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Congratulations!

If you are reviewing this guide it means you are exploring the possibility of

an internship, one of the most valuable experiences you can undertake as an
undergraduate. Staff in our Career & Internship Center are prepared to help you
in this endeavor.

As you know, earning a college degree is one the most important steps you

can take to ensure that you will be able to land a well-paying job and launch a
rewarding career. That said, students who have completed an internship have
an additional leg up when they explore career and life opportunities. Internships
not only enable you to explore possible career paths, they are a practical and
very real way to gain experience, making you a more attractive candidate to
employers. In fact, most JSC students who complete an internship say they
either received a full-time job at their internship site or obtained a position in
large part because of their internship. Internships clearly pay off!

Beyond the immediate, practical advantages of internships, there are less
tangible but equally important benefits. Internships help students develop their
skills, gain confidence and learn more about themselves and what they want out
of life, both personally and professionally.

Internships are a defining experience of your time at Johnson State College.
They offer the opportunity to work alongside professionals in the field and gain
valuable, real-world experience that speaks volumes on a resume — and they
expose to you experiences and people who will support your career journey.

This is exciting stuff. Let’s get started!

Sincerely,

David Bergh, Ed.D.
Dean of Student Life & College Relations
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Tell me and | forget. Teach me and | remember.

— Benjamin Franklin

Involve me and | learn.

WHAT IS AN INTERNSHIP?

An internship is an intensive,
short-term learning experience
that has significant academic
and practical components.
Internships provide practical
work experiences and acquaint
students with the operations and
administrative functions of the
internship provider.

An internship is not the same

as a summer or short-term job.
Worthwhile internships have
structured learning goals, provide
regular mentorship and offer a
high-impact learning component
that can strengthen your resume.
Internships often complement
your coursework and may be
completed during the academic
year or over the summer.

The underlying principle
of an internship is “shared

value.” Students benefit

from meaningful, on-the-job
experience and training in a
professional work environment;
they in turn contribute to the
host organization by performing
meaningful work and completing
projects and assignments with
real value. JSC strives to engage
businesses and organizations
that are committed to serve as
active “co-educators” of students
who are completing an internship
under their guidance.

Internship standards vary from
department to department,
but in all cases student interns
are supervised by on-site
professionals in cooperation
with a JSC faculty member.
The site supervisor is the staff
member designated to provide
guidance and direction to the

student during his/her internship.
The faculty supervisor is
responsible for monitoring the
entire internship experience and
providing guidance and support
to the student and the site
supervisor.

Internships may be paid

(by stipend or hourly wage)

or unpaid. All successfully
completed internships earn
academic credit. Students may
earn up to 12 credit hours per
semester through an internship.

With the exception of the B.A.
in Business concentrating in
Hospitality & Tourism (HTM), all
programs require 40 hours of
work for each academic credit
you expect to earn through the
internship. The requirement for
HTM is 80 hours per credit.

“Nothing ever becomes real until

It Is experienced.”

— John Keats




THE INTERNSHIP PROCESS

Follow these steps to secure a meaningful internship that will meet your career and educational goals while
earning academic credit at Johnson State College.

and where you want to learn it.
Here are some steps you can take
to identify potential opportunities:

* Review the list of places where
other JSC students have
interned. (On the portal landing
page, select the “Student Links”
tab at upper left, then, under
“Academics & Classes,” choose
“Internships” to navigate to
the page with a link to “Past
Internship Sites.”)

e Check out current internship
postings at www.jscjobbank.
wordpress.com.

¢ Arrange an informational
interview with a professional in
the field(s) you are considering.

Seek ideas about organizations
and businesses that might be

Completing her JSC internship at the Vermont State House, Courtney Gabaree (left)
played an instrumental role in the passage of a law banning human trafficking. She was
invited to be present as the bill into law by then-Governor James Douglas.

Develop Internship Objectives

» Talk with your faculty advisor,
alumni, friends, family members
others to generate ideas for
potential internships.

» Reflect on your interests, skills
and talents as you consider the

kind of experience that “fits” you.

The Career & Internship Center
has a variety of assessment tools
that can help.

» Talk with people in the field(s)
you are considering. Visit the
Career & Internship Center
for tips on informational
interviewing.

e Obtain permission from your
faculty advisor to apply for
and receive credit for the
internship. Be sure to have a
clear understanding of the
responsibilities he/she requires
of you.

Prepare Your Resume

* Treat your internship exploration
as if you are seeking a job. Start
your internship search early.

 Visit the Career & Internship
Center for a guide to the job-
search process, including
resumes, cover letters, interviews
and job/internship resources.

* Review your resume draft
with JSC’s Coordinator of
Career Development, advisors,
employers, family members and
friends. Ask for feedback.

Locate Internship
Opportunities

There are countless internship
opportunities available with local,
state and national businesses,
organizations and government
agencies. The first step is
identifying what you want to learn
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interested in interns.

* Let professional organizations,
your advisor, employers,
instructors, family members and
friends know you are seeking an
internship. They may have some
ideas.

¢ Research regional and national
career-exploration and job-
search websites.

¢ Attend local career fairs.

e Learn more about career
possibilities for your major and
what recent graduates are doing
by exploring “What Can | Do
with a Major in...?” on the Career
& Internship Center website.
(Select “Choosing a Major”.)

Apply for Internships

¢ Narrow down the number of
possible internship sites and put
together a prospect list.



INTERNSHIP RESOURCES @ JSC

« The Career & Internship Center: Located in Dewey Hall, Room 131,
the Career & Internship Center provides a variety of resources and
support to help you find an internship. Stop by or call 635-1206 to

schedule an appointment.

 Internship opportunities posted at www.jscjobbank.wordpress.com

* The Internships link (under “Student Links”) on the MyJSC Portal

. Faculty Internship Contacts: Most academic departments
have internship coordinators, and all departments have faculty
internship supervisors. Contact the Administrative Assistant in the
appropriate academic department to connect with the current

faculty supervisor.

e Call each prospective internship
site (the contact person
typically is the director of human

resources) or send a resume with
an accompanying cover letter. Be

sure to note your major at JSC,
how many on-site hours you

are seeking, your objective for
the internship, and the benefit
you can provide to the business
or organization. Note: All
programs except the Hospitality
& Tourism Management (HTM)
concentration in the Business
major require 40 hours on site
for each credit you expect to
earn through the internship; the
requirement for HTM is 80 hours
per credit.

¢ Research the organizations to
which you are applying and
begin thinking about your
desired learning objectives.

¢ Revise your resume and cover
letter as needed to target it to
the organization and position
you are seeking.

¢ Obtain a copy of the internship
contract from the MyJSC Portal.

Prepare for the Interview

e Know your skills and learning
objectives and be sure you can
verbalize why you are interested
in the internship position.

¢ Research the organization as
much as possible prior to the
interview.

* Review the Interviewing Guide in
the Career Guide (found in the
Career & Internship Center) and
on the MyJSC Portal.

* Practice answering potential
questions — out loud, in the car,
with a friend or arrange a mock
interview with JSC’s Coordinator
of Career Development.

e Send a thank you letter within 24
hours of your interview.

Choose Your Site

¢ What organizations or
businesses are poised to take
you on as an intern?

* Which site will offer you the type
of learning experience you want?

¢ What staff and site supervisor
seem most prepared to provide
the mentorship you need in
order to achieve your goals?

Create an Internship Contract

¢ Once the internship is granted
(and before registering for
internship credits), create the
job description portion of the
internship contract with the site
supervisor and learn what will be
expected of you as an intern.
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e The site supervisor must obtain
the agency representative’s
signature for the Cooperative
Educational Agreement section
of the Internship Contract and
submit it to the Academic
Dean’s office.

This agreement details the
responsibilities of all parties
participating in the internship
(site supervisor, faculty
supervisor, and student) and
verifies that the cooperating
site will provide a certificate of
liability insurance.

* Meet with the Faculty
Supervisor to complete the
learning objectives, academic
requirements, and evaluation
criteria.

Finalize Your Contract

* Obtain signatures from
your site supervisor, faculty
supervisor, academic advisor and
department chair.

* Deliver the contract to the
Academic Dean’s office in
Martinetti Hall for final approval.
Once approved by the Dean’s
Office, the contract will be
forwarded to Registrar’s Office,
which will register you for the
academic credits you plan to
earn through your internship.

* Finalize payment of the $45
internship fee with the Business
Office in Martinetti Hall.

Complete Your Internship!

e Make sure you complete
all academic requirements,
including your mid-term and
final evaluations and your final
reflective paper

* Network, gain job experience,
learn new skills and have fun!



THE ROLES & RESPONSIBILITIES OF THE STUDENT INTERN,
THE FACULTY SUPERVISOR & THE SITE SUPERVISOR

Roles & Responsibilities
of the Student Intern

Maintain student status and
abide by the regulations, policies,
and practices of both the
internship site and the college.

Adhere to the standards of the
profession and act accordingly.

Strive to learn as much as
possible from the Site Supervisor
regarding job experience, work
attitude, and skill development.

Honor the confidentiality of any
information about individuals,
students, staff, or internship site.

Utilize supervision and be open
to direction and constructive
criticism.

Take responsibility for his/her
own preparation and readiness
to contribute effectively to
assigned tasks.

GET THE MOST
OUT YOUR INTERNSHIP

The internship experience
itself is intended to be a
“capstone” experience — one
that requires substantial
commitment and effort on the
part of the student. The tried-
and-true saying that “you get
out of it what you put into it”
directly applies to internships.
An internship is your
opportunity demonstrate

to potential employers your
ability to apply the skills and
knowledge you have been
mastered.

Remember, this is a learning
experience. Take advantage of
all opportunities to expand on
what you already know and
can do.

e Contact the Faculty Supervisor if

there are questions or concerns
related to the internship.

¢ Maintain personal health,
accident, disability, and
hospitalization insurance
coverage as well as professional
liability insurance if applicable.

e Complete a mid-term evaluation
and final self-evaluation or other
pre-arranged evaluation.

* Complete all academic
requirements agreed upon and
as outlined within the internship
contract.

¢ Plan to participate in JSC’s
annual Open House and
Extended Classroom Showcase
in April.

Roles & Responsibilities
of the Site Supervisor

* Site Agency will designate
an employee to serve as the
student’s Site Supervisor, to
help the student complete the
job-description specifics of the
internship application, to orient
the student to the site and its
culture, to confer regularly with
the student and his/her faculty
supervisor, to serve as the
principle agent for providing
experiential learning, and to
monitor progress of the student.

e Site Supervisor will complete
progress reports, if requested, a
midterm evaluation, and a final
evaluation of the student’s work
performance, and will submit
these evaluations to the Johnson
State College faculty supervisor
upon request and/or as per the
internship contract.

e Site Supervisor will contact the
Faculty Supervisor as early as
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possible if any issues or concerns
arise during the internship.

* Site Supervisor and Site Agency
will allow a faculty representative
to visit the worksite to confer
with the student and his/her
supervisor.

e Site Supervisor will provide
to the College a copy of
certification of liability insurance
prior to the internship start date.

Roles & Responsibilities
of the Faculty Supervisor

e Assist student in internship site
exploration, site selection
and contract negotiation.

e Certify the student’s academic
eligibility to participate in an
internship assignment.

» Discuss appropriate internship
conduct with his/her intern.

e Oversee the internship progress
which includes scheduling
meetings with the student intern,
conducting site visits (where
appropriate and possible),
providing academic supervision
of the student, and assessing the
student’s academic progress.

* Maintain communication with
the Site Supervisor and/or
Site Agency to ensure that
the student is progressing
satisfactorily.

* Submit a grade of P (pass) or
NP (no pass) after all internship
requirements have been met.

* Enforce any additional rules and
procedures that are mutually
agreed upon in advance in
writing between Johnson State
College and the Site Agency.



MAKING THE MOST OF YOUR INTERNSHIP

Dress for Success

Whether you’re paid for your
internship or not, you are
considered an employee of the
organization. Your everyday attire
should adhere to the dress code
of the workplace.

See how others are dressed,

and dress accordingly. If you are
unsure of the dress code, ask. In
addition, be mindful of your hair,
makeup and accessories. Many
people are scent-sensitive, so
apply perfume lightly or not at all.

Cell Phones

While at the internship site, your
cell phone should be put away
and/or silenced; let personal
messages go to voicemail. It

is never appropriate to take
personal calls at work except in
emergencies or during breaks. The
same applies to texting.

Communication

Be aware of communication
protocols at your internship site.
Ask your supervisor the best way
to communicate with staff. If you
will be late or are ill and cannot
come to work, know how to
communicate that and to whom.

If you find that your internship
placement is not working out,
contact your faculty supervisor
as soon as possible so corrective
action can be taken.

Be Positive & Proactive
Review this list of positive and
negative intern traits provided
by employers as reported in
Internship Success: Real-World,
Step-by-Step Advice on Getting
the Most Out of Internships by
M.E. Green (NTC/ Contemporary
Publishing Co., Chicago, 1997).
Model the positive traits to the
best of your ability!

Positive Traits of Interns

Negative Traits of Interns

Asks a lot of questions

Fails to ask relevant questions

Follows directions well

Follows own agenda

Understands some “go-fer’work is
a part of the job

Objects to routine work

Displays enthusiasm

Lacks energy and enthusiasm

Actively looks for things to do

Fails to display initiative

Follows rules and regulations

Disregards office rules and policies

Socializes appropriately with staff

Has poor interpersonal skills

Exhibits punctuality and dependability

Displays irresponsibility and
lack of punctuality

Works to understand the organization

Jumps in too soon without knowing

the organization

Checks out all projects with the
supervisor

Fails to keep supervisor informed
about activities
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THE VALUE OF
INTERNSHIPS
TO STUDENTS

Gain work experience
and confidence

Apply classroom theory
to real-life situations

Earn academic credit

Learn more about a
chosen industry or field

Explore career direction

Learn career-related
skills (marketing,

human resources,
communications, finance,
customer service, event
planning, etc.)

Increase employability

Learn about the
business/organizational
culture

Make valuable
professional contacts

Establish a relationship
with a mentor

Sharpen communication
skills

Clarify values and set
priorities

THE VALUE OF
INTERNSHIPS TO HOSTS

Opportunity to complete
a much-needed project
or assignment

A chance to “try out”
potential employees

Opportunity to bring
new energy and
perspectives into
organization

Increased visibility of
the company/
organization



EVALUATING YOUR INTERNSHIP

Evaluations are an important part of every internship
experience. You are expected to complete a midterm
and end-of-term self-evaluation. Your site supervisor
will be asked to evaluate you. Give open and honest
feedback and offer specific suggestions for improving
your experience. These evaluations are sent to your
faculty supervisor at JSC and placed in your internship
file. It is recommended to use these completed
evaluation forms when meeting with your site

supervisor to review progress.

Reflection

Much of what we learn comes

not from doing, but from thinking
about what we do. Reflecting on
your work — by writing, speaking,
listening, reading, drawing, etc. —
can have a positive impact on the
way you feel about the internship.
Reflecting involves looking back on
your experience, thinking critically
about it, and learning from it. It
may encompass your feelings,
observations and ideas about any
aspect of your internship.

The Benefits of Reflection

¢ |t gives meaning to the
experience (was the goal
accomplished, how did we do,
how is this part of a larger effort,
etc.).

* |t provides an opportunity to
establish individual and team
expectations.

¢ |t can help interns understand
the limitations and opportunities
of the business/organization.

* |t can create a sense of
accomplishment (especially
important when there are limited
external rewards).

* It can create a habit of
appreciating ourselves.

|t can lead to better performance
by helping you discover ways to
improve your work.

|t can relieve tension, re-energize
and provide renewal (especially
important when work is
emotionally challenging).

e |t can create a sense of closure.

« |t fosters lifelong learning
skills, e.g., the ability to learn
from positive and negative
experiences.

* |t provides a “reality check,”
guarding against inaccurate
perceptions/biases.

|t encourages high-level thinking,
as they look for root causes of
complex issues.

Writing a Weekly Journal
Keeping a weekly journal will
help you see your growth

in knowledge and skills of
leadership, problem solving and
decision-making. Many of your
faculty supervisors will have you
keep journals throughout your
internship experience. There are
no set questions to answer in your
journaling, but the suggestions
that follow (adapted in part
from “Weekly Internship Journal
Blog Prompts” by the Chicago
Programs), may help guide your
thinking.

Start each entry with the date,
time spent at the site, and the
activities you performed. Don’t
not rush through this process; it’s
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important to give careful thought
and reflection to your experience.

Journal Prompts:
The Site Environment

Office Politics: What have you
experienced with respect to the
written or unwritten rules about
protocols, hierarchy, and/or
communication at the site?

Diversity: What types of diversity
do you see in the personnel and
the client base? How have you
observed/experienced individuals
from different demographic
groups (male/female, different
ages, sexual orientation, race, etc.)
interacting with each other?

Funding: What funding sources
does the organization have to
maintain operations? (You may
need to interview someone for
this answer.) In your opinion, are
there ample resources to fund
future projects and a plan to
secure these funds?

Sector: Depending on the

sector (for-profit, nonprofit or
government) of your internship
site, how do you think the
organization’s structure affects
its ability to accomplish its goals?
(Consider layers of management,
board of directors, volunteers,
etc.)



JSC sophomore Kelly Shaw spent the fall 2015 semester in Washington, D.C., working
as an intern in the Congressional office of Vermont Senator Bernie Sanders.

Mission: Compare and contrast
the mission statement of the
organization with what you
observe in the day-to-day
operations. Do they actually
accomplish their mission?

Journal Prompts:
Interpersonal Relationships

Culture/Collegiality: How would
you describe the culture within
your organization (ways in which
co-workers interact or don’t
interact), and how does this fit
with your “ideal” employer? What
insights have you gained about the
people with whom you work?

Building your Network: How have
you or others in this organization
effectively utilized relationship
building/networking? In what
ways might you strengthen your
connections with co-workers for
your future benefit?

Collaboration: Describe how the
organization collaborates with
other groups in the area. Write
about a person who is interesting
or challenging to work with, and
explain why.

Mentoring. In what ways have you
experienced or witnessed formal
or informal mentoring within the
organization?

Journal Prompts: Tasks

Time: How structured and guided
is your time? How effective or
ineffective does that make you?

Career Path: If you wanted to
follow in the career path of
someone at your internship site,
what would you need to do to
make this happen? (Tip: Ask the
person for advice and use this
in your response.) If applicable,
what is the process for gaining
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employment in this organization?
How often are openings
available? What is the salary
range? What are advancement
opportunities? Do you enjoy this
type of organization or work?
Consider why this organization
meets or fails to meet your career
objectives.

Workload. How does the
organization distribute work
among the staff? How equitable
do you believe that distribution is?

Responsibilities: What types of
tasks are you discovering that you
enjoy or excel at? Which ones are
less attractive or fulfilling to you?

Journal Prompts: Looking
Back at Your Overall
Internship Experience

Write about the best thing that
happened — something said or
done, or a feeling, insight or goal
accomplished. What is the easiest
part of your work? What was most
difficult. What do you feel was
your main contribution?

How did your experience at
Johnson State College prepare
you for your internship? How
did you apply your liberal

arts education at JSC to your
internship?

What about your internship leaves
a bad taste in your mouth? (Use
this opportunity to vent privately.)

If you were the boss, what would
you change, and why?

What about your internship was
most surprising to you (i.e., what
did you least expect going into
the experience) and what lesson
or lessons can you draw from this?



JOHNSON STATE COLLEGE INTERNSHIP FEES & POLICIES

Fees: All interns pay a $45
internship fee to Johnson State
College. When your internship
is registered by the Registrar’s
Office, your account will be
billed at that time.

Unlike internships completed
during the fall and spring
semesters, which usually are
covered by the student’s full-
time tuition, students completing
internships during the summer
must pay for summer tuition
credits in addition to the
internship fee.

Grading: Internships are graded
on a Pass/Fail (P/F) basis

only. Students are expected

to achieve a satisfactory level

of performance throughout

the semester. A grade will

be assigned by the faculty
supervisor, taking into

account the evaluations and
recommendations of the site
supervisor, the quality of written
reports and, if required, the
internship portfolio.

Holidays & Breaks: Internship
students are required to adhere
to the holiday schedule of the
internship provider. Interns

are typically expected to work
during college breaks, but this
can be negotiated with the site
supervisor.

Written Reports

Written reports are required

of all interns. Students

should confer with the

faculty supervisor for specific
requirements, which may include
reflective journals, academic
research, and SWOT (strengths,
weaknesses, opportunities and

threats) analyses. In addition,

a student may be required to
compile a portfolio containing
materials collected during his or
her internship.

Student Dismissal: Any
student behavior deemed
inappropriate by the site
supervisor will immediately
be brought to the student’s
attention and to the attention
of the faculty supervisor.

The student intern, the site
supervisor and the faculty
supervisor will determine the
course of action. If an issue

is not corrected within the
agreed-upon time, the student
will be removed from the site,
and the faculty supervisor
will determine the student’s
capacity to continue with his
or her internship. Credit hours
are awarded only if a full-term
experience is satisfactorily
completed.

Compensation: In the
case of paid internships, the
arrangement for compensation

is strictly between the student
and the employer. Johnson State
College does not get involved.
Students may be compensated
for their work in the form of
wages or a stipend, which might
include room and board or other
benefits. Students are urged to
pursue internships that meet
their learning objectives and
note base a decision solely on
compensation.

It is strongly preferred that
interns are paid. If the business
or organization is unable to

offer a paid internship, consider
asking for a stipend to help
cover expenses related to the
internship, such as transportation
and meals.

These forms can be found on

the MyJSC Portal:

 Internship Contract

e Midterm and Final Evaluation

e Evaluation of Faculty
Supervisor

» Evaluation of Site Supervisor

e Evaluation of Site

* Internship Timesheet



1X3] J9jua 9¥ed pudl "1X3] J8)us :8req Bunels

“upaJo Jad sunoy diysuialul 08 salinbai yoiym 1H 1daoxa
saulldidsIp |[e 404 painbai npaud sad suinoy diysussyul o “(Aluo ssed ouyssed si Buipeab sdiysuisyul
10} S}PaJd ZT JO wnuwixew :pasinbai 3paid 1ad 81s-uo sinoy O ‘SHpald ZT—E Ajlensn 210N

sInoy Jo [sinoy 4o # Jawg Jo uonajdwod ayl pue [S1pald Jo # Jaud: palsanbaa s1paJd Jo JaquinN

[X 1eug 0T8Y (1ane] Jaddn)

"1X9) Jajus :(uoreubisep Jema|-931y3) aulldiosIq dIWapedy

[x1e1ug 0T8Z (19n8] 1amoj) :parsanbai [ans] 11paid

X J9]Ud :4swwng (X ue yum Xoq 3UO MJew) wisl
‘NOILVINHOANIT dIHSNY3LNI

X J9)ud :Bunds X 13)ud :lred

"1X3] J9JUQ -SSaJppy |lews "1X3] J9luB -#3duoyd
"1X3] J9]Ud :9]1L sJosiatadng
"JX8] J3JUa :dosinsadns a1s
"1X3] J9JUD :SSaIppY SHS
"1X3] J9JuUB :dWweN aUS
‘NOILVINHO4ANI 311S

"1X3] J9JUD :|rew3 S JOSIAPY dlwspedy
"1X9) J9]U9 9WEN S,JOSIAPY dIWapedy
(‘@13 sreniur Aynoaey 1vdo AjuaA 01 sfeniul Josialadns A1naey ‘G g Jo wnwiuiw)
"1X3] JBJUD  1VdO uaun)
"1X9] Jojus :sseuppy (Jusuew.sd) sWoH
"1X3] J3]UD :SS8IppY |rews
"1X8] J9)Ud :duoydajal [ed07
"1X9)] J3Jud :4equunN xog sndwe)
"1X8) J31U9 :SSaIppy [e207]

X 191ug| ()uepms dad X IBIUS LIUSPMS DSC IX UB YNM XOQ U0 YIep
1X8] J9)U :#al uepms 1X3] I3)US :8WeN sIuspms
‘NOTIVNGOANT INIANIS

‘supaJd diysuialul syl Joy paiailsibal aq pue diysuialul Jiayl Buluuibaq 31033q 9|1}

uo 19e13U0d diysulaiul panoidde ue aaey ISNW SIUBPNIS “JUNOIJE IUBPNIS JSC BY) 01 pabieyd

aqg |Im 83} diysulalul 00°S$ e 910N ue|q wall 8yl anea| 01 ysim nok i (sjgedijdde 1ou)

VN 8dA1 1o paisanbal uonewJsoyul |fe adAl ases|d ‘padAl aq 1snw 19eJ1U09 SIYl :SNOILD3IHIA
10ea1uo) diysuiaaiu|

JUoWIBA ‘uosuyor ‘eba|jod alels uosuyor

95950 LA ‘uosuyor ‘|14 28900 £E€ 983]|0) 18IS UoSuyof
ueaq JIWaPeIY JULISISSY ‘@J0WeT uuy of

nowwy miy) of
‘Aj2490u1S

'SJU9PNIS UNO J0) sadualiadxe diysulalul ul 3jod JNoA anjeA pue a1eaidde am ‘Buisofd u| 92110
S,uea( JIWIPEIY Y3 Ul W 10eIU0d Aew NOA Jo ‘}oesiuo) diysudaiu| syl uo paisi| Josiaiadns
A3naey ay1 yum wayl aJeys aseald ‘diysuaiul siyl Inoge suladuod 4o suolysanb aney noA §|

“diysuuajul ay3 sui8aq 1usapnis syl 24043q sallied ||e Ag panosdde ag 1snw 10e43u0) diysuialu|
9yl ‘(sspingd diysusaul ssAojdwa pue Juspnis 03 Syul| pue) 1oesiuod paroidde ayi jo Adod
pauueds e dAIdDAJ ||Im sallJed ||y ‘ssa|p4e8as diysulaiul ayy 31ajdwod 03 34i1sap 3y} pue a8esan0d
0 32e| JO ssaualeme Jay/siy Suiedlpul aw 01 10U B Jwgns Ishw ays/ay ing ‘diysuaiul ayi yum
anuinuod Aew juspnis ay| "9|qissod se uoos se Juapnls ayl Ajlzou aseajd uayy ‘susaiul JuUsapNIS
J9A0J 10U S30pP ddueJnsul Alljigel| s,91S JNOA §| “npa-asi@alowe of 1k 921340 S,ueaq dlwapedy
JSI 9Y3 01 1uds s ddueansul Aljiger) jo 91e2141193 s, Aduade ayy jo Adod e jeys Sunnsua

10} Ajiqisuodsad ayel Josiaiadns a1is ay3 eyl 1sanbaa ap "ddueunsul Alljigel| Jo 91ed1413490
J19y3 Jo Adoo e 983)|0) ay1 03 Hwgns 01 palinbaJ aJe sa1s diysuaaiul 1eyl UoI3ILS YD Y3 Ul 910N

'S)PaJd BY1 404 paJa1si3al 198 uapnIs 8yl 1Y) 0S YO S, JeJlsiSay

91 01 papJemuo} 34 [|IM H ‘1oea3uo) diysuaiu] ayi panosdde aney | 1oy ‘sa4nieusdis Sulurewau
9Y3 Ule1qo [|IM JUSPNIS Y| "10eJIU0D By} udis asea|d ‘19eJlu0d BY3 JO UOIIIDS (YID) JUW4SY
uo11e2NpP3 3AI3LI2d00) Y] UIYIM PaUIIN0 sa1HIgisuodsal 8y} pamalnas pue sped JnoA
pa19|dwod aAey NOA 9duUQ ‘spuswalinbau Jlwapede pue saA133[0o Sulules| 01 SAIIB|D4 SUOIIIDS
9y3 919|dwod 01 1UBPNIS BYI YUM YJOM |[IM Josiaiadns Ajnoey s uapnis ay) ‘(sanniuniyoddo
SuiureJy pue ‘uoien|eAa ‘uolsiAladns INOge s|1e1ap SE [[9M Se ‘UIajul Y] JO sall|iqisuodsal

pue sainp) uonduossp qol syl pue ‘supaJd pue sajep diysuiaiul ayi ‘a1s ayi o1 urenad

1eY1 SUOI393s 9y} Su1a|dwod Ul JUSPNIS Y3 ISISSE pue Ajnja.4ed 10BJIUO0D Y} M3IASI NOA 1By dse
9M NOA yum Suruaajul 3uspnis IS Y3 YHm 919|dwiod 03 10e43u0) diysulalu] ue aAI923J [|IM NOA

‘SJUIPNIS UNO 40} SAVUBLIAAXD

3ujuiea) uo-spuey |njuapuom apinoid pue |eod siy3 199w sn sdjay sdiysuiaiul up uonyedpiyied
JNOA "PJAOM JIPIM pUB |EJO0| Y3 PUE ‘AJUNWIWIOD Y3 ‘0IpN1s 3y} ‘AJoleloqe| ayl ‘piaty

9y31 03 SujuJed| WOOUSSE|I JI9Y} PUSIXS 03 SIUBPNIS 404 salnunpoddo Suileasd (saliepunog Jayio
puE dlWapeI. $3SS04I JBY1 SIUIPNIS JNO 03 UOIIBINPS Uk SulpiAoid 01 PR1HWWOD 3. M leyl
$109)434 UoISSIW 283(|0) 93e1S UOSUYO[ BYL "IUIPNIS JS[ 2J0W JO 3UO Jo4 Josialadns diysudaiul
ue 9q 03 ssaudul||im JnoA a8pajmousjoe 01 31| pjnom | ‘989]|0) 91e31S UOSUYOT 4O J|eyaq uQ

:Josinladng 21§ Jeaq

"10eU0D diysuaaiu] ayy Bunsjdwod a1ojeq Josiaiadns a1ls
InoA 03 11 an1b pue 19e4U0D dIysulsiu| syl Wouy Jans| SIY} 8A0Wal 8Sed|d :UJ8lu] JuspniS JSC



“Juawaalby uoneanp3 aAnesadoo) ayl a19|dwod 0} abed 1xau 0} anNUUOD asea|d

"1X8] J3jus 0} aiay X21|1D :(syuswalinbau 1aylo A10ads) |
'sanoyy Ja1uas 0) alay 011D Buneoipur 19aysawiL "H
“1X8] J8jua 01 alay X31|D 11aded SISBUIUAS [euld ‘9

“1X8] J3Jua 0} a3y 211D
“1X8] J31U3 01 213y 211D

1aNp uonEeN[eAd wWial-40-pul

1anp uolreneAs wial-pin lsuonenens "o
"1X81 J3jus 0} a1y X21|1D ‘uonelussald [elo 3
“IX8] J3jus 01 a1y X210 :sa|dwies 310/ JO 0110j110d “q
“1X3] I8jua 0] alay X31|D IS|euanor aAd3RY D
"I1X8] 431U 01 a1y X2I1|1D :syuoday ssauboud 'g

"31ep anp pue Jaded Jo 21doy Jsjus 01 a1ay 21D uswubissy Bunum/iaded yoressay v
aleq ana

Sluswaldinbay Jlwspedy

"1X81 J9juB 0] aJay X21|D "1X8] J8jus 0] aiay X3I|D

"1X81 J9juB 0] aJay X21|D "1X8] J8jus 0] a1y 31D

18] Ja1ua 0] aJay o110 “1X8] J31U3 01 318y M21[D

18] Ja1u3 0] aJay o110 “1X8] J31U3 01 313y M21[D

‘sannoalqo Buluses| ayy a19|dwod 0} abed 1xau 01 aNUIUOD asea|d

"1X8] J9)ud ¢ (sordor Builuresy oiy1oads ‘Buiureay gol-syy-uo ‘uoneiusiio “*a°1) ‘uonisod
SIY1 Ul 9]IYM BAI823U 1uUapNnl1s ayl [|IMm Bulureay yeypn :Juswido|oAag [euoissojoid

"1X8] JaJus cuonisod syl 1oy siuswalinbal uoneoNps Jo ssusladxa syl ate Teym

"1X8] J2JU £SIUSIID 40 SISWO0ISND YIIM 19e181U1 JUSPNIS U] [[IM USUM pue a1aym

"1X3) 19]Ud J1deUa1ul 1US8pNlS a8yl ||IM saAleloqe]|0d
A1lUNWIWOD 10/ pue ‘sjuswiitedap ‘saaAojdwa 18Yylo 1eyMm YlIAA :3d00S qor

'1X3] J2Jud "algeoijdde JI wioy uonenjeas Aoushe
ue yoene Aew noA "“(palrenensa aq [|IMm Jey} "033 ‘solislialoeteyd ‘sanifenb ‘sjixs dJom ayy are
TRy "a°1) SUJBIUl JUSPNIS 3Y1 d1BN|BAS 01 PazI|iIN 3q [|IM BLIS1110 YeUA\ :UOITeneag

"1X3) J9JUD (POMBIASI 10 PaX23yd 8q I0M S,JUSPNIS SU1 [[IM US1JO MOH

1X3] Jajua

£U81J0 MOy pue 110dal JUspnis ayl ||[IM WOYM O] "UOI108|J8J 184J0 pUE ‘S3LISA0ISIP
|eanal ‘SuId2U0D aJeys ‘SaNSSI SSNJSIP pue 183w 01 J0sIAIadNs pue 1uapnls ayl

10J 329M yoea apise 13s a(q [[IM awi eyl s1oadxa aba|jo) a1e1s uosuyor TUOISIAISANS

"1X9] J3jua :s10eloud |eroads

18] Jaua 01 aJay Xo1|1D “1X8] J3JUa 01 318y M21[D

SoAN2BIGO/SIIBIS JO JUBWBABIUDY OF paje|oy

pansIyoy ag o1

sanljigisuodsay pue sxsel qor oi19ads saAnoalqo pue s|iBs
("1osinuadns A3noey DS 8yl yum uonounfuod ul Juapnis ayl Ag palajdwod si 19ejuod

ay3 Jo uoiuod sannoalqo Bulurea ayy ‘palinbal aue saAnoalgo Bulures| 934yl Jo wWNWIUIW YY)

SN REl [ [OR S ISP R

"1X3}
191U :(uawnsop siyy 01 i yoee asea|d ‘uonduasap qol [ewwoy e si aIay) §i) sanljigqisuodsay pue sanng
RYCIDEIVE] RV CIWEIVE] RV CIWEIVE]
RYCIDEIVE] RV CIPEIVE] RV CIWEIVE]
RYCIPEIVE] RV CIPEIVE] RV CIWEIVE]
aben 3oaM J4ad sunoH 9111L qor

("1osiniadns
21IS 8yl yum uonounfuod ul uapnis ayl Ag paia|dwod s 10e11U09 8yl JO UO0I193s SIYL)
uondidsag qor




‘abed ainmyeubis ayl 919|dwod 01 abed 1xau ayl 01 aNURUOD ases|d

‘weJsdoud diysuiaju| sy 40} saunpadoud pue sauliaping 983)100 yum SulAjdwod
j0u JuapnIs Aue oy Juswaduelle 3y} JO uolleUIWID) 3sanbas Aew 983]|0) YL "UOIIBUIWIDY JOJ UOSEDI AY}
SuipJeSau 12119] |BIDIH4O UB PUB UOIIEUIWSY 0} Jolid ddUBWI0IRd YI0M S, UBPNIS B3 JO UOIIEN[BAS UB YlIM

Josiniadns Ajnoey 989107 91e1S UOSUYOr 3y apiAoad [[Im Josiaiadng 311 ay3 “Isanbau s,911S ay3 18 UN2d0
uol3euIWIR) PINOYS "Uol1de Yyons 03 Jolid 3oe|d axe) ||Im sallied Yiogq USIMIDQ UOIILINSUOD ‘JIASMOH
*asned 3sn[ 4o} awil Aue 1e diysulajul 9y} 21eulwd} 03 3814 3Y3 saAIsa4 983]|0] 3y} 40 3)S diysuaaiu] ayL
jJuswasuenty diysuiaiu] Jo swiay

‘Jludy Ul JUSAT 9SBIMOYS WO0ISSe|) Papualx3 pue asnoH uadQ |enuue s,)sr ul Suizedidipied Japisuo) ‘T
*30e43U02 dIysulalul 8yl UIylM pauljino se pue uodn paaide suswalinbad diwapede |je 913|dwo) ‘TT
‘BlIDID
uoll1en|eAd paulwWIa}ap-34d J9Y10 JO ‘UOIIBN|BAS-}|SS |BUIl) PUB UOIIEN|BAS WJR)-pIW e 3313|dwo) ‘0T
*3|qedljdde Ji1 @dueunsul Ayljigel| jeuoissajoud
se ||am se 28esan0d oueansul uolezijeydsoy pue ‘Ayijigesip ‘uspiaoe ‘yyeay |euossad ulelulelN ‘6
“diysuuaiul 9y1 03 paie|aJ SUIIU0D IO suollsanb aie auayl i Josiatadng Ajndeq ayiy 1oejuo) g
‘Sysel
Isuodsal el L
*WISIDIHID SAI3ONIISUOD pue uola4Ip 03 uado aq pue uoisiaiadns azljiin ‘9
9IS diysulajul Jo ‘J4e1s ‘SJuspnIs ‘slenplAipul Inoge uollewsoyul Aue Jo Ajljeluspljuod ayl JOUoH  °g
‘Juawdo|anap ||13js pue
‘Dpniie yJom ‘@ausiadxa qol Suipiedau Josiasadng 9IS 8yl Wody 3|qissod se yonw Se uJes| 01 dALIS 't
*Aj3uipJodde 10e pue uoissajoud ay) JO SpJepuR)S Y] 0} UBYPY '€

pausisse 03 A|aA1308443 9INQ1IIU0D 0} Ssaulpeal pue uoljesedald umo Jay/siy 1oy Ay

*989]|02 8y pue ays
diysuuaul ay3 yioq jo sadnoeud pue ‘sadijod ‘suone|nsal ayi Ag apige pue snieis Juapnis ulelule|N ‘g

*s3IpaJd diysulajul

9y31 Jo uoneJisiSad 4oy Ja1ua) uonessiSay g SuISIAPY 9yl 01 10eJ3U0d diysuaalul 3y pJemio)

|IIM 21340 S,ueaq dlwapedy 3y} ‘panocsdde aduQ “diysusaiul J19y3 Sujuuidaq 3103q |eaosdde |euly
10§ 321440 S,uUead dIWIPEedY 3Y3 03 19eJ1U0d diysuiaiul pausis/pala|dwod syl UWgns Isnw uspnls T
uJalu| JUBPMS Jo salyjiqisuodsay

*Jeah 1se| ay3 Ul U9a( Sey aUO ssajun a1ep Lels diysuiaiul

IM DS[ YHM P3|
9y3 03 Joud soueansul Ayljiqel| Jo uoiedl13439 Jo Adod e 283)10) ay3 03 apiaoud ||Im Josiaiadng 9US  °g
*J0siAIadns Jay/siy

puUE JUSPNIS Y3 YHM JSJUOD O3} SHSHIOM 3U3 HSIA 0} SAI3RIUSSDIADI AYNde) B MO|[E ||IM JOSIAISANS 3)S

-diysuuaiul ay3 Sulinp asiie suJaduod
10 sanss| Aue 1 9|qissod se Ajiea se sosiaiadns Ay noey s,989)102 9y 10BIUOD ||IM JOSIAISANS BUS '€

"10BJ3U0D diysulaiul ayi Jad se Jo/pue 1sanbai uodn Josiatadns Aynoey a3ajj0)

91B1S UOSUYO[ 31 01 SUOIIBN|BAD 9531 HWGNS [|IM PUB ‘@2UBWIO0}ISd JJOM S 1UdPNIS BY) JO UolleN|eAD
|eul} e pue ‘uollen|eAs wialpiw e ‘parsanbal Ji ‘syuodas ssaudoud 919|dwod |Im JosiAIRdNS BIS T

Juapnis ay3 Jo ssauSoud Joyuow

pue ‘ujuses) |enuatiadxa Suipiroad Joy juade ajdioulid ayi se aAJas ‘dosiniadns Aynoey Jay/siy

pue juapnis ay1 yum AlieinSad Ja4u0d ‘@4n3 nd s3I pue a1Is Ay} 01 JUSPNIS Y3 Jualio ‘uonedidde
diysuaaiut ay3 Jo soiy1vads uondiasap-qol sy 91s|dwod uapnis ay3y djay ||Im Josiausdng 91s ' T

:1osinIadng 931§ JO S isuodsay

*SJE||Op UOI||IWw dUO UBY] SS3| OU JO JUNOWE 3y} Ul ddueansul (3jqedrdde

a1aym) uonesuadwod s axJom pue ‘Ajjiqer) jeuoissajoad ‘Ayjiqel| jesauas uiejuiew |Im Aduady aus
‘deaipuey pa

10 98e ‘UOIIRIUSIIO [BNX3S ‘X3S ‘UOISI|aJ ‘SN1B)S UBJIIBA ‘Sniels [ejldew ‘Ui8lio d1uyla Jo |euolleu ‘40jod

enb

‘X3S ‘paaJd ‘92ed JO SIseq ay3 uo sad130eud Jo sa1d1jod JuswAojdwa ul S1eUIWILIISIP 10U Ausdy aus  °g

‘|eta4a4 diysulaiul y3noayy pasndas sJUIPNIS YiMm siaddom Jejndadl aoe|dsip jou
"JUBWUOJIAUS SUIIOM 3jes e apinoid

M Adua8y 1S ¥

M Aduady aus '€
'salNp Jay/siy

wuogiad 03 Juspnis ay3 Joj Alessadau adeds pue ‘saijddns quawdinba a|qejieae axew |im Adus8y auS  ‘z

*10sIA12dNG 9IS S,3UdpPNIS BY3 Se 9IRS 01 9Ao|dwa ue ajeusdisap

M Aduady aus T

:9Ms Sunesadoo) jo s 1suodsay

-J0suods 211S a3 pue 989||0D) Y3} usamiaq

Suilam ul dueape ul uodn paaude Ajleninw aJe jey) saunpadold pue sa|nJ |euolippe Aue aaJoju3 L
-diysuJa1ul ay3 Jo pua ayi 1e (ssed ou) dN Jo (ssed) 4 Jo apesd e ywqgns 9

‘Ajlioroeysiyes Suissaidoad

SI JUapN1S Y1 18yl aJnsud 01 AouaBy a1l Jo/pue JosiAIadNS 9IS BY1 YIM UOIIBIIUNWIWOD UlelUIR|A|

*ssa480.4d olwapede s,3usapnis 3y} SuISsSasse pue ‘Jusapnis

9y1 jo uoisiniadns olwaspede Sulpiaoad ‘(s)qissod pue alendosdde ausaym) s3isIA 811s 3uidonpuod
‘UJa1Ul JUIPNIS 3Y1 YyHM sSunnaaw Sulnpayds sapnjaul yaiym ssasSoud diysuiaiul ayy 3sion0
‘ula1ul Jay/siy yum 1onpuod diysusiul aerdoidde ssnasiq (g
“uawusisse diysusaiul ue ul a1edidipaed 01 AyiqiSie Jlwspede s,1uapnis syl Ajiue) g
‘uol1e11033U 10BJ1U0D PUE ‘U0I1IDIAS AS ‘Uoleso|dXd 9IS dIYsuaalul Ul JUSPNIS 1SISSY T
:Josinsadns Aynoey a8s)|0) 93e3S uosuyor 4o s Isuodsay

3sonbau uodn JosiAIadng 211S Y3 01 93LISA0D SIURINSUI YINS JO 3IUSPIAS aplnosd
||lm 983]]0D) 3YL "SJe||op UOI||IW BUO UBY] SS| 30U JUNOWE UE Ul ddueinsul Aljiqel| |eJauag ulejulely  °g
*10sIA1dNng 911S 93 Ag pajeudisap uonewJojul Aue Jo Ajjeinusplyuod syl uleluleln ‘T
:989]10) 31€3S UOSUYO[ JO saNM|IqIsuodsay

‘(mofaq pjog ur 9¢ way

‘Il Med 93s) padinbau si 9dueansul Ayljiqel Jo jooud 1eyl ajou pjnoys sais Suesadoo) ‘mojaq pauljino
aJe diysuiaiul siya ul Sunnedidinied saied ||e jo sanljiqisuodsal ay| "988||0) 91e1S uosuyor/osiaiadns
Aynoey ayy pue ‘Aduase a31s/10sIAIadns 91IS 8yl ‘JUBPNIS BY] USIMIS( 1DBIIUOD B SI SIYL

1N3INIFHOV NOILYINAT FAILVHIdO0D

INVHYO0YUd dIHSNYILNI 393T10J 31VLS NOSNHOr



Approval Signatures

This application is not valid until all of the following signatures are obtained.
Signature indicates approval of both the Internship Contract and the Cooperative
Educational Agreement.

Student Name: Click here to enter student name

Signature Date

Site Supervisor Name: Click here to enter site supervisor name.

Signature Date

Agency Representative Name and Title (if applicable):
Note: this person is verifying certificate of liability insurance.
Click here to enter name and title of person verifying certificate of liability insurance.

Agency Representative Signature/Date

Signature Date

Academic Advisor Name (recommended): Click here to enter academic advisor name.

Signature Date

Faculty Supervisor Name: Click here to enter faculty supervisor name.

Signature Date

Department Chair Name: Click here to enter department chair name.

Signature Date

Assistant Academic Dean: Jo Ann Lamore

Signature Date



All internship forms noted in this manual are available for download on the MyJSC Portal
(Documents and Forms > Information for Undergraduates > Internships).

Please direct any questions about internships at JSC to:
Ellen Hill, Internship Program Coordinator: ellen.hill@jsc.edu or 802-635-1439

“A mind that is stretched by a
new experience can never go
back to its old dimensions.”

— Oliver Wendall Holmes

P omison
AN

VERMONT

jsc.edu | 800-635-2356



