
The Internship Course Timeline 
This timeline must be completed within the first week of the semester. 
 
Name: ______________________ UIS Supervisor’s Name:  _________________________   Major:  ___________________ 
 
Credit Hours:  _______   Total # of work hours required:  _____________   Start Date: __________   End Date: __________ 
 
Use this timeline to set due dates for each module and the corresponding assignments.  Adhere to your due dates for each assignment. 
 
Next to each module is a suggestion on the percentage of hours that should be completed at the time of each due date (review the table 
for help determining hours).  Factors that influence due dates in this course include the number of credit hours, your work schedule, 
etc.  Take into consideration holidays, work breaks, etc. 
 
If you encounter scheduling issues throughout the semester, you may need to amend your timeline.  If you will be more than 3 days 
late on an assignment, you must contact your instructor!  Your instructor may require you to revise your Timeline or submit a 
Request for Internship Extension. 
 
Module 1   Due Date: _________  This date should be when ~10% of your work hours have been completed. 

• Introduction Discussion Question 
• First Journal Submission: Submit your first set of journal entries.  See Handbook, Ch. 2. 

 
Module 2  Due Date: _________  This date should be when ~25% of your work hours have been completed. 

• Learning Contract Draft: See Handbook Ch. 3. Your instructor must approve the contract before your midterm conference. 
• Networking Discussion Question 

 
Module 3  Due Date: _________  This date should be when ~50% of your work hours have been completed.  If you are 
completing your internship over two semesters, you should set due dates for Modules 1-3 during the first semester, unless otherwise 
approved by your instructor. 

• Midterm Conference & Signed Learning Contract: Once your contract is approved, schedule your midterm conference 
with your field and UIS supervisor.  Your learning contract will be signed at the midterm conference.  See Handbook, Ch. 4. 

• Midterm Progress Report: See Handbook, Ch. 4. 
• Second Journal Submission: Submit an updated journal that contains all entries written so far. 
• Ethics Discussion Question 

 
Module 4   Due Date: _________ This date should be when ~75% of your work hours have been completed. 

• Application Materials: Submit an updated resume.  See Appendix.   
• Job Satisfaction Discussion Question 

 
Module 5   Due Date: _________ This date should be when 100% of your work hours are finished.  Your internship 
requirements (minimum hours and assignments) must be finished and submitted by the last class day (not the last day of finals week). 

• Evaluations (links and forms found in Module 5): UIS course evaluation, IPL survey, field supervisor evaluation 
• Final Assessment: See Handbook, Ch. 5. 
• Final Remarks Discussion Question 
• Final Journal Submission: Submit your complete journal when you have finished and documented 100% of your hours. 

 
Your due dates should be based on the percentage of hours you need to have completed.  Use the chart below for general guidelines.  

 Credits 2 3 4 5 6 
 Hours 100 150 200 250 300 
Module 1 – Completed when about 10% of your hours are complete.  Regardless,  

this should be done within the first 2 weeks of the semester. 10 15 20 25 30 

Module 2 – Completed when about 25% of your hours are complete. 25 38 50 63 75 

Module 3 – Completed when about 50% of your hours are complete. 50 75 100 125 150 

Module 4 – Completed when about 75% of your hours are complete. 75 113 150 188 225 
Module 5 – Completed when 100% of your hours are complete.  Extensions (DFR grades) are not 
automatic, and must be requested by the student and granted by the instructor or the IPL Office. 100 150 200 250 300 
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