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The Office of Career Services has transitioned our internship packets from paper to online (in
HireHendrix). The information requested, internship program requirements, and process have NOT
changed.

OVERVIEW OF THE PROCESS
1. The Student will complete a brief application and meet with me. We will cover policies,
requirements, code of conduct, and navigation of the online system.
2. The Student will be given access to the placement packet which will include:
a. Internship Site Information and Agreement
b. Faculty/Staff Supervisor Agreement
c. Drop/Add Form
3. Once submitted, I will have the opportunity to review (but will rarely make changes at this point
in the process).
4. The Site Supervisor will then receive a link via email to the Internship Site Agreement Form.
They will be able to edit this information before approving.
5. The system will process Site Supervisor approvals overnight. The Faculty/Staff Supervisor will
receive an email (around 3am) from intern@hendrix.edu with a link to your student’s form. You
will be able to see ALL of the information, but you will only be able to edit the information in the
Faculty/Staff Supervisor Agreement.
6. If you are also the student’s Academic Advisor, you will be able to complete the Drop/Add Form
here as well. If you are not the student’s Academic Advisor, the student will be directed to
download a Drop/Add Form, take it to their advisor, and bring the form to Career Services for
processing.
7. If you are also the student’s Program/Dept. Chair (for HESC, EVST, or SJSA), you will be able to
approve the student’s internship for that major/minor requirement in this form. If you are not, I
will send the completed packet to that person via email for final approval.
8. Everything else should run as we have done in the past. You will still receive an email from me
with the completed packet attached. I will still communicate Drop/Add information to the
Registrar. You will also still receive an email from me at the end of the internship period
notifying you of the student’s progress (complete/incomplete).

GUIDE FOR THE FACULTY/STAFF SUPERVISOR








The student will be able to complete the Faculty/Staff Agreement portion of the packet based
on communications with you. If you prefer to complete this portion yourself, you can ask the
student to leave most items blank. You will also have the option of uploading additional
documents.
After the student’s packet has been approved by the site supervisor, the system will send you
an email like this:

Note that this is from Intern@hendrix.edu, and please add this to your contacts.
These emails are generated overnight and generally arrive around 3:00am.
Click the link included in the email to access your student’s packet. Note: If you are supervising
multiple interns, more than one link could be included in this email.
You will be able to see the entire packet, but you will only be able to edit the Faculty/Staff
Agreement (and, if applicable, Drop/Add Information).

These forms should already be completed by the student:



Credit Type: This item is important. Any credit type besides “Odyssey Only” will trigger the
appearance of additional items later in the packet (e.g., Drop/Add Information) and determine
what information is provided to the Registrar.



Learning Goals and the Reflection Component—You can enter these as usual (or edit
information entered by the student based on their conversations with you). Note that you have
the option of uploading documents that include some or all of this information instead of typing
it in the text boxes. If you choose to do this, please write “see attached” in the appropriate text
box(es). The Attachment button is located at the bottom of this section.




Progress Meetings—A rough estimate of when you plan to meet is perfectly fine.
Student Comments—This is optional and provides an opportunity for the student to leave you
(or me) notes.



Drop/Add Information (for students seeking academic credit and/or to fulfill a major/minor
requirement‐‐
o If you are NOT the student’s advisor, the student will download an Internship Drop/Add
form which they will return to the Career Services office when completed.
o If you ARE the student’s advisor, additional fields will appear allowing you to complete
all of the Drop/Add information here.

o

If you are the program chair for the student’s major/minor, you will have the
opportunity to approve the internship to fulfill the major/minor requirement within the
form:



Final Approval—Type your name in the appropriate approval box(es) as your “digital signature”
and then click “Approve.” Once you click “Approve” you will not be able to make any further
changes. However, you can email me, and I can make edits on my end.

Do NOT press the button indicated below until you have filled in all relevant information:



After all forms have been completed and all approvals received, I will email a copy of the
completed packet to you, the site supervisor, and the student. I will email the program chair a
copy for their final approval, when needed. In addition, I will send Drop/Add Form information
to the Registrar.



Questions? Contact Tricia Burris (burris@hendrix.edu; ext. 1373).

