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Faculty Internship Guide 
 

 

 

 

Middlesex Community College 
Mission Statement 

 

At Middlesex Community College, everyone teaches and everyone learns. Collaborative in nature and 
innovative in practice, we educate, engage, and empower a diverse community of learners. Through 

transformative opportunities, we challenge and support every student to succeed and lead. Recognizing 
equity and inclusion as the foundations for excellence and creativity, Middlesex Community College 

meets the evolving educational, civic and workforce needs of our local and global communities 
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Steps to Setting Up an Internship Program 
Internship Process in a Snapshot 

Faculty Guide 
 

Developing a plan should be done one semester in advance of internship start date. Please review this 
manual for additional details about the internship process. 

 

STEP 1: 

Meet with Students 
 

Meet with students to discuss learning outcomes for the 
internship experience and career goals. This is an 

opportunity to discuss timing for the internship placement 
based on the students’ academic plans.  

 

STEP 2:  

Provide Resources 
 

Refer students to the Internship Coordinator (Ext. 3469). 
When appropriate, provide resources and suggestions for 

the placement search. 
 

STEP 3:  

Discuss Learning Outcomes 
 

Once placement is found, meet with students to discuss 
internship learning outcomes and goals. 

 

STEP 4:  

Make Contact with Site 
 

Make contact with internship placement site supervisors to 
establish an open channel of communication. Plan on 
speaking to the supervisors at least once during the 

internship placement. 
 

STEP 5:  

Monitor Placement 
 

Monitor students’ and supervisors’ feedback through 
placement evaluations.  

 
 

STEP 6:  
 

Help Students Reflect 
 

Help students reflect on the experience and discuss post 
internships career and academic goals. 

 

STEP 7:  

Refer Students to Career Services 
 

Refer students to the Career Counselor or Internship 
Coordinator for career-related assistance. 
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What is an Internship? 
 
An internship is a form of experiential learning that incorporates knowledge and theory learned in the 

classroom into a professional setting. Internships present students with opportunities to attain practical, 

relevant experience and make connections in fields where they are seeking professional careers. In 

addition, internships provide employers the opportunity to train and evaluate talented individuals for the 

future workforce. (NACE, 2011). 

 
The National Association of Colleges and Employers (NACE) states the following criteria must be met for 

the experience to be considered a legitimate internship: 

• The experience must be an extension of the classroom: a learning experience that provides for 
applying the knowledge gained in the classroom. It must not be simply to advance the operations 
of the employer or be the work that a regular employee would routinely perform. 

• The skills or knowledge learned must be transferable to other employment settings. 
• The experience has a defined beginning and end, and a job description with desired 

qualifications. 
• There are clearly defined learning outcomes and student goals related to the professional goals 

of the student’s academic coursework.  
• There is supervision by a professional with expertise and educational and/or professional 

background in the field of the experience. 
• There is routine feedback by the experienced supervisor. 
• There are resources, equipment, and facilities provided by the host employer that support 

learning outcomes/goals. 
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National Society for Experiential Education  
Standards of Practice 

Eight Principles of Good Practice for All Experiential Learning Activities 
 

The learning process includes mutual responsibility between the learner and any facilitators of learning. 

Facilitators of learning are expected to take the lead in ensuring both the quality of the learning 

experience and of the work produced, and in supporting the learner to use the principles, which underlie 

the pedagogy of experiential education. 

1. Intention: All parties must be clear from the outset why experience is the chosen approach to the 

learning that is to take place and to the knowledge that will be demonstrated, applied or result from it. 

Intention represents the purposefulness that enables experience to become knowledge and, as such, is 

deeper than the goals, objectives, and activities that define the experience. 

2. Preparedness and Planning: Participants must ensure that they enter the experience with 

sufficient foundation to support a successful experience.  The resulting plan should include those 

intentions and be referred to on a regular basis by all parties. At the same time, it should  be flexible 

enough to allow for adaptations as the experience unfolds. 

3. Authenticity: The experience must have a real world context and/or be useful and meaningful in 

reference to an applied setting or situation. This means that it should be designed in concert with those 

who will be affected by or use it, or in response to a real situation. 

4. Reflection: Reflection is the element that transforms simple experience  to a learning 

experience. For knowledge to be discovered and internalized the learner must test assumptions and 

hypotheses about the outcomes of decisions and actions taken, then weigh the outcomes against past 

learning and future implications. This reflective process is integral to all phases of experiential learning, 

from identifying  intention and choosing the experience, to considering preconceptions and observing how 

they change as the experience unfolds. Reflection is also an essential tool for adjusting the experience 

and measuring outcomes. 

5. Orientation and Training: For the full value of the experience to be accessible to both the 

learner and the learning facilitator(s), and to any  involved organizational partners, it is essential that they 

be prepared with important background information about each other and about the context and 

environment in which the experience will operate. Once that baseline of knowledge is addressed, ongoing 

structured development  opportunities should also be included to expand the learner’s appreciation of the 

context and skill requirements of her/his work. 
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6. Monitoring and Continuous Improvement: Any learning activity will be dynamic and changing, 

and the parties involved all bear responsibility for ensuring that the experience, as it is in process, 

continues to provide the richest learning possible, while affirming the learner. It is important that there be 

a feedback loop related to learning intentions and quality objectives and that the structure of the 

experience be sufficiently flexible to permit change in response to what that feedback suggests. While 

reflection provides input for new hypotheses and knowledge based in documented experience, other 

strategies for observing progress against intentions and objectives should also be in place. Monitoring 

and continuous improvement represent the formative evaluation tools. 

7. Assessment and Evaluation: Outcomes and processes should be systematically documented 

with regard to initial intentions and quality outcomes. Assessment is a means to develop and refine the 

specific learning goals and quality objectives identified during the planning stages of the experience, while 

evaluation provides comprehensive data about the experiential process as a whole and whether it has 

met the intentions which suggested it. 

8. Acknowledgment: Recognition of learning and impact occur throughout  the experience by way 

of the reflective and monitoring processes and through reporting, documentation and sharing of 

accomplishments. All parties to the experience should be included in the recognition of progress and 

accomplishment. Culminating documentation and celebration of learning and impact help provide closure 

and sustainability to the experience. 

(Adapted from materials published by National Society for Experiential Education, NSEE) 
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Who is involved? 
Internship Roles and Responsibilities 

 

The student intern, the sponsoring employer, faculty/program advisor and Internship Coordinator are all 

essential components of the internship process.  All participants’ roles should be integrated to ensure 

success as each party has distinct functions and duties. Roles are as follows: 

 

Faculty Advisor or Academic Program Coordinator: 
• Provide site approval prior to student accepting internship position 
• Serve as a helpful resources relative to the internship experience (i.e. intern’s academic and 

professional needs) 
• Provide direction and support 
• Touch base with site supervisor at least once during the internship 
• Evaluate intern based to feedback from supervisor, assignments and evaluations 

 

Student Intern: 
• Receive approval of program/faculty advisor prior to accepting  internship placement 
• Exhibit professional behavior, practice confidentiality, dress appropriately, be punctual in the 

workplace 
• Collaborate with Internship Site Supervisor in development of learning objectives for internship 

experience 
• Collaborate with sponsoring employer to determine work schedule, assigned task and internship 

goals  
• Complete all internship course requirements listed in syllabus (Appendix B-2) 
• Complete all student internship agreements, site and supervisor evaluations and assessments  

(Appendices A-1, A-2, B-1, B-2, B-3, B-4, & B-5) 
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Sponsoring Employer and Site Supervisor: 
• Define intern’s responsibilities 
• Provide a tour of facilities, demonstrate how to use office technology and introduce the intern to 

other employees; offer faculty internship advisor option to participate in tour 
• Provide a copy of company-related materials, the employee handbook and/or any material related 

to pay (if applicable), calling out sick, expectations for behavior and attire 
• Collaborate with intern to develop a work schedule that will accommodate the intern’s school 

schedule 
• Schedule regular one-to-one meetings with intern 
• Provide opportunities to observe and participate in professional meetings 
• Allow interns to interview company personnel, walk around and observe others at work 
• Provide a stable workspace for the intern 
• Complete all internship agreements, intern evaluations and assessments   

 

Internship Coordinator: 
• Serve as resource and support for students, faculty and employer 
• Assist students in finding, preparing  and completing internship placements 
• Ensure that internship sites and positions are in compliance with internship and program 

requirements 
• Provide resume assistance 
• Provide mock interviews 
• Provide workshops  
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Types of Internships 
 

Credit/Non-Credit 
Students can receive academic credit for their internship experience. It is the responsibility of the student 

to contact his/her faculty advisor to determine whether an internship is eligible for credit. Credit 

requirements vary according to each program. The student must communicate these requirements before 

accepting the internship position. 

 

Paid/Unpaid 
According to the Fair Labor Standards Act (FLSA) workers who qualify as trainees do not have to be paid 

for an internship. The U.S Department of Labor Wage and Hour Division has outlined six criteria to 

determine trainee status. The following six criteria are: 

• The internship, even though it includes actual operation of the facilities of the employer, is similar 
to training which would be given in an educational environment; 

• The internship experience is for the benefit of the intern;  
• The intern does not displace regular employees, but works under close supervision of existing 

staff; 
• The employer that provides the training derives no immediate advantage from the activities of the 

intern; and on occasion its operations may actually be impeded;  
• The intern is not necessarily entitled to a job at the conclusion of the internship; and  
• The employer and the intern understand that the intern is not entitled to wages for the time spent 

in the internship. 

 
For more information on compensation for interns, please visit the United States Department of Labor, 

Wage and Hour Division: http://www.dol.gov/whd/regs/compliance/whdfs71.htm  

 

Full-time/Part-time 
There are a variety of options for students to tailor their experiences to their own schedules. The 

employer and student can determine the internship schedule. Employers must understand that student 

interns have non-traditional schedules and need to be flexible in terms of making modifications to 

accommodate the student during mid-terms, finals, vacations, and holidays.  

Duration of Internship 
Duration of internships varies according to academic programs. It is the student’s responsibility to convey 

to the employer the amount of hours required to fulfil program internship program requirements.  
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Components of a Successful Internship Program 
 

Course Syllabus 
Similar to all academic courses, internship courses should have a syllabus. A syllabus allows the student 

to understand the requirements and learning objectives of the internship course. 

Internship Forms, Agreements, and Contracts 
In order to legitimize the internship arrangement between the college, employer and student there are 

forms that should completed and be signed. The following forms should also be completed and kept on 

file by the faculty internship advisor, employer and student:  

Forms to be completed by Faculty: 

Sample syllabus (B-2) is to be completed and distributed by faculty. Faculty should keep the following 

forms on file at the college:  

Learning agreement (A-2) 

Acknowledgement of Risk and Consent (A-3) 

Site Supervisor Evaluation of Student Progress (A-4) 

Student Evaluation of Internship Site (B-4); 

Student Evaluation of Internship Program (B-5) 

 

Forms to be completed by Employer: 

Learning agreement (A-2); Acknowledgement of Risk and Consent (A-3); Site Supervisor Evaluation of 

Student Progress (A-4); Host Site Evaluation (A-5) 

 

Forms to be completed by Student:  

Learning agreement (A-2); Acknowledgement of Risk and Consent (A-3); Student Self Evaluation (B-3); 

Student Evaluation of Internship Site (B-4); Student Evaluation of Internship Program (B-5) 
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Learning Outcomes  
It is important to develop a set of learning outcomes that are academically and career driven. This 

should be done by the student in collaboration with the supervisor to establish duties and project 

assignments that will help accomplish that outcome. The faculty advisor should review the outcomes,  

make suggestions as needed and approve the final job description. 

Reflective Assignments 
Reflection is a critical component of the internship experience. Reflective assignments allow the student 

to make connections between theory and concepts to the internship experience. Some examples of 

reflective assignments during the internship process may include a final reflective essay, weekly reflective 

journaling, portfolios, presentations, etc. According to Bringle and Hatcher (1999), effective reflection 

should observe the following guidelines: 

• Clearly link the experience to course content and learning objectives; 
• Be structured in terms of expectations, description and criteria for assessing activity; 
• Occur regularly during the semester so that students so students can practice reflection and 

engage in deeper reflection; 
• Provide feedback from instructor; and 
• Include opportunity for students to explore, clarify and alter their values. 

Internship Seminar Course 
 (Please see pages (13-15) for a list of programs and their corresponding courses) 

Evaluation and Assessment 
Review placement evaluations to determine quality of site 
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Faculty Internship Best Practices 
 

Faculty and students have the academic freedom to design a learning plan for the internship that best 

meet their teaching and learning styles. With that in mind, there are a few best practices that faculty 

should follow to promote student learning.  

Pre-Internship Advising 
☐  Meet with students to discuss career and academic goals and learning outcomes for the 

internship placements. This is an opportunity to  discuss timing for the internship placement based on the 

students’ academic plans. 

☐ Refer student to the Internship Coordinator (Ext. 3285). When appropriate, provide resources and 

suggestions for the placement search. 

During Internship- Please refer to the policies and practices of your individual programs 
☐ Meet with students early in the placements to discuss internship  learning outcomes. 

☐ Make contact with internship placement site supervisors to establish an open channel of 

communication. Plan on speaking to the supervisors at least once during the internship placement.  

☐ Monitor students and supervisors feedback through placement evaluations. 

Post Internship 
☐ Help students reflect on the experience and discuss post internships career and academic goals.  

☐ Refer students to the career counselor or Internship Coordinator for career related assistance.  
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Middlesex Community College 
Associate Degree Programs with Internships 

ASSOCIATE 
Programs 

Internship 
Courses 

Number of 
Hours 

Credits REQ’D Contact person 

Biotechnology 
Technician 

BIT 200 
Biotechnology 

Internship 

Min. 200 3 Yes Mariluci Bladon  

Email:  
Bladonm@middlesex.mass.edu 

Business 
Administration 

Accounting 

BUS 214 
Cooperative 

Field Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Business 
Administration 

Career 

BUS 214 
135 3 Approve

d 
Elective 

Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Business 
Administration 

Transfer/ 
Accelerated 

BUS  214 
135 3 Approve

d 
Elective 

Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Business 
Administration  

Hospitality 
Management 

BUS 214 
Cooperative 

Field Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Business 
Administration   

Hospitality 
Management – 
Culinary Arts 

BUS 214 
Cooperative 

Field Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Business 
Administration   
Office Systems 

& 
Administration 

BUS 214 
Cooperative 

Field Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Early Childhood 
Education 

EDU 251 
Supervised Field 

Placement & 
Seminar 

150 6 Yes Nancy Higgins 

Email: 
higginsn@middlesex.mass.edu 

Early Childhood 
Education 
Transfer 

EDU 251 
Supervised Field 

Placement & 
Seminar 

150 6 Yes Nancy Higgins 

Email: 
higginsn@middlesex.mass.edu 

Fashion 
Merchandising 

BUS 214 
Cooperative 

Field Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 
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Human Services 
HUS 153 

Supervised 
Field Placement 

150 4 Yes Joe Gardner 

Email: 
gardnerj@middlesex.mass.edu 

Human Services 
Transfer 

HUS 153 
Supervised 

Field Placement 
Seminar 

150 4 Yes Joe Gardner 

Email: 
 gardnerj@middlesex.mass.edu 

Liberal Studies 
Energy Utility 
Technology 

EUT 181  
Energy 

Internship 

50 
Practicum 

Hours 

3 Yes Joseph Kalus 

Email: 
kalusj@middlesex.mass.edu 

 

Liberal Studies 
Graphic Design 

ART 185  
Graphic Design 

Internship 

120 3 Yes Joe Elier 

Email: 
elierj@middlese.mass.edu 

Liberal Studies – 
Info Tech – 

General Studies 

ITC 290 
Information 

Tech Internship 

135 3 Yes Syeda  Begum 

Email: 
begums@middlese.mass.edu 

Liberal Studies – 
Info Tech – 

Transfer 
Concentration 

ITC 290 
Information 

Tech Internship 

135 3 Yes Syeda  Begum 

Email: 
begums@middlese.mass.edu 

Paralegal 
Studies Career 

PAR 199 
Paralegal 
Internship 

90 3 Legal 
Specialt

y 
Elective 

Halye Sugarman 

Email: 
sugarmanh@middlesex.mass.edu 
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Middlesex Community College  
Certificate Programs with Internships 

CERTIFICATE 
Programs 

INTERNSHIP Courses # of 
Hours 

Credi
t 

REQ’D Contact person 

 
Alcoholism/Substanc
e Abuse Counseling 

HUS 153  
Supervised Field 

Placement Seminar 

150 4 Yes Joe Gardner 

Email: 
gardnerj@middlesex.mass.edu 

Biotechnology 
Technician 

BIT 200  
|Biotechnology 

Internship 

Min. 
200 

3 Yes Mariluci Bladon 

Email: 
bladonm@middlesex.mass.edu 

Direct Support in 
Human Services 

HUS 154  
Supervised Field 

Placement Seminar 

150 4 Yes Joe Gardner 

Email: 
gardnerj@middlesex.mass.edu 

Direct Support in 
Human Services 

HUS 153  
Supervised Field 

Placement/Seminar 

150 4 Yes Joe Gardner 

Email: 
gardnerj@middlesex.mass.edu 

Early Childhood 
Education 

EDU 251 
 Supervised Field 

Placement & Seminar 

150 6 Yes Nancy Higgins 

Email: 
higginsn@middlesex.mass.edu 

Energy Utility 
Technology 

EUT 181 
 Energy Internship 

50 
Practicu

m 
Hours 

3 Yes Joseph Kalus 

Email: 
kalusj@middlesex.mass.edu 

Entrepreneurship in 
Small Business 

Management 

BUS 214  
Cooperative Field 

Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Graphic Design 
ART 185  

Graphic Design 
Internship 

120 3 Yes 
Approve

d 
Elective 

Joe Eiler 

Email: 
eilerj@middlsex.mass.edu 

 Hospitality 
Management 

BUS 214  
Cooperative Field 

Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Hospitality 
Management 

Culinary 

BUS 214  
Cooperative Field 

Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 

Paralegal Studies 
PAR 199  

Paralegal Internship 
90 3 Legal 

Specialty 
elective 

Halye Sugarman 

Email: 
sugarmanh@middlesex.mass.edu 

Travel Services 
Management 

BUS 214  
Cooperative Field 

Experience 

135 3 Yes Kim Morrissey 

Email: 
morrisseyk@middlesex.mass.edu 
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Appendix A-1 

MIDDLESEX COMMUNITY COLLEGE 
Employer Checklist 

 

Pre-Internship (Program development stage): 
• We have read and understood the legal standards applicable to internships according to the U.S. 

Department of Labor – Fair Labor Standards Act and the National Association of Colleges and 
Employers (NACE) Standards 

• We have obtained approval  from management 
• We have identified work and projects conducive to a learning environment for students   
• We have identified an individual to supervise the intern 
• We have secured a safe work space for the intern 
• We have resources to support the intern (i.e. computer, phone, materials etc.) 
• We have financial resources to support the intern 

At Start of Internship:  
• We have signed the Internship Agreement (See  A-2) 
• We have signed the Acknowledgement of Risk and Consent (See  A-3) 
• We have clear learning outcomes and goals for the intern 
• We have quality work assignments for the intern 
•   We have completed all activities listed on the orientation checklist (During Internship: 
• We have communicated learning outcomes  with the student 
• We have set up regularly scheduled meetings to evaluate the student’s performance and reflect 

on the assigned task as it relates to what he/she has  have learned in the classroom 
• We have set up career development opportunities for the student 

Conclusion of Internship: 
• We have received a final status report on the assigned task 
• We have completed the final student evaluation ( See A-4) 
• We have scheduled an exit interview 
• We have completed the internship evaluation 
• All necessary paperwork has been completed and submitted to the college 
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Appendix A-2 

MIDDLESEX COMMUNITY COLLEGE 
Internship Agreement 

PART A. TO BE COMPLETED BY THE STUDENT:      

General Information 
 

Student’s Name:   Last   First  MI.      Student ID # _____________ 

 Address     ______          City   ST   Zip _______________  

Student Phone: ___________________ Student Email ________________________________________ 

Academic Major:  
______________________________________________________________________ 

Course Number: ___________________ Course Name _________ Credits: ____     Term:  ____ Year __ 

Student Responsibilities 
• I will consult with my site supervisor, coordinator, and faculty prior to completing this (Internship) 

Agreement. 
• I will perform appropriate professional‐ level duties and accept performance feedback from the 

site supervisor throughout the (internship). 
• I will respect and comply with all company rules and policies regarding, but not limited to, 

confidentiality, honesty, punctuality, professionalism, behavior and dress. 
• I will comply with all College policies and procedures including, but not limited to, documenting 

work hours, completing all academic assignments, class attendance and/or meeting with my 
(faculty) at scheduled times. 

• I will notify my (faculty), (coordinator), and site supervisor of any circumstances that may impede 
my performance or ability to complete my (internship). 

Learning Outcomes 
Academic learning outcomes for the student experience are intended to encompass all of the following: 

• Develop technical skills and professional communications in a work setting. 
• Understand industry and organizational structures, culture, and ethics. 
• Apply and reflect on the connections to academic theory and practice. 
• Strengthen critical thinking, research skills, and problem‐ solving skills. 
• Develop awareness of self, others, and social responsibility in a work, career, and global context. 
• Establish a network of professional contacts, mentors, references. 
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Learning Outcomes 
By the end of this (internship), I plan to achieve the following learning outcomes specific to my placement: 

Please consult with your (faculty) and Site Supervisor when developing your learning outcomes. 

1. ___________________________________________________________________________ 
 
2. ___________________________________________________________________________ 
 
3. ___________________________________________________________________________ 
 
4. ___________________________________________________________________________ 
 
5. ___________________________________________________________________________ 
 
The information I have provided in this form is accurate and I agree to abide by the terms stated herein. I 
recognize that, as an intern from _________________Community College, I represent the College to the 
community. I therefore agree to conduct myself professionally at all times during my (internship) and to 
abide by all rules and procedures of the host site. 

Student Name (printed): ____________________________________________________________ 
 
Student Signature: _________________________________  Date:  _____________________ 
 

PART B. TO BE COMPLETED BY THE (FACULTY)/ COLLEGE: 

General Information 
(Faculty) Name: _____________________________     Title:   __________________________  

Campus Address:   ________________________________________________________________  

Phone:  _________________________       Email:   _________________________________ 

Academic Criteria   
Total Hours Required: _____Credit is awarded based on a student working a minimum of 45 hours per 
credit hour, in accordance with national educational practices. Some programs may require more. 

GRADING CRITERIA & EVALUATION  
Each Academic Department will determine grading criteria and evaluation requirements. Faculty may 
include and assign % weight to the following criteria: 

• Internship Agreement and development of learning outcomes; 
• Daily journals / weekly reflection questions;  
• Final project (research paper, career portfolio, presentation); 
• Class discussion, attendance, and/or meetings with Faculty Advisor; 
• Written and oral assignments (resume development, cover letter, company research, skills 

assessment, letter of recommendation, informational interview, workplace scenarios); and 
• Evaluation of student's performance by site 
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Weekly Student Contact Schedule: 
 

  Established class:    During office hours:    

College Responsibilities 
• The College shall assign a (faculty) to a student participating in an (internship). 
• (Faculty) shall consult in establishing learning outcomes, working with the student and site 

supervisor to ensure a productive learning experience. 
• (Faculty) shall establish a consistent meeting schedule with the student. 
• (Faculty) shall establish a method of grading the student. 
• (Faculty) shall consult with the site supervisor regarding the student’s performance at least once 

during the (internship). 
• (Faculty) shall determine whether a student has satisfactorily completed an (internship) and 

award a grade based on the student’s performance, accomplishment of the learning outcomes 
and required experience. 

• (Faculty) and/ or the (coordinator) shall assist the student or employer with addressing/resolving 
issues or disputes that may arise at the (internship) site. 

 

I have reviewed this form and the learning outcomes  proposed.   I agree to oversee the student’s 
progress in fulfilling  these  learning  outcomes   and  shall  assess  his/her  performance  pursuant  to  
the  Grading  Method referenced above at the completion of the (internship) experience. 

(Faculty)  Name (printed): ________________________________________________________                                                                                                                                                              

(Faculty) Signature: _________________________________  Date:  ___________________ 

Academic Dean or Designee signature required:  I have reviewed this document and conclude that the 
proposed placement will provide the student with learning opportunities related to his/ her academic 
program and/ or career goals, satisfies the College’s academic standards and requirements and ensures 
that the credits offered are reasonable and appropriate upon satisfactory completion of the proposed 
placement. 

 
Designee Name (printed):    _________________________________________________________                                                                                                                                           
 
Designee Signature: _______________________________ Date: ___________________________ 
 
(Coordinator),   Community College 
Campus Address 
Phone / FAX / Email 
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PART C. TO BE COMPLETED BY SITE SUPERVISOR: 

General Information 
 
(Internship) Host Site Name:  
_____________________________________________________________  
 
Site Address: 
__________________________________________________________________________    
Site Supervisor Name:  _______________________________    Title:   _________________________  
 
Site Supervisor’s Phone:   _____________________________   Email:   ________________________  
 
(Internship) start date _____________     & end date _________   to Fulfill  ______  hours 
  
Student’s (internship) schedule:   ____________________________________________ 
 
How frequently will the Site Supervisor be meeting with the Student?    
___________________________________________________________________________________ 

Will the student be compensated during this (internship)?     Yes   No   

If yes, describe:   _____________________________________________________________________ 

Please state specifically the student’s key intern duties and responsibilities during this (internship), or 
attach a Job Description: 
____________________________________________________________________________________
____________________________________________________________________________________ 

(Internship) Site Responsibilities 

• (Internship) Host Site will assign a Site Supervisor to oversee the student’s (internship) 
experience. 

• Site Supervisor will review the student’s learning outcomes and their related objectives, and 
modify those objectives as necessary, in order to ensure a productive learning experience. 

• Site Supervisor, working with the student and (faculty) and (coordinator), shall provide an 
(internship) experience that will enable the student to work toward achieving the learning 
outcomes.   

• Site Supervisor will meet weekly with the student to discuss the (internship) experience.  
• Site Supervisor shall consult as necessary with the (faculty) regarding the student’s progress and 

provide a midterm and final evaluation of the student’s job performance. 
• •(Internship) Site shall provide the student with relevant on‐ the‐ job training, including instruction 

in safety procedures and internal workplace guidelines. 
• (Internship) Site shall expect the student to actively participate in work activities which contribute 

to the student’s educational training, but the student may not replace a regular paid employee. 
• (Internship) Site shall expect the student to act in a professional manner at all times. 
• (Internship) Site may dismiss a student at any time for performance or behavioral issues.  Where 

practicable, the Site agrees to consult with the (faculty) and/ or the (coordinator) prior to any such 
dismissal decision is made.  Site agrees not to discriminate in violation of state or federal law, 
including based on a student’s race, color, gender, age, national origin, religion or disability, in 
recruitment, hiring, placement, assignment to work tasks, hours of employment, levels of 
responsibility, and pay. 
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The (Internship) Site agrees to permit the student to participate as an intern pursuant to this Agreement.  
The learning outcomes stated herein are realistic and the Site Supervisor shall work with the student to 
achieve those outcomes.  The college has made no representations about the quality of the student’s 
work and the college will not be providing on ‐site supervision of this     

Site Supervisor’s Name (printed):          ________________________________________________                                                                                                                        

Site Supervisor’s Signature: ________________________________    Date:   ______________ 
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Appendix A-3 

MIDDLESEX COMMUNITY COLLEGE 
Internship Acknowledgement Risk and Consent Form 

SECTION I (TO BE COMPLETED BY STUDENT AND REVIEWED BY (FACULTY) 
(Internship) Site:   ________________________________________________________________ 

(Faculty) Name:   ________________________________________________________________ 

(Internship) Activities include but are not limited to:   ______________________________________ 

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

SECTION II (TO BE COMPLETED BY THE STUDENT) 
I understand that there are certain dangers, hazards and risks that may be associated with my 
participation in the (internship) activity(s) described above.  I further understand that all risks cannot be 
prevented. I have considered the risks associated with participating in this (internship) and knowingly and 
voluntarily assume all such risks. Furthermore, I represent that I am physically and mentally capable of 
participating in this (internship) and that I am capable of using the equipment, if any, associated with the 
(internship). 

On behalf of myself, and my family, heirs, assigns, and personal representatives, I hereby agree to 
indemnify, hold harmless, release from liability and waive any legal action against the College, its 
governing board, officers, agents and employees (collectively, “the Released Parties”) for any personal 
injury, death, or property damage I may suffer or cause to a third party arising out of or in any way 
connected to my participation in the (internship) or while in transit to or from said (internship). 

I represent that I am covered by adequate medical/health/accident insurance for any injury that I may 
suffer at the (internship) site. In the event I require medical services due to an injury suffered during the 
(internship), I understand and agree that the College does not provide medical services or medical 
personnel at the (internship) site and is under no obligation to provide transportation for me to obtain 
medical services. 

I understand and agree that this document shall be construed in accordance with the laws of the 
Commonwealth of Massachusetts. If any term or provision of this document shall be held invalid or 
unenforceable, the remaining terms and provisions shall remain in full force and effect.  I understand that 
by signing this document I am representing that I have read and understand all of its terms and conditions 
and that I fully intend to be bound by the same. I also understand that I may wish to consult with an 
attorney prior to signing this document. 

Student’s Name:  _____________________________________________________________  

Student’s Signature:__________________________ Date: ____________________________ 
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Appendix A-4 

MIDDLESEX COMMUNITY COLLEGE 
Site Supervisor Evaluation of Student Progress 

Student        Company  __________________________________ 
 

I.D. No.    Supervisor  __________________________________ 
 

Semester      College Designee     _______________________________
Instructions: Please rank the student's performance according to the following scale, indicating the ranking on the line to the 
right of each category. Please use the comments section at the bottom for clarification or expansion of any ranking.  

RATING IDENTIFICATION

5 ‐ Outstanding ‐ Performance is exceptional in all areas and is 
clearly superior to others. 
4 ‐ Very Good ‐ Results clearly exceed most position 
requirements. Performance is of high quality and is achieved on 
a consistent basis 

3 ‐ Good ‐ Competent levels of performance that 
consistently meet job standards. 
2 ‐ Improvement Needed ‐ Performance is deficient in 
certain areas and improvement is needed. 
1 ‐ Unsatisfactory ‐ Results are generally unacceptable 
and require immediate improvement.

 

This rating sheet is used to evaluate a student's performance and to help students improve future performance. 
 
 
 
Communication:  Demonstrates the ability to speak, listen, read, and write in performing job tasks:  
 
Problem Solving:  Identifies problems, understands their context, and develops workable solutions: 
 
Decision‐ Making:  Demonstrates the ability to learn and make decisions necessary to complete job tasks successfully: 
 
Organization / Time 
Management: 

Completes assigned tasks from start to finish by gathering, organizing, and evaluating information as 
necessary, and using good time management skills:

 
Professionalism: Meets workplace standards on confidentiality, flexibility, appearance, and making good impression: 
 
Interactions with 
Others: 

Works professionally and respectfully with a diversity of co‐ workers, supervisors, and co‐ workers, 
resolving conflicts in a constructive manner: 

 
Quality of Work: Performance of tasks is of high quality‐ ‐ generally error free or with few errors:  
 
All Aspects of 
Organization/ 
Industry: 

Understands the dynamics of the organization, including health and safety issues, and the role of the 
business within the community: 

 
Attendance / 
Punctuality: 

Maintains consistently excellent record of attendance and punctuality, rarely being absent or late and 
always with notification: 

 
Attitude: Shows enthusiasm and a positive attitude for the job and in successfully completing all assigned tasks: 
Comments: 
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Appendix A-5 

MIDDLESEX COMMUNITY COLLEGE 
Host Site Evaluation of Internship Program 

 

Company Name:      Date:_______________________________________ 
 
Contact Name: ___________________________ Contact Phone Number:________________________ 
 
Fax Number: _____________________________ E-mail Address: _____________________________ 
 
How would you rate your experience with the Internship Process? (Including department staff, 
placement, site visits, paperwork, etc.) 

Excellent Very Good Average Needs Development 
 
What worked well?  
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
How could we improve the process? 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
 
 
Will an internship position be available at your organization for next semester   Yes*   No 
*If yes, please fill out remainder of this form: 
 
Position Title:  __________________ Number of openings:  _____________________   
Schedule: _____________________   Wage/salary:   ___________________________   
Employment start date:   __________ Employment end date:  ___________________  
Contact:  _______________________________________________________________  
Job Description:  
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 
Job Qualifications:  
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
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Appendix B-1 

MIDDLESEX COMMUNITY COLLEGE 
Student Intern Checklist 

 

Term: ____________  Program: ______________ Student Intern: ______________________ 
  

Pre-Internship  
• Review eligibility requirements or course pre-requisites for your major (See page 5) 
• Schedule and attend an Internship Orientation or meet with Faculty/Coordinator to obtain 

approval  for participation  
• Register for Internship course (requires sign-off to register)  
• Develop and submit a resume to begin interview/ placement process  
• Interview and secure Internship site  
• Obtain job description from Site Supervisor  
• Obtain approval from Faculty/Coordinator for Internship site  
• Create a work schedule with Site Supervisor  
• Plan your next semester personal and academic schedules to prepare to work the scheduled 

hours  

At Start of Internship  
• Sign Student MCC Acknowledgement of Risk and Consent (Appendix A-3) 
• Draft an MCC Internship Agreement with input from your Faculty and Site Supervisor (Appendix 

A-2) 
• Obtain MCC Internship Agreement signatures from your Faculty, Site Supervisor, and 

Coordinator  

During Internship  
• Attend all scheduled class meeting/faculty meetings  
• Fulfill learning outcomes indicated on your MCC Internship/Co-op Agreement throughout your 

work experience  
• Complete assignments and tasks required by your Faculty and Site Supervisor  
• Complete required number of internship hours and submit completed timesheets to Faculty 

Coordinator (see page ___# for required hours and appendix___ # for timesheets) 
• Complete final Student Evaluation of Internship Site (Appendix B-3) 

End of Internship 
• Submit MCC Internship/Co-op Agreement to faculty coordinator with your signature and 

signatures you’ve obtained from Faculty Coordinator and Site Supervisor  
• Submit Student Time Sheet to Faculty Coordinator with Site Supervisor’s signature 
• Submit Student Evaluation of MCC Internship/Co-op site (Appendix B-4, B-5) 
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Appendix B-2 

MIDDLESEX COMMUNITY COLLEGE 
Sample Internship Course Syllabus 

Course Title 
 

COURSE DESCRIPTION 
The internship is a one to three ‐credit course th           

while obtaining practical experience in their fields of study so to apply and reflect on the connections to 
academic theory and practice. Students will work a minimum of 45 hours per one credit hour and 
complete weekly assignments to develop workplace communication skills; gain an understanding of 
industry and organizational structures, cultures, and ethics; strengthen critical thinking, research and 
problem solving skills; establish networks; and develop a greater awareness and appreciation of self, 
others, and social responsibility in a work, career and global context. 

PURPOSE 
The internship offers the potential for valuable experiential education opportunities that can’t be replicated 
in the traditional classroom setting and serves as a bridge between the professional and academic worlds 
to which the student aspires. It offers the opportunity for hands ‐on skills develo     

of a faculty/employer mentor, testing of academic theory in practice, sampling of a career path before 
further education, resume development, and building a network of professional contacts. 

PREREQUISITES 
Each Academic Department determines how many credits a student must complete to be eligible for an 
internship, as well as the minimum number of courses to be completed in the major and the required 
GPA.  This information must be included in the course syllabus.   Students with GPAs lower than 2.0 must 
have written recommendation of appropriate faculty and academic deans or senior administration to apply 
for participation. 

COURSE OBJECTIVES/ LEARNING OUTCOMES 
Academic learning outcomes for the student (internship) are intended to encompass all of the following: 

• Develop technical skills and professional communications in a work setting. 
• Understand industry and organizational structures, culture, and ethics. 
• Apply and reflect on the connections to academic theory and practice. 
• Strengthen critical thinking, research skills and problem solving skills. 
• Develop a greater awareness and appreciation of self, others, and social responsibility in a work, 

career, and global context. 
• Establish a network of professional contacts, mentors, and references. 
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COURSE STRUCTURE 
A regularly scheduled seminar or faculty meetings are set to develop learning goals, review strategies to 
improve work performance, evaluate work performance and assess learning outcomes, address the 
student’s concerns and answer student questions. There will be reading assignments, writing 
assignments, and class discussions. 

Students will work a minimum of 45 hours per one credit at their (internship) site during the semester. All 
students will be evaluated by their site supervisor at mid ‐term and at the end of    

supervisors will be asked to evaluate the student’s performance in writing. A faculty advisor and/or 
(internship) coordinator will meet with student’s site ‐supervisor to discuss the    

(internship) site. All logistical issues such as transportation, access to services and resources must be 
discussed with the faculty advisor and/or (internship) coordinator prior to the start of the field experience. 

ATTENDANCE POLICY 
Attendance at class meetings is mandatory unless other arrangements have been made with the 
instructor in advance. Work attendance is a reflection of the professionalism and performance expected 
of interns. All students must meet the total course requirement as well as meet all time commitments they 
have made to their internship site. Please remember that you are representing the College to the industry. 

ROLES AND RESPONSIBILITIES 
Students are required to complete all required internship documents and submit on time. The roles and 
responsibilities required for students, site supervisors, faculty, and/or coordinators are detailed on the 
MCC Internship Agreement for each party. 

1)   MCC Internship Acknowledgement of Risk and Consent ‐ sign before start of internship 

2)   MCC Internship Agreement ‐ sign on 1st day of internship and deliver b within 1 week 

 

Students are responsible for developing five (5) key learning outcomes in consultation with their faculty 
advisor and in review of their job description with their site supervisor. These learning outcomes can be 
monitored by all parties throughout the course, adjusting as necessary, and assessed at midterm and at 
the end of the internship experience. These learning outcomes are also required to be listed in the legal 
MCC Internship Agreement document. 

SPECIAL ACCOMMODATIONS 
Students with documented disabilities (physical, emotional, learning and/or others) who believe that they 
may need accommodations for this course are encouraged to contact the Counselor for Students with 
Disabilities Services as soon as possible to ensure that such accommodations are implemented in a 
timely fashion. 

GRADING CRITERIA & EVALUATION 
Each Academic Department will determine grading criteria and evaluation requirements. Faculty may 
include and assign % weight to the following criteria: 

• Internship Agreement and development of learning outcomes; 
• Daily journals / weekly reflection questions;  
• Final project (research paper, career portfolio, presentation); 
• Class discussion, attendance, and/or meetings with Faculty Advisor; 
• Written and oral assignments (resume development, cover letter, company research, skills 

assessment, letter of recommendation, informational interview, workplace scenarios); and 
• Evaluation of student's performance by site. 
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Appendix B-3 

MIDDLESEX COMMUNITY COLLEGE 
Student Self- Evaluation 

 
Student            Company         
A number:         Supervisor         
Semester            Faculty/Program Coordinator _____________________ 
  
Instructions:  Please rank your  performance according to the following scale, indicating the ranking on 
the line to the right of each category. Please use the comments section at the bottom for clarification or 
expansion of any ranking. 
 

RATING IDENTIFICATION 
5 ‐ Outstanding ‐  Performance is           
4 ‐ Very Good ‐  Results clearly exceed most position requirements. Performance is of high quality and 

is achieved on a consistent basis 
3 ‐ Good ‐  Competent levels of performa       
2 ‐ Improvement Needed ‐  Performance is deficient in cert  reas and improvement is needed. 
1 ‐ Unsatisfactory ‐  Results are generally unacceptable and 

require immediate improvement. 
  
This rating sheet is used to evaluate a student's performance and to help students improve future performance. 
 
Communication:  Demonstrates the ability to speak, listen, read, and write in performing job tasks: 

Problem Solving: Identifies problems, understands their context, and develops workable solutions: 

Decision Making: Demonstrates the ability to learn and make decisions necessary to complete job tasks 
successfully:  

Organization / Time Management: Completes assigned tasks from start to finish by gathering, 
organizing, and evaluating information as necessary, and using good time management skills: 

Professionalism: Meets workplace standards on confidentiality, flexibility, appearance, and making a 
good impression: 

Interactions with Others: Works professionally and respectfully with a diversity of co‐ workers, 
supervisors, and co‐ workers, resolving conflicts in a constructive manner: 

Quality of Work: Performance of tasks is of high quality ‐ ‐generally error free or w    

All Aspects of Organization/Industry: Understands the dynamics of the organization, including health 
and safety issues, and the role of the business within the community: 

Attendance / Punctuality: Maintains consistently excellent record of attendance and punctuality, rarely 
being absent or late and always with notification: 

Attitude: Shows enthusiasm and a positive attitude for the job and in successfully completing all 
assigned tasks: 

Comments: 
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Appendix B-4 

MIDDLESEX COMMUNITY COLLEGE 
Student Evaluation of Internship Site 

 
 
 

Student Name:    Date:  
 

Program of Study:    Faculty Supervisor:    
 

Placement Site:    Work Period:   
 

Supervisor’s Name:    Department:   
 
 
 
 

INSTRUCTIONS: This evaluation will be important in determining the value of your work experience, both for yourself and for 
students in future internship  assignments with the same employer. The evaluation should be honest, objective, and should 
indicate problems as well as your progress during the Co ‐op period. 

 
PLACEMENT: 
 

Educational Value or Merit of Assignment: 
      Exceptional Opportunity 
      Worthwhile Experience 
      Satisfactory 
      Needs Development* (please comment below) 

Did Position Live Up to the Original Description? 
      Exact Match of Original Description 
      Very Closely Matched Description 
      Somewhat Matched Description 
      No Relationship At All * (please comment below) 

Salary Paid in Relation to Job Requirements, Experience, and 
Academic Training: 
      Excellent 
      Very Good 
      Average 
      Unpaid Internship/Does Not Apply 

Supervisor’s Reception to New Ideas? 
      Excellent 
      Very Good 
      Average 
      Needs Development* (please comment below) 

Relationship with Supervisor/Management: 
      Excellent 
      Very Good 
      Average 
      Needs Development* (please comment below) 

Was Your Supervisor Available When You Needed? 
      Always Available 
      Sometimes Available 
      Rarely Available 
      Never Available/Sought Help Elsewhere* 

(please comment below) 

Opportunities to Relate With Other Company Personnel: 
      Open, Friendly and Supportive Atmosphere 
      Opportunity was not presented 

How Well Did Position Relate to Your Personal Career 
Goal? 
      Excellent 
      Very Good 
      Average 
      Needs Development* (please comment below) 

 
Describe how your placement related to your academic courses?    

 
 
 

*Comments (use back if additional space is needed): 
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Appendix B-5 

MIDDLESEX COMMUNITY COLLEGE 

Student Evaluation of Internship Program 
 
Student Name:       Date:________________________________ 
Program of Study:       Faculty Supervisor: _____________________ 
Placement Site:       Work Period:___________________________ 
Supervisor’s Name:       Department:___________________________ 

Please answer the following: 
  

1. Please rate the following services: (circle one) 
  

Very Satisfied     Satisfied     Neutral     Dissatisfied     Not Applicable 
 
 Applica tion P rocess    1 2 3 4 n/a 
 P la ce me nt Assistance    1 2 3 4 n/a 
 Ava ila bility of S ta ff    1 2 3 4 n/a 
 Ca ta logue & Course Description of Co-op 1 2 3 4 n/a 
 S e m ina r (Classroom Component of Co-op) 1 2 3 4 n/a 
 Co-op Career Web Resources   1 2 3 4 n/a 
 Ava ila bility of Forms  on-line   1 2 3 4 n/a 
 
  

2. Please rate the following outcomes as they apply to your personal experience with the 
Internship. 
 

Very Satisfied     Satisfied     Neutral     Dissatisfied     Not Applicable 
  
 Improved ability of setting goals    1 2 3 4 n/a 
 More focused about personal career goals   1 2 3 4 n/a 
 Better skills in the workplace     1 2 3 4 n/a 
 More confident with your ability to interview   1 2 3 4 n/a 
 More knowledge about job search techniques   1 2 3 4 n/a 
 More professional communication and interpersonal skills 1 2 3 4 n/a 
 Improved Resume      1 2 3 4 n/a 
 Better life skills (for example, time and stress management) 1 2 3 4 n/a 
 

3. Which of the following outcomes have you experienced as a result of your Co-op Position? 
(Circle one) 
 
 Have gained experience in my career field Y N 
 Received a job offer Y N 
 Received a job promotion Y N 
 Decided to change career fields Y N 
 Received an award or recognition for work done Y N 
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4. Are you planning to pursue additional education upon completion of the internship? 
 

 Did the internship play a role in your decision? If so, what role did it play? Y N 
   
If yes:  As s ocia te  Ba che lor  Ma s te rs  Othe r:    
 

Internship Process: 
 

How would you rate your experience with the Internship Process (including department staff, placement, 
faculty, etc.)? 

 
 Excellent  Ve ry Good  Ave ra ge  Ne e ds  De ve lopme nt 
 
 

What worked well?    
 
 
 

How could we improve the process?    
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Appendix B-6 

MIDDLESEX COMMUNITY COLLEGE 
Internship Interest Form (Student) 

 

Student Name:     Student ID. #_____________________ 

Student Email: _____________________________ Phone Number:_______________ 

Program of Study: _______________________________________________________ 

What semester will student be interning:        Summer   Fall        Spring 

Industry: 
 

 Accounting  
 Advertising/Marketing/PR  
 Biotechnology  
 Computer Services  
 Consulting  
 Education  
 Engineering 
 Entertainment  
 Financial Services/Banking  
 Government  
 Health Services/Medical  
 Hotel/Restaurant/Resort/Casino  
 Insurance  
 Legal Services  
 Manufacturing/Distribution  
 Mortuary Science  
 Non-Profit  
 Printing/Publishing  
 Retail/Sales  
 Real Estate  
 Veterinary/Animal Clinic  
 Other_________  
 

Skills student is hoping to learn or develop through the internship: 

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
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Site Organization Name: __________________________________________________ 

Address:_______________________________________________________________ 

Phone:______________________ Website:__________________________________ 

Supervisor: ____________________________________________________________ 

Supervisor’s email: ______________________________________________________ 

Internship Position: ______________________________________________________ 

Position Title:__________________________ Start date:________________________ 

Number of Hours Per Week:________________ Duration of Internship: ___________ 

Is this a new or existing internship: __________________________________________ 

Internship activities and projects: (attach a job description if available) 

Compensation: _________________________________________________________ 

Unpaid (for credit only)  

Paid Rate: ___________ Per  Hour Weekly Monthly Semester Stipend 

Non-monetary compensation: 

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 

NOTES: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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