Morehead State University

Internship Program – MSU 339


Student Information

Internship: A temporary work experience designed to integrate theoretical aspects of one’s education with practical aspects of a work experience in an organized and supervised fashion. An internship offers the opportunity for students to gain experience in their field, determine if they have an interest in a particular career, create a network of contacts, and gain college credit. MSU internships may be paid or unpaid. 

It is the student’s responsibility to secure an internship. MSU Career Services posts internships, PT jobs, and Institutional Work Study positions on MSU JOB-LINK. To receive academic credit for your internship in MSU 339, please follow the following guidelines:

1. An internship position job description must be 75% professional level responsibilities or

2. Have an advantageous surrounding in which a student can learn vicariously whether or not they go into this field of work (e.g. students cannot practice law, but they can work in a law office, go to court or legal meetings and help out a legal staff).

3. An internship job description must be related to the student’s major or career plan. Clear learning objectives must be outlined on the learning contract. 
4. The student must have a minimum of a 2.5 GPA to qualify for an internship. 

5. The student cannot receive academic credit for a job they are presently in, unless their supervisor will allow them to work in a new position or on a new project. To receive academic credit the student must have clear learning objectives. This must be clearly defined on the learning contract.

6. The student must work 60 hours on a job site for every 1 credit hour they request for MSU 339. 

7. The student must have a MSU JobLInk account,  completed a learning contract and have it signed by their worksite supervisor before they will be able to register for MSU 339. MSU Career Services will review the learning contract and allow the student to register for the class. 

8. Students should report their internship placement information in MSU JOB LINK. To do so, go to your MSU JOB LINK account and log-in.  If you do not have an account, you may request one by going to: www.moreheadstate.edu/career
Click the icon to the right that reads “MSU JOB LINK FOR STUDENTS” 

Then follow these steps:
a. Choose “profile” on the top topic bar

b. Choose  “Found a job/internship? Let us know!” then click “add new” at the bottom of the page

c. Fill in relevant information about your position. For “placement type” choose internship or co-op from the drop-down box. 
9. The student must keep a reflective journal of their internship experience and keep a log of hours that have been on the work site or working on a project for an employer.

Communication with students will be through BLACKBOARD 

Final Grades will be determined by the following method:
1. 30% = Mid – Term grade: 

a. 30 points (30% of total grade) Reflective Interview through Interview Stream 

b. Reported Internship in JobLink

2. 10% Log of hours - Credit hours are 60 hours on the job for every 1 credit hour.

3. 30% of the student’s grade will be the evaluation of their reflective journal
4. 30% of the student’s grade will be determined by an evaluation of their work by the site supervisor (boss at the job)

Guidelines for the Internship Reflective Journal

The student’s reflective journal is not a diary or log of everything they do each day at the job site. The reflective journal should be a typed submission of projects that they are involved in, skills that they have learned or used, culture and interpersonal professional interactions with their co-workers, accomplishments, and struggles that they have had to overcome or what they have learned from a struggle on the job site. Length of journal depends on credit hours (hours on the job). Here are some sample items that should be included:

1. Hours on the job (log for credit hours)
2. Job responsibilities that have been assigned
3. Skills that they have learned or utilized in a new way; include interpersonal skills and customer service skills. 

4. Projects that they are working on or planning – portfolio items
5. Accomplishments such as problem solving, taking initiative to create systems, or over-coming obstacles
6. Personal thoughts and concerns…..If the student is having a problem, don’t wait.  Contact the internship coordinator at MSU Career Services and ask for advice or mediation with the supervisor.

7. The student should reflect on a project that they’ve been working on and how they would handle it differently if given a similar project in the future. 

8. Summarize the experience. Did the student like working for this employer? Would the student like to work for that employer after they graduate? Why or why not? 

Employer Responsibilities

1. The work site supervisor will be required to submit a written evaluation of the student’s performance and progress one week prior to the end of the semester (forms will be provided by Career Services).

2. The supervisor’s evaluation helps determine the student’s grade, please give a fair and critical evaluation of the student’s performance as a professional.

3. Provide student with a bona fide career related work experience
4. Comply with all federal and state employment, safety, and civil rights laws applicable
5. Serve as a mentor and role model
6. Allow the student to actively contribute to the work site activities while he/she is learning from you. Challenge the student with projects and responsibilities that require the application of skills and knowledge. 
Employer Evaluation of Student Intern
STUDENT NAME:
SEMESTER:
EMPLOYER:

INTERN SITE SUPERVISOR:
The evaluation of your intern student provides valuable feedback for the student and the

University.  Please rate your intern’s performance, review the evaluation with

him/her, and return to Julia Hawkins, Director of Career Services, at j.hawkins@moreheadstate.edu or FAX to: (606) 783-9188.
Using the scale provided, please evaluate the student in the following areas:
1=Less than Satisfactory                         5=Excellent
	1.  Quality of work
	
	1
	2
	3
	4
	5

	2.  Quantity of work
	
	1
	2
	3
	4
	5

	3. Responsibility
	
	1
	2
	3
	4
	5

	4. Punctuality
	
	1
	2
	3
	4
	5

	5. Attitude toward work
	
	1
	2
	3
	4
	5

	6. Initiative
	
	1
	2
	3
	4
	5

	7. Flexibility
	
	1
	2
	3
	4
	5

	8. Appearance
	
	1
	2
	3
	4
	5

	9. Interpersonal skills
	
	1
	2
	3
	4
	5

	10. Oral communication
	
	1
	2
	3
	4
	5

	11. Written communication
	
	1
	2
	3
	4
	5

	12.  Overall rating
	
	1
	2
	3
	4
	5


The student’s particular strengths are:
The student could improve performance by:
What grade do you think this student should receive for this internship:   A   B   C   D   E

Supervisor’s Signature:_____________________________________ Date:_____________

Learning Contract 
(Must be Typed)

MSU 339







Semester ___________ /20_____

Credit hours _________ One (1) credit hour must include a minimum of 60 clock hours of work experience. Hence, three (3) credit hours = 180 hours of on-the-job work experience.
Student’s Name: _______________________________________Student ID __________________

Major: _______________________    Is the internship  paid? ______________  pay:  $__________

Address: ___________________________________________________________________

Daytime Phone: _______________________________ Email: _____________________________
Company / Organization Name: ______________________________________________________

Company Address: ________________________________________________________________

Work-site Supervisor’s Name: _______________________________________________________
Title: ____________________________ Phone: ______________ Email:_____________________
Intern Job Title: ___________________________________________________________________
Intern Job Description:  _____________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Learning Objectives: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​​​​​​​​​​​​​​​____________________

The student and work-site supervisor agree to comply with all stipulations of requirements.

_____________________________________     _________________________________________
(student signature)                    (date)                        (work-site supervisor signature)        (date)

________________________________________________________________________________
(Career Services Internship Coordinator, Morehead State University)                     (date)
FORM MUST BE COMPLETED AND RETURNED TO CAREER SERVICES BEFORE THE 
DROP/ADD DATE FOR THE SEMESTER THE STUDENT IS REQUESTING CREDIT

Form updated 3/6/2012 jh

