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Internship Planning Form for 
Organizations, Interns, and Faculty

Graduate Programs
Department of Writing, Rhetoric, and American Cultures

Michigan State University

The purpose of this document is to establish clear parameters, procedures, and outcomes for your Teaching or Community Engagement Internship. This document is a tool to be used by you, your internship organization, and your faculty supervisor to establish the details of your internship. An internship is not credit-bearing within the WRAC Graduate Programs until it is agreed to by all parties.
Responsibilities

Sponsoring organization’s responsibilities:

To ensure that both the intern and the sponsoring organization benefit as much as possible from the internship experience, the sponsoring organization must:

· provide a mentor/project manager,

· have a process for meeting with the intern on a regular basis to provide advice and feedback,

· assign a project (or set of activities) to the student as part of a formalized work plan,

· provide space and technology (e.g., desk, computer access, supplies),

· establish criteria for evaluation,

· establish precise days and hours student will work, and

· establish a clear beginning and ending date.

Student’s responsibilities:

As an intern, the student will be expected to:

· fulfill the responsibilities as written in the agreement and work plan for their internship,

· behave in a professional manner as defined by their sponsoring organization, and

· plan to prepare an internship reflection document at the end of the internship, along with submitting a revised resume or CV.
Agreement

Please provide the appropriate contact information for the internship:

	Name:
	

	Student number:
	

	Internship credits (WRA 893)—if you want to be enrolled in academic credit for the internship, indicate how many credits (1–3):
	

	Internship credits (WRA 893)—if you want to be enrolled in academic credit for the internship, indicate the semester you wish to be enrolled:
	

	Name of the sponsoring organization:
	

	Address and telephone number of sponsoring organization:
	

	Name, title, and contact information for intern’s supervisor and project manager (if different):
	

	Dates of internship:
	


Please provide the following information regarding the plan of work for the internship.


A good internship agreement will require dialogue between the student, the organization, and the faculty advisor to develop adequate answers to the following prompts. In general, the student is responsible for compiling responses and routing drafts of this agreement until consensus has been reached.
Describe the project(s) or work tasks that the intern will be assigned during the internship and anticipated deliverable dates:

List and describe the products the student will produce during the internship:

List and describe the learning goals for the internship (these can include both student and organization learning goals):

List the criteria that will be used to assess the internship (note: these criteria should cover the quality of the work produced, address the day-to-day performance of the student within the organization, and refer to the learning goals):

Describe how and when work, progress, and performance will be assessed and communicated during the internship (when feedback will be provided and how it will be delivered—e.g., in a meeting, in writing, both):

Describe how performance will be assessed and communicated at the end of the internship.

Signatures

	Name of supervisor or project manager (please type or print):
	

	Signature of supervisor or project manager:
	

	Date:
	

	

	Name of intern (please type or print):
	

	Signature of intern:
	

	Date:
	

	

	Signature of student’s committee chair:
	

	Date:
	

	
	

	Signature of Graduate Programs Director:
	

	Date:
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