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Business, Management, and Technology


Internship Handbook 
BMT 4710, 4715, 4720

BUSINESS DEGREE STUDENT INTERNSHIP GUIDELINES 
BMT 4710: Internship (1 through 9 Credits)
Student interns may register for 1 to 9 credits.  Each credit is equivalent to 40 hours of work.

Introduction: The internship program for the Division of Accounting, Business, Computer Science, Event Tourism Management, Data Analytics, Financial Planning, Information Technology, eSports and Sports and Recreation Management programs - is offered to student interns pursuing a major or minor in one of the degrees listed above. This program is designed to provide student interns with the opportunity for meaningful career-related experience in a corporation, government, and/or a non-profit organization. Student interns are expected to practice and expand upon their knowledge and skills learned in the classroom in a hands-on work environment. This experience should provide a better understanding of the business surroundings while facilitating the transition from the classroom to the career environment. 
Student interns can register for BMT 4710: Internship course once they have completed the following:

1. Successfully completed BUSN 2570.
2. Received approval from your academic advisor.
3. Are in good academic standing with a GPA of 3.0 or higher. 
4. Completed at least 60 credit hours for a baccalaureate or 30 credit hours for an associate degree. 

Internship Criteria:

1. Student interns may start their internship during the fall, Winter, spring, or summer semesters. However, if the agreement form is not submitted within the first two weeks the student intern will be dropped from the course.  
2. Student interns have one year to complete their internship. After one year, the grade will turn into an “F”.
3. All student interns who obtain internships (even those that are not for credit) must report the internship to the business internship advisor prior to their start date. 
4. Complete an internship agreement form prior to starting the internship and within the first two weeks of the start of the semester. (Appendix A)
5. The student intern must register for BMT 4710, 4715, or 4720 prior to starting the internship.  



ASSIGNMENTS FOR ACADEMIC CREDIT FOR BMT 4710: INTERNSHIP IN BUSINESS- NOTE: Agreement form must be completed prior to completing Appendix C and B. 


Assignment 1 – Develop and Complete an Employer and Student Internship Project Work Sheet (Appendix C)  Within the first three weeks of the start of the class. 

In collaboration with the employer and business internship advisor, the student intern will develop one (1) project/goal per course credit.  For instance, if the student intern registers for a three (3) credit internship, he or she will work with the employer and business internship advisor to develop three projects/goals.  The projects/goals will be developed based on the location of the internship and specific to the employer needs as well as the student intern’s abilities. Assignment two (2) must be developed within the first week of the student intern’s start date. The student intern will complete Appendix C and submit through Canvas to the business internship advisor within the first two weeks of starting the internship. 

Examples of projects:
1. The student intern will develop and implement an inventory spreadsheet.
2. The student intern will create a database for new customers.
3. The student intern will develop marketing materials for various promotional events.
4. The student intern will conduct research for a specific product.


Assignment 2 – Weekly Timesheets (Appendix B)
Internship timesheets must be submitted to the business internship advisor WEEKLY by e-mail (as a Word attachment), Canvas, or in person. Remember that completed timesheets ARE a part of the student intern’s final grade! Please make sure to complete these timesheets at the end of each work week. Timesheets must be signed by both the student intern and the employer on a weekly basis.

Assignment 3 - Journal (Appendix B) 
	(Note: This is the same sheet as the weekly timesheets)


The student intern will document his/her weekly learning experiences at the internship site, into a maximum of a one-page paper. The journal should include, but not limited to; the daily activities, tasks, assignments, projects, duties, etc.  The journal is due weekly and should be submitted with the timesheets by Sunday evening to the business internship advisor by e-mail (as a Word attachment), Canvas, or in person. A photo of an document will not be accepted. If the task is repeated weekly the student intern may include their tasks onto the weekly timesheets in place of the journal.
Assignment 4 - Final Internship Paper, Reflection, and Presentation.
The final report must be submitted within one week following the completion of the internship experience/hours or during finals week. (See academic calendar for specific final exam schedule) The report should include a summary of the required project(s) that the student intern completed during the internship (Appendix C). The final paper should be submitted through the internship folder and uploaded to Canvas for better organization. There is no minimum page amount for the report; however, the paper should include the following:

I. Cover Page 
• Student intern name and title of position (e.g. student intern) 
• Name of company/organization 
• Name of business internship advisor
• Address and telephone number of company/organization

II. Section One 
The student intern will describe the internship experience and the role at the business. Information should include, but is not limited to, the following:
A. Description of the company/organization 
· Brief history of company/organization
· Purpose/mission of the company/organization 
· Approximate number of employees and number of departments 
· Brief description of customers/clients/people served 
· How the work is divided - departments, sections, etc.
· Specific description of department in which you worked
· Organizational chart
· Marketing materials (flyers, brochures, etc)
· Photos of group projects, accomplishments, etc.  

III. Section Two 
A. Description of the projects assigned 
· Describe the process taken to complete project(s)/goal(s).  
· Describe the job/role performed during the internship (including work accomplished). 
· Describe in detail the purpose of the project and how it was incorporated into the workplace.    
· Analyze the strengths and weaknesses discovered in carrying out the work. 
· Discuss what was learned from fellow worker, both personally and professionally. 
· Discuss, compare, and contrast perceptions and expectations at the beginning and end of the internship. 
· Analyze skills, ideas, and knowledge learned from the placement; indicate which are needed most in this field and why. 
· Discuss how the skills learned and this internship may influence your academic decisions and career focus/choices for the near future. 

IV. Self-Reflection (Template and Presentation)
A. The last part of this paper will require the student intern to answer the following self-reflection questions: 
· How would you describe your learning experience at the internship site?
· What skills did you bring to the internship site?
· What skills did you feel you lacked to complete your internship more effectively? (i.e. technology, accounting, organizational, etc.)
· How do you think the internship will help prepare you to reach your future career goals?
· What skills did you take away from the internship?
B. Internship Reflection Presentation
1. One Thing I Learned: Write 3–5 sentences describing a meaningful skill, insight, or experience you gained during the internship.
2. One Thing I Didn’t Know Before This Internship: Share something surprising—about the field, workplace culture, daily tasks, or yourself (3–5 sentences).
3. A Challenge I Faced: Briefly explain a challenge and how you overcame it or what you learned from it (4–6 sentences).
4. One Fun Fact From My Experience: Include a lighthearted or interesting detail—an event, a unique task, something memorable (2–4 sentences).
5. Advice for Future Interns: Offer one or two pieces of practical advice (3–5 sentences).
6. Submit a photo of your action at your internship site location. NOTE: when sending the photo make sure the photo is sent as a photo separately from a word document.  Also, make sure the photo is action or includes the company logo.  If you have to send a photo of a building put yourself in front of the building or a group picture of you in your and your co-workers in your office.  If completing a virtual/remote internship-picture of you near the computer with the company information on the screen. (or a cool screen shot)
The above comments and questions are just a starting point for the student intern to reflect upon during their internship. Student interns should add additional information they feel is important to share with their business internship advisor.  

Notes: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

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

	
Date Submitted:_________________________    Anticipated Start Date:_______________________________________



	Student Intern Name:                                                                    Student Intern ID:

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

	Student Intern Email Address: 


	Student Intern Phone Number: 


	Company name: (Employer)

	Employer Address:


	Immediate Supervisor: (Name and Job Title)
 

	Employer Phone:                                                                             Employer Email:


	Rate of Compensation                                                                    Anticipated Hours of work (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
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Internship Criteria- Initial each item.  

1. ________Internships will be one-semester credit hour (minimum) or up to nine-semester credit hours (maximum). Student interns 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 internship coordinator 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 student interns 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 can meet his/her educational objectives.

8. Complete the student intern 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 





STUDENT INTERNSHIP TERMS AND CONDITIONS


Please Read and agree to the following: (Initial) 

I, the student intern, agree to: 


1. ________I understand that this is a professional an official document that is required for an internship to be registered for academic credit.
2. ________I will conduct myself as a young professional and follow the policies and procedures set forth by the employer as well as the college.  
3. ________I understand that my internship will be registered when all my supervisors have agreed to the learning agreement with a signature, internship coordinator, on-site supervisor, and career development
4. ________Career development and faculty reserves the right to deny the learning agreement if it is not filled out by the above requirements 
5. ________I understand that I am required to submit the proper paperwork in a timely manner.
6. ________I understand that I must secure an internship prior to enrolling into the internship course. If I do not have an internship location I will work with Career Services to secure the internship appropriate for my educational and career goals. 
7. _______I understand that I will dropped from the internship if the agreement form is not submitted within the first two weeks of the semester.  
8. ______Perform, to the best of my abilities those tasks assigned by my work supervisor which are related to my learning objectives and the responsibilities of this position. Practice professional behavior and attitude, as a representative of the Keystone College community.
9. ______Follow All rules, regulations, and normal requirements of the organization. Be aware of, and complete, any documents required by the host organization. I understand that not doing so could result in being fired from the organization.
10. ______Fulfill learning objectives stated in this agreement, along with any academic activities assigned by my faculty supervisor by deadlines establish in the learning agreement. Not doing so can result in a failing grade
11. _______Determine with my faculty supervisor a regular system for communication during the internship. Notify the faculty supervisor and career development immediately if problems are encountered during the internship
12. _______Following the guidelines for the final paper I will provide the academic advisor and career services with feedback at the end of the internship regarding the internship experience.
13. _______Comply with any decision by Keystone College or the internship host organization to remove me from the internship due to failure to comply with the respective policies, procedures, requirements, and directives. Understand that removal from the internship can result in a failing grade.
14. _______Understand that if an internship takes place in the summer I am responsible to pay fees for those credits.
15. _______Provide career services and internship coordinator with any documentation that they request about finalizing my internship registration, such as my student degree audit


A COMPLETED TERMS & CONDITION FORM, INCLUDING AN INTERNSHIP JOB DESCRIPTION, IS REQUIRED TO REGISTER. FORMS SHOULD BE DELIVERED TO THE BUSINESS INTERNSHIP ADVISOR PRIOR TO STARTING YOUR INTERNSHIP.

Forms to be completed by the student intern and with the employer:
1. Student intern agreement form
2. Weekly timesheets with journal entries.
3. Student Internship Terms and Conditions
4. Project Goal Worksheet
5. Employer Evaluation
Notes: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________

Time Sheets and Daily Journal Duties/Responsibilities. (APPENDIX B)
Student Internship Timesheets- Due weekly by Sunday at 5 p.m.
Internship timesheets must be submitted to the Internship Coordinator and business internship advisor by 5 p.m. on Sunday and on a WEEKLY basis. Remember completed timesheets ARE a part of the final grade! Please provide detailed information regarding activities/duties during each day as well as any additional comments.
	Student Intern Name:

	Supervisor Name:

	Name of Organization:

	Week of ______________________________  to  ______________________________

	Day and Date (month and day)
	Hours each day
	Journal daily duties and responsibilities here

	Monday: ______
	
	

	Tuesday: ______
	
	

	Wednesday:______
	
	

	Thursday: _______
	
	

	Friday: _______
	
	

	Saturday: _______
	
	

	Sunday: _______
	
	

	Weekly hours
	
	THIS SECTION SHOULD INCLUDE THIS WEEKS HOURS

	Total internship hours 
	
	THIS SECTION SHOULD INCLUDE YOUR TOTAL HOURS


























Student Intern Signature: ___________________________________  	Date: _____________________
Supervisor Signature: _______________________________ 	Date: _____________________

Employer and Student Intern Project/Goal Worksheet (APPENDIX C)
In collaboration with the employer and business internship coordinator, the student intern will create one or more project/goals for every 40 credit hours earned. Projects must be business related, realistic for a student intern learning environment, and developed within the first week of starting their internship.  
	For Example:
1. The student intern will develop and implement an inventory spreadsheet.
2. The student intern will create a database for new customers.
3. The student intern will develop marketing materials for various promotional events.
4. The student intern will conduct research for a specific product.


	1

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.



Comments:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

LEARNING OBJECTIVES & CRITERIA : based on your experiential/internship responsibilities, pick the top three skills/goals you hoped to attain during the experiential/internship (check off 3 circles)  

· Career self-knowledge: I want to learn more about my strengths, skills, knowledge, and career goals. I want to apply my personal skills to a career setting 

· Professionalism and work ethic: I want to practice being professional through my actions in the workplace. I want to learn to maintain integrity, resilience, accountability, and ethical behavior in the workplace

· Technologies: I want to practice adapting to new technologies. I want to use current and emerging technology to solve problems, complete tasks, and accomplish goal

· Applied learning and critical thinking: I want to practice applying the knowledge I have learned in the classroom to dealing with situations in the workplace. I want to develop my skills and analyzing issues, decision-making, and creating innovative solutions.

· Communication skills: I want to practice my verbal and written communication skills and develop my ability to articulate my thought process by communicating with others. I will learn to be a better active listener

· Interpersonal skills and Teamwork : I want to learn to become a better team member and work effectively with others in a collaborative manner. I want to learn skills to manage conflict while working toward a common goal

· Community perspectives and citizenship: I want to think about how the organization I intern for helps meet the needs of the community. I will develop my skills to appreciate the perspectives of others.

· Other: explain_________________________________________________________                                             


	Employee Signature: 


	Employer Signature:


	












[image: A picture containing text

Description automatically generated]


Department of Business, Management, and Technology
Supervisor Evaluation of Internship Rubric

	Student Intern:
	

	Host Company/Organization:
	

	Mailing Address:
	

	City, State or Province:
	

	Zip or Postal Code, Country:
	

	Internship Supervisor:
	

	Supervisor Position/Title:
	

	Supervisor Phone Number:
	

	Supervisor Email:
	

	Date of Evaluation:
	




The purpose of this assessment is to provide the student intern with constructive feedback on his/her internship experience. This evaluation form should be completed by the internship site supervisor or the individual who is most closely responsible for supervising the intern’s work assignments.
The student intern grade is partially based on your evaluation of his/her performance on each of the internship dimensions identified below. Use the evaluation rubric to assess the student intern performance on each dimension by specifying a score based on the performance ratings and descriptors delineated in the rubric form. Candid and objective comments regarding the student intern performance are also very much appreciated. Please add your relevant comments in the space provided in the form.

	Supervisor Evaluation of Internship – Grading Rubric

	Evaluation
Dimensions
	Performance Rating
	Score

	
	Needs Improvement
	Meets Expectations
	Excellent
	

	
	1
	2
	3
	4
	5
	6
	

	Internship Evaluation Dimensions – Grading Criteria

	Achievement of Learning Agreement Objectives
	Accomplished few if any learning objectives as specified in the internship learning agreement
	Accomplished most learning objectives as specified in the internship learning agreement
	Met or exceeded all learning objectives as specified in the internship learning agreement
	

	
	Comments: 

	Quality of Work
	Work was done in a careless manner and was of erratic quality; work assignments were usually late and required review; made numerous errors
	With a few minor exceptions, adequately performed most work requirements; most work assignments submitted in a timely manner; made occasional errors
	Thoroughly and accurately performed all work requirements; submitted all work assignments on time; made few if any errors
	

	
	Comments: 

	Ability to Learn
	Asked few if any questions and rarely sought out additional information from appropriate sources; was unable or slow to understand new concepts, ideas, and work assignments; was unable or unwilling to recognize mistakes and was not receptive to making needed changes and improvements
	In most cases, asked relevant questions and sought out additional information from appropriate sources; exhibited acceptable understanding of new concepts, ideas, and work assignments; was usually willing to take responsibility for mistakes and to make needed changes and improvements
	Consistently asked relevant questions and sought out additional information from appropriate sources; very quickly understood new concepts, ideas, and work assignments; was always willing to take responsibility for mistakes and to make needed changes and improvements
	

	
	Comments: 

	Initiative and Creativity
	Had little observable drive and required close supervision; showed little if any interest in meeting standards; did not seek out additional work and frequently procrastinated in completing assignments; suggested no new ideas or options
	Worked without extensive supervision; in some cases, found problems to solve and sometimes asked for additional work assignments; normally set his/her own goals and, in a few cases, tried to exceed requirements; offered some creative ideas
	Was a self-starter; consistently sought new challenges and asked for additional work assignments; regularly approached and solved problems independently; frequently proposed innovative and creative ideas, solutions, and/or options
	

	
	Comments: 

	Character Traits
	Was insecure and timid, and/or regularly exhibited a negative attitude; was dishonest and/or showed a lack of integrity on several occasions; was unable to recognize and/or was insensitive to ethical and diversity issues; displayed significant lapses in ethical and professional behavior
	Except in a few minor instances, demonstrated a confident and positive attitude; regularly exhibited honesty and integrity in the workplace; was usually aware of and sensitive to ethical and diversity issues on the job; normally behaved in an ethical and professional manner
	Demonstrated an exceptionally confident and positive attitude; consistently exhibited honesty and integrity in the workplace; was keenly aware of and deeply sensitive to ethical and diversity issues on the job; always behaved in an ethical and professional manner
	

	
	Comments: 

	Dependability
	Was generally unreliable in completing work assignments; did not follow instructions and procedures promptly or accurately; was careless, and work needed constant follow-up; required close supervision
	Was generally reliable in completing tasks; normally followed instructions and procedures; was usually attentive to detail, but work had to be reviewed occasionally; functioned with only moderate supervision
	Was consistently reliable in completing work assignments; always followed instructions and procedures well; was careful and extremely attentive to detail; required little or minimum supervision
	

	
	Comments: 

	Attendance and Punctuality
	Was absent excessively and/or was almost always late for work
	Was never absent and almost always on time; or usually reported to work as scheduled, but was always on time; or usually reported to work as scheduled and was almost always on-time
	Always reported to work as scheduled with no absences, and was always on-time
	

	
	Comments: 

	Organizational Fit
	Was unwilling or unable to understand and support the organization’s mission, vision, and goals; exhibited difficulty in adapting to organizational norms, expectations, and culture; frequently seemed to disregard appropriate authority and decision-making channels
	Adequately understood and supported the organization’s mission, vision, and goals; satisfactorily adapted to organizational norms, expectations, and culture; generally functioned within appropriate authority and decision-making channels
	Completely understood and fully supported the organization’s mission, vision, and goals; readily and successfully adapted to organizational norms, expectations, and culture; consistently functioned within appropriate authority and decision-making channels
	

	
	Comments: 

	Response to Supervision
	Rarely sought supervision when necessary; was unwilling to accept constructive criticism and advice; seldom if ever implemented supervisor suggestions; was usually unwilling to explore personal strengths and areas for improvement
	On occasion, sought supervision when necessary; was generally receptive to constructive criticism and advice; implemented supervisor suggestions in most cases; was usually willing to explore personal strengths and areas for improvement
	Actively sought supervision when necessary; was always receptive to constructive criticism and advice; successfully implemented supervisor suggestions when offered; was always willing to explore personal strengths and areas for improvement
	

	
	Comments: 




	Summary Performance Ratings on Internship

	Evaluation Criteria
	Score

	Achievement of Learning Agreement Objectives
	

	Quality of Work
	

	Ability to Learn
	

	Initiative and Creativity
	

	Character Traits
	

	Dependability
	

	Attendance and Punctuality
	

	Organizational Fit
	

	Response to Supervision
	

	Total Score
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For the purpose of overall program-level evaluation, the Business, Management, and Technology department has identified several key learning outcomes that it expects students intern to have achieved upon graduation from a bachelor’s level program. We would very much appreciate your assistance in evaluating the extent to which the student intern has acquired the skills and abilities as identified in these outcomes.
For each of the key student intern learning outcomes identified below and based on the student intern performance in the internship, please use the evaluation rubric to assess the extent to which the student intern achieved that outcome by specifying a score based on the performance ratings and descriptors delineated in the rubric form. Candid and objective comments regarding the student intern performance are also very much appreciated. Please add your relevant comments in the space provided in the form.

	Supervisor Evaluation of Internship – Program-Level Assessment Rubric

	Evaluation
Dimensions
	Performance Rating
	Score

	
	Beginning
	Competent
	Accomplished
	

	
	1
	2
	3
	4
	5
	6
	

	Programmatic Evaluation – Program-Level Assessment Criteria 

	Technical Skills
	Had difficulty in understanding and applying quantitative methods appropriate to the job; exhibited limited facility with relevant information technology, including word processing, spreadsheet, database, presentation, and other firm-specific software, in the development of work products and the completion of work assignments
	Satisfactorily employed quantitative methods appropriate to the job; in most cases, adequately utilized relevant information technology, including word processing, spreadsheet, database, presentation, and other firm-specific software in the development of work products and the completion of work assignments
	Effectively employed quantitative methods appropriate to the job; successfully and proficiently utilized relevant information technology, including word processing, spreadsheet, database, presentation, and other firm-specific software in the development of work products and the completion of work assignments
	

	
	Comments: 

	Written Communication Skills
	Written work products displayed inadequate organization and/or development making the work difficult to follow; the written work products exhibited multiple errors in grammar, sentence structure, and/or spelling; unacceptable writing skills (e.g., weaknesses in language facility and mechanics) hindered readability and contributed to ineffective work products
	Written work products exhibited satisfactory organization and development; written work products were readable and easy to follow with only a few lapses; used good language conventions and mechanics with a few minor errors in spelling, grammar, sentence structure, and/or punctuation; written work products met expectations in this area
	Written work products were effectively organized and developed and were easily understood; readability of written work products was enhanced by facility in language use, excellent mechanics, and syntactic variety; used language conventions effectively (e.g., spelling, punctuation, sentence structure, paragraphing, grammar, etc.)
	

	
	Comments: 

	Oral Communication Skills
	Interpersonal communication skills were lacking. Intern avoided communicating with stakeholders of the firm, including customers, team members and supervisors; intern spoke in a muffled voice and/or used inappropriate language to convey information.
	Satisfactory interpersonal communication skills; intern was comfortable communicating with all stakeholders of the firm including customers, team members, and supervisors; intern spoke in a clear voice to convey information.
	Excellent interpersonal communication skills; intern was exceptionally comfortable communicating with all stakeholders of the firm including customers, team members, and supervisors, and spoke with confidence in a clear voice to convey information.
	

	
	Comments: 



	Supervisor Evaluation of Internship – Program-Level Assessment Rubric

	Evaluation
Dimensions
	Performance Rating
	Score

	
	Beginning
	Competent
	Accomplished
	

	
	1
	2
	3
	4
	5
	6
	

	Programmatic Evaluation – Program-Level Assessment Criteria 

	Analytical/
Critical Thinking Skills
	Presented little if any analysis in work assignments; rarely sought out additional information from other sources and/or considered  differing perspectives; presented few solutions, alternatives, or options to problems in work assignments, or solutions, alternatives, or options were often inaccurate, inconsistent, and/or not justified; ideas were presented in a vague manner
	Adequately assessed and presented information from some sources and perspectives with only minor inconsistencies, irrelevancies, or omissions; satisfactorily outlined solutions, alternatives, or options for some work assignment problems that were logical and consistent; in most cases, developed solutions, alternatives, or options in a clear manner
	Accurately and appropriately evaluated and interpreted relevant information from a variety of sources and perspectives; developed and justified multiple solutions, alternatives, or options for a variety of work assignment problems; solutions, alternatives, or options were clear, coherent, well supported, logically consistent, and complete
	

	
	Comments: 

	Leadership Abilities
	Displayed only a limited ability to guide, encourage, and motivate others toward identified goals; focused excessive attention to the task or to interpersonal relations in work groups; asked for ideas, suggestions, and opinions but, in many cases, neglected to consider them; on occasion, showed favoritism to one or more work group members; rarely recognized,  encouraged, or involved work group members
	Evidenced an ability to guide, encourage, and motivate others toward identified goals; balanced the need for task accomplishment with the needs of work group members; showed understanding and support of work group members; sought and respected others’ opinions; sought agreement with and acceptance of ideas and plans of action; provided recognition of and encouragement to work group members
	Demonstrated proficiency on each of the leadership dimensions listed under the ‘competent’ performance level, plus: listened actively, and acknowledged and built on others’ ideas; engaged all work group members; kept work groups on track as needed; intervened when tasks were not moving toward goals; involved work group members in setting challenging goals and planning for their accomplishment
	

	
	Comments: 

	Interpersonal and Teamwork Skills
	Exhibited little or no ability or willingness to interact with co-workers; could not manage or resolve conflicts, and/or often antagonized others; was unwilling or reluctant to accept constructive criticism and advice; was often unprepared for group/team meetings; frequently let others set and pursue goals and agendas; regularly seemed uninterested in others’ ideas and opinions; on most occasions, passively observed group/team meetings and said little or nothing; rarely encouraged or acknowledged the work of other group/team members; exhibited inconsistent meeting attendance record, and others often had to assume the intern’s responsibilities
	Demonstrated an acceptable ability to interact with co-workers; adequately managed and resolved conflicts; accepted constructive criticism and advice in most cases; was adequately prepared for group/team meetings; sometimes contributed to setting group/team goals and agendas; listened to others in an active and attentive manner; almost always supported and contributed to a team atmosphere; satisfactorily participated in meetings or group settings; encouraged and acknowledged the work of other group/team members on most occasions; accepted an appropriate share of the group’s/team’s responsibilities
	Demonstrated proficiency in interacting with co-workers; managed and resolved conflicts in an effective manner; sought and willingly accepted constructive criticism and advice; was well-prepared in advance for group/team meetings; actively and successfully contributed to setting group/team goals and agendas; listened to others in an active and attentive manner; always supported and contributed to a team atmosphere; effectively participated in meetings or group settings; consistently encouraged and acknowledged the work of other group/team members; willingly and regularly accepted an appropriate share of the group’s/team’s responsibilities
	

	
	Comments: 



	Summary Performance Ratings on Programmatic ISLOs

	ISLOs/Program-Level Assessment Criteria
	Score

	Technical Skills
	

	Written Communication Skills
	

	Oral Communication Skills
	

	Analytical/Critical-Thinking Skills
	

	Leadership Abilities
	

	Interpersonal and Teamwork Skills
	


	Overall Performance Evaluation of Student Intern

	Outstanding
	Very Good
	Satisfactory
	Marginal
	Unsatisfactory

	
	
	
	
	

	Comments: 



	I have reviewed this evaluation with the student intern.
	Yes
	No

	
	
	

	If yes, the date of review:
	Date of Review

	
	

	Comments: 

	If a position were available within your company/organization, would you recommend this student for employment?
	Yes
	No

	
	
	

	Comments: 

	

	Your Evaluation of Internship Program

	We would very much appreciate your rating of our internship program and any suggestions that you may have for improving the program:

	Outstanding
	Very Good
	Satisfactory
	Marginal
	Unsatisfactory

	
	
	
	
	

	Suggestions for improvement: 

	

	
	
	

	Supervisor Signature
	
	Date

	
	
	

	
	
	


STUDENT INTERNSHIP EVALUATION
Thank you for completing this evaluation. Your feedback helps improve the Business Internship Program and assists future students intern in selecting quality internship sites. Please provide an honest evaluation of your internship experience.
	Student Intern Name
	

	Organization
	

	Location
	

	Supervisor
	

	Semester / Date
	Semester:                                                                                Date: 



Rating Scale
4 = Excellent – Consistently exceeded expectations
3 = Good – Usually met or exceeded expectations
2 = Average – Met expectations
1 = Poor – Rarely met expectations
N/A = Not Applicable / Unable to Observe

	Evaluation Criteria
	4
	3
	2
	1
	N/A

	Work experience related to my area of study
	☐
	☐
	☐
	☐
	☐

	Adequacy of employer supervision
	☐
	☐
	☐
	☐
	☐

	Helpfulness of supervisor
	☐
	☐
	☐
	☐
	☐

	Acceptance by fellow employees
	☐
	☐
	☐
	☐
	☐

	Opportunity to apply classroom knowledge and training
	☐
	☐
	☐
	☐
	☐

	Opportunity to develop interpersonal, analytical, organizational, & professional skills
	☐
	☐
	☐
	☐
	☐

	Responsibilities were appropriate for my abilities and professional growth
	☐
	☐
	☐
	☐
	☐

	Opportunity to develop communication skills
	☐
	☐
	☐
	☐
	☐

	Opportunity to develop creativity and innovation
	☐
	☐
	☐
	☐
	☐

	Opportunity to solve problems and make decisions
	☐
	☐
	☐
	☐
	☐

	Opportunity to develop critical thinking skills
	☐
	☐
	☐
	☐
	☐

	Employer provided an effective orientation to the organization
	☐
	☐
	☐
	☐
	☐

	Supervisor provided regular feedback on my performance
	☐
	☐
	☐
	☐
	☐

	Overall, this internship provided a valuable learning experience
	☐
	☐
	☐
	☐
	☐


Overall Evaluation
Would you work for this supervisor again?
☐ Yes      ☐ No      ☐ Unsure
Would you work for this organization again?
☐ Yes      ☐ No      ☐ Unsure
Would you recommend this organization to future interns?
☐ Yes      ☐ No      ☐ Unsure

Please explain any ratings or recommendations you would like to share.




Internship Checklist							GRADE: _____________

Student Intern Name:________________________________________________________ ID #________________
Company Name and Address:_______________________________________________________________
Position/Title:_________________________________ Internship Credits: (1-9)______________________
Student Intern contact information:___________________________________________________________
Employers contact information:_____________________________________________________________
	Week 1
	

	Week 2
	

	Week 3
	

	Week 4
	

	Week 5
	

	Week 6
	

	Week 7
	

	Week 8
	

	Week 9
	

	Week 10
	

	Week 11
	

	Week 12
	

	Week 13
	

	Week 14
	

	Week 15
	

	Week 16
	

	Total Hours
	


Start Date: ____________		Anticipated End Date:________

1. _________ Agreement Form (Include date the form was submitted) ___________		
2. _________ Time Sheets:	Total Hours: ____________
Weekly avg: ____________
Date Range: ____________
3. _________ Project Goal Worksheet
4. _________ Employee Evaluation (Student Intern)
5. _________ Employer Evaluation (Supervisor)
6. _________ Final Presentation
7. _________ Exit Interview
8. _________ Reflection Presentation and Template
9. _________ LinkedIn Account

For Internship Coordinator Use Only	
____ Completed BUSN 3130 – Workplace Environments.
____ Resume on file.
____ Employer will hire student intern after the internship completed?
____ Employer will continue to take future interns?
____ Documents uploaded to Canvas & your assigned internship folder in a timely manner.

Comments: 
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