HENDRIX COLLEGE INTERNSHIP

EMPLOYER PACKET

The Hendrix College Internship Program is designed to provide students with the opportunity to explore career interests outside the classroom while continuing their education.  Through the internship program, students gain vital experience and practical skills; in return, employers enjoy exposure to liberal arts philosophies and have the opportunity to identify prospective employees.

The information provided in this packet is designed to help employers coordinate internship programs effectively.  If you have any questions, please contact Career Services at (501) 450-1416.
Thank you for supporting the future careers of Hendrix students!

RNSHIP 
In order for the internship program to be successful, students and employers must work together to meet certain expectations.  Employers can expect intern assistance in completing important assignments, conducting relevant research, and performing daily responsibilities essential in the department. Student interns expect to perform worthwhile projects, receive helpful guidance, and gain valuable experience.  

Although rare, a misunderstanding or problem may occur between intern and employer.  In the event of a problem, the student is encouraged to discuss the matter with the supervisor.  Employers are encouraged as well to discuss concerns they may have with student interns.  If these discussions do not result in improvement, please contact Career Services.  Remember, however, that Career Services strongly suggests open dialogue between intern and supervisor. 

In an effort to provide a positive work environment for interns, we ask that all host companies observe the following:

· Equal Employer Opportunity criteria, stating that employment is offered without regard to race, color, religion, sex, national origin, or age and provide Equal Employment Opportunities to handicapped individuals.

· Sexual Harassment guidelines as afforded to the host organization‘s              employees as written in the employee handbook. 
Helpful Contacts

Career Services of Hendrix College 



      (501) 450-1416

Mike Caldwell, Assistant Director 
caldwell@hendrix.edu


www.hendrix.edu/career/
  INTERNSHIP REQUIRME
Student Requirements
· Students of sophomore level (in any major and in good academic standing) may complete an internship either for a grade, course credit only, or transcript notation.

· Students must complete the applicable sections of the Official Internship Packet (available in Career Services.)  The contracts in this packet are to ensure that the student, on-site supervisor, and faculty sponsor agree with the student’s responsibilities.  Students must obtain all necessary signatures.  The on-site supervisor’s signature is requested on the Formal Proposal Form and Part A: 2 of the Official Internship Packet. 

· The internship should last no less than 12 weeks and no more than two academic semesters or one academic semester plus a summer.  A minimum of 120 hours of on-site contact with the host organization is mandatory.  If the internship is the student’s sole project during a regular academic term, the student must apply for a leave of absence with the Office of Academic Affairs.  

· Interns are expected to abide by the organization’s procedures and policies regarding conduct, dress, and protocol, and to complete projects in a thorough and timely manner.

· Throughout the internship, the student is encouraged to seek feedback from the supervisor on work performance.  At the end of the internship, the student will complete an evaluation of the internship for Career Service files.

Employer Responsibilities

· Interns’ responsibilities should be project-oriented.  Interns should assist with daily office operations but their sole responsibility should not be clerical duties.
· A professional staff member must be assigned as the intern’s on-site         supervisor.  

· The intern supervisor is expected to meet with the student at the beginning of the internship to provide orientation and to explain expectations and responsibilities.

The supervisor is encouraged to provide the intern with feedback and evaluation throughout the course of the internship.  Career Services         requests that at the end of the term, the supervisor complete the formal evaluation form included in this packet.  Supervisors should discuss the evaluation with the intern, then return the form to Career Services.
R

INTERN ORIENTATION

Orienting student interns with your organization is a vital step in the internship process.  This internship opportunity may be the first experience a student intern has in a professional setting.  Career Services provides the following suggestions to employers preparing to host a student intern:

Before A New Intern Arrives 
· Consider what your preferred work style and goals are so that your intern may work effectively with you.

· Anticipate daily responsibilities and projects for your intern to complete.

· Gather information about your company and division so that your student intern can learn the history, purpose, and atmosphere.

· Complete the Official Internship Packet Learning Contract A and return to your student intern.  

· Make sure your signature is on all necessary paperwork.

· Have the student intern complete any hiring paperwork.

Orientation Suggestions

· Meet with your student before the internship begins to discuss expectations, dress code, office communication, and protocol.

· Discuss possible projects and decide appropriate scheduled work hours which accommodate both you and your intern.  Inform your intern of your particular schedule and specific dates you will be out of the office.

· Provide the intern with a tour of the office, introducing the layout, how the office operates, and the people your intern will be working with.

· Inquire about the intern’s expectations for this job: what you as an employer should provide, and what specific skills and experience the intern is looking to gain while serving in your office.

Additional Suggestions

· Schedule regular meetings to review the intern’s projects and progress.

· Whenever possible, invite your intern to staff meetings; route company memos to the intern for review.

· If your intern completes all projects and you do not have another assignment, check with co-workers for projects they may have.

HENDRIX COLLEGE INTERN PERFORMANCE EVALUATION 
Name:                                          

Employer: 

Major:                                                

Site Supervisor: 

Period Covered:                                                Faculty Sponsor: 

Please comment on the above intern’s progress in the following areas.  If necessary, write on the back of this form.

1.    Work style.  Please comment on his/her quality of work, completion of assignments and ability to use resources.
2.   Communication skills.  Please comment on his/her level of oral and written expression.

3.    Critical thinking.  Please comment on his/her problem solving and decision making ability.

4.    Learning objectives.  Please comment on his/her academic preparation and progress toward learning goals.

5.    Comment on the intern’s work attitudes (i.e. initiative, enthusiasm) and relationships with others.  Please mention his or her acceptance of criticism, ability to take direction, and acceptance of responsibility.

Special abilities student demonstrated for this field:

One of the purposes of an internship is to provide interns with the opportunity to grow as workers.  How can this intern improve to take him/her to the next level?

In accordance with the Family Educational Rights and Privacy Act of 1964, this evaluation will be available for the student’s inspection.  This document is only used in an educational setting to help the student learn from his/her internship experience.

Supervisor’s signature: 

Please return to Career Services by. 
 Hendrix College




                
 1600 Washington Avenue






 Conway, AR 72032





 Fax: 501-450-1260
