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Freed-Hardeman University, understanding the advantage students can receive in their career advancement from hands-on, practical experience in their field of study, encourages all students to participate in an internship. FHU students also have the option of doing their internship to receive academic credit.

The Career Center promotes the importance of internships and career development to undergraduate students in all academic departments. If you are interested in hiring a Freed-Hardeman University student intern at your place of business or need additional information about the Freed-Hardeman University internship program, contact Jim Brown at (800) 348-3481 or jbrown@fhu.edu.
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     Internship Course Requirements



All interns must complete the following objectives to receive academic credit for their internship:

 a) Develop a set of objectives and goals for the internship experience.

 b) Work an agreed upon number of hours for the host company (40 internship hour’s equals 1 credit hour/ the
	maximum number of credit hours for an internship is 3).

c) Keep a weekly journal of activities, hours worked, and work completed specific to the stated internship goals and
       objectives.

 d) Submit the On-Site Supervisor’s Evaluation, completed by the host company supervisor, at the end of the internship.

e) Write an “end of course” report summarizing your experience and include accomplishments and observations for the host company and Freed-Hardeman University. Observations should include suggestions of both a positive or negative nature which affected the success of the individual internship from the company, university, and student perspective. A decision on the length of this report will be made by the intern’s faculty advisor and based on the number of credits being awarded for the internship.

      (Students are responsible for submitting their journal, end of course report, and performance evaluation to their faculty advisor two weeks before finals to receive a grade and credit for the internship.)

 f) Only 3 hours of internship credit can be applied to your degree plan. 
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Internship Information Form




Student Information


Name_____________________________________________________________________________________________

Campus Box # _____________________________________ Phone # _________________________________________

City_______________________________________________________________________ State___________________

Email Address______________________________________________________________________________________

Major ________________________________________________________________________ GPA _______________



Host Company Information


Name_____________________________________________________________________________________________

Address________________________________________________________________ State _______ Zip ___________

Supervisor’s Name ____________________________________________________ Phone # ______________________

Email ________________________________________________________ Fax # _______________________________



If you are doing your internship for academic credit, check the term in which you wish it to be registered for:


Fall ______		  Spring ______		  Summer _______





________________________________________________		             		      ____________________
                 Student Signature								            Date
							
                                                                                              
	
_________________________________________________                                                    ____________________
                           Supervisor’s Signature                                                                                                        Date	
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 Request for Approval for Practicum/Internship
      Freed-Hardeman University
        (This request must be approved before the Practicum/Internship is begun.)

(Disc.) 397, 497. Practicum/Internship. 1,2,3,4,5,6,7,8,9 hours credit. Senior Practicum or Internship is a professional field experience under the supervision of an experienced professional carefully selected and approved by the university. Prerequisites for the senior practicum are senior status and courses determined by the department. Close contact is maintained between the field supervisor and the faculty supervisor. A minimum of 40 clock hours of field activity is required for one credit hour. Grading is conventional.

Name_________________________________________________________________ Box #_____________________

Cell Phone #_____________________________________ E-mail Address____________________________________

Adviser________________________________________ Course Number __ __ __ __ __ __ Credit Hours___________

Proposed Title for Practicum/Internship_________________________________________________________________

Beginning Date _____________________________________ Ending Date____________________________________

Prerequisites (course numbers)_______________________________________________________________________

Objectives:_______________________________________________________________________________________

________________________________________________________________________________________________

Activities:________________________________________________________________________________________

________________________________________________________________________________________________

Evaluative Criteria:_________________________________________________________________________________

________________________________________________________________________________________________

My field professional is______________________________________________________________________________

Company Name & Mailing Address____________________________________________________________________

City __________________________________________________ State ____________ Zip Code_________________

I understand that the tuition for the above will be the same as regular classroom credit. The same rules also apply for course withdrawal and refund.

Student Signature: _____________________________________________________________ Date_______________

Accepted by Field Professional_______________________________________________________________________

Approved by Faculty Supervisor______________________________________________________________________

Approved by Adviser_______________________________________________________________________________

Approved by Department Chair_______________________________________________________________________

Approved by School Dean___________________________________________________________________________

Pay to Faculty Supervisor $70.00 per student (to be assessed by the School Dean)
Yes___________________________ No___________________________

Original to: Registrar
Copies to: Dean 	Chair 	Business Office 	Faculty Supervisor	Student 	Adviser 
     Field Professional 	VP for Academics & Enrollment Management			                                
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     Freed-Hardeman University Internship Program
       On-Site Supervisor’s Evaluation



Evaluator’s Name ____________________________________________________________________

Intern’s Name _______________________________________________________________________

Ratings

1 – Unsatisfactory			Directions: Please circle the rating which best describes the performance or
2 – Satisfactory				   characteristics of the student intern. Additional academic requirements,
3 – Good				                   site visits, and other contacts will be assessed by Freed-Hardeman
4 – Excellent				   University in determining an assigned grade. 
5 – Superior
n/a – Not applicable/unable to assess


Job Performance Skills (circle number which best applies)

1	2	3	4	5	n/a	Quality of work; Assignments are complete, accurate, and orderly.

1	2	3	4	5	n/a	Technical Ability; Possesses the required entry-level abilities to complete assignments.

1	2	3	4	5	n/a	Judgment in Decision Making; Exhibits discretion and balance in making decisions.

1	2	3	4	5	n/a	Communication Skills; Demonstrates appropriate written and oral communication skills 
								          and professional vocabulary.

1	2	3	4	5	n/a	Team Member; Works well with and for others.

1	2	3	4	5	n/a	Time Management; Is able to schedule time effectively and uses time effectively in 
								   accomplishing goals.

1	2	3	4	5	n/a	Dependability; Reliable, timely, and productive in meetings assignments.

1	2	3	4	5	n/a	Creativity; Imaginative and resourceful in problem solving.

1	2	3	4	5	n/a	Initiative; Seeks new responsibilities, tasks, or skills; does not hesitate to ask questions.

1	2	3	4	5	n/a	Attitude Towards Experience; Enthusiasm and interest are apparent and consistent.

1	2	3	4	5	n/a	Self-Confidence; Poised and sincere in representing their strength and limitations.

1	2	3	4	5	n/a	Professional Interest; Seeks information from professionals, reads journals/articles, or
								      participates in activities enhancing career development.

1	2	3	4	5	n/a	Supervisory Relationship; Attentive, cooperative, and responsive to supervision.

1	2	3	4	5	n/a	Acceptance of Criticism; Receives and uses suggestions to bring about positive
								             changes in work habits.

1	2	3	4	5	n/a	Punctuality; Responsible for time demands.

1	2	3	4	5	n/a	Personal Appearance; Is consistent with the image of the organization.
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Overall Evaluation (use ratings from previous page):	 1_____	   2_____	   3_____	   4_____	   5_____


Open Comments (Optional)	

Indicate any additional comments or suggestions you have for the student intern.


_______________________________________________________________________________________________________________________________________________________________


_______________________________________________________________________________________________________________________________________________________________


_______________________________________________________________________________________________________________________________________________________________


Notes to the FHU Faculty/Advisor (Optional) 

Do you have any informational needs or comments for Freed-Hardeman University regarding the student intern or the internship program?


_______________________________________________________________________________________________________________________________________________________________


_______________________________________________________________________________________________________________________________________________________________


_______________________________________________________________________________________________________________________________________________________________


Recommended Numerical Grade (circle one)

100 (A+)		95 (A)		90 (A-)

89 (B+)		85 (B)		80 (B-)

79 (C+)		75 (C)		70 (C-)

69 (D+)		65 (D)		60 (D-)

F (59 or below)





__________________________________________________________________________________________		_______________________________________
                    Signature of Supervisor						              Date


__________________________________________________________________________________________		_______________________________________
[bookmark: _GoBack]               Signature of FHU Student Intern					                                 Date


* Please complete this evaluation form and discuss it with your FHU student intern. The intern is required to include this evaluation form in with their “end of the course” report.
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      The Employer’s Role



a) Ensuring that the FHU student intern gains knowledge that is equal to or greater than the knowledge gained in a        traditional classroom setting.
b) Assigning and supervising the completion of tasks and responsibilities that are consistent with the FHU student intern’s role in the company.
c) Establishes and communicates to FHU and the student intern the tasks and responsibilities of the internship.
d) Orienting the FHU student intern to the company’s structure and operations.
e) Orienting the FHU student intern to the company’s policies and procedures regarding appropriate dress, office hours, and applicable leave policies. Introducing the intern to the appropriate professional and clerical staff.
f) Providing the FHU student intern with a training program and resources to complete company assignments.
g) Providing the FHU student intern with information concerning company benefits which will be provided.
h) Affording the FHU student intern the opportunity to identify with the supervisor as a professional staff person by jointly participating in meetings, conferences, projects, and other personnel and management functions..
i) Consulting with the FHU in the event that the supervisor becomes aware of personal, communication or other problems that are disrupting the FHU student intern’s learning and performance.
j) Providing regularly scheduled supervisory meetings with the FHU student intern. 
k) Participating in joint and individual meetings as needed with the FHU student intern and FHU regarding the student intern’s performance.
l) Evaluating the FHU student intern at the conclusion of the internship.
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   FHU’s Role


a) Identifying potential employers and define projects or job opportunities.
b) Screening internship candidates.
c) Conducting individual pre-placement orientations and introduce the intern to purpose of the internship.
d) Orienting the host company supervisor to the purpose and objectives of the internship.
e) Consulting with the intern on a regular basis regarding his/her performance.
f) Coordinating activities between the university and host company as needed.
g) Assuming responsibility for the removal of an intern from the internship setting whenever necessary.
h) Assisting the host company in evaluating the work of interns.

         	The FHU Student Intern’s Role


a) Adhering to the host company’s work hours, policies, procedures, and rules governing professional staff behavior.
b) Adhering to the host company’s policies governing the observation of confidentiality and the handling of confidential information.
c) Assuming personal and professional responsibilities for his/her actions and activities.
d) Maintaining professional relationships with the host company’s employees, customers, and others.
e) Utilizing a courteous, enthusiastic, analytical approach to policies and procedures within the company.
f) Relating and applying knowledge acquired in the academic setting to the host company’s setting.
g) Developing self-awareness with regard to attitudes, values, and behavior patterns that influence work.
h) Utilizing conferences and other opportunities of learning afforded within the host company.
i) Being punctual in the submission of all work assignments to the host company’s supervisor and to FHU.
j) Keeping a weekly journal comprised of a chronological list of all work experiences gained in the internship.
k) Writing a paper demonstrating the knowledge gained during the internship.
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