How to Create a For-Credit Internship:
A Guide for Employers


Creating an Internship Description
· List the knowledge and skills that will be used, learned, and developed over the course of the internship. Listing transferrable job skills is highly recommended.
· Examples:
· Analyze and interpret data with strong attention to detail.
· Communicate with clients in person, as well as via phone, email, and social media.
· List the skills and/or knowledge needed to qualify for the internship.
· Examples:
· Must be proficient in Microsoft Office applications.
· Must have prior experience using InDesign or similar image editing software.
· Identify desired date range and/or hours for the experience, as well as time and logistical expectations.
· Examples:
· 40 hours over a 2 week period – must travel between 2 office locations
· September 15th – November 30th, 15 hours per week
· Tuesdays & Thursdays (hours TBD) throughout the summer
· Indicate whether the internship is paid or unpaid.
· Indicate if it is focused on a particular project.

Finding an Intern
· Jobs can be posted directly to Carroll’s free online job board by visiting: https://www.myinterfase.com/carroll/employer/ 
· In addition to or in lieu of posting a job directly online, internship opportunities can also be sent via email to Torrie Boduch tboduch@carrollu.edu, 262-524-7625, Career Services. Emailed postings will be added to the online job board and shared with specific student populations.

General Internship Guidelines for Carroll University Students
· Students may take up to 4 credits of internship in a semester, with a maximum of 12 credits total earned toward graduation.
· Students must work a minimum of 40 hours onsite per credit hour.
· 1 credit = 40 hours			○    3 credits = 120 hours
· [bookmark: _GoBack]2 credits = 80 hours			○    4 credits = 160 hours
· Students are responsible for their own course registration and for completing any paperwork associated with their internship.
· A registered internship requires the student to work with their Faculty Internship Advisor (FIA) and internship site supervisor to develop appropriate learning outcomes (measurable goals).
· Internships are developed at the department level and requirements may vary.

Expectations of an Internship Employer
· The internship site supervisor is expected to complete a midpoint and final evaluation of the student and send both evaluations to the student’s FIA.
· The student’s FIA must connect with the internship supervisor (i.e. phone call, site visit) at least once during the internship experience in regards to the student’s performance.
· The internship must, primarily, consist of meaningful, bachelor level work and skill building. 
