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ESTABLISHING AND SUPERVISING GOUCHER INTERNS

Goucher has been linking liberal arts education with internships and other real-world experiences for over 75 years.  Goucher’s internship program has provided employers with 

first-rate students spanning the liberal arts. 

Internships complement the students' educational experiences by enabling them to apply the lessons they have learned in the classroom to day-to-day realities of the working world.  Internships are available for every major and during every semester – winter, spring, summer and fall. Students may earn 3 (90 hours) or 4 (120 hours) credits for each internship experience.  We work hard to tailor each student’s internship experiences to his or her particular academic interest and career goals.

The following information is provided to help you develop an internship that will be meaningful and productive for you and your Goucher student.

ESTABLISHING AN INTERNSHIP

· Conduct an internal audit. Assess your organization’s ability to provide meaningful work assignments, to invest time in interns through training and supervision, and to begin locating a staff member that would enjoy and benefit from working with an intern. Goucher does not require or provide criminal background checks for its students, so consider whether and how you would require such checks to be performed. Although optional, also consider your ability to provide financial support (salary, gas money, parking fees, supplies) and office space.

· Select the intern supervisor. Determine a staff member who is committed to and capable of developing people and who has time to supervise interns. To ensure the highest quality learning experience for Goucher interns, we request that site supervisors are professionals in the field and have a similar background to the intern’s major course of study.

· Complete and return the job listing form to the Career Development Office (CDO). Provide an overview of the job, expected outcomes, projects/tasks, and minimum skills and qualifications. Keep in mind that Goucher’s internship program is geared toward students who are earning credit for work-based learning experiences. Therefore, positions must correlate and connect to the student’s specific major or minor and involve a significant learning experience.

SEARCHING FOR AN INTERN

· Review resumes as you receive them and interview prospective interns.

· Inform candidates of your hiring decision. Since many Goucher students receive credit for their internship experiences, we ask that as you complete the selection process, you promptly notify candidates of your decision. Students not selected may then pursue other internship opportunities and meet registration deadlines.

SUPERVISING AN INTERN 
· Meet with the intern to discuss and complete the Internship Learning Agreement (ILA). Review the job description and expected outcomes and decide on start/end dates and compensation. The approved ILA will be sent to you by the CDO for your records.

· Orient the intern to your work site. Acquaint the intern to the mission, goals, and policies of your company or organization, as well as any unwritten rules and regulations. Provide the intern with a tour of the site. Introduce the intern to fellow employees and provide them with background information about their projects and responsibilities.

· Schedule regular supervision meetings with the intern to provide a forum for you and the intern to discuss expectations, questions, projects, responsibilities, and progress.

EVALUATING AN INTERN

· Complete the Performance Evaluation form sent by the CDO at the beginning of the internship and return to the CDO by the date provided on the form. Arrange an exit interview with the intern to review the completed performance evaluation and discuss the intern’s performance and accomplishments.  Obtain the intern’s signature on the evaluation. The CDO reviews and then forwards the completed form to the Faculty Internship Sponsor for use in determining the intern’s final grade.

· Update your contact information and job posting with the CDO as changes occur or on an annual basis.

· Contact the Associate Director with questions by calling 410-337-6191 or emailing career@goucher.edu.

Adapted from Liberal Arts Special Interest Network, College Placement Council, Inc.

