Internships at Wartburg College

Guidelines for Students, Faculty Supervisors, and Community Partners

Introduction

Defining Internships at Wartburg College
The academic internship is a method of experiential education which helps a student integrate academic learning with community-based experience and professional development.  The academic internship is a three-way partnership of mutual learning and teaching between the student, the faculty supervisor, and the community partner (hereafter called “site supervisor”).

Wartburg College encourages students to participate in academic internships because we believe that they are an effective way to “educate students for lives of leadership and service as a spirited expression of faith and learning.”  Internships are a highly effective mode of education; they develop independent and collaborative leadership skills; they can serve others and help our students to understand how our work can serve others; they offer rich opportunities to integrate faith and learning, and to see how professors and community partners approach issues of work and meaning.  Internships are valuable and often necessary preparation for entry into graduate or professional school or the work force. Academic internships at Wartburg are also an opportunity to connect our learning to our lives, to explore and understand the ways our work can matter in the world.

Requirements for Internships 

· Credit-based internships are open to third- and fourth-year students with a cumulative GPA of 2.0 or higher; some departments may have other criteria as well.

· One full academic credit involves a minimum of 140 contact hours in the term; one half-credit involves 70 hours.  However, academic credit is issued not solely for hours worked but for academic learning demonstrated.

· No more than 4 internship credits may be awarded toward a student’s graduation.

· Student interns are limited to 2 credits per internship site.

· Students are required to fully complete an internship learning contract and submit it to the internship coordinator by the drop/add date each term, or submit a “registration-only” portion (Sections A, D & E) of the learning contract by the same date.  The “registration-only” specifies student intern contact information, faculty sponsor, title of internship position, course number, number of credits, internship start and completion dates. The signatures of the intern, faculty sponsor, faculty advisor, department chair and internship coordinator are also required for this paperwork to enroll them in the course. The learning objectives and job responsibilities sections (Parts B & C) of the learning contract are to be completed by the student and the site supervisor once the internship is active. The site supervisor signature is required at that time.  Students must complete and submit final paperwork to the internship coordinator within 21class days of the start of the term (or 8 class days into the term for .5 credits, 3 class days into the term for May term and 5 class days into the term for Summer).  Full full-term internships, students will receive a warning notice from the internship coordinator at the 14-day mark into the term.  If the completed learning contract is not received by the appropriate day for the term as outlined above, the student will automatically be dropped from the internship and receive a “W” on their transcript. Internships are facilitated by the internship coordinator and evaluated by the sponsoring department and/or faculty.

The Value of Internships: Experiential Education, Career Development, Community Partnership

Internships are one kind of experiential learning, which means they are a method of learning through experience.  Experiential education is based on research that shows students learn better when they are engaged in experiencing that which they are studying.  Experiential education also hinges on the integration of theory with practice, experience with reflection.  Many disciplines and professions have used internships for much of their history, and many more are adopting them now as a way to enhance academic learning, enrich integrative and reflective opportunities, and promote work/career development.  Because internships are also community partnerships, they can serve as vehicles for greater campus-community engagement.  Thus, internships provide students with a unique opportunity to integrate academic learning with professional preparation and grounded, community-based experience as part of their vocational discernment and participation.

Some Common Internship Practices
All internships that earn academic credit must demonstrate learning objectives and academic goals and performance, including integration of theory and practice.   Just as in the traditional classroom there are learning objectives and learning strategies that differ from class to class and from discipline to discipline, so too different internships in different disciplines and at different internship sites will have distinct learning objectives that may be accomplished through a wide range of learning activities.  Faculty, students, and site supervisors have the freedom to negotiate academic goals and requirements appropriate to the specific internship; what is non-negotiable is that there be specific academic learning goals that require reflection, in some form, upon the work experience.

A carefully- and mutually-designed internship project is often effective in ensuring academic and integrative learning.  While methods of evaluating academic goals may vary, common activities include:  term paper, daily log/journal, portfolio, or summary presentation.

Because internships are learning partnerships, it is important for faculty and site supervisors to share responsibility for teaching and mentoring students.  This means that some regular interaction (through personal visits, email, phone calls, or letters) is important.

At all phases of the internship process, the Internship Coordinator will serve as a resource to students, faculty, and the site supervisor.  Specific facilitation may be useful with student reflection and goal-development; site-identification; learning contract development; internship etiquette training; maintenance of partnership with internship site; evaluation and assessment of internship.

Individual departments have their own policies and procedures for internships, above and beyond those found here.  Each department chair can provide that information.  Most internships are graded P/D/F, however, it is a departmental option to propose to the EPC that their department assign a letter grade.
How to Set Up an Internship
Internship creation is usually handled by individual faculty members and students, with the help of the internship coordinator.  Internships involve both a site supervisor and a faculty supervisor, so that the student may learn from both.  The faculty supervisor may or may not be the student’s advisor, but should offer appropriate disciplinary and professional expertise.  Departments manage their own supervisory arrangements, however.

1. The student and faculty supervisor plan an internship by determining what type of experience(s) best suits the student’s educational, personal, and professional goals.  A list of possible sites may result from this initial step; a list of possible learning objectives, hopes, concerns, and other considerations should also result.

2. The student may work with the internship coordinator to identify opportunities, and she/he may search for leads through the Center for Community Engagement (CCE) by checking appropriate online listings, websites, company files, internship publications, AlumNet, and other opportunities.  Career Services assists the student in developing a resume and cover letter/email.

3. The student, faculty sponsor or internship coordinator contact potential internship sites to discuss partnership possibilities.  The faculty member and internship coordinator bear responsibility for ensuring that the internship site and partner are safe, effective, and appropriate learning environments.

4. Students are advised of the risks associated with any off-campus activity and are asked to review and sign the Experiential Learning Waiver.

5. The student arranges and conducts an interview with the site.

6. Before accepting a position, the student, faculty supervisor, and site supervisor discuss key issues (see attached questions) and develop a Learning Contract (forms attached here; they will be available online, in the CCE and from the Registrar).

7. When the internship Learning Contract has been approved, a letter of confirmation from the student or Internship Coordinator to both supervisors may be useful, outlining the process for the semester.

8. The completed Learning Contract or “registration-only” portion of the learning contract is filed with the Registrar by the internship coordinator, at which point the student is officially registered for the academic internship.

Responsibilities of the Student

1. Reflect upon, identify and discuss interests and possible internship sites with appropriate faculty members and/or internship coordinator.

2. Complete resume/cover letter with the help of Career Services.

3. Return to CCE to pursue site selection as appropriate, in consultation with faculty supervisor and Internship Coordinator.

4. Work with site supervisor and faculty supervisor to create meaningful learning objectives and ways to achieve and evaluate them.

5. Understand and adhere to host organization’s policies, including those regarding confidentiality.

6. Carry out all designated responsibilities with the organization and the faculty supervisor, including all assignments and projects articulated in the learning contract.

7. Write a final report and/or assessment of the internship experience in accordance with faculty and site supervisor expectations.

8. Be creative, flexible, professional, inquisitive, responsive, and responsible.

9. Be aware of the contributions of those around you to your own learning.

10. Seek opportunities for learning, growth and challenge.

11. Bring any questions or concerns promptly to the site supervisor, faculty supervisor, and/or Internship Coordinator.

Responsibilities of Community Partner/Site Supervisor
1. Provide the intern with a safe work environment and with meaningful, progressively-responsible work that meets the mutually-defined needs and expectations of the partnership.

2. Communicate with the faculty supervisor and intern regarding development, oversight, and evaluation of the internship.

3. Share wisdom and experience with the intern: tips; meaning-making strategies; books or articles; perspectives.

4. State clearly and concretely expectations of the intern and the faculty supervisor, including issues of oversight and autonomy.

5. Develop reasonable and mutually beneficial evaluation and oversight mechanisms.

6. Work with the intern and faculty supervisor to connect the internship and its project to the specific goals and projects of the organization, and to connect the professional field to the academic field.

7. Meet with the intern periodically to evaluate progress, plan future work, and discuss potential or actual problems.

8. Confer with the faculty supervisor or internship coordinator for mid-term review and final evaluation of the intern and the internship as partnership.
Responsibilities of the Faculty Supervisor and/or Internship Coordinator

(Balance and collaboration to be determined by those parties, except as noted.)
1. Work with student to explore his/her goals and desires and to consider possible sites for appropriate projects.

2. Help student understand and explore the relationships between academic learning and experiential or professional learning.

3. Support student in locating and developing the partnership with the organization.

4. Represent the college in building and sustaining collaborative partnerships with community organization.

5. Be alert to challenges or problems at the site; ensure that any problems are promptly and appropriately addressed.

6. FACULTY: Clarify learning outcomes and steps to achieve and evaluate them, with attention to academic learning as well as workplace learning.  This will likely include assigning appropriate reading and writing.

7. FACULTY: Read and respond to assignments (logs, journals, analysis, final projects); discuss with the intern and site supervisor as appropriate.  

8. FACULTY: Assign a grade (usually P/D/F) to the student based on reasonable and collaborative evaluation of student performance.

9. INTERNSHIP COORDINATOR: serve as primary consultant for risk management and liability issues.
Special Issues
1. Summer internships

Many students do internships over the summer, for academic credit or not.  The same requirements apply to academic internships over the summer as during the school year, including that regarding appropriate disciplinary/professional supervision.

2. Special internship programs

Wartburg West, The Washington Center and other programs still under development are all “special” internship opportunities.  They have their own purposes, processes and procedures; students, faculty, and community members are advised to speak to the leaders of those programs or the Internship Coordinator directly for more information.  

i. Wartburg West: Nelson and Bonita Bock, nelson.bock@wartburg.edu or  bonita.bock@wartburg.edu
ii. The Washington Center, jo.dorrance@wartburg.edu
iii. CCLM San Bernadino, jo.dorrance@wartburg.edu
3. Paid and unpaid internships

Some internship opportunities are paid by the host organization; others are not.  Payment may be made in either stipend or hourly-wage form, but in both cases must conform to minimum-wage laws.  Compensation details are between the intern and the site, but care should be taken to preserve the educational integrity of the internship (as opposed to employment) relationship.  

4. Liability and risk management

The college has a serious interest in understanding and managing risk- and liability-related issues, for protection of all parties involved; the Internship Coordinator will be primarily responsible for these issues and an Experiential Learning Waiver will be completed by the student along with the learning contract.


Internship Learning Contract
Center for Community Engagement • (319) 352-8698 • E-mail: internships@wartburg.edu • 100 Wartburg Blvd. Waverly, IA 50677 • www.wartburg.edu/cce/internships

___________________________________________________________________________
A. Information to be completed by Student Intern

Student Intern      





_________________________  ID# 


  



       Last name


            First name

Permanent Address


City

State
 
Zip

 Tel (  
  )_____________

E-Mail



        Major


          CUM GPA_______Major GPA*___________
Faculty Internship Sponsor



 Title of Internship Position____________________________
Course Number​​​​​​____________ Number of Credits_________ (Minimum 140 hours per 1 credit) Academic Year__________  

Start Date__________ End Date_________ Hours Per Week_______ Number of weeks_______ Total Hours_____________

Term ⁭ Fall ⁭ Winter ⁭ May ⁭ Summer            Year  ⁭ Third ⁭ Fourth  Completed Form Due:______________________
B. Academic Component Description—to be completed by Student Intern and Faculty Sponsor

Learning Objectives (Attach Additional Sheets As Needed)
What do you (the student) intend to learn through your internship? List specific learning objectives in the following areas:
1. Academic knowledge (issues, subject areas):_________________________________________________________________________________

______________________________________________________________________________________
2. Career-related skill areas/experience:________________________________________________________________________

______________________________________________________________________________________
3. Integration of personal, academic, and career issues:_________________________________________________________________________________

______________________________________________________________________________________

Methods of Evaluation:  How do you (the student) intend to meet your learning objectives?

⁭ Term Paper ⁭ Weekly Log/Journal ⁭ Project ⁭ Portfolio ⁭Presentation ⁭ Other

______________________________________________________________________________________
*Major GPA Calculator Can Be Accessed on the Wartburg Registrar Web Page

 http://www.wartburg.edu/academics/registrar/

C. Internship Site Information—to be completed by Student Intern and Internship Site Supervisor
Organization Name_________________________________________________________________

Address______________________________ City_______________ State______ Zip___________
Supervisor E-mail_______________________________________ Fax_______________________
Internship Site Supervisor Name____________________________ Title______________________
Please describe the intern’s job responsibilities, tasks, and learning opportunities (list activities, projects, meetings, training, etc.)

______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
D. Agreements and Signatures

· Student Intern: I concur with and accept the academic and work assignments indicated above.  I understand and will adhere to the internship registration procedure and the policies outlined on the Experiential Learning Waiver.  I accept the obligation of confidentiality in my work and will familiarize myself with and adhere to the organization’s relevant policies/procedures and appropriate standards and ethical conduct.

_______________________________________________________________________________
              Student Intern Signature                                                                                                  Date 

· Internship Site Supervisor: I have discussed the internship with the Student Intern and we have agreed upon the assigned work components appearing above.  I agree to provide training and consultation to the Student Intern in order to achieve the above learning objectives, provide information concerning our organizational policies and procedures, meet with the Student Intern regularly, and provide a written evaluation of the Student Intern at the end of the term. (I understand that an “employer evaluation” will be mailed to me).

_______________________________________________________________________________
              Internship Site Supervisor Signature                                                                                       Date

· Faculty Internship Sponsor: I have discussed the academic component of this internship with the student intern.  We have reached agreement on the learning objectives as indicated above.  I further agree to meet regularly with the Student Intern to discuss the internship experience.  I will conduct an assessment/evaluation and do an on-site visit if possible.

_______________________________________________________________________________
Faculty Internship Sponsor Signature                                                                           Date
___________________________________                ____________________________________

Department Chair Signature
Date

Advisor Signature
      Date
E. Approval

This Internship Learning Agreement must be returned to and approved by the Center for Community Engagement, 204 Vogel Library.  

           __________________________________________________________________________________

           Internship Coordinator Signature                                                                                      Date 
           __________________________________________________________________________________

           Director of International Programs (International Students Only)


      Date

Wartburg College

100 Wartburg Blvd., P.O. Box 1003

Waverly, IA 50677

www.wartburg.edu

STUDENT INTERNSHIP/PRACTICUM AGREEMENT 
Experiential Learning Waiver
This is a release.  Please read carefully

STUDENT NAME: _______________________________________________   ID#_____________                                                       

INTERNSHIP/PRACTICUM DATES: _____________________________________

INTERNSHIP/PRACTICUM AGENCY/SITE _____________________________________________________________

In consideration for the opportunity to receive academic credit by participating in an internship/practicum, the undersigned acknowledges and certifies the following: 

Wartburg College itself does not control the way in which this experiential learning opportunity and the internship/practicum site are structured and operate.  In granting credit for this internship/practicum, Wartburg College, its governing board, agents and employees make no assurances, expressed or implied related to the environment which might exist at the internship/practicum site.  Each internship may include potential hazards which are beyond the control of Wartburg College, its governing board, agents and employees.

INSURANCE COVERAGE
1.  
I have sufficient health, accident, and hospitalization insurance to cover me during my internship; I further understand that I am responsible for the costs of such insurance, and I recognize that Wartburg College does not have an obligation to provide me with such insurance.

2.  
I assume full responsibility for any physical or emotional problems that might impair my ability to complete the experience, and I release Wartburg College, its governing board, agents and employees from any liability for injury to myself or damage to or loss of my possessions.

3.  
I understand that if I use my personal vehicle for the benefit of the organization with whom I serve my internship/practicum, Wartburg College, its governing board, agents and employees has no liability for injury or property damage which may result from that use.  I agree to rely solely on my personal vehicle insurance coverage and on any liability coverage which may be provided by the internship/practicum site.

4.  
I understand that I will not be entitled to unemployment compensation benefits upon completion of my internship.  Further, I understand that Wartburg College, its governing board, agents and employees assumes no liability for injuries that I may suffer or cause to others during the course of my internship/practicum and agree to be responsible for ascertaining whether the internship/practicum agency/site provides workers compensation and/or liability insurance coverage for me.

PERSONAL CONDUCT
I understand that the responsibilities and circumstances of an internship/practicum may require a standard of professional decorum that may differ from that of Wartburg College.  Therefore, I indicate my willingness to understand and conform to the professional standards of the  internship/practicum agency/site. I further understand that it is important to the success of both present and future internships/practicums that participants observe standards of conduct that would not compromise Wartburg College from the perspective of individuals and organizations.  I agree, should the campus supervisor of my program determine that I must be terminated from my internship/practicum because of conduct that reflects poorly on the program or internship/practicum agency/site, that decision will be final and may result in loss of academic credit.

GENERAL RELEASE
I understand and agree that my participation in the internship/practicum and use of any facilities in connection with the internship/practicum is undertaken by me at my own sole risk and that Wartburg College, its governing board, agents and employees are not liable for any and all claims, demands, injuries, damages, or actions whatsoever to me or my property arising out of or connected with the internship/practicum.  I do hereby release, acquit, forever discharge and covenant not to sue Wartburg College, its governing board, employees or agents from any and all liability whatsoever, including all claims, demands and causes of action of every nature that may arise in connection with my participation in the internship/practicum.

This agreement shall be construed, interpreted and controlled by the laws of the State of Iowa with venue in Waverly, Bremer County, Iowa.

STUDENT SIGNATURE ___________________________Date of Birth_________ Age_________

PARENT/GUARDIAN SIGNATURE __________________________________ Date ___________                                       

(If the student is under age 18 at the time the internship begins, parent/guardian signature required)
Office Use Only


Term Enrolled _______ Course #:______________________


Data Entered____________________By____________
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