Signing Up for Internship

1) Student submits application, resume and copy of transcripts to Dept Chair by posted deadline (usually 60 days prior to start of semester).
2) Dept Chair reviews application for completeness.
3) Dept Chair sends out email to faculty list to see if faculty sponsor is available.  Faculty sponsor is paid for independent study class.

4) Student solicits potential job sites and is responsible for finding internship location.  Resources on campus may be utilized to find internship opportunities.  
5) Once site is confirmed, student provides contact info for internship site supervisor to Faculty Sponsor and contacts site supervisor to confirm internship and answer any questions.

6) Student completes internship agreement and submits to Faculty Sponsor.  This agreement must be signed and on file in the Dept Office prior to the student starting the internship.

7) Faculty Sponsor then has student register for class.  Paperwork for independent study class must be submitted to obtain section # (see Arlene for details).
8) Independent study class is held via Angel.  Faculty sponsor and student communicate through Angel and student submits all assignments to Angel.  This provides a permanent record of the class.  There must be regular contact via Angel between Faculty Sponsor and student to ensure internship is on track.
9) Faculty Sponsor ensure employer and student evaluations completed by end of semester.

