[image: image2.jpg]AURORA UNIVERSITY








Internship Information

Crouse Center for Student Success

Aurora University

Last updated March 2011


TABLE OF CONTENTS 

Securing Your Internship
page 3

Internship Policy
page 5

Planning Timelines 
page 8

Internship Form
page 11
Faculty Responsibilities
page 14

Site Supervisor Responsibilities
page 16

Student Evaluation
page 17
Faculty Evaluation
page 19
Site Supervisor Evaluation
page 21
An internship is not only an opportunity to continue to learn new skills and expertise; it is also an opportunity to put into practice concepts and theories learned in the classroom.  You can expect, then, to learn what it takes to be a successful professional while beginning to make meaningful contributions to the workplace.  Your internship experience is an important addition to your résumé and a step toward achieving your career goal.

EXPECTATIONS
Here are some expectations as you begin your internship:

· Continue to exemplify the Aurora University values of integrity, citizenship, excellence and continuous learning as you are representative of all the students at the University.
· Manage the process of securing your internship from beginning to end and meet deadlines. Your internship is your responsibility.
· Be open to learning and willing to take direction from your internship site supervisor and faculty sponsor.

· Take initiative seeking out opportunities and additional responsibilities.  Be eager to impress.

· Communicate openly with your internship site supervisor.  Occasionally, conflicts arise in the work place.  Begin by talking with your internship site supervisor.  In the event you cannot resolve the conflict please contact the internship coordinator and your faculty sponsor.
· Learn about the office culture and follow organizational policies such as requesting time off. Requesting time off should be done in very special circumstances and with advance notice to the internship site supervisor.

· Develop relationships with peers and professionals that you could draw upon when job searching in the future.
· At the end of the internship experience complete the appropriate evaluation form.

· Fulfill your commitments.  Do what you say you will do including working the appropriate number of hours for the related number of credit hours.  Please see table 1.
STEPS TO FOLLOW

Here are the steps to securing an internship some of these steps may occur concurrently:
1. Talk with an advisor about your interest in an internship and pick up forms from the Crouse Center for Student Success
2. Determine what you want to accomplish in your internship and how many credit hours you want to earn.  Please see table 1.
3. Create (or in some cases refine) your résumé.
4. Find a faculty sponsor.
5. Identify internship opportunities.  You can find leads through the Crouse Center for Student Success, faculty members, parents, friends and other connections.
6. Develop learning objectives with your faculty sponsor. Prepare a draft proposal before meeting with your faculty sponsor including goals and objectives you want to accomplish during your internship, explain why these goals are significant, and suggest possible evaluation tools.
7. Apply for internship positions.
8. Secure interviews.
9. Write thank you notes to everyone with whom you interviewed.
10. Obtain appropriate signatures for internship and registration forms.
11. Turn in completed forms to the Crouse Center for Student Success. Make sure you have signed the forms and have secured the signatures of your sight supervisor and faculty sponsor.  The Crouse Center for Student Success is responsible for securing the Dean and Registrar’s signature.  Please see table 2 for deadlines.

TABLE #1

HOURS WORKED VERSUS SEMESTER HOURS EARNED

	Clock hours worked
	=
	Semester hour equivalent



	145 on-site hours
	=
	3 semester hours

	193 on-site hours
	=
	4 semester hours

	242 on-site hours
	=
	5 semester hours

	290 on-site hours
	=
	6 semester hours

	338 on-site hours
	=
	7 semester hours

	387 on-site hours
	=
	8 semester hours

	435 on-site hours
	=
	9 semester hours


TABLE #2

Deadlines not to miss!
	If you want an internship for:
	Completed forms submitted to the Crouse Center for Student Success by:

	Fall
	August 1st 

	Spring Semester
	December 15th

	Summer
	May 1st


LEGALESE
You’re responsible for the following included but not limited to:

1. Transportation to and from interviews and your work place.

2. Any required insurance, clothing, and additional materials needed for use during the internship.
3. Background checks and tests required to secure the internship.



Approved at the January 16, 2009 meeting of the Faculty Senate

All students are encouraged to explore and participate in an internship experience.  Aurora University recognizes the validity of field experiences and experiential learning conducted under the direction of the faculty and encourages the integration of such learning into the University’s academic programs where appropriate.  

All forms and information for students interested in an internship experience are located in the Crouse Center for Student Success.  Students must meet with their academic advisor and/or the internship advisor prior to starting an internship experience.  Students can choose to participate in either an academic internship experience for credit, or a non-credit volunteer internship experience.  All internship experiences are experiential.

Students pay normal tuition for internship credit.  Students are responsible for other expenses associated with placements (e.g., travel, texts or reference materials, special clothing, insurance required by the site, etc.).

1. Students participating in an academic internship experience for credit may arrange the internship experience in conjunction with any credit-bearing program of the University with the consent and sponsorship of the program faculty.  Internships carry common course numbers throughout the University, together with the departmental prefix of the sponsoring program.  Internship experiences may carry a departmental prefix reflecting the discipline of the faculty sponsor and the contact of the learning experience, even though the credit may not be applicable to a specific major.

a.  Aurora University offers two forms of internship experiences:

· An academic internship experience for credit requires the student to be at least a sophomore in standing.  The academic internship experience requires a faculty sponsor and educational criteria.  Internships can be designated as either credit/no credit or letter grade depending on the school or program.  An academic internship experience will have the appropriate departmental prefix (i.e. CRJ, BUS, BIO, etc.) and 2940/3940/4940.

· A non-credit volunteer internship experience enables a student to either explore a professional area of interest or perform a documented community service.  The non-credit internship experience does not require a faculty sponsor and the student will not receive credit or a letter grade for the experience.  Non-credit internships may never be converted for retroactive credit or recorded on the academic transcript.

b.  All students participating in an internship experience must have a cumulative GPA of at least 2.00.  This policy does not apply to students who are majoring in Social Work, Education, Physical Education, Athletic Training and Nursing.  Schools and programs have the right to apply a higher GPA standard that may supersede this policy. Students must not have been on academic warning at the end of the preceding term when the internship experience is to begin.  Students must also have completed at least 12 semester hours at AU by the time the internship experience begins.  The program faculty of the approving/sponsoring unit may impose additional or more stringent requirements for eligibility.  


c. Students must meet all eligibility requirements imposed by the internship site, including but not limited to GPA requirements, prior completion of specific coursework, background/security checks, citizenship/residency requirements, health and fitness, insurance coverage, prior work experience, and demonstrated competence in specific skills.

d.  In order for the student to receive credit for an academic internship experience, the student must complete the minimum required number of clock hours per semester hours. 

	Credit Hours Attempted
	Minimum Required Clock Hours

	3
	145

	4
	193

	5
	242

	6
	290

	7
	338

	8
	387

	9
	435

	10
	483

	11
	531

	12
	579

	13
	627

	14
	676


f.  Other completion requirements (including but not limited to outside reading, journals and logs, written assignments, progress and exit interviews) may be imposed at the discretion of the faculty sponsor or the program faculty.  In all cases the completion requirements of the learning experience shall include documentation, readings or other assignments adequate to support evaluation for credit by the faculty. 

g. A maximum of 14 semester hours of academic internship experience credit may be presented for graduation as part of general degree requirements.

h. Contracts for an academic internship experience for inclusion in a major must bear the signatures of the student, the site supervisor, the faculty sponsor, dean or designate, and the internship advisor .  The deadline for submitting completed contracts for an internship experience are:  Fall Semester = August 1, Spring Semester = December 15, Summer Semester = May 1.  No approvals required in this section may be granted retroactively. Students may not begin their internship experience prior to official registration for the course. 
h. Faculty sponsors must secure the prior approval of the academic dean unless sponsorship duties have been arranged in the faculty member’s contractual load or otherwise delegated by the dean.  The internship advisor will determine the appropriateness of a particular site or placement and then either arrange the initial contact between the student and the site or provide contact information for the student to arrange an interview.  Students who have learned of potential sites through other channels must review the site with the internship coordinator or program chair before initiating contact with the site. 

i. An approved internship experience contract must be presented together with the student’s registration form or change of course petition, as an authorization to register for an internship experience.

j. Students are to consult and secure a faculty sponsor during the first five weeks of the term preceding the term in which an internship experience is to begin.  

k. Final evaluation for the issuance of credit/no-credit or letter grade is the sole responsibility of the faculty sponsor as the faculty member of record for the learning experience, who will consult with and consider the evaluations of the student and the site supervisor.  


FALL INTERNSHIP


NOTE TO STUDENTS:   If you want to begin your internship in the Fall Semester, begin planning in the preceding Spring Semester.
	
	January
	February
	March
	April
	May
	June
	July
	August

	Talk with an advisor about your interest in an internship
	
	
	
	
	
	
	
	

	Determine what you want to accomplish in your internship
	
	
	
	
	
	
	
	

	Pick up internship and registration forms at the Crouse Center
	
	
	
	
	
	
	
	

	Create or refine your résumé
	
	
	
	
	
	
	
	

	Find a faculty sponsor
	
	
	
	
	
	
	
	

	Identify internship opportunities
	
	
	
	
	
	
	
	

	Develop learning objectives and evaluation requirements with faculty sponsor – prepare a draft in advance
	
	
	
	
	
	
	
	

	Apply for internship opportunities
	
	
	
	
	
	
	
	

	Secure interviews


	
	
	
	
	
	
	
	

	Write thank you notes
	
	
	
	
	
	
	
	

	Accept internship position
	
	
	
	
	
	
	
	

	Complete forms and secure all signatures
	
	
	
	
	
	
	
	

	Deadlines for completed internship contracts
	
	
	
	
	
	
	
	8/1 for Fall  Internship





SPRING INTERNSHIP
NOTE TO STUDENTS:   If you want to begin your internship in the Spring Semester then begin planning in the preceding Fall Semester.
	
	August
	September
	October
	November
	December
	January 

	Talk with an advisor about your interest in an internship
	
	
	
	
	
	

	Determine what you want to accomplish in your internship
	
	
	
	
	
	

	Pick up internship and registration forms at the Crouse Center
	
	
	
	
	
	

	Create or refine your résumé
	
	
	
	
	
	

	Find a faculty sponsor
	
	
	
	
	
	

	Identify internship opportunities
	
	
	
	
	
	

	Develop learning objectives and evaluation requirements with faculty sponsor – prepare a draft in advance
	
	
	
	
	
	

	Apply for internship opportunities
	
	
	
	
	
	

	Secure interviews


	
	
	
	
	
	

	Write thank you notes
	
	
	
	
	
	

	Accept internship position
	
	
	
	
	
	

	Complete forms and secure all signatures
	
	
	
	
	
	

	Deadlines for completed internship contracts
	
	
	
	
	12/15 for Spring Internship 
	



SUMMER INTERNSHIP


NOTE TO STUDENTS:   If you want to begin your internship in the Summer Term then begin planning in the preceding Spring Semester.
	
	January 
	February
	March
	April
	May
	June

	Talk with an advisor about your interest in an internship
	
	
	
	
	
	

	Determine what you want to accomplish in your internship
	
	
	
	
	
	

	Pick up internship and registration forms at the Crouse Center
	
	
	
	
	
	

	Create or refine your résumé
	
	
	
	
	
	

	Find a faculty sponsor
	
	
	
	
	
	

	Identify internship opportunities
	
	
	
	
	
	

	Develop learning objectives and evaluation requirements with faculty sponsor – prepare a draft in advance
	
	
	
	
	
	

	Apply for internship opportunities
	
	
	
	
	
	

	Secure interviews


	
	
	
	
	
	

	Write thank you notes
	
	
	
	
	
	

	Accept internship position
	
	
	
	
	
	

	Complete forms and secure all signatures
	
	
	
	
	
	

	Deadlines for completed internship contracts
	
	
	
	
	5/1 for Summer Internship
	



APPLICATION TO RECEIVE INTERNSHIP CREDIT
	Student Information 

	Last Name:
	
	First Name:
	

	Contact  Phone:
	(         )
	Alt. Phone:
	(         )

	Aurora E-mail:
	

	Student ID#:
	
	Total semester hours completed:
	

	Primary Major:
	
	Secondary Major:
	

	Minor(s):
	


	Site Supervisor Information

	Site Supervisor Name:
	
	Title:
	

	Organization Name:
	

	Organization Address:
	

	City:
	
	State:
	
	ZIP Code:
	

	Office Phone:
	(         )
	E-mail Address:
	


	Faculty Sponsor  Information

	Faculty Sponsor Name:
	
	Department:
	

	Office Phone:
	(         )
	E-mail Address:
	


	Course Information

	Beginning Date:
	
	Ending Date:
	

	Work Schedule:

(List Hours work ea. Day)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	
	

	Hours Work Per Week
	
	Number of Credit Hours:
	

	Course Number to Assign:

	Department:
	Number:


	Section a: Internship Description: 

	STUDENT: In the space below provide a detailed description of responsibilities, tasks, and any specific requirements you and/or the university must meet.  You may attach additional sheets or description furnished by the organization if necessary.

	

	Section b: Learning Objectives:

	STUDENT:  In the space below, outline what you would like to accomplish by the end of your internship experience.  Objectives should address the following areas: what you want to learn about professionalism within your industry; what skills; expertise and knowledge you want to gain; and what characteristics you want to develop.  You may attach additional sheets if necessary.

FACULTY SPONSOR:  In collaboration with the student, please review and refine Learning Objectives.



	

	section c: Evaluation requirements: 

	Student:  Propose the method by which your internship experience will be assessed by the faculty sponsor.  Examples include but are not limited to:  journals, portfolios, work samples, or papers. 

FACULTY SPONSOR:  Collaborate with student on acceptable evaluation tools. The Faculty Sponsor will use these evaluation methods to assess the degree to which the student accomplished the learning objectives and thereby assign a letter grade or CR/NCR to the internship experience. 



	


	SEction d:  Other information

	STUDENT AND/OR FACULTY SPONSOR:  Provide any additional relevant information:




	approval signatures:  

STUDENT: Please secure first three signatures .  Turn in to the Crouse Center for Student Success along with completed Registration or Change of Course forms. Crouse Center for Student Success will be responsible for securing Dean ‘s signature. 

FACULTY SPONSOR: By signing this form you agree to the internship experience, learning objectives, and evaluation requirements as outlined in Sections A, B, and C.

	1.   Student 



	2.  Faculty Sponsor



	3.  Site Supervisor



	4.  Internship Advisor Signature



	5.  Dean or Designee Signature



	for office use only

	Date Application Received
	

	At least 2.0 GPA:

	At least 12 s.h. at AU:
	Academic Warning:

	Contact Hours/Credit Hours
	

	Course Number to Assign:

	Department:
	Number:

	Course Title:  Company Name
	Internship at . . . 

	Registrar Initials

	Date Received
	Date Input:



An internship is not only an opportunity for students to continue to learn new skills and expertise; it is also an opportunity to put into practice concepts and theories learned in the classroom.  Students can expect to learn what it takes to be a successful professional while beginning to make meaningful contributions to the workplace.  An internship experience is an important addition to students’ résumés and is a step toward achieving their career goals. Faculty sponsors are a critical guide and mentor in a student’s internship journey. 


EXPECTATIONS

Here are some expectations as you mentor your student:

· Help the student find leads for internships openings.

· Provide feedback and support as the student develops his/her résumé or prepare for interviews.

· Work with the student to develop challenging learning objectives.

· Determine appropriate assignments that will evaluate what the student learned during his/her internship.

· Evaluate the student’s work and assign the grade for the experience.
· Provide challenge and support as the student transitions to a professional. Meet regularly with the student.
· Be available and provide a “sounding board.”  Occasionally, conflicts arise in the work place.  The student may use his/her faculty sponsors as a professional confidant to help problem solve.  Help the student generate solutions instead of solving the problem on his/her behalf. 
· At the end of the internship experience, complete the appropriate evaluation form. 

PROCEDURES

The following are some ways you can support a student as he/she secure his/her internship:
1. Make sure the student has an internship packet of information

2. Help the student determine what he/she wants to accomplish in his/her internship as well as realistically how many credits could be earned.  Please see table 1.
3. Review and provide feedback on the student’s résumé. 

4. Assist in identifying internship opportunities.  
5. Develop learning objectives with the student. The student should prepare a draft proposal before meeting with you including goals and objectives he/she would like to accomplish during the internship, an explanation why these goals are significant, and suggested possible evaluation tools.

6. Assist student in completing the forms and sign where appropriate. Completed form must be submitted to the Crouse Center: For a Fall start – August 1st, for a Spring start – December 15th, and Summer Start – May 1st.
OTHER RELATED ADMINISTRATIVE ISSUES
1. Internship contracts reflect the entire experience and are distinct from registration forms.  In the accompanying registration forms, the internship credit hours may be divided to fit the beginning and end dates of the academic calendar.

2.  Internship experiences will follow the beginning and end dates of academic terms.
· If a student internship begins in May and ends in August then:

· The student will register for May term for the number of credit hours corresponding to the number of hours worked in that term.

· The student will also register for the appropriate summer term(s) for the number of credit hours corresponding to the number of hours worked in that term(s).  

· In the instance described above the student will earn an "X" grade in May term and, upon completion of the hours in the summer term(s), will then receive a grade for May and Summer terms.  This is to ensure the student achieves the overall learning objectives and completes the internship commitment to the internship site.
3. One and two credit hour internships are allowed in two circumstances: 1) when at the recommendation of faculty and 2) as a part of a larger experience such as internships over a summer session and divided up between May and Summer terms as described above.

4. Departments can regulate internship hours and can limit experiences to no more that 4 credit hours for example. Students can still earn more than 4 credit hours of internship credit toward graduation as outlined in policy but would need to secure another faculty sponsor in another department. Therefore a student could work at one internship earning 8 credits hours towards graduation requirements with 4 credit hours of the total 8 being sponsored and awarded by one department and the other 4 credit hours sponsored and awarded by another Department.
5. If a student is utilizing a current employer for an internship site, the internship experience must be comprised of tasks and responsibilities that are beyond his/her "normal" duties and be supervised by someone other than his/her current supervisor.  Students cannot earn college credit for current work experience. 

6. After the student signs the completed internship form, along with the faculty sponsor and the site supervisor, the Crouse Center will sign the internship form and send (along with the registration or change of course forms) to the appropriate dean for his/her final signature and approval. The dean will return the internship forms to the Crouse Center for Student Success. The Crouse Center for Student Success will then forward the completed documents to the Office of the Registrar for final processing. For the purposes of the Office of the Registrar’s the name of the course will be the name of the organization where the student is interning. 
TABLE #1

HOURS WORKED VERSUS SEMESTER HOURS EARNED

	Clock hours worked
	=
	Semester hour equivalent



	145 on-site hours
	=
	3 semester hours

	193 on-site hours
	=
	4 semester hours

	242 on-site hours
	=
	5 semester hours

	290 on-site hours
	=
	6 semester hours

	338 on-site hours
	=
	7 semester hours

	387 on-site hours
	=
	8 semester hours

	435 on-site hours
	=
	9 semester hours


Thank you for providing an opportunity for students to apply the skills learned in the classroom in a professional context.  Students are eager to not only learn what it takes to be a successful professional, but to begin making meaningful contributions to the workplace as well.  Site supervisors play an important role as students begin to transition to professionals.  You will be an important guide and mentor to these young professionals.  
EXPECTATIONS OF SITE SUPERVISORS
· Help students by providing meaningful and worthwhile learning opportunities to gain experience in their chosen field.  

· Supervise interns and provide feedback regarding their performance and professionalism.

· Accommodate the Faculty Sponsor’s site visit when appropriate.

· Provide regular feedback of the intern’s performance and progress to the Faculty Sponsor.

· At the end of the internship experience complete the appropriate evaluation form. 

EXPECTATIONS OF OUR STUDENTS

· Continue to exemplify the Aurora University values of integrity, citizenship, excellence and continuous learning as interns are representative of all the students at the University.  

· Manage the process of securing his/her internship from beginning to end and meet deadlines. 

· Be open to learning and willing to take direction from the internship site supervisor.

· Take initiative by seeking out opportunities and additional responsibilities.  Be eager to impress. 

· Communicate openly with the internship site supervisor.  

· Learn about the office culture and follow organizational policies such as requesting time off. Requesting time off should be done in very special circumstances and with advance notice to the internship site supervisor.

· Develop relationships with peers and professionals that the intern could draw upon when job searching in the future.
· Fulfill commitments.  Following through on what the intern committed to including working the appropriate number of hours for the related number of credit hours.  Please see table 1 below.
TABLE #1

HOURS WORKED VERSUS SEMESTER HOURS EARNED

	Clock hours worked
	=
	Semester hour equivalent



	145 on-site hours
	=
	3 semester hours

	193 on-site hours
	=
	4 semester hours

	242 on-site hours
	=
	5 semester hours

	290 on-site hours
	=
	6 semester hours

	338 on-site hours
	=
	7 semester hours

	387 on-site hours
	=
	8 semester hours

	435 on-site hours
	=
	9 semester hours



Intern Self-Evaluation


At the conclusion of your internship or end of a semester, whichever comes first, please complete this self –evaluation.  
	Intern Name:
	Intern Job Title:



	Internship Site:



	Intern Contact Phone:
	Intern Aurora E-mail:



	Faculty Sponsor Name and Department:



	Site Supervisor Name and Title:



	Internship Term: 
Fall   Spring   May   Summer

Internship Year:



	Internship Start Date:


	Internship End Date:


Please rate yourself and the internship experience by circling the appropriate number:
	QUESTION
	STRONGLY AGREE
	AGREE
	NEUTRAL
	DISAGREE
	STRONGLY DISAGREE

	1. The internship met my expectations.


	5
	4
	3
	2
	1

	2. I received appropriate and adequate training from my internship site supervisor.
	5
	4
	3
	2
	1

	3. My course work adequately prepared me for my internship.


	5
	4
	3
	2
	1

	4. I understood my responsibilities and was able to contribute to the organization.
	5
	4
	3
	2
	1

	5. The work I did during my internship was usually meaningful.


	5
	4
	3
	2
	1

	6. I got along with my supervisor and co-workers.


	5
	4
	3
	2
	1

	7. My internship was relevant to my academic and career goals.


	5
	4
	3
	2
	1

	8. I believe my supervisor was fair and open with me.


	5
	4
	3
	2
	1

	9. At the end of the internship I felt more like a professional and less like a student than I did at the beginning.
	5
	4
	3
	2
	1

	10. My faculty sponsor helped me gain a better understanding of what I was learning through my internship.
	5
	4
	3
	2
	1

	11. I would recommend this internship site to others.


	5
	4
	3
	2
	1


	QUESTION
	ANSWER

	How could you have performed better in your internship?


	

	What did you like most about your internship?


	

	What did you like least about your internship?


	

	Additional Comments


	


Upon completion, please return this form to your Faculty sponsor so that your grade for the internship course may be processed.

Faculty Sponsor Evaluation


At the conclusion of a student’s internship or at the end of a semester, whichever comes first, please complete this evaluation.  Review with the student the following: the faculty sponsor evaluation; the site supervisor evaluation; and the student’s self-evaluation. 

	Intern Name:
	Intern Job Title:



	Internship Site:



	Faculty Sponsor Name and Department:



	Internship Term: 
Fall   Spring   May   Summer

Internship Year:



	Internship Start Date:


	Internship End Date:


Please rate the intern’s ability by circling the appropriate number:
	QUESTION
	STRONGLY AGREE
	AGREE
	NEUTRAL
	DISAGREE
	STRONGLY DISAGREE

	1. The internship had a meaningful impact on the student.


	5
	4
	3
	2
	1

	2. The student’s performance met expectations.


	5
	4
	3
	2
	1

	3. The student achieved the stated learning objectives.


	5
	4
	3
	2
	1

	4. The student developed positive professional relationships with site supervisor and co-workers.
	5
	4
	3
	2
	1

	5. The site supervisor provided the student with adequate and appropriate feedback.
	5
	4
	3
	2
	1

	6. The student has a better understanding of careers in the field.

	5
	4
	3
	2
	1





	QUESTION
	ANSWER

	In what ways did the student achieve the learning objectives for the internship?


	

	Characterize the student’s performance.


	

	Additional Comments


	



Site Supervisor Evaluation


At the conclusion of the student’s internship or end of a semester, whichever comes first, please complete this evaluation.  Please review this evaluation with the intern.  Your constructive feedback is critical to the student’s professional development.

	Intern Name:
	Intern Job Title:



	Internship Site:



	Site Supervisor Name and Title:



	Site Supervisor Contact Phone:
	Site Supervisor Contact E-mail:



	Internship Term: 
Fall   Spring   May   Summer

Internship Year:



	Internship Start Date:


	Internship End Date:


Please rate the intern’s ability and the internship experience by circling the appropriate number: 

	QUESTION
	STRONGLY AGREE
	AGREE
	NEUTRAL
	DISAGREE
	STRONGLY DISAGREE

	1. The intern worked effectively with others.


	5
	4
	3
	2
	1

	2. The intern was enthusiastic at work and took initiative.

	5
	4
	3
	2
	1

	3. The intern has strong written communication skills.


	5
	4
	3
	2
	1

	4. The intern has strong oral communication skills.


	5
	4
	3
	2
	1

	5. The intern was able to make meaningful contributions to the organization.
	5
	4
	3
	2
	1

	6. The intern was dependable.


	5
	4
	3
	2
	1

	7. The intern demonstrated strong critical thinking and problem solving skills.
	5
	4
	3
	2
	1

	8. The intern used time effectively. 


	5
	4
	3
	2
	1

	9. The intern demonstrated professionalism and maturity.


	5
	4
	3
	2
	1

	10. The intern was able to take direction and grow from constructive feedback.
	5
	4
	3
	2
	1


	QUESTION
	ANSWER

	What further professional development would you recommend for this intern?


	

	Please rate the intern’s overall performance.


	4 = Superior

3 = Above Average

2 = Average

1 = Below Average

0 = Unsatisfactory



	Additional Comments


	


Please return your form to the intern or faculty sponsor.
[image: image1.png]



Student Name:												
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