
   
 

   

 

Non-Academic Internship Registration Guide  

Step 1: 

Log into your HireHendrix account.  

Step 2: 

Click the Experimental Learning tab on the landing page, which is the first button on the left 

under the slideshow. 

 

Step 3: 

On the next page click Add New Experience. 

 

 



   
 

   

 

This form will not automatically save. Click “Save as Draft” before pausing your work.

 

 

Step 4: 

Policies and Waiver: Read and Initial each statement 

 

 

 

 

 

 

 

 



   
 

   

 

Step 5: 

Internship Category: Select “Non-Academic Internship” 

 

Step 6: 

Internship Cohort: Select the term in which your internship takes place. 

 



   
 

   

 

Step 7: 

Should this internship be counted towards your major or minor? If you have spoken to your 

academic advisor and the department chair, and they have approved it, select yes. 

  

Step 8: 

Student information: Complete this section next. 

 



   
 

   

 

 

Step 9: 

Internship Site Information: Complete this information about your internship site. We often get 

questions about the following items in this section: 

• Site Supervisor: This is typically your “boss” at the internship site. In some cases, this 

will be the person doing the hiring but not actually providing day-to-day supervision. If 

this is your situation, please let Tricia Burris (tburris@hendrix.edu) know. She will update 

records later to include contact information for your direct supervisor. 

• Site Supervisor Email: When you click “Submit” an email will be sent to this address 

asking your site supervisor to approve your forms. Please double check that this email 

address is correct and let your supervisor know to expect this email. 

 

mailto:tburris@hendrix.edu


   
 

   

 

Step 10: 

Internship Site Agreement: It is mandatory to have 100+ hours for a non-academic internship. 

Please confirm this information with your site before you submit this form. 

 

 

 



   
 

   

 

Step 11: 

Project/Internship Description: Write a few sentences about what you will be doing at the 

internship site. Be specific; your form may be rejected if it’s not clear what you will be doing. 

Remember that shadowing/observation can be a part of your internship, but it cannot be all or 

most of it. Internships must be “hands-on.” 

Internship Professional Outcomes: Write a few sentences about what you hope to learn and/or 

what skills you expect to develop during this internship.  

   

 

Step 12: 

After checking “yes” below, click “Submit” to initiate the approval process.  



   
 

   

 

 

Step 13: Don’t forget to check back regularly until your internship is approved. Your site 

supervisor MUST approve the forms before Career Services can do so. If your site supervisor 

does not approve them within a few days, please reach out to them and ask if they have 

questions or need additional information. 

Step 14: Did you indicate that this internship should fulfill a major requirement? If so, you 

must also register for ISHP 499. This is a non-credit bearing course code that allows the 

Registrar to track the completion of this major requirement. Work with your academic advisor 

and program/department chair to add this to your schedule during the term that your 

internship occurs (e.g., if you are doing a summer internship, you should add ISHP 499 to your 

summer schedule). ISHP 499 does not incur tuition fees. 


