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2016 SUMMER WHITMAN INTERNSHIP GRANT 
FIRST DEADLINE – MARCH 3RD 

PROGRAM DESCRIPTION
The Student Engagement Center invites eligible students to apply for funding through the Whitman Internship Grant program. This important college initiative provides Whitman students with financial support for high impact, professionally and academically relevant experiences in non-profit, for-profit, and government offices throughout the United States.
NOTE: Students interested in research opportunities with Whitman faculty, please refer to the following website for more information or contact the Provost Office. The Summer WIG does not apply to research at Whitman. http://www.whitman.edu/offices-and-services/provost/faculty-development-and-support/faculty-and-student-research


PROGRAM REQUIREMENTS

· Any Whitman student who has completed their first year, sophomore or junior year and is returning to Whitman in fall 2016 may apply for funding (in addition, seniors who will be returning in the fall semester are eligible). Students must be in good academic and conduct standing with the College. International students are advised to reach out to Kyle Martz and the SEC before applying for a grant.
· In order to qualify for the grant, the internship must be high impact, academically and professionally relevant unpaid experiences. 
· The internship must last 10 weeks at 20 hours per week during Whitman’s summer break (please arrange an appointment with the SEC staff if you have questions).
· The Whitman Internship Grant provides a stipend of $2500 (standard deductions will be withheld); additional funding is available for students of high financial need and/or Pell-eligible students. 
· If awarded a grant you are considered an employee of the Whitman College and cannot take another position at Whitman College that exceeds 20 hours of work per week. Combined, your positions (internship + work at Whitman) cannot exceed 40 hours of work per week.
· [bookmark: _GoBack]We are funding internships awarded on a competitive basis. If you have already received two SEC-funded Whitman Summer Internship Grants, your application cannot be considered for funding this time. We especially encourage applications from students who have not received an internship grant before.


APPLICATION COMPONENTS
Completed applications must have all three components submitted to be considered:

1. Application form (Google form) – (log in to Whitmail to access) 
2. Application packet: short answers (2 pages) and resume (1 page) and, if applicable, a budget request (1 page) – combine as one document 
3. Student-Supervisor Contract – signed and scanned
Label the documents in your application as: <ApplicationPacketLastName> (this includes your short answers and resume; and, if applicable, a budget request)
and as: <StudentSupervisorContractLastName> and email both documents to Marisol Becerra: becerrm@whitman.edu 
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3-STEP APPLICATION PROCESS 

1. First, find an internship: 

A. Meet with your potential supervisor and determine the scope of the internship. (e.g. establish the job description and responsibilities, the intended work schedule, and the supervisory and evaluation process. This can also be done remotely via phone or Skype).
B. Give your supervisor the “Supervisor Information” sheet, which outlines their responsibilities (page 3).
C. Have supervisor sign the “Student-Supervisor Contract” and sign it yourself (page 4). (You will email a signed copy to the SEC).
D. Provide your supervisor with the Department of Labor Standards for Unpaid Internship sheet (see addendum).

2. Now, fill out the following form:

A. https://docs.google.com/a/whitman.edu/forms/d/1HfAU3LiA4NO2Q5xYjv2euY8PN4GsRfXwMEmX7jt-rM0/viewform?usp=send_form  (Log in to Whitmal to access)

3. Then, fill out the application and email it to becerrm@whitman.edu (ONE EMAIL with TWO DOCUMENTS)

A. Email your application: PDF or WORD DOCUMENT that includes: short answers (2 pages) and your resume (1 page); and, if applicable, a budget request (1 page).
B. Along with the above document, email the signed Student-Supervisor Contract (PDF file). 
(P. S. You can use the library scanner to turn it into a PDF file).

*** First Deadline: Thursday, March 3rd at noon***

No late or incomplete materials will be accepted!

Email your application documents to Marisol Becerra: becerrm@whitman.edu

An application will not be reviewed unless all components (completed application form, application packet, and student-supervisor contract) are received. 
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SUPERVISOR INFORMATION

GENERAL INFORMATION FOR SUPERVISORS

The funds for the Whitman Internship Grant are allocated by Whitman College.  Each student who is selected to receive a funding grant will receive $2500 (standard deductions will be withheld).

Students are eligible for this grant the summer following their first year, sophomore or junior year, and in a few cases, during their senior year if they are planning on returning to Whitman in the fall following the summer. They must be in good academic and conduct standing with Whitman College. 


GUIDELINES FOR INTERNSHIP EXPERIENCES

1. Internships must be relevant to the educational goals and/or career interests of the student.

2. A student may not work for a relative.

3. In order to qualify for the grant, the internship must be unpaid. 

4. Students must answer seven short answer questions as part of the application. The committee evaluating the applications will be putting a great deal of weight on how the student describes the proposed internship. You can help with this by providing the student with information about the organization, a description of their responsibilities, how they will be trained, criteria and method of evaluation, how they will receive feedback, and the amount of time they will spent with their supervisor. 

5. Supervisors must sign the 2016 Summer Whitman Internship Grant Student-Supervisor Contract in support of the proposed internship position. 

6. Supervisors are expected to provide regular feedback (e.g. written, email, in-person)


TERMS OF EMPLOYMENT

The internship must last for 10 weeks during Whitman’s summer break for 20 hours per week.
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STUDENT-SUPERVISOR CONTRACT
***Please email a signed copy of this contract as one PDF file to becerrm@whitman.edu***

Student: 													
Internship Organization or Business: 										
Internship Supervisor: 											
STUDENT

By providing my signature below, I acknowledge that I have been offered the internship at 
_______________________. If I am awarded the funding, I will complete the internship and I understand that the internship funding is not transferable. 
I authorize the Student Engagement Center to verify with the Dean of Students office that I am in good academic and conduct standing with Whitman College.
Student’s signature: 												
Student’s WID#:												

SUPERVISOR

[bookmark: OLE_LINK2][bookmark: OLE_LINK3]By providing my signature below, I acknowledge that I have read and approved the applicant’s internship application including the seven short answer questions. I have read the 2016 Summer Whitman Internship Grant Supervisor Information sheet and I certify that this is an unpaid internship.
I also agree to support the intern in achieving his or her goals and provide regular feedback. 
I have read and understand the U.S. Department of Labor standards for unpaid internships.
Internship Supervisor’s signature: 										 


2016 SUMMER WHITMAN INTERNSHIP GRANT 
FIRST DEADLINE – MARCH 3RD

SHORT ANSWER QUESTIONS

*** Please answer the following questions in your own words. Please include each question along with your answer. Do not exceed the word count and two page limit. ***


1. Describe the primary focus or mission of the organization. (100 words)



1. Describe your internship, including your primary responsibilities. (200 words)



1. How did you go about securing this internship? (100 words)



1. Describe the criteria and method of evaluation established for your internship.  How will you be trained, and how much time will you spend with your supervisor? (150 words)



1. How is this internship related to your future educational and/or career goals? (150 words)



1. How will this experience help you prepare for a diverse workplace? (100 words)



1. What skills will you gain from this internship? What goals have you set for yourself, and what challenges do you anticipate? (200 words)



***Make sure to attach your (1 page) RESUME to your short answers***
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OTIONAL BUDGET REQUEST

This is an optional application for additional support to help cover costs related to the internship (housing and travel). Applicant must demonstrate financial need. If completed, budget proposal needs to be added to the application packet (add it to the short answers and resume section).

ADDITIONAL EXPENSES AND RELATED COSTS

A. Budget

Develop the budget that will be required to make this internship experience possible. Please identify expected costs related to internship, including travel and living/housing expenses. Use additional paper or attach a spreadsheet to your application (e.g. attach to your short answer questions and resume).

B. Describe additional travel and housing resources that are required to make this experience possible.

Student needs to demonstrate attempts to secure support from other sources, such as:
· Part-time employment during the summer
· Housing provided by employer/organization
· Frequent flyer miles
· Crowdfunding options/other possible sources of financial support

IMPORTANT: 

· When possible, Whitman tries to make payments for travel/housing expenses directly to the vendor (e.g. landlord, airline, etc.) For rental/lease payments, a W-9 and a receipt or copy of the lease will be necessary. Your landlord (even if a friend/family member) will need to fill out a W-9.
· If receipts are not provided, the payments will be considered taxable compensation to the student employee and taxed accordingly through payroll.
· If receipts are provided, internships that require travel beyond normal daily commuting distance from Whitman College, ordinary and necessary travel expenses reimbursed by the College will be considered business expenses and not taxable to the student.
· For students who have local internships, any reimbursements for living expenses will be considered fully taxable compensation and taxed through payroll. For reimbursements receipts must be provided.
· Students receiving payments for internship services are considered employees of Whitman College



Examples of Optional Budget Requests: 

	Expense 
	Price / Day 
	Price / 10 Weeks 
	Rational 

	Travel
2 Bus Tickets 
	$5.00 
	$250 
	I live in my parents’ house, in Bellevue. There is no parking and I live too far away to ride a bike into downtown Seattle. There and back each day (2.50 each) amounts to $5 per day. 



An additional explanation would need to be included as well (see part B on previous page).

Or:

Housing: 
http://seattle.craigslist.org/search/roo?sort=rel&query=north+beacon+hill 
Average cost is $600 per month with utilities (10 weeks=3 months of rent) 

Transportation: 
http://www.irs.gov/uac/Newsroom/New-Standard-Mileage-Rates-Now-Available;-Business-Rate-to-Rise-in-2015 (57.5 cents per mile)* 261 miles = distance from Walla Walla to Seattle one way 
Travel expenses = $297.54 

According to my calculations, I would need $1800 for housing, $297.54 for transportation to and from Seattle (and an additional $750 for food). Grand total: $2,845 

With a stipend of $2,500 I would need an additional $345.00 in order to make this experience possible. I will also have a part-time job in order to save money to allocate towards my work-study contribution which is $2,000.
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Did you complete the entire application? Here is what you should have done:

1. SURVEY COMPLETED
· https://docs.google.com/a/whitman.edu/forms/d/1HfAU3LiA4NO2Q5xYjv2euY8PN4GsRfXwMEmX7jt-rM0/viewform?usp=send_form 
(Log in to Whitmail to access)

2. EMAILED DOCUMENTS (to becerrm@whitman.edu)
· Application packet
· Short answers (2 pages)
· Resume (1 page)
· If applicable, optional budget request (1page)
· Student-Supervisor contract (PDF)

NOTE: Do not forget to hand your supervisor the supervisor information sheet (page 3) and the DOL Standard for Unpaid Internships (addendum).
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CRITERIA FOR EVALUATION OF PROPOSALS

To maximize your chances for funding, please carefully review the following criteria on which proposals will be evaluated and prioritized. (Note – part of the experience of this internship is the application process, so the quality, thoughtfulness and accuracy of your application will be taken into consideration!)

1. You must have been offered the internship before you can apply for the Summer Whitman Internship Grant.

1. Applications are evaluated on the quality of how they are written and presented. Details and clear explanations will greatly increase your chances of being funded. Carefully answer all questions on application form. Please proofread before you submit your application!

1. Your proposed internship must be relevant to your educational goals or stated career interests.  The majority of your time at your internship should be spent in activities designed to stimulate learning and gain experience. 

1. You should receive consistent feedback and guidance from your supervisor.  Be sure to include the criteria for evaluation, including how often and what type of feedback will be provided by your supervisor.  

1. Evidence of your personal initiative and commitment to the position is also important.  In your application you should describe the process you went through to research, develop and obtain the position.

1. Your supervisor must read the entire application and sign the contract. 

1. Applications must be typed on a computer. You can download the application materials from the Student Engagement Center website and blog post http://www.whitman.edu/student-life/student-engagement-center. (You can find additional help on our website. We also offer workshops and individual career counseling).

1. Short answer questions should be written in your own words. Please do not copy information from the organization’s web site or position description. 

1. A relative may not supervise the internship.

1. If you have previously worked in the internship or with the organization, you must demonstrate an increase in responsibility from previous experience. 

9. GRANT AWARDS ARE MADE ON ORIGINAL PROPOSALS AND WILL NOT BE TRANSFERRED TO AN INTERNSHIP AT A DIFFERENT SITE OR FOR ANOTHER POSITION.

9. A MID-SEMESTER BLOG POST, ON-SITE PHOTO, AND SHORT REFLECTION SURVEY ARE REQUIRED 
1. 
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