STUDENT INTERNSHIP APPLICATION

If you are applying for an internship that will take place outside of Pennsylvania, please be sure to check the State Authorization website prior
to submitting your application. Not every state is approved for internship placements.

Date of Application Semester in which internship will be done Fall20___ Spring20___ Summer Extended 20____
Student’s ID Number Student’s Name (last, first, Ml)
Start & End Dates Date(s) Faculty Sponsor Will Visit Site

Location of Internship (company name, address, city, state, zip)

On-Site Supervisor & Contact Information

It is agreed that academic credit will be authorized upon satisfactory completion of the internship as follows. Standard tuition and fees will
be charged for the credits listed below and must be paid by the semester bill due date.

Course Number  Title SH Grade (letter, credit/no credit)
~See #8 of the instructions™

Total SH

Learning Objectives (Purpose):

Statement of Expected Duties and Experiences:

Evaluation for purposes of grading will be based upon, but not be limited to, the following criteria:

Student’s Signature Date

APPROVALS
This application should be completed by the student and must include all required signatures in order as listed.

Student’s Advisor (printed)

Student’s Advisor (signature) Date

Supervising Faculty Member (printed)

Supervising Faculty Member (signature) Date
Chairperson of Dept Date
Director, Institute for International Studies (international programs only) Date
Dean of the College Date
Cc:

Student Dean of the College

Advisor Registrar’s Office

Supervising Faculty Member Assistant to Provost & Senior Vice President for Academic Affairs

Department Chairperson

A two-page final written abstract of the internship experience must be submitted to each of the signatories of this agreement and to the University Library.
**PLEASE READ GUIDELINES ON THE REVERSE SIDE OF THIS FORM**



INTERNSHIP PROGRAM GUIDELINES

Definition: For purposes of these guidelines an internship shall be defined as any off-campus program for which college credit is awarded

which serves as a vehicle for providing adjunct practical experience related to on-going professional development at Lock Haven
University. This excludes established university courses.

Guidelines

1.

~

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Students may apply for a total of 15 semester hours credit for internship experience. This credit may be taken in one semester or
more than one semester; however, the total amount of internship credit may not exceed 15 semester hours. Standard tuition and
fees will be charged for the credits listed on page 1 and must be paid by the semester bill due date.
Applicants for internship programs must have at least 60 semester hours credit before becoming eligible for such programs.
Additional credit hour requirements may be imposed by individual departments sponsoring a given internship.
The nature and focus of the internship experience may be identified either by the student or the sponsoring department.
The faculty supervisor, in conjunction with the on-site supervisor, must develop and write a detailed pre-internship description of
the internship responsibilities before the internship commences. This description is to be attached to the internship memorandum
of agreement so that it can be reviewed by the signatories.
Long-term, continuing internship programs similar to those now established as the Harrisburg and Washington internship programs
may be developed by individual departments, subject to concurrence of the dean of the college.
Qualified supervision must be provided on-site by the host agency.
The host agency must provide written evaluation of the intern’s work.
No more than 9 credits of internship can be counted towards the student’s major. Internship credits beyond 9, not to exceed 15
total credits, will be applied to the student’s general education requirements. Internship credits beyond 9 can only be taken on a
credit/no credit basis. Departments can decide to allow less than 9 credits of internship to count towards the major, but it cannot
decide to allow more than 9.
Students participating in a part-time internship (one for less than 15 semester hours credit) may be simultaneously enrolled in
additional courses at Lock Haven University or elsewhere. The total semester hour credit for that term shall not exceed 18.
Students applying for internship credit should have a minimum GPA of 2.500 in their major, and must have a minimum GPA of 2.500
overall.
The Student Internship Application, which is a Memorandum of Agreement between the intern, sponsoring department and the
university, must be signed before the beginning of the internship and no later than the last day to add as indicated on the academic
calendar of the semester in which the internship is to be performed.
Students are to write an abstract of the internship paper not to exceed 2 pages. This abstract, not the complete internship paper,
will be distributed to the signatories (except the Senior Vice President of Academic Affairs) and to the library. The faculty supervisor
should retain a copy of the complete internship paper.
Each Student Internship Application must be signed by the intern, the student’s academic advisor, the supervising faculty member,
the department chairperson, and the Dean of the College. (Signatures must be obtained in the order listed.)
Signature of Director of Institute for International Studies is required only for international programs to recommend
appropriateness of international provider/organization. Students completing an international internship or study abroad at
a non-partner institution must complete a form with the Institute for International Studies.
Each Student Internship Application must include the following information.
a. A statement of purpose as well as a brief description of the learning experience.
b. A detailed pre-internship description of the internship responsibilities developed in conjunction with the faculty supervisor
and on-site supervisor.
c. Anindication of the number of internship credits to be awarded upon satisfactory completion of the internship.
d. Date(s) faculty supervisor will visit site.
e. A detailed statement of evaluation criteria that may be applied at the completion of the internship.
The faculty sponsor of the internship is required to consult with the on-site supervisor by phone and/or through a visit about the
intern’s progress. A minimum of two phone calls or one visit to the site is defined as appropriate consultation.
Each department is required to send a written evaluation of its internships to the Dean on an annual basis. The evaluation is to be
developed through each department’s annual review of internships and should include a list of all students who did internships that
year, their internship sites, and their faculty sponsors. Additionally, the overall academic and/or professional value of each
internship experience is to be reviewed.
The Evaluation Subcommittee of the Curriculum Committee shall make an evaluation of the internship process at Lock Haven
University every three years and report their findings and recommendations to the Curriculum Committee.
If an Affiliation Agreement with the site is not on file in the Dean’s office, one must be completed before the student may begin
his/her internship.
Registration must be completed prior to undertaking an internship. (Upon full approval of the internship, the Registrar’s Office will
receive a copy of the approved Internship Application and register the student.)

Revised 06/26/2015; 02/09/2016-added IIS signature/info on #13
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