency will interview the student for the internship position and decide which, if any,
student intern(s) to accept;
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5) Students pursuing an international internship placement are advised that they are subject to
the laws of the country in which their internship is located.  They are urged to learn as much
as possible about the laws and customs of the host country before departure.

6) Upon securing a placement at an internship site, the student must download and complete the
INTL Internship Agreement Form, the Individual Enrollment Form, complete them and
return them to the Internship Program Coordinator.  Student should remember that accepting
an internship is like receiving employment and that there is an implied obligation to continue
with the employer until the employment duration and mutually agreed-upon work obligations
have been met.  Students are recommended to review the assignments required for their
internship before accepting the position.  If there are any questions, concerns, or conflict with
respect to their placement, these should be resolved through discussion with the prospective
employer and/or Internship Program Coordinator before the internship commences.  Any
problems encountered during the internship should be communicated to the Internship
Program Coordinator or appropriate contact in the INTL program.

7) Agencies that agree to accept a student intern must sign the INTL Internship Agreement
Form with the student and the INTL Program.

5.1. The International Studies Program 

The International Studies program has a firm commitment to providing its students with 
opportunities which allow them to take the theories and knowledgebase developed in classes and 
apply it in real world situations and settings.  The internship experience is significant among 
these as a means for being involved in experiential learning.  The policy and practice of the 
INTL program is to establish a strong working relationship with different Agencies and Site 
Supervisors and the prospective student interns by employing an Internship Program Coordinator 
who mentors students, monitors their progress and communicates effectively with all parties 
concerned.    

Internship Program Coordinator 

This person is responsible for the overall operation and success of the internship program 
in the International Studies.  The duties of the Internship Program Coordinator are outlined 
below: 

a) Establishing the framework and procedural requirements for the administration of the internship
program in consultation with the INTL Director and faculty;

Roles & Responsibilities of Involved Parties 
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b) Maintaining the overall effectiveness of the INTL internship program

c) Working with the INTL Director to assess selected internships and grant them final approval based on
information provided by the student and Site Supervisor and as per the INTL Internship Agreement
Form.  Signatures of all three parties on this form are required in order for the internship placement to
take effect.

d) Checking that each student is properly enrolled with the College’s Registrar Office to permit grading

e) Marketing the internship program to prospective internship employers and students.  This entails
overseeing: i) the development of the internship portion of the Department’s website where internship
announcements will be made, past intern testimonials will be share, and news from current interns
will be made available; ii) the design and distribution of any relevant marketing materials for the
internship program to be used by INTL Faculty and at various College events or by students to
familiarize potential employers and other students about the internship program.  The website and
marketing materials should be kept current and visible in order to attract prospective internship
employers and provide faculty advisors with accurate and up-to-date information regarding the
program, its purpose and advantages;

f) Fielding and reviewing queries about the INTL internship program form the media, current and
prospective internship employers, students and faculty;

g) Updating the College of Charleston’s International Studies Internship Handbook;

h) Informing students about the advantages of the internship program and counseling them on how to
best coordinate the program within their academic schedule;

i) Identifying potential internship placement sites through books, internet searches, and through direct
correspondence with prospective internship Agencies;

j) Maintaining a list of materials (e.g. books, internet sites, brochures, testimonials) about potential
internship placement sites and their respective application deadlines for students, and ensuring that it
is accurate and available on the Internship webpage;

k) Providing assistance with resume and cover letter writing; and helping students to set realistic
learning objectives (in collaboration with the INTL Director, faculty advisor, and/or Site Supervisor);

l) Verifying that the student intern is enrolled in the correct INTL 400 and/or 401 course in order to be
able to enter a grade (in collaboration with the INTL Director and/or faculty advisor);

m) Monitoring and maintaining regular communication with the student intern for the duration of their
internship placement; this includes the monthly journal entries, and email correspondence;

n) Visiting the agency, if appropriate, or scheduling at least one meeting with the Site Supervisor during
the student intern’s employment (typically at the mid-point of the internship) to check on the
student’s progress;
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o) Holding a post-internship debriefing for any and all students and/or Site Supervisors or faculty
advisors involved in an internship to discuss the experience;

p) Helping to assess the student’s performance by evaluating:

a. Monthly journal entries

b. Employer evaluation form

c. Student’s self- and site- evaluations

d. Final summary paper

q) Assigning, or weighing in on, the final grade assigned\

r) Reviewing post-internship evaluations by the student and the Site Supervisor to determine their
perception of the internship program; and

s) Making changes, adjusting the internship program in response to feedback and as appropriate.

To the Agency/Site Supervisor: 

a) Assisting the Agency/Site Supervisor in determining appropriate learning experiences which are
mutually beneficial and rewarding for both the intern and the agency, where appropriate;

b) Providing each Agency/Site Supervisor with a copy of the Internship Manual that outlines the
internship program within International Studies.  Usually by means of an email attachment.  Also the
Site Supervisor must be made aware of the importance for them to return the INTL Internship
Agreement form with their signature;

c) Maintaining open communication with the approved Agency/Site Supervisor concerning its
cooperation with the internship program and supervision and support of the student intern;

d) Consulting on the disengagement of a student from an agency if it is determined that either the agency
or the student is not suited to the program.

To the INTL Program and College: 

a) Serving as a member of the Internship Program Committee, which sets direction and policy,
and serves as a discussion forum for CofC internship program issues;

b) Verifying that each student under their supervision is properly enrolled on the College’s
Student Information System, when appropriate; and,

c) Submitting final student grades for their internship experience, when appropriate
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5.2. The Agency and Site Supervisor 

The Site Supervisor plays a fundamental role in the lives of students personally and 
professionally by offering advice, instruction, and supervision, as well as serving as a role model, 
in the place of employment the student intern has an interest in.  By providing a challenging and 
stimulating work experience, interns are able to evaluate their interest and ability in a prospective 
career path.  Thus, the on-site Supervisor is expected to assume responsibilities and obligations 
to the student and the Internship Program Coordinator that foster learning and which are in-line 
with the objectives of the International Studies’ internship program.   These are: 

a) Interpreting and communicating the aims and outcomes of the internship program to other
Agency personnel so that the intern will be accepted as a relevant and participative member
of the team;

b) Developing an internship position description which embodies a mutually beneficial and
rewarding learning experience for both the student intern and the host Agency;

c) Preparing the Agency or institution staff for the student, and orienting the student to the
Agency (its history, mission and vision, philosophy, policies and regulations, and other
crucial organizational information);

d) Allowing the student, within reason, to observe and participate in Agency activities, such as
meetings, programs, projects, and training opportunities which provide the student with a
broad and relevant pre-professional experience;

e) Providing an opportunity for the student to assume an active leadership role, where
appropriate, by assigning a project or task which will help them develop organizational and
leadership skills;

f) Assigning routine administration and management tasks to the student in order for them to
gain a greater understanding of the organization’s operation;

g) Conferring with the student to select a mutually beneficial required special project for the
student to complete.  The special project should be one that facilitates the student intern’s
learning experience while also making a meaningful contribution to the Agency;

h) Scheduling meetings with the student intern to provide regular and constructive feedback on
the student’s progress in regard to their learning objectives and the Agency’s expectations of
their work.  Site Supervisors are also encouraged to observe and work with the student intern
in order to provide a more meaningful learning experience;

i) Assessing the student intern’s performance by completing at least one evaluation of their
performance at the conclusion of the internship experience (another one may be conducted at
the mid-point, if possible and reasonable to do so).  Once the student has had an opportunity
to discuss and sign the completed Employer Evaluation of Student Intern, it must be mailed
or faxed to the Internship Program Coordinator by the Site Supervisor;
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To the Internship Program Coordinator: 

a) Providing printed materials (e.g. brochures, reports) or other media (e.g. DVDs) to the
Internship Program Coordinator to better inform future students about the agency’s work
term placement opportunities;

b) Submitting signed copies of the final Employer Evaluation of the Student Intern, after having
discussed and agreed to it with the student intern, to the Internship Program Coordinator to
meet the course evaluation requirements;

c) Communicating to the Internship Program Coordinator, as needed, any suggestions or
concerns for the internship program and/or its curricula development;

d) Apprising the Internship Program Coordinator of a pending dismissal of a student intern, in
the event that the student’s performance or behavior is unsatisfactory.  The employer is under
no obligation to continue employment of a student intern at any point during or beyond the
internship experience.  However, in the case of the former, the Internship Program
Coordinator must be notified in advance and supplied with supporting documentation to
justify the decision.

5.3. The Student Intern 

The student intern can be considered the crux of the strategic partnership between the 
College and the Agency; therefore, it is very important that students approved for the internship 
experience conduct themselves in a manner befitting of a representative of the College and a as a 
professional in their selected field.  In regard to the student intern’s academic requirements, they 
are expected to produce the following classwork:  

a. Monthly journal entries

b. Employer evaluation form

c. Student’s self- and site- evaluations

d. Final summary paper

Furthermore, they are expected to treat their internship experience as a professional working 
experience; they are expected to: arrive at work on time, dress appropriately for their role within 
the Agency, communicate effectively, work efficiently and professionally with their colleagues, 
be proactive and supportive in completing Agency projects and programs, and to contribute to 
the overall performance and success of their host agency. 
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6.1 Policy on Non-Discrimination and Sexual/Unlawful Harassment 

In an effort to provide students with a safe and comfortable educational environment in 
their internship, we require internship site supervisors to review and acknowledge the 
following standards and policies that apply to our internship program and participants.  If 
you become aware of a student who is being sexually harassed or otherwise discriminated 
against, you should call the Title IX Coordinator (listed below) immediately.  The College 
of Charleston Policy on Prohibition of Discrimination and Harassment, Including Sexual 
Harassment and Abuse is located at http://policy.cofc.edu/documents/9.1.10.pdf.  We 
expect intern site supervisors to comply with this policy.  Discrimination, harassment, and 
retaliation are prohibited.  If you have any questions about your responsibilities or these 
issues, feel free to contact Kimberly Gertner, Director and Title IX Coordinator at 
gertnerka@cofc.edu or 843-953-5758. 

Non-Discrimination 

College of Charleston prohibits discrimination on the basis of gender, sexual orientation, 
gender identity or expression, age, race, color, religion, national origin, veterans’ status, 
genetic information, or disability, as proscribed by law and as further described below.  In 
addition, discrimination against members or potential members of the United States 
Uniformed Services, as proscribed by the Uniformed Services Employment and 
Reemployment Rights Act (USERRA), is also prohibited.  Likewise, an employer is 
prohibited from discriminating or harassing a student intern or employee on the basis of the 
above-identified classifications.  In addition, retaliation against any person arising from the 
good faith reporting of a suspected violation of the College of Charleston policy on the 
Prohibition of Discrimination and Harassment, including Sexual Harassment and Abuse, or 
for participating in an investigation of discrimination under this policy, is strictly 
prohibited. 

Sexual and Other Unlawful Harassment 

The College of Charleston adheres to Title VII of the Civil Rights Act of 1964 and Title IX 
of the Education Amendments of 1972.  The College’s unlawful harassment policy applies 
to our internship program to protect the rights of interns and provide an environment that is 
free from sexual/gender harassment.  Sexual harassment also includes conduct that is 
directed at an employee or student because of his or her sexual orientation or gender 
identity or expression.   

The following conduct is prohibited: unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical contact of a sexual nature when: 

Legal Issues 
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(1) Submission to such conduct is made either implicitly or explicitly a term or
condition of an individual’s employment, academic status, or participation.

(2) Submission to or rejection of such conduct by an individual is used as the basis
for employment or academic decisions or decisions concerning educational or
other educational benefits affecting such individual; or

(3) Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working or learning environment.

A single incident of sexual assault may be sufficiently severe or pervasive to interfere 
unreasonably with one’s educational environment and therefore create a hostile 
environment. 

Sexually-related conduct creates a hostile environment if it is sufficiently severe or 
pervasive to interfere unreasonably with academic, other educational, or employment 
performance or participation in a College activity or living environment.   

Sexual/gender harassment includes in-person acts and/or behavior via computer, telephone 
or other electronic medium, including text messages, emails, social media and other forms 
of electronic communication. 

Examples of sexual harassment may include the following: 
• Unwelcome sexual advances or requests for sexual favors based upon gender, sexual
orientation, gender identity or gender expression;
• Unwanted physical contact, including touching, pinching, or brushing the body;
• Verbal harassment, such as sexual innuendoes, suggestive comments, jokes of a sexual
nature, sexual propositions or threats, epithets, slurs, or negative stereotyping;
• Non-verbal conduct, such as display of sexually suggestive objects or pictures, leering,
whistling, obscene gestures, written or graphic material that defames or shows hostility or
aversion toward an individual or group because of gender, sexual orientation, gender
identity, or gender expression;
• Repeated, unwelcome requests for social engagements;
• Questions about sexual behavior or preference; and
• Acts of physical aggression, intimidation, hostility, or threats
• Stalking;
• Sexual assault;
• Relationship/Dating Violence; and
• Domestic Violence.
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Confidentiality of Student Records 

Student education records are protected by the Family Educational Rights and Privacy Act 
(FERPA).   You must treat all student records confidentially and not to disclose student 
records except to school and facility officials who have a legitimate need to know 
consistent with their official responsibilities. 

Safe Environment 

If the internship is located in an area that is unsafe and/or has recently has been the subject 
of criminal activity, please notify the Career Center or the student’s academic internship 
coordinator immediately so that arrangements can be made to ensure the safety of the 
student. 

Thank you for serving as an Internship Site for our students and for helping the College of 
Charleston maintain a safe and enriching learning environment for all. 
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7.1 Financial aid is defined as any financial assistance in the form of federal and state grants and 
loans and College of Charleston-issued scholarships a student receives towards educational 
expenses.  

After reviewing the chart, confirm with your financial aid counselor and study abroad advisor 
what current aid can be applied towards your study abroad program. 

A general summary of applicable aid and programs is listed below: 

• Federal loans and grants, State grants, and Life and Palmetto Fellow Scholarships, and
Foundation Scholarships can be used for approved semester and year-long study abroad
programs (College of Charleston administered, exchange programs, and affiliate
programs).

• In addition to the above mentioned aid, College of Charleston Scholarships, College of
Charleston Academic Scholarships, and Foundation Scholarships can be used for College
of Charleston faculty-led semester and exchange programs where students are charged
their normal tuition. (See CIE regarding the use of scholarships for affiliate programs).

Scholarships 
We encourage students to apply to the various scholarship opportunities available including 
those offered by the Center for International Education, the School of Languages, Cultures and 
World Affairs (LCWA), affiliate programs, and federally-funded awards.  To learn more please 
visit the scholarship opportunities page. 

Other Sources of Aid 
• Institute of International Education Study Abroad Funding
• International Education Financial Aid
• Foundation for Global Scholars

Budgeting/Financial Planning 

The CIE encourages students to estimate the costs of their proposed study abroad program, and discuss 
it with all parties contributing financially to their program.  Planning ahead allows students to get the 
most out of their study abroad experience.  In order to help you plan, we have created a worksheet to 
help you estimate costs associated with your program and identify your sources of funding.  Please 
consult your respective program's website to find out your program fees.   

• Download the Study Abroad Cost Worksheet

Financial Aid & Funding 

http://finaid.cofc.edu/pdf-forms/SAPC.pdf
http://international.cofc.edu/study-abroad/scholarships.php
http://lcwa.cofc.edu/scholarships/index.php
http://lcwa.cofc.edu/scholarships/index.php
http://international.cofc.edu/study-abroad/scholarships.php
http://www.studyabroadfunding.org/
http://www.iefa.org/
http://www.foundationforglobalscholars.org/
http://international.cofc.edu/documents/costworksheet
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Step-by-Step Guide for the Student to Get Involved in an Internship 

1. Print off this entire document from the International Studies website.

2. Choose a faculty member within the program who is willing to serve as the Faculty
Advisor for your internship.

3. Meet with this individual, bringing your completed Internship Studies Internship Interest
form with you, and talk about the locations or fields of study that you would like to
possibly pursue for an internship. If you have one, bring your resume.

4. Schedule an appointment with the Director of International Studies (Dr. Doug Friedman,
friedmand@cofc.edu; 953-5701) who will help you research positions, recommended or
suggested to you by your Faculty Advisor.

5. Contact the site and discuss possibilities with a potential site supervisor.  It is your
responsibility to apply for and be accepted into any internship program not directly
supervised by Faculty of the College of Charleston.

6. Return to your Faculty Advisor to complete the Student Learning Contract. Your Faculty
Advisor will sign off on this form and help you register for INTL 400 and/or 401.

7. Complete the internship successfully, ensuring that you are doing weekly journals and
preparing your portfolio as you are working. Enjoy the experience.

8. Mid-semester check-ins will occur – your site sponsor will be contacted.

9. End of semester check-ins will occur – your site sponsor will complete the Employer
Evaluation of Student Intern.

10. Complete your personal reflection about the experience, the Student Intern Evaluation of
Site and Employer and the Student Intern Self-Evaluation and hand in all materials
including your monthly journal responses in a portfolio to your Faculty Advisor.

11. Meet with your Faculty Advisor to discuss the experience.

12. Faculty Advisor evaluates student intern and the work completed throughout the
semester. A traditional A – F grade is submitted for INTL 400 and/or 401 courses.
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International Studies Internship Interest Form 

Name: _____________________________ Date: _________________ 

Student ID#: ________________________ Year @ CofC: FR___ SO___ JR___ SR___    

Phone: ____________________________ Email: ______________________________ 

Resume available? Yes___ No___ Are you in the Honor’s College?  Yes___ No___ 

Major: _________________________________ Minor: _______________________________ 

Faculty Advisor: _________________________ His/Her Email: _________________________ 

Semester interested in interning: ____________ 

Student Biography Information 

Internship Eligibility Requirements 

Sophomore or greater standing

INTL 100

9 additional credit hours in the INTL major at the 200 & 300 level.  List the courses below:

____________ ____________  ____________ 
Total hours completed __________ Major hours completed __________ 

Good academic standing (normally meaning 2.00 average) 

Overall GPA __________ Major GPA __________ 

Related Coursework completed?  

_____________________________________________________________ 

Work experience/ special skills?  

_____________________________________________________________ 

_____________________________________________________________ 

Type of internship position desired?  

_____________________________________________________________ 

_____________________________________________________________ 

Particular organization(s) in mind for internship?   

If yes, specify  

_____________________________________________________________ 

_____________________________________________________________ 

Career objectives/ special interests?  

_____________________________________________________________ 

_____________________________________________________________ 

*Submit form to Sarah Wuigk in International Studies or via email to wuigks@cofc.edu * 

Internships should be set-up the semester before a student intends to complete it. 
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Name: _______________________________ Student ID#: _________________________  

Mailing Address: ___________________________________________________________________ 

Email: _______________________________ Phone #: ____________________________ 

Student Signature: _____________________________________  Date: _________________ 

Faculty Supervisor Signature: ____________________________ Date: _________________ 

Site Supervisor Signature: _______________________________ Date: _________________ 

This form is to be completed by the student intern who should then secure Faculty 
Sponsor signature and Site Supervisor’s approval (by signature below or email 
attached) and submitted to Sarah Wuigk (wuigks@cofc.edu).

Student Biography Information 

Internship Description 
Please attach a description of your role and responsibilities as an intern, including duties and projects 
you will fulfill as an intern.   If a written job description from the Host Organization is available, 
please also attach to the Learning Agreement. 

Learning Objectives 
Please attach a one-page response answering the following prompts: 

1. What do you intend to gain from this experience; what are your learning objectives?
Be as specific as possible. Try to use concrete, measurable terms.

2. Describe how your internship activities will enable you to meet your learning objectives.  Include
information about what you will be doing during the internship and explain how these
responsibilities will help you to learn.

Agreement: This contract may be amended or terminated by the student, Site Supervisor, or Faculty 
Sponsor at any time with written notice which is received and agreed to by the other two parties. 

Host Organization: _______________________ Email:  _____________________________ 

Address:  _______________________________________________________________________________ 
Street City/Country 

Site Supervisor: __________________________ Title: ________________________________ 

Email: __________________________________ Phone #:  _____________________________ 

Work Schedule (intern): ____________________ Starting/Ending Dates: ________/________ 

____(total hours) = ___(hours/week) x ___(weeks) Compensation* $___ per ________________ 
*must be unpaid to earn credit
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Appropriate Behavior during your Internship 

As a College of Charleston student your actions reflect upon the entire academic community.  It is 
important to realize that you are a learning ambassador for this institution, and your actions during the 
internship will determine future opportunities at the location of your experience.  Therefore, please 
respect the rules of the environment in which you are placed.   

• Dress for Success.  During your initial internship search process, determine what clothing is
appropriate or inappropriate for the job site where you may be working.  If there seem to be a
wide array of options, don’t hesitate to ask your supervisor.

• Show up early. If you are to be at your internship site at 1:00, show up at 12:150.  This will
indicate an eagerness on your part to begin the learning process.  It also allows for the usual
delays: parking, slow traffic, a sudden downpour.  To be on time is to be late.

• Be prepared to work.  Take the time to learn about your work environment.  Ensuring you have a
basic knowledge about the rules of the internship location and general guidelines of your role
will enhance your experience.

• Ask questions if you want answers.  The work place may be intimidating at first until you become
comfortable with your surroundings.  Make sure that you have a clear and complete
understanding of your supervisor’s expectations.  The onus is on you to ask questions if there is
something with needs further explanation.  Understanding your role effectively in the beginning
will allow you to be more productive during the internship, creating a better product, and,
overall, developing a more enjoyable and enriching experience for everyone involved.

• Ask your supervisor for regular feedback.  Though no one likes criticism, done properly, it can
assist your development as a learner and help you meet the internship’s learning objectives
more readily.   Also, feedback from an individual involved in the career you may want to pursue
can help with your decision making process.  However, don’t overdue the feedback requests;
once a week perhaps, but not every day.

• Be realistic.  Work involves monotonous projects like photocopying, filing, and answering
telephones.  While this should not be your principal work experience, you should be ready and
willing to pitch in and help out your supervisor and the other employees with whatever is
necessary.  Showing them you are willing to be a team player may not have its instant rewards,
but it may be favorable later on down the road.

Faculty signature: ___________________________________ Date: ______________ 

Student signature: __________________________________ Date: ______________ 
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APPLICATION FOR  

INDIVIDUAL ENROLLMENT 

Individual Enrollment Policies 

 This form is to be completed and signed by the student, faculty supervisor, and department chair.

 Students enrolling in HONS 399 must obtain the signature of the Honors College Dean in lieu of the department

chair.

 A detailed project description or syllabus must accompany all Applications for Individual Enrollment.

 Lecture courses cannot be used as individual enrollment courses.

 The deadline for submission to the Office of the Registrar is the drop/add date for the specified term.

 This is the only individual enrollment form that will be accepted by the Office of the Registrar.

 This form cannot be submitted by the student.

THE OFFICE OF THE REGISTRAR WILL NOT ACCEPT FAXED APPLICATIONS. 

Student’s Name: _____________________________   Student’s ID Number: ________________________ 

Course ID Number: ____________     ____________ _______ 

 (CHEM)                    (399)   (01) 

Credit Hours: _____ 

Year: ______ 

Part of Term (circle one):    Fall     Spring     Maymester    MayEve   Summer I     SummerEve  Summer II 

Faculty Supervisor: ______________________________________________________________________ 

Project Title: ___________________________________________________________________________ 

APPROVAL SIGNATURES (ALL SIGNATURES REQUIRED FOR PROCESSING) 

_________________________________________________ ______________________________________ 

         Student Date 

________________________________________________ ______________________________________ 

         Faculty Supervisor  Date 
(Include a Syllabus and a Faculty Plan for Grading Student Work) 

_______________________________________________ ______________________________________ 

        Chair of Department or Dean of Honors College  Date 

_______________________________________________ ______________________________________ 

        Office of the Registrar Date 

Individual Enrollment Checklist for Student (required) 

_____ Check with academic department about regulations governing intended Individual Enrollment. 

_____ Begin a dialogue and have a commitment from the faculty supervisor at least one semester in advance. 

_____ Ensure that this form is filled out completely. 

_____ Attach a detailed project description or syllabus, and include the means by which the faculty supervisor will 

grade the student’s work. 

. 

_____ Attach Degree Audit. 

_____ Submit application to your Academic Department.
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Student’s Name: _________________________________ Internship Title: _____________________________ 

Internship Start Date: ____________ End Date: ____________  Hours Worked/Week:___________ 

Host Organization Name: ________________________________________________________________________ 

Host Organization Address: ______________________________________________________________________ 

Supervisor (Name/Title): ________________________________________________________________________ 

Supervisor’s E-mail: __________________________________ Supervisor’s Phone #: _________________ 

Today’s Date: ________________ 

Please provide a brief description of internship activities/projects: 

Please place an “x” in the appropriate box as it relates to the student intern’s performance: 

Poor Fair Good Excellent Outstanding N/A 

Quality of work 

Quantity of work 

Ability to follow instructions 

Ability to seek and use help 

Adaptability 

Dependability 

Ability to work independently 

Adherence to organization policies 

If any of your responses are a “poor” or “fair” please explain: 
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Please place an “x” in the appropriate box as it relates to the student intern’s personal qualities: 

Poor Fair Good Excellent Outstanding N/A 

Attitude towards internship 

Professionalism 

Punctuality 

Relations with co-workers 

Relations with supervisor 

Trust and confidentiality 

Ability and willingness to learn 

Reactions to constructive criticism 

Initiative 

Creativity 

If any of your responses are a “poor” or “fair” please explain: 

Please place an “x” in the appropriate box as it relates to the student intern’s skills 

Poor Fair Good Excellent Outstanding N/A 

Verbal communication 

Written communication 

Analyzing problems 

Solving problems 

Organization and Planning 

Making and Meeting deadlines 

Ability to work under stress 

If any of your responses are a “poor” or “fair” please explain: 

How effective was the intern in meeting the needs of your organization? 
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Discuss the student’s overall progress since the beginning of the internship.  Include comments 

about the student’s progress toward the learning objectives stated in the Learning Contract. 

What were the major strengths and professional developments you have noticed in the student 

over the course of the internship? 

In what areas would you recommend improvement? 

Overall rating of intern’s performance: 

 Outstanding  Excellent  Good  Fair  Poor 

Other comments: 

Site Supervisor’s Signature: __________________________ Date: ___________________ 

Faculty Supervisor’s Signature: _______________________ Date: ___________________ 
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Student’s Name: _____________________________________ Student ID #: _____________________ 

Semester Completed: _________________________________ Today’s Date: _____________________ 

Student E-mail: ______________________________________ Student Phone #: ___________________ 

Host Organization Name: ______________________________________________________________________ 

Host Organization Address: ____________________________________________________________________ 

Supervisor (Name/Title): ______________________________________________________________________ 

Supervisor’s E-mail: _________________________________  Supervisor’s Phone #: _______________ 

Student Intern Evaluation of Site and Employer 

How did you locate this internship? 

Was there an internship program already in place or were you charting your own course?  
Describe the internship site and consider how well equipped it was to take on an intern. 

Date Internship Started: ________________  Date Internship Concluded: _________________ 

I am an (Circle One): INTL Major / INTL Minor / or Other  _______________________________________ 

Anticipated Date of Graduation: ______/________ 
Month/Year 
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Part I: Student Learning 

Please place an “x” in the appropriate box as it relates to your internship experience: 
A B C D F 

Value of internship experience to you as a person 
Value of the experience in clarifying your career goals 
Opportunity to apply knowledge of International Studies 
Opportunity to apply skills acquired in International Studies 
Overall experience 

If any of your responses are a “D” or “F,” please explain: 

List the most important tasks you were responsible for during your internship.   
Then rate your performance as if you were being assigned a letter grade for each task.  

A B C D F 
Task: 

Task: 
Task: 
Task: 
Task: 

If any of your responses are a “D” or “F,” please explain: 

What did you gain from this internship in terms of specific skills and knowledge? 

What classes have you taken that were helpful to you in performing this job? 

What additional coursework and/or experience would improve your success in this placement? 
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Part II: Program Review 

How does this company or organization fit into the scope of International Studies? 

What aspects of the internship did you like the best? Why? 

What aspects of the internship did you like the least? Why? 

Please place an “x” in the appropriate box as it relates to your internship experience: 
Always Frequently Sometimes Seldom Never 

Did your supervisor provide adequate training? 
Did he/she appear interested in you as a person? 
Did he/she motivate you to improve yourself? 
Did you receive adequate instruction or assistance from 
your supervisor in the conduct of your work? 
Were the expectations of your role sufficiently clear? 
Was there enough work to keep you productive (busy)? 
Was the work appropriate for your level of 
skills/knowledge?  
Did you feel sufficiently challenged in your position? 
Did your supervisor help you develop effective 
relationships with co-workers? 
Did you get along well with your co-workers? 
Were co-workers eager to improve themselves at the job? 
Did you communicate effectively with each other? 
Was it a professional atmosphere? 
Was it a safe working environment? 

If any of your responses are a “seldom” or “never,” please explain: 

34



From what you experienced during your internship what would you change and why? 

Has this internship experience confirmed or changed your educational or career plans? 
Please circle one option and explain below:   Confirmed  Changed 

Would you recommend this internship to another student? Please explain. 

What should future interns know to be successful at this site? 

Other comments: 

Student’s Signature: ________________________________ Date: ___________________ 

Faculty Supervisor’s Signature: _______________________ Date: ___________________ 
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Student Intern Self-Evaluation 

Student’s Name: _____________________________________ Student ID #: _____________________ 

Semester Completed: _________________________________ Today’s Date: _____________________ 

Student E-mail: ______________________________________ Student Phone #: ___________________ 

Host Organization Name: ______________________________________________________________________ 

Host Organization Address: _____________________________________________________________________ 

Supervisor (Name/Title): _______________________________________________________________________ 

Supervisor’s E-mail: __________________________________ Supervisor’s Phone #: ________________ 

Develop a 5-6 page narrative using the following questions as talking points:  It can be crafted 
into one, fluid essay or broken up into question and response in the order that the prompts 
appear: (note: all questions provided must be addressed in your essay) 

1. Describe your Learning Objectives

2. Explain how you achieved each learning objective and how each one is significant to

your development as a learner.

3. Explain what skills you developed and utilized during your internship.

4. Discuss areas of personal skill development that would benefit your future learning

experiences.

5. Discuss what additional coursework and work experiences would be beneficial to your

successful future in this work environment.

6. Reflecting back upon what you have experienced during this recent internship, how can

this time spent be beneficial to you as a student, a scholar, and a person?

Student’s Signature: ________________________________ Date: ___________________ 

Faculty Supervisor’s Signature: _______________________ Date: ___________________ 

Date Internship Started: ________________  Date Internship Concluded: _________________ 

I am an (Circle One): INTL Major / INTL Minor / or Other________________________________________ 

Anticipated Date of Graduation: ______/________ 
Month/Year 
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