Internship Agreement Form (APPENDIX A)
(Please print, complete, and submit to Brenda Lidy, Internship Coordinator) 
This form must be completed prior to starting your internship.

	
Date Submitted:_________________________    Anticipated Start Date:_______________________________________



	Student Intern Name:                                                                    Student Intern ID:

	Major:                                         Semester Hrs. Completed:_____                                               Current Overall GPA:______

	Student Email Address: 


	Student Phone Number: 

	Company Name: (Employer)

	Employer Address:


	Immediate Supervisor: (Name and Job Title)
 

	Employer Phone:                                                                             Employer Email:


	Rate of Compensation                                                                    Anticipated Hours (weekly): 


	When do you anticipate you will complete your internship: 

During the current semester______   Both Fall and Spring Semester_____    Other:_______________________________



	Credits Registered for this semester: ____________ Advisor:____________________________________________

	How many credit internship hours have you completed: _______   When(circle one)  Fall or  Spring or Summer            

	Type of Internship:    ______Remote   _____Virtual   _____Face to Face   ______International     ______Other



Revised Summer 2026



Internship Criteria- Initial each item.  

1. ________Internships will be one-semester credit hour (minimum) or up to nine-semester credit hours (maximum). Students may ask for additional time to complete their internship but this must be submitted in writing prior to week 14 of the semester. 

2. ________The business internship advisor will enter the grade upon completion of all internship requirements.

3. ________The intent of the internship program is to allow student interns to devote time to gain practical work experience. Student interns are permitted to take additional courses while completing an internship; however, course loads should be kept within reason. 

4. _________Student interns completing their internship at their current place of employment must incorporate new learning experiences at the workplace. For instance: different department or job duties. 

5. _________Student interns are required to complete a minimum of 40 hours of work for one-semester hour of academic credit or up to 360 hours of work for nine-semester credit hours in an approved internship site.  

6. _________A grade is contingent upon "satisfactory" evaluations by the employer and faculty mentor and complete assignments in a timely manner. Failure to submit all the required documentation may result in an F or being dropped from the class.  

7. _________The intern must pay regular tuition and fees for credit hours, unless completing the internship during summer which may be provided at a discounted rate.

8. _________The intern must also register for the internship for the academic term during which the work is being performed. Internship credit will not be granted retroactively; student interns must have internships approved in advance. 

9. _________The faculty business internship advisor will visit each field placement to meet with the intern and the employer supervisor at least once during the internship period. Dependent upon the location of the internship, the visit may be conducted via telephone conference or other electronic means. 

10. _________The intern is subject to the jurisdiction of all rules, regulations, and codes of conduct impacting student interns at Keystone College and the handbook, as well as those that the employer may require. 

11. __________Student interns must maintain confidentiality and professionalism with regard to sensitive information gained in the work environment.

12. ________ The student intern must follow the companies policies and procedures when it comes to inclement weather, conflicts between school and the internship site location, etc.  





RESPONSIBILITIES OF THE COLLEGE (Internship Coordinator)

1. Provide the student intern with a pre-internship orientation, BUSN 2570. 

2. Provide the participating employer/business with appropriate instruments for evaluating the student intern and certificate of insurance.

3. Mentor students during their internship. 

4. Assist the student intern in developing work projects provided by the employer/business and the internship experience, when necessary. 

5. Conduct an exit interview with student intern and employer.

RESPONSIBILITIES OF THE PARTICIPATING EMPLOYER/BUSINESS 

1. Assign a supervisor/mentor to work directly with the student intern to achieve the educational goals of the internship by assigning appropriate work duties. 

2. Complete the employee project worksheet (Appendix C) within the first three weeks of employment. 

3. Sign off on weekly timesheets (Appendix B).

4. Provide an internship job description.  

5. Provide the student intern with an orientation to the worksite duties, hours, and employer/business expectations. 

6. Schedule regular meetings with the student intern and provide an appropriate evaluation of the student intern's performance. 

7. Provide a safe and secure workplace where the student intern has the opportunity to meet his/her educational objectives.

8. Complete the student evaluation and offer feedback for the student intern.  

This agreement is subject to any specified educational objectives, duties, learning outcomes, and evaluation methods on the accompanying page(s). Any party with two weeks’ notice may terminate the agreement. The College or the employer/business has the right to terminate a student internship experience if either party feels the student intern is not performing satisfactorily. 

The following signatures confirm understanding and acceptance of the terms of this agreement: 

	Student intern					                            Date 

	Employer				                                        Date 








