
INTERNSHIPS, the basics
An internship is an opportunity for students to gain practical work experience while still working towards their degree. Most internships are taken for course credit, and each school has specific requirements for the type of work and amount of hours that a student must complete to get this credit. Most internships are part-time, though some summer or graduate level internships may be full time. 

Taking on an intern does require several responsibilities from the community partner. Interns must have defined projects or job descriptions. They require full orientation and regular supervision by a staff member as well as appropriate working space and supplies. Since most interns are attending classes, they require flexibility in the hours that they work at their community site. Each school has certain requirements that the community partner must meet in order to host an intern. Be sure to ask in advance about these requirements.
So why take on an intern? Regular and consistent volunteer support can be hard to find, especially for office tasks. Interns can take on projects or offer additional support to your staff over the course of several weeks or months. Since most are college level students, they are comfortable with computer applications, have a variety of skills and bring a fresh outlook. Some examples of projects or jobs that an intern might do include:

· PR work, such as creating newsletters, press releases, flyers or brochures
· Creating databases, documents, reports
· Assisting in planning and executing a special event

· Doing background research for a project, report or grant proposals
How to design and implement an internship for your organization:
1. Assess your organization’s needs: Do you have meaningful project-based work that an intern could assist with? Remember that interns are not substitutes for full-time employees nor are they personal assistants.
2. Ensure adequate resources: Does your organization have office space and supplies for an intern? Will they need a computer? Phone line? Email account? While not required, will you provide pay, a stipend, parking pass or other benefits? Do you or your staff have time to train, mentor and supervise an intern?
3. Write and post internship descriptions: Use the provided templates as a guide. Be specific so applicants know what to expect from your organization and the internship. Include contact information and how to apply. Share your internship description with local universities, post online and spread the word through coworkers, friends and family.
4. Screen and interview applicants: This is also a good time to ensure you know exactly what the university requires of your organization to host an intern and for the student to receive credit.
5. Offer the position!

6. Orientation: Just like orienting a new employee, your intern needs to know about your organization, the day to day aspects of the office and any relevant office policies. You may want to have interns sign a basic agreement or contract to ensure they are aware of policies and understand their role and responsibilities. 
7. Supervise: As this may be your intern’s first work experience, he or she will require adequate supervision. You may want to set up regular check-in meetings or work with the intern to set goals and deadlines for various aspects of the project. Does the intern need to keep timesheets for your organization or the university?
8. Evaluate and get feedback: As your intern finishes, you should make sure to get some feedback about his or her experience. You can use a form and/or set up time for an “exit interview.” The university may also require various evaluation forms. Use the feedback you receive to improve your internship program for the future. Keep in touch with your intern, as he or she can be a valuable resource for your organization into the future!
 INTERNSHIP CONTACTS & POSTING INFO (last update 12/1/08)
Tulane University Center for Public Service

http://tulane.edu/cps/
Contacts:

Campus Community Partnerships-

Michael Pizzolatto, Program Manager (mpizzolatto@tulane.edu) 504-862-3347

Amanda Buberger, Assistant Director (abuberger@tulane.edu) 504-862-8058
Internship Coordinators-

Craig Willie, Senior Program Coordinator (cwillie@tulane.edu) 504-862-3357

Sarah Andert, Senior Program Coordinator (sandert1@tulane.edu) 504-862-3355
Posting: 

Tulane CPSIS: http://cpsis.tulane.edu/
If not already a community partner, you can request membership by clicking the link on the home page and submitting the form. Existing community partners can post internships as PSAs (Public Service Activity).

Requirements: 60 hrs. minimum over semester (avg. 14 weeks); generally work 5-7 hrs a week
Loyola University Career Development Center

http://www.loyno.edu/careerservices/
Contacts:
Jan Moppert, Associate Director of Internships (jamopper@loyno.edu)
Roberta Kaskel, Director of Career Development (rekaskel@loyno.edu)

Career Development Center: 504-865-3860

Posting:

Can post online at http://www.loyno.edu/careerservices/employer/freejobpostint.htm or

Email internship information to career@loyno.edu or fax to 504-865-2382
Xavier University Career Services

http://www.xula.edu/career-services/index.php
Contacts:
Marian Minnard, Associate Director of Career Services (mminnard@xula.edu)

Carolyn Thomas, Director of Career Services (cathomas@xula.edu)

Career Services: 504-520-7364
Posting: 

Can post online at Gold Rush Express: https://xula-csm.symplicity.com/employers/
UNO Office of Career Development

http://www.career.uno.edu/
Contacts:
Dr. Leonard Williams, Director (leonard.williams@uno.edu)

Dr. Adrienne Mustiful, Coordinator, Job Location & Development (amustifu@uno.edu) 
Office of Career Development: 504-280-6225 
Posting:

Can post online at Opportunities Database: http://www.recruit.uno.edu/post/
Dillard University Center for Career and Professional Development

http://www.dillard.edu/index.php?option=com_content&view=article&id=84&Itemid=133
Contacts:

Dewain Lee, Director (dlee@dillard.edu) or call 504-816-4360

Dr. Laura Rouzan (lrouzan@dillard.edu) 
Our Lady of Holy Cross College Career Services

http://www.olhcc.edu/x371.xml
For more information, contact: careerservices@olhcc.edu
Internship Posting Template

(Organization Name)(Job title) Internship

*This form can be used to describe the internship position you hope to fill. The info on the form can then be used to create catchy ads and flyers or for postings with universities, on websites, etc.

Organization Mission (write your mission here)

Proposed Start/Semester: 
Job Description/Purpose:

Responsibilities: (Briefly but concretely list intern duties and projects)
Outputs/Final Product: (Any tangible work to be produced)

Skills/Competencies Required: (List education, experience or skills needed. Also indicate any background checks or tests that are required and necessary supplies)
Time Commitment: (Weekly schedule/Hrs. per week/Full or part time/flexible)
Location: (Where will the intern work? What is the work environment?)
Stipend/Benefits available to the intern, if applicable: (While some schools require that you pay interns a stipend, many do not. List anything you provide to your interns such as training, parking or other resources. Be creative!)
To apply, ….

For more information, … 
Internship Agreement Template

(Organization Name)

Internship Job Description and Agreement

*A job description clearly outlines the expectations of both the organization and the intern so that everyone is on the same page. Some schools have specific forms or contracts for this. If not, you can use this template to create a job description based on the job posting and with input from the internship candidate. 
Organization Mission write your mission statement here

Internship Job Title:

Dates of Assignment: Start date-End Date
Work Schedule: Weekly schedule/Hrs. per week

Objectives/Purpose of Internship: Brief description of how the internship will benefit the organization
Responsibilities: Briefly, but concretely, list intern’s duties and projects
Outputs/Final Product: Any tangible work resulting from responsibilities
Performance Standards: Briefly describe what is agreed upon as successful accomplishment of duties. Include any information about required reporting or work plans.
Learning Goals: Intern should describe value of internship to him/her. What does he/she hope to learn from the experience?
I have read and agree to the roles and responsibilities outlined above:

Intern: _________________________________________________ Date: ___________

Supervisor: _____________________________________________ Date: ___________

Internship Timesheet

(Organization Name) Internship Timesheet

Name: ________________________________
Phone: _______________________

Internship: ______________________________________________________________

	Date
	Time In
	Time Out
	Total Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	                                                                 TOTAL HOURS:
	


Intern Signature: _______________________________________  
Date: _____________

Supervisor Signature: ___________________________________   
Date: _____________
Internship Evaluation Template

(Organization Name) Internship Evaluation

This evaluation is to be completed by the intern at completion of his/her term of service. This form is solely for evaluating and improving our internship program. It will not be reviewed until after supervisor evaluations are complete.



Name:

Internship Title:

Organization:

Dates of Internship:

School:



Briefly describe your duties and/or project.

Describe your accomplishments and/or progress in your work. Include any additional work undertaken outside your job description.

What challenges or constraints did you encounter in working to meet your goals or perform your duties?
Please describe how your internship did (or did not) relate to your academic and/or career goals.

What lessons and skills did you learn during your experience?

Did the internship meet your expectations? Why or why not? Would you recommend this organization to fellow students?

Any additional comments:
Would you like to continue to receive updates about our organization?   ___ Yes     ___ No

Email address:



For office use

Reviewed by:

Date:

Comments:
