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INTERNSHIP FOR CREDIT                            GBUS 39800
CHECKLIST FOR SUBMISSION
Optional:
____Meet with Career Services or the Professional Development Leaders located on the 1st floor of the School of Business to:

· Find out how to search for internships.  
· Review your résumé and cover letter.
Required:

_W__  Complete Business-Link Professions Program Workshops themes 1 through 3 (http://www.ithaca.edu/business/professions/workshops/) 


____Complete Sexual Harassment Prevention Training (session locations, dates and times listed at ithaca.edu/business/internships/harassment/). 
____ Complete the Internship for Credit application
- Internships for Credit receive 300-level credit; to be counted as a Business Elective OR open elective credit   
  ONLY.
- Internships completed outside of the fall and spring semesters are classes and you are charged tuition 
  per credit hour.
____ Attach an up-to-date resume.
____Submit completed application to the Professional Development Coordinator by the last Add/Drop date for the term in which you want to perform the internship experience.
__________________________________________________________________________________________________________________________________________________________________
NATURE AND SCOPE OF PROJECTS AND PAPERS TO BE SUBMITTED
· Every other week, submit a one page single-spaced journal to the Professional Development Coordinator stating:

· your tasks (what you are doing, defining experiences, how these experiences have shaped your view within your concentration and/or future career). 
· the number of hours worked each week.
· cumulative hours worked thus far.
·  your supervisor’s signature verifying your work hours.  

· Your supervisor must complete and submit an End of Semester evaluation to the Professional Development Coordinator detailing your internship performance.  The evaluation is provided to your supervisor by the Professional Development Coordinator at the beginning of the semester.

· At the end of the semester, you must participate in a 10-minute presentation giving an overview of the company and its mission, describing your responsibilities, how you found the opportunity, what you learned, and what you would do differently.  Participation in this presentation is required. YOUR GRADE WILL BE SUBMITTED ON HOMER AT THE COMPLETION OF YOUR PRESENTATION.

* Summer interns will have an “Incomplete” grade issued at the end of the summer term.  A grade will be issued after a presentation has been made, which will take place within 3 weeks of the start of the fall semester.

METHOD OF EVALUATION 
Students will be evaluated based on the quality of bi-weekly journal entries, evaluation from the supervisor and effective participation in the 10-minute internship presentation .  A Pass/Fail grade will be issued by the Professional Development Coordinator.
CREDITS

	Credits Desired
	Onsite Work Hours/Presentation/Search
	Coursework Hours*
	Total Work Hours

	1 credit hour
	55
	5
	60

	2 credit hours
	82
	8
	90

	3 credit hours
6 credit hours
	165
330
	15
30
	180
360

	
	
	
	


* Coursework hours include academic assignments to work on during your experience.  They include bi-weekly journal entries and preparation for your presentation.

GUIDELINES FOR

INTERNSHIP PROPOSAL

FOR ACADEMIC CREDIT - 39800

I. Definition of Internship

An internship is a learning experience, which allows a student to synthesize his/her academic learning in the field of business with the real-world operations of an organization. The objectives set forth by each intern will involve, in a broad sense, the application of theories and concepts in business and related fields and a critical analysis of their findings.

It is necessary for each student to design his/her own internship with preset objectives and to arrange for a site a supervisor to oversee its execution. The pursuit of an internship is a serious responsibility. Students will be representing the School of Business and Ithaca College, as well as themselves. Interns are asked to carefully weigh their academic load and other obligations before committing themselves.

II. Eligibility 
· You must have at least a 2.7 overall GPA. 

· The internship should be related to your career goals of the student. 

· You should have sufficient background and maturity to learn from the experience. 

· The principles class for the subject area of the internship must have been taken.
· Corporate accounting -- Financial and Management Accounting

· Finance -- Business Finance

· International business -- International Business Operations

· Management -- Organizational Behavior and Management

· Marketing -- Principles of Marketing
· You must have completed Sexual Harassment Training offered by the Office of Legal Affairs (session locations, dates and times listed at ithaca.edu/business/internships/harassment/)
III. Requirements

· Review this document in its entirety

· Submit completed application (including all items of the Checklist) to the Professional Development Leaders in BUS 119 before the last add/drop day for each term
· Students must complete at least 55 hours on site and at least 5 hours of coursework per credit hour earned. 

· Students must submit coursework:

      1. A weekly log submitted to the Professional Development Coordinator

Responsibilities: Describe your tasks (what, how and why)

What is the value of the tasks you performed for the functioning of the organization?

Value of internship

Your own long-term and short-term goals


2. 10-minute presentation at the end of the semester



Overview of company and its mission



Responsibilities



How you found the opportunity



What you learned



What you would do differently

*Summer interns will have an “Incomplete” grade issued at the end of the summer term.  A grade will be issues after a presentation has been made, which will take place within 3 week of the start of the fall semester. 
IV. Background Considerations

Compensation - Compensation for an internship will be handled by and negotiated between the student and field supervisor. Most internships are unpaid and are intended to further your education and work experience. However, some companies do compensate interns for their efforts. Students must receive either payment or academic credit for their time in order to be in compliance with federal employment laws.

Time of Internship - It is recommended that the internship take place during the student’s junior or senior years. A maximum of 3 credits will be awarded per credit internship. Please note that there is a six (6) credit limit on internships and experiential learning while earning a baccalaureate degree.

V. Approval Procedures

1. It takes approximately two (2) weeks for applications to be reviewed and approved. Once the internship has been approved, the Assistant Dean’s office will register you for the internship. You are NOT able to register for an internship yourself. The deadline for receipt of paperwork to the Professional Development Leaders (located on the 1st floor of the School of Business) is the last day of drop/add period in which the internship is occurring. Even if the student and sponsors have reached a tentative agreement, students may not proceed with an internship past the second week of classes unless full approval has been accorded.

2. The signatures required for approval are yours, your site supervisor (immediate supervisor in the organization), the Professional Development Coordinator and the Assistant Dean. The signatures indicate that all parties agree to the proposal (which includes specific projects and work duties) and the academic value of the internship.

3. The approved internship proposal will be retained by the Dean’s office. Upon completion of the internship your faculty sponsor will submit a pass/fail grade to the Registrar’s office.

6/30/78,(revised 8/86),(revised 2/91),(revised 4/93),(revised 12/97),(revised 2/01), (revised 5/1/4/01), (revised 4/22/03), (revised 3/15/06), (revised 2/28/08), (revised 2/25/09), (revised 8/10/10), (revised 6/23/11), (revised 3/30/12)
APPENDIX I

	Defining Responsibilities

	PROFESSIONAL DEVELOPMENT COORDINATOR


	SITE SUPERVISOR 



	May have contact with the Internship Field Supervisor: 

At beginning of internship

At end of internship
	Must post an opportunity on our website, sign and agree to the terms. 



	Must have contact with the student through email, phone, face-to-face visits, or review of journal on a weekly basis
	Must provide meaningful work for the student.  While clerical duties may fall within the responsibilities of the intern, there needs to be a balance of learning experiences as well so that the internship is effective at building the interns skills.

	Must make an assessment of the following:

 Supervisor’s evaluation

 Student journal

 Student paper
	Must provide a preliminary job description of what the student will be doing throughout the duration of the student’s internship. (This should be provided on business letterhead). If this information has already been submitted on our website please discard this task.



	Submit a pass/fall grade at the end of the semester
	Contact must be made with the Professional Development Coordinator at least two times per semester.  This can be by telephone, email or mail.



	
	Must evaluate the intern at the end of the semester.  A form is provided by the Professional Development Coordinator through the School of Business. Evaluation should be based on work, professionalism and educational preparation.




Ithaca College

SCHOOL OF BUSINESS

INTERNSHIP FOR CREDIT APPLICATION

	To be eligible for the Internship for Credit experience, you must :

· Be in Good Standing
· Have completed at least 12 hours of courses with the prefix ACCT, FINA, GBUS, INBT, LGST, MGMT, MKTG
· Have completed Themes 1 through 3 of the Business-Link Professions Program workshops



Date​​​​_______________________________


Name_______________________________

ID #________________________________
Semester in which this internship will take place:  FORMCHECKBOX 
 Fall 20___   FORMCHECKBOX 
 Winter 20___  FORMCHECKBOX 
 Spring 20___  FORMCHECKBOX 
 Summer 20____

Month/Year Sexual Harassment Prevention Training was completed: ______________________________

Apply internship credit for:  FORMCHECKBOX 
GBUS 39800    OR      FORMCHECKBOX 
 Open Elective credit


Number of credits requesting for this internship (Circle One): 
  1 
    2  
      3

Note: Credit bearing internships are academic classes. Tuition is charged for each credit if you choose to do it outside of the fall/spring semester or if you go over 18 credits during the fall or spring semester.
Local Address  ________________________________________________________________________​_

Local/Cell Phone _________________________   Email address ​​​_________________________________ 

Degree Program______________________________    Concentration ​​________________  Cumulative GPA______
# academic credits completed prior to the start of the internship:_____            # of previous internship credits: _____

_________________________________________________________________________________________________
Sponsoring Organization_____________________________________________________________________________
Department Name _________________________________________________________________________________

Supervisor Name​​​_______________________________________   Title ______________________________________

Phone ​​__________________________    Email address ___________________________________________________  
Address__________________________________________________________________________________________
Company Website _________________________________________________________________________________ Organization Type:     For Profit ____  
Not For Profit ____  
Government ____                 
Paid______   Non-Paid ______
	
OFFICIAL USE ONLY:


 FORMCHECKBOX 
 GBUS 39800         OR                FORMCHECKBOX 
 Open Elective

Credits_________          CRN #______________                            Registration Date_______________




INTERNSHIP FOR CREDIT: PROPOSAL/DESIGN STATEMENT

Please answer the questions below. 
1. What skills do you hope to gain or improve from this internship? 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________
__________________________________________________________________________________________________________________________________________

_____________________________________________________________________
_____________________________________________________________________

2. What are your career goals? How will this internship assist you in working toward these goals? 

_____________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________
_____________________________________________________________________

REQUIRED SIGNATURES

1. I understand that being an intern is a serious responsibility, and that I will be representing the School of Business and Ithaca College, as well as myself. I have carefully considered my academic load and other commitments and am able and willing to devote the time and energy necessary to make my internship experience a successful one.

2. I understand my responsibility in reporting any harassment, sexual or otherwise to the Professional Development Coordinator an organizational sponsor.

__________________________________________                                            ________________________________
Intern Signature 






Date

I have read the internship proposal and agree to act as the supervisor for the Ithaca College student taking this internship. Please note: If a signature cannot be obtained on this form, an email to the Professional Development Coordinator from the supervisor will suffice.
__________________________________________                                            ________________________________                 

Field Supervisor Signature 





Date

I have reviewed this student’s proposed internship and agree to work with him/her and the site supervisor toward completion of the internship.  I understand my responsibility to report any harassment, sexual or otherwise to the organization sponsoring the internship and to the Business School Dean.

Sexual Harassment Prevention Training verified:  FORMCHECKBOX 
 yes
  FORMCHECKBOX 
 no
__________________________________________


________________________________

​​​​​​​​​​Professional Development Coordinator Signature 




Date

	OFFICIAL USE ONLY:

This internship is:            ​​_________approved    ________not approved

__________________________________________                                           ___________________________
Assistant Dean’s Signature                                                                                      Date




