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	Student Information:

	Last Name:
	
	M/F:
	

	First Name
	
	MI:
	

	Student ID:
	
	

	Class Year:
	
	

	Major(s):
	

	Concentration(s):
	

	Address during internship:

	Street Address:
	

	City, State, Zip:
	

	Phone:
	
	e-mail :
	


	Registration Information:

	Credit should be awarded for:

	 FORMCHECKBOX 
 Fall
	 FORMCHECKBOX 
 Interim (1.0 credit only)
	 FORMCHECKBOX 
 Spring                  FORMCHECKBOX 
 Summer

	 FORMCHECKBOX 
 .5 Credit
	 FORMCHECKBOX 
 1.0 Credit
	

	Internship Begin Date
	___/___/___
	Internship End Date
	___/___/___

	(Internship begin and end dates must fall within the first and last days of classes for that term, in accordance with the Registrar’s calendar. For summer, internship must begin and end in accordance with the Registrar’s summer school schedule.)

	Level:
	 FORMCHECKBOX 
 294
	 FORMCHECKBOX 
 394

	Academic Dept./Program:
	
	


	Faculty Internship Supervisor*:
	

	Dept./Program:
	

	e-mail:
	

	(*Signature required on page 4.)
	

	Registrar’s Signature:*
	

	(*To be added last, after submission of learning agreement to Registrar’s office.)


	Organization Information: (Please complete the following with accurate information. It is necessary for correspondence with the CEL and site throughout the internship.)

	Company/Organization:
	

	Supervisor’s Name:
	

	Supervisor’s Title:
	

	Street Address:
	

	City, State, Zip:
	

	Country:
	

	Phone:
	
	Fax:
	

	e-mail:
	

	St. Olaf Alumni?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Internship Position/Title:*
	

	(*Above should match position title on the attached internship job description.)


	Please check all that apply:

	 FORMCHECKBOX 
 Not Paid
	 FORMCHECKBOX 
 Stipend
	$________
	 FORMCHECKBOX 
 Hourly Wage $ ___/hr.

	 FORMCHECKBOX 
 Undergraduate Scholarship
	Name of scholarship: 
	

	 FORMCHECKBOX 
 Lilly funded
	 FORMCHECKBOX 
 Paid by Organization
	 FORMCHECKBOX 
 Other:


	SUMMER ACADEMIC INTERNSHIP:
	
	

	Students must connect with the following offices when participating in an  international or domestic summer internship before June 1st:

	 FORMCHECKBOX 
 Internship Office
	 FORMCHECKBOX 
 Registrar’s

	 FORMCHECKBOX 
 Business Office
	 FORMCHECKBOX 
 Financial Aid

	Deadline for DOMESTIC SUMMER academic internships: June 1st
Deadline for INTERNATIONAL SUMMER academic internships: April 1st
	
	


	International Academic Internship:
	
	

	Additional paperwork is required from students completing an academic internship outside of the United States.  Find more information online at the CEL website.

Deadline for INTERIM/SPRING international academic internships: Nov 1st
Deadline for SUMMER international academic internships: April 1st
If you are completing an international academic internship during FALL semester, speak with the Internships Program Director in the CEL to make arrangements. 
	
	


	Learning Plan
	Learning Goals

List what you intend to learn during the internship

(use the categories on the left as a guide)
	learning Strategy

If applicable, list how you will achieve these goals 

(use the internship job description as a guide)

	Skill Development

Think about and document how the internship will enhance your skills in the following areas: critical thinking, information literacy, interpersonal communication and leadership (use pg. 3 as a guide).
	
	

	Academic Learning/Application

Illustrate how you intend to apply your academic coursework to your chosen internship.  
	
	

	Career Awareness

Project how you see this internship impacting your short and long-term career plans. Think about your specific position in relation to education and professional development required for a career in this field.
	
	

	Organizational Operation

Summarize what you hope to learn about the internship environment, operational procedures, organizational structure and culture, etc.
	
	

	Personal/professional Development

Explain how you will use the internship to develop and/or deepen your sense of vocation, understanding of diverse and cross-cultural perspectives and engagement as a citizen (use pg. 3 as a guide).
	
	



	GETTING STARTED ON YOUR LEARNING PLAN
You need to begin filling out the learning plan. After you have a rough draft, you, your faculty supervisor, site supervisor and associate director for the Office for Internships should work together to complete the Learning Plan.  The purpose of the Learning Plan is to think through learning goals prior to beginning your internship experience; these goals will facilitate the learning process throughout your internship.  Each goal should be complemented with a strategy – if applicable - showing how you will develop the stated goals.  Following are guidelines of what each category is looking for in terms of content. 



	SKILL DEVELOPMENT: How the internship will impact your skill development in the following areas that are relevant to your internship.

	
	

	Critical Thinking

1. Synthesize and evaluate information from various sources

2. Formulate questions and analyze problems with a view towards confirming, validating and/or proposing solutions

3. Apply discipline based knowledge in experiential learning contexts

4. Understand and adapt accepted concepts and behaviors to existing and changing conventions and norms

Interpersonal Communication

1. Apply active listening and demonstrate effective personal interactions one-to-one and within groups

2. Demonstrate communication confidence utilizing a variety of skills to convey concepts

3. Evaluate the impact of communication in terms of achievement of goals and its effects on others

4. Integrate effective communication via oral, written and/or electronic formats to a variety of audiences and in different organizational settings


	Information Literacy

1. Access general discipline-specific print, media and online resources utilizing existing and emerging technologies

2. Determine the appropriateness of information resources

3. Integrate information into one’s own knowledge base

4. Apply appropriate information resources to advance experiential learning and vocational goals

Leadership

1. Work collaboratively with individuals and groups of different backgrounds to achieve common goals

2. Demonstrate a capacity for personal change and growth in the process serving as a role model for similar transformation in others

3. Motivate, empower and engage others throughout an organization

4. Understand that opportunities exist to demonstrate leadership through both formal leadership roles as well as through committed service

	

	Academic Learning/Application: Ideas/concepts/theories related to your major(s)/concentration(s) and/or the liberal arts that apply to your career goals.

	

	Career Awareness: Specific career positions and occupations, training required, professional development opportunities.  Short-term and long-term career goals.

	

	Organizational Operation: Understanding of the workplace, operational procedures, organizational culture and structure; gaining a sense of the overall environment.

	
	

	Personal Development: How the internship will impact the person you are and hope to become in the following areas:

	
	

	Diverse Perspectives

1. Seek opportunities to assimilate new understanding through immersion in a variety of settings

2. Recognize and understand the implications of diverse cultural backgrounds, value systems and various social structures for social and work related interactions

3. Seek out, respect and value diverse perspectives and opinions for understanding the complexity of social and work related issues

4. Incorporate domestic and international cultural experiences in deeper understandings that allow effective collaborations with individuals and groups from diverse social, cultural and socioeconomic background

5. Integrate values based reflection and evaluation in an ongoing intentional process for personal and professional growth

Engaged Citizenship

1. Seek opportunities to serve the campus and surrounding community

2. Utilize insights developed through a variety of opportunities to refine and clarify one’s value system

3. Demonstrate an openness/sensitivity to alternative views and continuing dialogues based on an understanding of one’s personal values and how they effect society

4. Act as a change agent, questioning existing beliefs and conditions and taking appropriate actions to initiate change

5. Integrate values based reflection and evaluation in an ongoing and intentional process for personal and professional growth
	Sense of Vocation

1. Demonstrate self-awareness by assessing values, interests, skills and abilities

2. Identify potential career options and lifestyle choices

3. Apply effective decision making skills by setting long-range personal and career goals and identifying appropriate action steps, including a variety of experiential learning activities

4. Articulate a passion/vocation/calling understanding that one’s gifts and values expressed through personal and professional choices impact society in a unique way

5. Integrate values based reflection and evaluation in an ongoing and intentional process for personal and professional growth

	
	


	For Faculty Use Only: Evaluation/Reflection

Describe how your progress regarding each learning objective will be measured. Indicate what your faculty supervisor requires for ongoing evaluation.

	 FORMCHECKBOX 
 Daily Journal
	 FORMCHECKBOX 
 Paper(s)

	 FORMCHECKBOX 
 Readings
	 FORMCHECKBOX 
 Reflection on Learning Plan

	 FORMCHECKBOX 
 Other (please describe):

	Integrated Project/Closing Activity:

To be decided upon by the student intern and faculty supervisor.

	 FORMCHECKBOX 
 Integrated Paper
	 FORMCHECKBOX 
 Portfolio

	 FORMCHECKBOX 
 Project
	 FORMCHECKBOX 
 Seminar Presentation

	 FORMCHECKBOX 
 Other (please describe):

	

	Due Date of Project:*
	

	(*Must be submitted well in advance of the date grades are due to the Registrar’s Office.)

	For Faculty Use Only: Criteria for Evaluation

Please describe specific expectations for choices in reflective and closing activities. Also, indicate how often you will correspond with the student intern, how you plan to receive completed work, if you will conduct a site visit, etc. 

	

	

	

	

	

	

	

	

	

	


	INTERN :
	Signature:
	
	Date :
	

	I agree to follow through with all statements made on this application form by my site supervisor, faculty supervisor and myself.  I will initiate regular contact with my supervisors, will complete assignments promptly, and will adhere to all organizational arrangements, procedures, and standards of ethical conduct.  I will meet all deadlines set by my supervisors, including those related to final evaluation procedures so that a grade can be reported by the grades due date.  I understand that neither St. Olaf College nor the internship sponsor assumes any liability in the event of accident, illness or damage to or loss of personal property.

	
	
	
	
	

	SITE SUPERVISOR :
	Signature:
	
	Date: 
	

	I have discussed this internship with the student and negotiated and assigned the work components that appear in the attached job description.  I agree to provide assistance and necessary training and consultation to help the intern complete the Learning Plan.  I further agree to provide the intern with an orientation concerning relevant organizational policies, procedures and functions and to meet with the intern regularly and to be available to counsel, mentor and advise for the duration of the internship.  I agree to conduct a mid and final evaluation of the intern and to participate in a site visit by a St. Olaf faculty person and/or the Internship Director if requested.

	
	
	
	
	

	FACULTY SUPERVISOR:
	Signature:
	
	Date: 
	

	I have discussed, reviewed and approved the student’s Learning Plan and site job description.  These statements constitute a valid learning experience worthy of academic credit.  I agree to be in regular contact with the student as outlined in the Learning Plan, evaluating the integrated project/closing activity, contacting the site supervisor if necessary, participating in an on-site visit if possible, and submitting a grade (P/N) by the grades due date.

	
	
	
	
	

	INTERNSHIP OFFICE:
	Signature:
	
	Date: 
	

	In my judgment the learning objectives described in the Learning Plan constitute a valid experiential learning experience.  The position description and responsibilities set forth from the internship site meet the guidelines for a valid internship experience and introduction to the world of work.  I agree to work with the student, faculty supervisor and site supervisor to ensure that objectives, strategies and evaluations of the internship are fulfilled.

	
	
	
	
	

	DEPT. CHAIR:*
	Signature:
	
	Date: 
	

	(*Signature required only if counting internship towards major.)  I have discussed, reviewed and approved the student’s Learning Plan and site job description.  These statements constitute a valid learning experience worthy of academic credit. 

 I approve this internship to be counted towards the requirements fulfilling this student’s major.

	
	
	
	
	

	INT’L & OFF-CAMPUS STUDIES:*
	Signature:
	
	Date: 
	

	(*Students doing an international internship for credit must meet with the Office for International and Off-Campus Studies for important information prior to officially registering for the internship.)





ST. OLAF COLLEGE ~ STUDENT INTERNSHIP AGREEMENT

This is a Release. Please read carefully.

Student must submit this completed form to the Internship program staff when registering for an academic internship.

I, __________________________________________, ID# ________________ am a student at St. Olaf College and plan to undertake an

   (student name – please print)

Internship during:      ( Fall Semester                   ( Interim               ( Spring Semester            ( Summer

at the following location: _____________________________________________             ____________________________________

                                        (Internship/Externship Site)                                                        (city/state/country)

St. Olaf College itself does not control the way in which the internship work experience and the internship site is structured or operates. In granting academic credit for this internship, the College affirms that, to the best of its judgment, the experience is an appropriate curricular option for students in a liberal arts program of study and worthy of St. Olaf College credit from the Internships program in the CEL but makes no other assurances, expressed or implied, about any travel and living arrangements the student has made.

St. Olaf College does not knowingly approve internship opportunities which pose undue risks to their participants. However, any internship or travel carries with it potential hazards which are beyond the control of the College and its agents or employees.

INSURANCE COVERAGE

I have sufficient health, accident, disability and hospitalization insurance to cover me during my internship. I further understand that I am

responsible for the costs of such insurance and for the expenses not covered by this insurance, and I recognize that St. Olaf College does not have an obligation to provide me with such insurance.

I assume full responsibility for any undisclosed physical or emotional problems that might impair my ability to complete the experience, and I release St. Olaf College from any liability for injury to myself or damage to or loss of my possessions.

I understand that if I use my personal vehicle for the benefit of the agency with whom I perform my internship, St. Olaf College has no liability for personal injury or property damage which may result from that use. I agree to rely solely on my personal vehicle insurance coverage and on any insurance coverage provided by my internship agency.

I understand that I will not be entitled to unemployment compensation benefits upon completion of my internship. Further, I understand that

St. Olaf College assumes no liability for personal injury which I may suffer in the course of my internship and agree to be responsible for ascertaining whether my internship/externship agency provides workers compensation coverage for me.

PERSONAL CONDUCT

I understand that the responsibilities and circumstances of an off-campus internship may require a standard of professional decorum.

Therefore, I indicate my willingness to understand and conform to the professional standards of the internship. I further understand that it is

important to the success of the present internship and the continuance of future internships that interns observe standards of conduct that would not compromise St. Olaf College in the eyes of individuals and organizations with which it has dealings, and I acknowledge the College Internship Assoc. Director’s responsibility for setting rules and interpreting conduct for this purpose. I agree that should the College Internship Assoc. Director decide that I must be terminated from my internship because of conduct that might bring the program into

disrepute, or the internship into jeopardy, or violates St. Olaf College policy, that decision will be final and may result in the loss of academic credit or recognition by the Office for Internships.

GENERAL RELEASE

I understand that St. Olaf College reserves the right to make cancellations, changes or substitutions in cases of emergency or changed conditions or in the general interest of the academic internship program. I understand that the St. Olaf College Internship program may take any actions she/he considers to be warranted under the circumstances to protect my health and safety and/or to guard the integrity of the Internship Program, including termination of the internship experience.

It is further expressly agreed that the internship site and its use of any and all facilities shall be undertaken by me at my sole risk and that St. Olaf College shall not be liable for any and all claims, demands, injuries, damages, actions, or causes of actions, whatsoever to me or to my property arising out of or connected with the internship and with the use of any and all services, or facilities associated with the internship, whether or not sponsored by St. Olaf College. I do hereby expressly forever release, discharge and covenant not to sue St. Olaf College, its governing board, employees or agents as to any and all acts of active or passive negligence and/or liability that may arise out of injury or harm to me, death, or property damage resulting from my participation in this internship.

STUDENT SIGNATURE: ___________________________________________________________    Age: ________    Date: ________

Revised 8/06

Job Description for the Internship

	Student Name:
	

	Internship Job Title:
	

	Begin Date:
	
	End Date:
	

	Hours/week:
	

	Name of Organization:
	

	Supervisor’s Name:
	

	Internship Duties & Responsibilities:

	

	

	

	

	

	

	

	

	

	

	

	

	


Required Component


Post Internship Reflection: Upon completion of the internship, reflect on your learning goals and strategies in each of the areas specified above through a journal or reflective paper.











