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Inter-Departmental [For-Credit] Internship Contract

Office of Career Development, Stephens College


Box 2123 ▪ 1200 E. Broadway ▪ Columbia, MO 65215


P: 573-876-7101 ▪ F: 573-876-2323 ▪ aroberts@stephens.edu
***All internships must be approved and signed by the appropriate department faculty member sponsor AND internship supervisor before contract is valid. The signed Internship Contract Addendum must accompany this contract!***
This completed contract and its signed addendum must be returned to the Office of Career Development. 
Send to:
Amanda Purchase Roberts
Stephens College

Campus Box 2123
211 Stamper Commons

1200 E. Broadway

Columbia, MO 65215


Section A:  INTERN

Section B:  EMPLOYER
Name:  

Name:  


Permanent Address: 

Permanent Address:  


City:  
 State:  
Zip Code:  

City:  
State: 
Zip Code:  

Phone Number:  

Phone Number:  

Email Address:  

Email Address:  

Section C:  ON-SITE INTERNSHIP SUPERVISOR
Name:  
 
Title/Position:  

Phone Number:  

Email Address:  

***I authorize that I will be the contact person for the above named student during her internship.***

Signature:  

Date:  



Section D:  INTERN—Career/Academic Goals of Internship

Section E:  INTERN—Learning Objectives/Job Description

Section F:  FACULTY SPONSOR (signature required)
Name of Faculty Sponsor:  


Program:  

Box Number:  


Phone Number:  

Email Address:  



Faculty Signature:  

Date:  


Section G:  INTERN—Time Commitment 

To receive credit for an internship, you must work a minimum of 140 hours. In this section, please give information on your work schedule.
Dates of Employment:  


Total Hours to be Employed as an Intern:  


Section H:  ACADEMIC ASSIGNMENTS

To receive credit for your internship experience, you must work at least 140 hours as an intern AND satisfactorily complete the following academic assignments:
1. Journal & Discovery Project (Fashion only):  You must keep a journal that includes at a minimum: hours worked per date, duties performed each time you worked, and reflections of internship. Discovery project as mentioned in gray box.
2. Portfolio (Fashion only):  If possible, you are to keep a portfolio or samples of what you did in the internship. Keep in mind you may have to give a PowerPoint presentation on your internship for the post-class, department, etc.—pictures and other relevant material and information from your worksite will be advantageous!

3. Written Report (during post class, if applicable):  You are to write a report which should include the following:

a. The duties and responsibilities of the internship.

b. The objectives and expectations of the organization with regard to the internship.

c. The objectives for the internship and the extent to which they were achieved.

d. A brief summary of what was learned through the internship.

e. An assessment of how this internship helped you become better prepared for a career in business.

f. Was there any formal or informal written evaluation of your job performance? If so, please provide a copy of this document.

4. Oral Presentation (during post class, if applicable):  You must give an oral presentation in the post class (BUS 496 or FAS 496). The presentation will cover the internship experience and the topic on which you did your research paper. The presentation will be before an audience consisting of your classmates, faculty sponsor, and other students and faculty members who might be interested in attending.

5. Successful completion of INT 210 (Internship Development):  This pre-internship course is required by the college of ALL students who plan to complete an internship for academic credit. Topics include:  clarifying goals and objectives for the internship, networking, locating and researching employment sites, writing resumes and cover letters, and developing interviewing skills and appropriate business behavior.

6. Successful completion of BUS 496, FAS 496 or EBM 494:  This is a post-internship course in which interns share their internship experiences with one another. You are required to attend all sessions of the course. One unexcused absence may result in you failing to pass the course.
***AGREEMENT:  I understand that to receive credit for my internship, I must complete all items as outlined in Section H.***
Student Signature:  
  Date:  



Internship Contract Addendum

Office of Career Development, Stephens College


Box 2123 ▪ 1200 E. Broadway ▪ Columbia, MO 65215


P: 573-876-7101 ▪ F: 573-876-2323 ▪ aroberts@stephens.edu
***This signed document must accompany the Inter-Departmental 
[For-Credit] Internship Contract***

Instructions:  All students must read and sign the Insurance Coverage Disclaimer. Equestrian students will be required to read and sign the Insurance Coverage Disclaimer and the General Release Disclaimer.

INSURANCE COVERAGE-All Majors
I  have sufficient health, accident, disability and hospitalization insurance to cover me during my internship; I further understand that I am responsible for the costs of such insurance and for the expenses not covered by this insurance and I recognize that Stephens College does not have an obligation to provide me with such insurance.

I  assume full responsibility for any undisclosed physical or emotional problems that might impair my ability to complete the experience, and I release Stephens College from any liability for injury to myself or damage to or loss of my possessions.

I understand that if I use my personal vehicle for the benefit of the organization with whom I perform my

internship, Stephens College has no liability for personal injury or property damage that may result from that use. I agree to rely solely on my personal vehicle insurance coverage and on any insurance coverage provided by my internship agency.

I understand that I will not be entitled to unemployment compensation benefits upon completion of my internship. Further, I understand that Stephens College assumes no liability for personal injury, which I may suffer in the course of my internship and agree to be responsible for ascertaining whether my internship agency provides workers compensation coverage for me.

Student signature:____________________________________  Date:__________________________________
GENERAL RELEASE-(EQUESTRIAN ONLY) 

I thoroughly understand the inherent risks involved with handling, riding or working with horses and/or  ponies and/ or  in an equestrian facility. As such, it is agreed that Stephens College shall not be liable for any and all claims, demands, injuries or damages whatsoever to me or to my property arising out of or connected with the internship whether or not the internship is sponsored by Stephens College.

Furthermore, I release, discharge and covenant not to sue Stephens College, its board of trustees, faculty or staff  as to any and all liability that may arise out of injury or harm to me, death, or property damage,  resulting from my participation in this internship. 

Student signature:____________________________________  Date:__________________________________

(THIS FORM MUST BE SIGNED AND RETURNED TO THE OFFICE OF CAREER DEVELOPMENT
PRIOR TO THE INTERNSHIP START DATE).
Notes:


This original contract should be turned in prior to the start of internship. A copy included in your post-class portfolio in order for you to receive internship credit.


In order to get 3 hours of credit for your internship you must:  complete the INT 210 course (1 credit) with a (S-satisfactory grade), complete 140 work hours of your APPROVED internship, and complete a post-internship course (BUS 496, FAS 496 or EBM 494) for 2 credit hours.





***Fashion Interns only***


Please review and complete the “The Fashion Intern Checklist” including the Discovery Project and questions from “The Fashion Intern” by Michele Granger (available at the Bookshelf). There will be a meeting in April for all fashion students who have an internship to discuss assignments, follow-up, etc. Kirsty Buchanan will notify you of the exact date, time, and location.





An internship should strongly relate to your academic program and/or career goals. List three goals that this internship may meet, or bring you closer to meeting, academically or in your career. For each goal listed, write one sentence explaining why/how this internship will facilitate the meeting of that goal.





An internship should also be a learning experience for the intern. List three learning goals/objectives you have for yourself during this internship. 


You must also provide a job description of your internship.List your duties and responsibilities below or attach another page.











For more information and FAQ’s on the [for-credit] internship program: �http://www.stephens.edu/services/careersvc/internshipservices/








