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Please complete the following Internship agreement form and return a signed copy to the Career Resource Center.  An electronic copy of this agreement, your resume and a copy of your job description will need to be emailed to internships@unity.edu before your agreement can be reviewed by the Internship Committee. Interns will not be registered for credit and should not start their internship until this agreement has been approved.

All required materials must be submitted before April 1, 2012 for summer internships
Student Information

	Last Name:      
	First Name:      
	Expected Grad Date:     

	College Box #:     
	Primary Email Address:     
	Secondary email:     

	Phone #:       
	Cell #:     
	Major: FORMDROPDOWN 
 
	Degree:  FORMDROPDOWN 

	2ND Major: FORMDROPDOWN 


	Academic Advisor Name:     
	Advisor Ext:      
	Advisor Email:     

	Permanent Home Address:     

	Permanent Home City:     
	Permanent Home State:    
	Permanent Home Zip:     

	Emergency Contact Name:     
	Relationship:     
	Phone#:     


Faculty Sponsor Information
	Sponsor First Name:      
	Sponsor Last Name:      
	Sponsor Email:     

	Sponsor Phone#:      
	Sponsor Ext:     
	Emergency Phone#:      


Communication Plan: 
Describe how frequently and what method of communication ex: email, phone etc. that will be used to contact your sponsor.
	The following should be included with each communication report:

1. Share one accomplishment you achieved since your last check-in.

2. Identify one theory or procedure you learned at Unity College and how it was implemented during your internship.

3. Please explicitly state that things are either a) going well, no problems, or b) not going well, in which case clearly identify anything that may be  
    troubling you and any questions you may have about the internship or internship process.

     


Internship Information
	Intern Position Title:      
	Course, Rubric, Number and Title:     

	Total Number of hours on site:     
	Number of credits:     
	Date of arrival on site:     
	Date of last day on site:     


          Minimum contact hours required according to credits:

           2 credits = 120 hours
3 credits = 180 hours
6 credits = 300 hours
9 credits = 420 hours
12 credits = 540 hours
	Organization Name:     
	Supervisor First Name:     
	 Last Name:     

	Supervisor Title:     
	Org Address:     

	Org City:     
	Org State:     
	Org Zip:     

	Supervisor Phone#:     
	Super Ext:      
	Supervisor Email:     

	Website:     
	Pay Rate/Hour:     
	Non-Monetary Compensation:     


Student information for internship site
	Address where you will be living during your internship:     

	Phone number where you can be reached during your internship:     

	Email address during your internship:      
	Your cell phone number during your internship:     

	Will you be able to receive mail at this site:  FORMDROPDOWN 

	Do you have internet access during your internship:  FORMDROPDOWN 


	Will you be covered by workmen’s compensation or general liability:  FORMDROPDOWN 

	Did you visit the site prior to accepting this internship:  FORMDROPDOWN 



Internship Description: Describe the nature of your position and duties.  List the specific projects, tasks and duties of the position.  Please also attach the formal (e.g. posted or advertised) copy of the job description along with your internship agreement to the CRC.:
	     


Long Term Career Goals  Describe your long term career goals and how this position supports them.:
	     


Learning Objectives: In a numbered list format, identify 4 to 8 specific educational, professional, and/or personal goals that you hope to fulfill by the end of the internship.  Learning objectives should not try to cover all aspects of the internship, but focus on select areas that you will be exposed to throughout the internship.  Each learning objective should involve new learning, expanded growth, or improvement on the job. Begin each object with words such as “assist with”, “learn how to”, “expand knowledge of”, “understand the process of”.  Note some majors may have standardized learning objectives. 

	     


Academic Coursework: Please list academic courses (include rubric and number) and volunteer experiences that have prepared you for this experience. Please note that all 3000 and 4000 level internships require 12 credits at or above the 2000 level. 
	     



Materials Submitted to Faculty Sponsor:
Portfolio Requirements for All Academic Levels and Number of Credits 
· Internship Agreement
· Resume
· Job description
· Photo documentation-optional (and only if site allows you to take photos)
· Worksite Supervisor Evaluation
· Response to Supervisor Evaluation (if needed or required)
· Self-Evaluation based on Personal Learning Goals
· Type of journal (please select one) 
 FORMCHECKBOX 
  Reflective Journal 
 FORMCHECKBOX 
  Weekly Blog
 FORMCHECKBOX 
  Daily Log
· Two copies of project or report (if required)
Please describe your project in the area below–(required for 6, 9, 12 credit and 4000 level internships only):
	     



2000 Level Internships Only
Please choose one of the following:
 FORMCHECKBOX 
 Public presentation or poster session-complete information below





 FORMCHECKBOX 
 Two page research paper based on reading related to the internship
Public presentation required for 3000 and 4000 level internships – optional for 2000 level
Type of Presentation:  (please check all that apply):

 FORMCHECKBOX 
 Video


 FORMCHECKBOX 
 Story Board/Photos




 FORMCHECKBOX 
 Talk 


 FORMCHECKBOX 
 Powerpoint Presentation


 FORMCHECKBOX 
 Student Conference
Where: 
 FORMCHECKBOX 
 Public Forum


 FORMCHECKBOX 
 Open House- Spring


 FORMCHECKBOX 
 Open House – Fall


 FORMCHECKBOX 
 Class


 FORMCHECKBOX 
 Club


 FORMCHECKBOX 
 Dorm


 FORMCHECKBOX 
 Other

Date of Presentation:      
Specify the class and the name of the instructor of the class you will be making your presentation:     
Presentation site if other than classroom:      
FINAL DUE DATE - Portfolio and presentation must be completed before this date:     
Signatures (Required for hardcopy only)
I agree to serve as the faculty sponsor for this internship. I have reviewed this draft internship agreement with the student and believe that it meets the standards described in the Internship Handbook. I have read and understand the responsibility as outlined in the handbook and will contact the site supervisor.

Signature of Faculty Sponsor 
The student intern has met with the Director of Student Accounts and understands the financial obligations he/she is undertaking when registering for this internship. 




Signature of Director of Student Accounts

Unity College Business Office 

I agree by signing and submitting this internship agreement that I am committing to the college and my internship site the terms listed within the agreement. Furthermore I understand that I am responsible for:

· Finding, reviewing, and understanding the internship site location, position duties and housing accommodations

· Funding all travel expenses to and from the site location, as well as all expenses incurred during the internship

· Fulfilling all reasonable tasks and responsibilities assigned by my site supervisor 

· Completing all the required hours according to my credit level requirements

· Following all internship site safety procedures and policies 

· Conducting myself in an ethical and professional manner, acting as a positive representative of Unity College

· Notifying the Career Resource Center and Faculty Sponsor immediately of any changes or problems during this Internship Agreement  

· Completing the required academic work and public presentation (when required) before the final due date

· Reporting to your Faculty Sponsor as detailed in the agreement

Student Signature                                                                          Date: 

