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WHY NMU?

Northern Michigan University, founded in 1899, is a
regional comprehensive university of
approximately 9,000 students, offering 180 degree
programs. The most popular majors are art and
design, nursing, education, criminal justice and
biology. Degrees range from the doctor of nursing
practice to masters, bachelors, associate,
certificate and diploma. NMU is the second most
affordable of Michigan’s 15 public universities. It is
the Upper Peninsula’s largest institution of higher
education, one of its top five employers, with
approximately 1,000 employees, and a major
economic contributor to the region.

View a listing of majors and programs here:

http://www.nmu.edu/programs

Not sure what to look for? Contact Career
Services to discuss which majors might be the best
fit for your internship position!

WHY OUR STUDENTS?

NMU students are passionate and driven. Around
one-third of our students are involved in our
nationally recognized leadership programs —
Superior Edge and the Student Leader Fellowship
Program. They put in about 300,000 volunteer
hours each year, worth about $6.3 million (value
determined by the U.S. Department of Labor
Statistics and calculated by Independent Sector).

WHY CHOOSE NMU INTERNS?

From students to faculty and staff, NMU is
dedicated to the importance of community
engagement and service learning opportunities as
well. We are one of about 300 higher education
institutions in the nation to earn the Community
Engagement Classification from the Carnegie
Foundation for the Advancement of Teaching. Our
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students and staff volunteer more than 100,000
hours in the community each year and partner with
local groups through service learning courses.

CAREER SERVICES’ MISSION

The mission of NMU Career Services is to assist
NMU students and alumni with career exploration
and job placement concerns.

We provide resources and services focused on
assisting students with career placement and
career decision-making activities linking NMU
students and alumni with potential employers,
teaching effective job-search strategies and
providing supportive information and resources to
faculty and staff in addressing the career-related
concerns of students.


http://www.nmu.edu/programs

WHAT ARE INTERNSHIPS?

INTERNSHIP OVERVIEW

Internships give students an opportunity for applying what they’ve learned in a professional setting. Students make
connections in professional fields they are considering for career paths; and employers have the opportunity to guide
and evaluate talent. Internships are carefully monitored and students have learning goals to help them make the
connection between theory and practice.

BENEFITS TO EMPLOYERS

e Reduce recruiting costs by evaluating prospective employees while they are working for you as interns.?

e Interns supplement your current staff’s depth of industry knowledge and history with current technological skills
and ideas from the classroom, as well as provide a fresh perspective and new ideas.’?

e Student interns are highly motivated and eager to learn all they can about your field.?

e Taking on interns to handle entry-level concerns can free up your staff to pursue advanced projects.*

e It’srelatively inexpensive; even paid interns typically have salaries that are significantly lower than employees.!

e You're also not obligated to pay unemployment or a severance package, if you decide against employing them full-
time at the end of their term.?

e You can create management opportunities for mid-level employees.®

e Internship programs can create/strengthen connection to education to ensure that supply and demand of skill sets
are properly aligned.®

INTERNSHIP EXPERIENCE CRITERIA
To qualify as an internship, all criteria must be met: 4. There are clearly defined learning objectives/goals

) ) related to the professional goals of the student’s
1. The experience must be an extension of the

classroom: a learning experience that provides for
applying the knowledge gained in the classroom.

2. The skills or knowledge learned must be
transferable to other employment settings.

3. The experience has a defined beginning and end,
and a job description with desired qualifications.
Internships have a typical duration of 3 to 12
months (semester, academic year, full year).

academic coursework.

5. There is supervision by a professional with
expertise and educational and/or professional
background in the field of the experience.

6. There is routine feedback by the experienced
supervisor.

7. There are resources, equipment, and facilities
provided by the host employer that support
learning objectives/goals.

NMU WORK EXPERIENCE TYPES

1. NMuU-arranged, non-paid, credit-earning.* These are usually called a “practicum,” “clinical,” or “student teaching,”

and occur most often in Education, Health Services or Social Work disciplines with multiple students at an agency.

Individual student-arranged, non-paid, credit-earning experiences.*

Individual student-arranged, paid, credit-earning experiences.

o The key factor in types 2 and 3 is that students assume an active role in obtaining the placement. Students
pursue these most often through job postings or opportunities through existing NMU agency relationships.

e Different majors/departments have varying requirements regarding pay, but ultimately, an internship must be
academically relevant, especially if it is unpaid. Please visit our webpage for a listing of major requirements.

4. Individual student-arranged non-credit earning experiences, paid or unpaid. These are experiences where students
do not need credit or do not desire to pay for credit, but want the formal work experience. These may outwardly

appear to be exactly like Types 2 or 3; the difference is students do not earn credit.
* Be certain to read sections below on Legal & Liability concerns
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LIABILITY & LEGAL CONCERNS

PAID VS. UNPAID (a quick overview of FLSA)

To prevent misuse of temporary labor, U.S Fair Labor Standards Act (FLSA) puts clear restrictions on an employer’s ability to use
unpaid interns and trainees. It does not limit an employer’s ability to hire paid interns (as long as those interns make the minimum
wage of $9.87/hr. in Michigan).

Unpaid internship programs in a for-profit organization must meet all six criteria:

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

2. The internship experience is for the benefit of the intern;

3. Theintern 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. Theintern is not necessarily entitled to a job at the conclusion of the internship;

6. The employer and the intern understand that the intern is not entitled to wages for time spent in the internship.

For more information, please consult the U.S. Department of Labor’s Wage and Hour Division website: http://www.dol.gov/whd/.

CRIMINAL BACKGROUND CHECKS

If your organization requires a criminal background check, NMU Public Safety Department has arranged with an external firm to
provide that service for students at a reasonable cost through an online order system. The student can contact Public Safety for the
website link, instructions and NMU Package Code.

EQUAL OPPORTUNITY COMPLIANCE

Anti-discrimination and Harassment

Federal law, Michigan law and University policy prohibit discrimination in the conduct of educational programs, including off-site
work experience programs. Northern Michigan University’s Non-Discrimination Policy can be found at
http://www.nmu.edu/equalopportunity.

Please be sure to have widely disseminated anti-harassment policies, and effective complaint, investigation, and remedial
procedures. All of these would apply to a student working in your organization. This information should be made available to a
student during the orientation. Definitions of inclusion and policies are at http://www.nmu.edu/equalopportunity.

While NMU would not be liable for harassment during a work experience that is optional, the student may choose to report the
harassment to the University following the Harassment Policy (see above), as well as Academic Affairs, which should then follow up

by attempting to investigate the matter and removing the student from having contact with the offending individual.

REFUSAL OR REMOVAL OF STUDENTS

Your organization may request the right to refuse to accept a student for legitimate, nondiscriminatory reasons, such as former
employees who have been terminated for cause, relieved of responsibility for cause or those who are otherwise not eligible to be
employed by your organization.

You may request the right to remove a student from a placement by submitting a nondiscriminatory written request to the
University. However, in return for agreeing to the prompt removal of a student, the University insists on the Agency taking
responsibility for that removal, should the student sue for damages for loss of grade, loss of time, loss of tuition, damage to
reputation, etc. While NMU would not be liable for harassment during a work experience that is optional, the student may choose
to report the harassment to the University, which should then follow up by attempting to investigate the matter and removing the
student from having contact with the offending individual.


http://www.dol.gov/whd/
http://www.nmu.edu/equalopportunity

LIABILITY AND INDEMNIFICATION (Unpaid Experiences Types 1 And 2)

Liability Insurance Coverage for the University and
Agency

Your organization may ask if the University insures itself
against certain risks and provide proof that it has done
so. Most reasonable risks are already covered by
existing policies. The NMU Agency Agreement
templates in Appendix A and B address this. If you need
an explicit promise of coverage from the University, we
will work with the NMU Risk and Insurance Manager to
develop language similar to:

The University and the Agency both agree to maintain
comprehensive general liability insurance, which covers
employees and students whenever liability might exist.
Upon request, a certificate of insurance will be
furnished to the other party indicating coverage
effective dates and liability limits.

Liability Insurance Coverage for the Student

The University carries liability insurance to cover a
student when performing services or engaged in
activities on behalf of or under the University's
direction. The primary control, which our insurance
carrier has been informed is operating, is that NMU only
sends out students who are responsible and capable of
performing all that is agreed to either verbally or in
writing. Often only you will be able to determine if job
requirements are realistic. There is often a temptation
to leave these requirements vague since both you and
your contact are "people of good faith" who can "work
out any problems as they arise." In the long run, the
process of working through the programmatic
requirements can only help the student, the Agency and
you.

Liability for Injury to the Student

Conventional wisdom has been that once the student is
beyond the direct control of the institution, there is no
liability for any injury that may occur.

Any student to be placed in a high-risk work experience
setting should be asked to show proof of
hospital/medical insurance to the Director of the
internship at NMU.

Liability for Injury or Property Damage Caused By the
Student

In the event that a student causes an injury or property
damage, the University's general position is that liability
should flow to those who were supervising or were in
charge of the student at the time the incident occurred.

e If the student is under the control of the
University and following the instructions of a
faculty supervisor, the University may be liable.

e If the student is under the supervision of your
employee, your organization would be liable.

e If the student acts on his or her own and not
under supervision, the student will probably be
liable, as will the party, which failed to or
should have provided supervision. This makes it
vitally important to stress to the student the
limits of his or her responsibility and authority.

Indemnification — Compensating For Loss

Each party agrees that statutory and common law
theories and principles of indemnification, contribution,
and equitable restitution shall govern and apply to
claims, costs, actions, causes of action, losses or
expenses (including attorney fees) resulting from or
caused by its actions, the actions of its employees and
of students pursuant to this agreement.

If the Agency is unwilling to agree to this language or if
it insists on its own language, consult with the Risk and
Insurance Manager who may be able to suggest
alternative language.

Workers’ Compensation & Unemployment
Compensation

Workers’ compensation boards have found that interns
contribute enough to an organization to make them
employees. It is wise to cover interns in your workers’
compensation policy, even though you are not required
to do so. Interns are generally not eligible for
unemployment compensation at the end of the
internship.




DEVELOPING AN INTERNSHIP PROGRAM

(Brought to you by Pure Michigan and the Michigan Internship Initiative)
Step 1: Set Goals & Policies for Your Internship Program

What is the main goal of your company’s internship program?

e To market your organization and raise awareness of your
organization to the community and potential customers?

* To create a talent pipeline?

* To fill short term capacity issues?

Once you establish the goal of your program and reason(s) for

existence, you can get started by:

e Look at current business activities and consider what
ongoing work you would like to expand or projects you
would like to initiate or complete.

e Consider projects that are beneficial to your organization
and provide challenging learning experiences for
interns/volunteers.

e Examine your company’s recruiting needs (i.e. employees retiring, departments that are expecting growth, adding
positions as a result of recovering from a recession, demand for new/emerging required skill sets, or positions that
are difficult to recruit or hire for).

Who will supervise and mentor the intern?

Intern supervisors/mentors do not have to be the President, CEO or Human Resource (HR) Manager. In fact, very seldom
are they the appropriate supervisors for interns. Top-level managers approve the establishment of an internship
program, after which the HR department ensures that proper documentation and recruiting processes are in place,
including job descriptions, work plans and confidentiality agreements. At that point, it can be up to various department
managers to identify who will supervise/mentor the intern.

Recommended supervisor/mentor criteria:

e A supervisor should be selected because he/she likes to teach or train and has the resources to do so. The supervisor
will help the intern keep their project on time and on budget.

e The mentor may be a department head, project leader, long-time employee or acting supervisor who is
knowledgeable about the project on which the intern will work and can provide orientation and wisdom to the
student.

Will you pay the intern?

e Determine ahead of time if you will be able to compensate your intern, and make it clear up-front.

e Compensation could be in the form of an hourly wage or a stipend. Be sure to incorporate a strong training
component into your program; ensuring the presence of a training component will justify unpaid internships.

e In addition to, or in lieu of stipends or wages, you may also be able to provide funding for the student to go
through training program(s). USDOL has outlined six criteria that for-profit companies must consider for
clarification of unpaid internships.

e Please see the Liability and Legal Concerns section for more information on what may apply best in your case. If
you have any questions, please don’t hesitate to contact Career Services.

e Also note that different majors/departments have varying requirements. Please see the Department
Information section for more information.



Step 2: Write a Plan for the Internship

Identify goals, timelines, and a general description of the project, which will become your work plan, so that everyone
understands the purpose and expectations involved. There is a sample work plan provided in Appendix D.

Make sure to consider what the student needs to learn about your field. Take a look at the section on Learning
Outcomes on the Learning Agreement (Appendix B). While the student and faculty will actually complete this section,
you can make it easier for a student to obtain academic credit by taking this inter consideration. You should also look at
the Departmental Requirements listed online (www.nmu.edu/careerservices/employer-internship-toolkit) to make sure
you meet them.

Projects can be specific to a department or position, or “floating” internships can be created. A “floating” intern can be
utilized throughout different areas and departments of the organization.

e Anexample of a “floating” internship: Public Administration is a broad field in which students working toward a
degree in Public Administration are qualified for positions in various areas of an organization; therefore,
students would be great candidates for “floating” internships.

e Benefits of a “floating” internship:

o Students who have not identified a specific area of interest within a field are able to get experience in
various departments in order to choose where to concentrate their career path.

o Builds engagement between the student and the organization, which can increase output.

o Increases communication between departments.

After the work plan has been established, create a job description for the position.
Job descriptions will be used for the recruiting process. Job descriptions outline the requirements you are looking for in
an ideal candidate and also help determine what skill sets are needed to fill the responsibilities required by the position.

There is a job description template
(Appendix C) to help you get started.

How can you involve the intern in
experiences beyond the actual work of the
internship?

Further involvement can include training
programs, social events, and opportunities
to network with executives and other
companies. Best practices for social events
include:

Photo-Credit: TalentEad.ca via Flikv Creative

* Encouraging interns to network
amongst themselves to share their

experiences.

* Inviting your intern to company sponsored events

e Considering organizing an end-of-the-program experience, such as participation in a golf outing or a
lunch/reception with upper management.

e Having the intern shadow in other departments to familiarize them with your organization and expose them to
opportunities outside of their original scope.

® Inviting your intern to Board meetings or other formal group settings to encourage networking with potential
future employers.


http://www.nmu.edu/careerservices/employer-internship-toolkit

Step 3: Recruit a Qualified Intern

Now that you have started laying the foundation for your internship program by completing steps 1 & 2, it is time to
begin the recruiting process. NMU has great resources for you to find the perfect intern!

Handshake

Our full-service online system helps you streamline employment-related tasks:

e Posting jobs and internships

e Searching qualified candidates’ resumes and profiles
e (Creating on-campus recruiting events

e Registering for career fairs

Create your free account at

https://app.joinhandshake.com/

Enlist Our Help

We can take that extra step for you, and send targeted emails about your internship position — directly to the students
you choose! Seniors in network computing, sophomores in graphic design, just let us know! We'll also send the
information to the relevant department heads and faculty.

All internships/jobs in the Upper Peninsula automatically post to our Twitter feed (@ NMUCareerServic).

If you’re looking for recent grads for interns, we can help connect you with the NMU Alumni office and their extensive
LinkedIn network.

Summer Employment Fair

Each February, we host the Summer Employment Fair — an event especially for employers who are looking for
temporary/seasonal help, including full- and part-time summer employees or interns. For more information, log in to
Handshake, or visit www.nmu.edu/careerservices/jobfairs.

On-Campus Recruiting

We can set up on-campus opportunities for you to get your information out to students, as well as interview interested
students.

e Private interview rooms can be reserved for pre-scheduled or walk-in interviews
e Resume collection and forwarding
e Conference rooms for information sessions and/or group testing

Additional Tools

Consider using Social Media outlets like LinkedIn (www.linkedin.com), Twitter (www.twitter.com), and Facebook
(www.facebook.com) to post information about openings and application procedures.

Begin searching three to four months before you expect an intern to start working:

Give ample lead-time to potential candidates to apply and begin the screening/interview
process.



https://app.joinhandshake.com/
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The Interview Process

Pre-interview - Analyze resumes:
e Check for signs of organization, clarity, and accuracy.
e Note involvement and roles in campus and
community organizations.
e Look for accomplishments, patterns of progression,
and growth.

Sample Interview Questions:
Why do you want to participate in an internship?

Why are you interested in this specific internship opportunity?

Why do you want to intern with our organization?
How are you motivated?

Post-interview:

e Choose interns just as carefully as you choose
permanent employees. (In 2013, approximately
48.4% of students stayed on full-time upon
graduation from college.)

e Once you have determined your top candidates,
arrange interviews in a timely manner (ideally within
3-5 days).

Give an example of a time that you went above and beyond the call of duty for a project, deadline or customer service situation.

What were the results?

Please explain your past experiences and why they have prepared you for this internship.

What do you believe your current or most recent supervisor would say are your strengths and also areas that you need to work

on?

Give me an example of a time that your leadership skills stood out in a positive way.

**Questions asked of candidates for internship positions do not have to vary greatly from questions asked of candidates for regular

employment positions.

Sample Interview Structure
1. Prepare Questions About:
e Specific coursework related to the position
e Knowledge or familiarity of equipment, techniques,
computers, etc.
e Previous related experiences

2. Open the Interview (1-2 min)
e  Build friendly rapport through small talk
e Tell alittle about the organization
e Indicate that the intern will have an opportunity to
ask questions later

3. Ask Questions/Gather Information (15 min)
e Use behavioral-type questions as well as open-
ended questions

4. Allow for Questions and Comments (5 min)

e Answer honestly and illustrate with your own
experiences, if possible

e Assess the quality of the intern’s questions

e  Avoid giving answers that indicate a commitment to
a position

e Be prepared to answer questions about the position,
expected training, company structure, company
products

5. Give Information (1-2 min)
e  Briefly recap information about position
e Discuss candidate’s availability to ensure your needs
will be met
e Discuss any academic requirements for course credit

6. Wrap-Up (1-2 min)
e Briefly describe the next steps
e  Give an estimate of when the student will hear from
you
e Avoid making statements that may be interpreted as
a promise of employment

7. Evaluate the Candidate
e  Review your notes before your next interview
e Be objective and base your decision on the evidence

8. Follow Up Promptly
e Send “no thank-you” letters to applicants who do
not match your requirements
e  Offer the position to the candidate that you have
chosen

10



Step 4: Managing an Internship

Appropriate Paperwork
Be sure to sign documents to be returned to student’s Instructing Faculty. Please see the table below for the appropriate documents
needed. Forms can be downloaded from our online Employer Toolkit: www.nmu.edu/careerservices/employer-internship-toolkit.

NMU Student- Paid? Credit? Forms Needed
Arrang.  Arranged
NMU- Arranged Template
Learning Agreement Template
Implied Consent

Individually-Arranged Unpaid Template

Learning Agreement Template
Work Experience Course Registration Form
Implied Consent

Individually-Arranged Paid Template
Learning Agreement Template

Work Experience Course Registration Form
Implied Consent

e Employment Agreement

4 No Yes Yes/No No
/ e  Work Experience Course Registration Form

Getting started on the right foot will lay a good foundation for the intern’s experience. Using the work plan you have developed for
the internship, set up an orientation for your new intern.

Give your intern the resources he or she needs to do the job

A proper workstation, telephone with voicemail, computer and email account is vital to your intern’s success. Point out the supply
room and introduce any appropriate personnel.

Monitor the intern’s progress

e Make sure you are aware of what is happening with their daily tasks.

e Keep in mind that this could be the student’s first work experience. When work is assigned, make sure it is given with a detailed
explanation of expectations. A few extra minutes of explanation will pay off later when the intern produces good work
independently.

e Help your intern set goals for completion of various tasks, including daily, weekly and monthly goals. This will help establish a
solid work ethic for the intern.

Evaluate the intern’s progress periodically and give feedback

e Evaluations are important for the success of your intern’s experience. Processes differ and yours may be a formal written review
given at the halfway point and at the end of the program, or it may be delivered over an occasional lunch with the intern.

e Different departments may require onsite visits or conference calls during the internship to facilitate evaluation for grading. The
intern should be able to share with you what is expected and a representative from the department will contact you if thisis a
requirement for credit.

11
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Understanding and considering the intern’s view of their experience will enable you to continue recruiting
strong candidates for future openings. Using data and information collected at the end of each internship will
allow an organization to make necessary adjustments to strengthen their internship program.

Proving the value of your internship program will require hard evidence that your organization is getting a
return on its investment:
* Use the sample evaluation forms found online. Note that evaluating the program from your
perspective is different than what may be required for academic credit.
* Have the intern conduct an exit presentation and provide feedback (if you had them conduct an entry
presentation).
* Conduct an exit interview to determine if interns are leaving the organization with a good experience.
This provides valuable feedback to upper management for future program planning and adjustments
and a prompt response to external organizational messaging. See sample exit interview online.

In addition to qualitative measures, a number of quantitative measures can be developed:
* Common measures may include the number of interns that become full-time employees, the number
of requests for interns within the company, and growing numbers of qualified intern applicants.

* In order to successfully measure your program outcome, you should return to the stated program
goals and address those outcomes.

* It may be beneficial to include department managers, the intern’s supervisor, and the human resource
manager in the exit interview.

12



Appendix A: Definitions

Work Experience. In this document, “Work Experience” is a generic term that encompasses all discipline
related labels, including but not limited to: Internship, Work Placement, Clinic, Practicum, Student Teaching,
Field Placement, Field Experience and Apprenticeship.

Agency. An “agency” is any organization offering the student work experience; the organization may be
nonprofit, government or for-profit. The nature and formation of the Agency-University relationship will vary;
some agencies regularly accept NMU students while others may do so on an infrequent and ad-hoc basis.

Affiliation Agreement. A formal written contract between the Agency and the University identifying roles and
responsibilities. There are different agreement templates depending upon the type of agency relationship and
work experience (see Section ).

Agency Site Supervisor. The Agency employee who will directly supervise the work of the student.

Agency Supervisor. This may be the same person as Agency Site Supervisor, but in some organizations there is
an administrative overseer responsible for coordination who is not an immediate supervisor.

Director. The NMU Director of a work experience program is the individual within an academic department
who is responsible for administration: defining the relationship that will exist between the University and the
agency accepting a student, overseeing students, verifying learning outcomes and evaluating the placement.
The person may be a faculty member, department head or dedicated staff member. The actual title within the
department may vary, e.g. Internship Coordinator, Field Placement Administrator; the term “Director” is used
generically within this document. Type 1 work experiences may use other terms as required by accreditation
agencies.

Instructing Faculty. The instructing faculty member is the faculty on record responsible for grading the
student’s experience. In some programs, the Director does not hold academic status and cannot be the
academic overseer.

Learning Outcomes. There are clearly defined and expected learning objectives or a plan of study related to a
student’s academic coursework. These outcomes may be common for all students within a discipline, may be
uniquely developed for each student-agency placement or fall somewhere in between. Learning outcomes are
important for granting credit and for compliance with the Fair Labor Standards Act (FLSA Fact Sheet #7,
http://www.dol.gov/whd/flsa) and Higher Learning Commission accreditation.

Learning Agreement. An academic plan of study that describes the expected learning outcomes for a student’s
work experience.

Paid v. Unpaid Experiences. When a student receives a salary, the student is considered an employee.
However, it is unnecessary for the Agency to pay the student to establish an employment relationship.
Agencies may provide a living allowance or tuition, which may have the appearance of a salary.

Practicum. In most situations, all students enrolled in a given course are placed by the instructor or director in
groups or individually. These courses are part of the curriculum and students are supervised by the NMU
instructor.
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Appendix B: Learning Agreement Template

NORTHERN MICHIGAN UNIVERSITY

WORK EXPERIENCE LEARNING AGREEMENT

STUDENT INFORMATION

(for community engagement purposes)

First Name Last Name
Major(s) [JFR []JSO[]JR []SR []Grad
Phone NMU Email
Address
City State Zip
Emergency Contact Name
Relationship Phone
AGENCY/ EMPLOYER INFORMATION
Organization Name
Organization Contact Name
Site Supervisor Name Supervisor Phone
Supervisor Title Supervisor E-mail
Mailing Address
City: State: Zip:
Work Site Location (if different from mailing address):
INTERNSHIP/WORK EXPERIENCE LEARNING INFORMATION
Job Title:
Semester: _ Fall __ Winter __ Summer Year:
Start Date (mm/dd/yyyy): End Date (mm/dd/yyyy):
Hours per week: # credits:
(If applicable) Pay rate/hour: $ or Stipend: $
Experience relates to the Upper Peninsula or region (within approx.200 miles): __ Yes __ No

INTERNSHIP/WORK EXPERIENCE LEARNING OUTCOMES

Instructing faculty and/or student complete; please

be clear and precise.

Learning Objectives: What are the specific educational goals, e.g. academic knowledge and career skills, to
be obtained during this experience? This is unique per student experience.
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Job Description: What are the planned responsibilities, e.g. tasks and activities, expected of the student and
learning opportunities provided to the student that will help achieve the learning outcomes? (An
agency/employer position description may be attached to supplement the answer below.)

Assessment Criteria: What are the required academic assignments / documentation, communication with
faculty sponsor and means of assessing student’s academic performance? Examples: activity logs, journals,
progress reports, reflective paper, meetings, portfolio, etc. (A syllabus may be attached, but all above
assessment components should be included.)

EXPECTED ROLES and RESPONSIBILITIES

University and Agency roles and responsibilities are documented in the signed, ongoing Affiliation Agreement on file
with the NMU Academic Affairs Office and/or the NMU Risk Manager.

Student Responsibilities

NookrwdE

8.

Agreed:

Work in an ethical, courteous, cooperative and otherwise professional manner;

Abide by all employer policies, rules, and regulations;

Perform all work assigned by the employer and/or director supervisor in a quality and timely manner;

Dress appropriately for all assignments and maintain a well-groomed appearance;

Complete assignments and maintain contact with the University work experience director/instructing faculty;
Pay the University for the credits taken;

Accept the decision(s) of the employer and/or the University, if it becomes necessary, due to unforeseen
circumstances, to terminate the work experience prior to the expected end date.

Provide a signed Informed Consent form, if requested.

Student Signature Date

Instructing Faculty Member Name

Instructing Faculty Member Signature Date

Site Supervisor Name*

Site Supervisor Signature* Date

*Preferred signature is the immediate site supervisor of the student, however, the agency/ employer may designate another signee
responsible for student duties.

See internal procedures for this document in Work Experiences Guidelines
Copies: Retain original in departmental Director file; distribute copies to all signees

Template last updated: January 2013
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N Appendix C: Sample Internship Job Description

4

Your Address ¢ City, M| 49855

906-227-0000 ¢ email@youremail.com

SAMPLE INTERNSHIP DESCRIPTION

Position: PC Support Analyst Intern Location: Marquette, Ml
Organization: ABC Company Compensation: $10/hour
Department: Information Systems Number of Openings: 1

Time Requirements: Part time, 15-20 hours/week
Required Major: Computer Science/Information Systems (or related)
GPA Desired: 3.0 or higher

Start Date: 05/15/18 End Date: 08/15/18 Duration: Spring/Summer Semesters

JOB DESCRIPTION:

* Responds in a timely and courteous manner to information desk calls from end-users with software
and hardware questions

* Provides support for office products such as e-mail, electronic calendaring, word processing and
spreadsheets

* Performs hardware and software installations

* Performs routine maintenance on PCs and peripherals

* Goes to end-users’ desks and provides tutoring for PC applications such as WordPerfect, Word for
Windows, Excel, Lotus 1-2-3

QUALIFICATIONS:

* Knowledge of Windows, WordPerfect, Word, Lotus 1-2-3, and CC: mail preferred
* Familiarity with PCs and Macintosh preferred

* Must have own transportation

* Must hold junior or senior status

APPLICATION PROCEDURE:

Please submit a resume and cover letter via Handshake.



MARKETING INTERNSHIP WORK PLAN

Intern name: Willy Wildcat

Length: June 1, 2016 — August 31, 2016

Schedule:
Monday Tuesday Wednesday Thursday Friday Total Hours
2pm—4pm 9am—-12 pm 2pm—4pm 8am—4 pm 15 hrs/week
Email: intern@email.org Password:
Projects:
* Style guide

Marketing plan including demographic research
Development and implementation of Social Media
Website maintenance and development

Assist with development of presentations and PowerPoints for staff

Attend marketing committee meetings
Assist with development of events & event planning
Assist with general office operations

Primary Manager: Ms. Marketing Manager
Secondary Manager: Mr. Graphics Manager

Check-In Points:

Mid-Internship progress meeting — July 11, 2016
End-Internship meeting — August 31, 2016
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