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FREQUENTLY ASKED QUESTIONS 
 
What is an internship? 
An internship is a structured work experience that combines academic learning and career exploration in a 
professional work environment.  This can be for credit or non-credit, paid or unpaid, part-time or full-time, 
during the summer or the academic year. 
 
Why should I do an internship? 
Internships bridge the academic world and the professional world, allowing you to apply concepts learned in 
the classroom to the world of work. Internships provide a networking base, give you the opportunity to 
improve and learn new skills, and allow you to explore a variety of career options.   
 
When should I start looking for one? 
The more internships you experience during your college years, the more skills you will gain and the more 
employable you will become. Plan to do AT LEAST one by your Junior year, and strive to complete a total of 
three different internship experiences before you graduate.  You should conduct your search up to six months 
before you plan to begin your internship. For example, Summer internship application deadlines are often 
quite early; January or February. 
 
How do I find an internship? 
An internship should be approached with the same attitude as a job search.  You should work with Career 
Services to create a resume and cover letter, find resources for opportunities, learn how to interview and 
more.   (See RESOURCES TO FIND INTERNSHIP OPPORTUNTIES below.) 
 
Where are these internships located? 
Internships are approved within a 50 mile radius of CSP, unless you makes provisions with the University 
Internship Supervisor. You are responsible for your own transportation. 
 
Will an internship affect my scholarship/financial aid?  
You will need to maintain full-time student status for Federal and State financial aid. 
 
Will an internship improve my chances for employment after graduation? 
Yes. In addition to valuable work experience, professional contacts and personal growth, many students obtain 
permanent jobs with their internship employers after graduation. 
 
Can I get course credit?  What about grades? 
Usually.  While internship experience is required for some majors, it is strongly recommended for ALL 
students.  For each one (1) internship credit, most majors require 35 hours of work.   For example, if you plan 
to earn 12 internship credits, then you would need to work a total of 420 hours. Within one semester, this 
averages out to approximately 28 hours of work per week for 15 weeks.  Check with your Academic Advisor to 
register for the correct internship course and determine the number of credits.  Grades for the internship 
course are PASS or NO PASS and are based on evaluations, site visits and other assignments as determined by 
the University Internship Supervisor. 
 
Will I get paid, and what are the fees? 
Internships may be offered as either paid or unpaid.  Plan ahead so that you may be able to consider an unpaid 
experience.  You will pay the tuition associated with the internship course credit. (Remember, taking an 
internship course for credit is not required of all majors, but is STRONGLY encouraged.) 
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What do I need to do if I accept and internship assignment? 
You will need to complete an Internship Contract and Internship Contract Supplement, meet with your 
Academic Advisor, collect the required signatures and submit the contract to the Registrar’s Office. The 
Registrar will register you in the appropriate internship course. See CHECK LIST below for the complete 
procedure. 
 
What is the deadline for completing the paperwork?  
The completed and signed Internship Contract and Internship Contract Supplement are due in the Registrar’s 
Office at least three weeks before the internship begins. All paperwork must be resubmitted for each 
semester holding the internship assignment. 

 
(Back to Table of Contents) 

 
 

LEARNING OUTCOMES 
 
Your internship is designed to help you: 

 
× Integrate classroom knowledge and theory with field experience. 
× Evaluate vocational options based on newly acquired knowledge and skills. 
× Observe professionals in the field to benefit from their experience and expertise. 
× Complete work assignments successfully. 
× Develop basic skills required for employment. 
× Strengthen interpersonal and communication skills. 
× Select courses to supplement the internship experience. 
× Develop a positive and self-confident attitude prior to entering the world of work. 

 
(Back to Table of Contents) 

 
 

TIPS FOR YOUR SUCCESS 
 
To optimize your internship experience, consider the following tips for success: 

 
× Plan ahead financially, consider an unpaid experience 
× Start searching early, about 6 months in advance 
× Avoid working another job during the internship 
× Keep a journal of your learning and skills development 
× Give 100% effort always 

 
(Back to Table of Contents) 
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STEPS IN SETTING UP YOUR INTERNSHIP EXPERIENCE 
 
1.  Meet with Career Services AND your Academic Advisor to discuss your plans 

 Career Services can help you with each step below, including resume preparation, brainstorming 
resources for searching, interviewing skills, and more. 

 Academic Advisors can help you make decisions about the type of experience that will best fit into 
your academic and professional goals and determine the appropriate internship credit course. 

 
2.  Set Goals 

 Evaluate your personal values and interests. What skills do you want to use and develop? What skills 
and abilities do you bring to the internship? What types of internships interest you? Where would you 
like to work? 

 Decide which period of time you would like to work:  Summer, Fall or Spring. 
 Consider your financial situation. Can you consider an unpaid internship?  
 Is pursuing an internship for credit an important criterion for you to consider? 

 
3.  Research Organizations 

 Register on CSP Job Link (College Central Network) http://www.collegecentral.com/csp/ to review 
and to be reviewed by organizations interested in hiring an intern. 

 Review company web sites. 
 Talk to professors, academic advisors, Career Services, family, friends, and others for advice and 

suggestions on opportunities. 
 Talk with students and alumni who have completed or may be completing an internship right now. 

Many companies will offer the same internship year after year. 
 Set up informational interviews with people that work in fields or companies that interest you. 

(visit http://concordia.csp.edu/Careers/Career_Handouts/Index.html for more information about 
informational interviewing) 

 Visit your top three choices for internship sites to observe the environment and meet the potential co-
workers to determine whether the internship would be a good “fit.” 

 
4.  Apply for Internships and Prepare for Interviews 

 Work with Career Services to develop your resume, cover letter and interviewing skills. 
 Apply for more than one internship. 
 Follow proper application procedures for each internship for which you apply. 
 Prepare for the interview. Investigate organizations and practice answering questions. 

 
5.  Follow-up and Make Decisions 

 Write thank-you letters and make follow-up phone calls. 
 Based on the offers you receive, decide which internship best meets your personal and professional 

goals. 
 Formally accept or decline all offers in writing or by telephone. 

 
6.  Complete the Internship Contract and Internship Contract Supplement 

 Start with a rough draft. 

 Meet with your Academic Advisor to fine tune the contract. 

 Review the CHECK LIST to ensure you have completed all steps. 

 Type final draft, get appropriate signatures. 
 
 

http://www.collegecentral.com/csp/
http://concordia.csp.edu/Careers/Career_Handouts/Index.html
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7. Submit Contract and Contract Supplement to the RegistrarΩǎ hŦŦƛŎŜ ŀǘ ƭŜŀǎǘ о ǿŜŜƪǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ǎǘŀǊǘ ƻŦ 
the internship.   

 
(Back to Table of Contents) 

 
RESPONSIBILTIES OF PARTIES INVOLVED 

 
The Student/Intern:  Reviews and adheres to the Internship Manual, establishes an internship, completes all 
paperwork and evaluations.  Supplies On-Site Supervisor with evaluation forms. 
 
The University Internship Supervisor:  (the Concordia faculty member assigned as the internship course 
instructor) 

1. Once the student has met with the Academic Advisor and completed the Internship Contract and 
Supplement, signs the Contract form. 

2. Serves as a resource person who assists with problem solving and acts as a sounding board for new 
ideas and insights. 

3. Establishes due dates for the On-Site Supervisor to submit evaluation forms. Processed 
information evaluation forms with student/intern. 

4. Schedules a visit with the On-Site Supervisor and the intern at the internship site.  
5. Evaluates the student’s learning based on site-visit, evaluations and possible additionally assigned 

written assignments. 
6. Assigns and submits a final grade to the Registrar’s office.  

 
The On-Site Supervisor: (the direct supervisor for the intern at the work place)  

1. Prior to the beginning of the internship, discusses with the intern the requirements for the position, 
the number of hours to work each week. 

2. Assists the intern in determining learning outcomes and how many hours per week may be dedicated 
to specific activities to achieve outcomes. 

3. Supervises the intern on an on-going basis; provides constructive feedback to enhance intern’s 
learning and growth. 

4. Agrees to meet once on the internship site with the University Internship Supervisor. 
5. Completes Mid-Term Evaluation of Intern by On-Site Supervisor and Final Evaluation of Intern by On-

Site Supervisor. Sends completed forms to University Internship Supervisor.   
 
The Academic Department Chair 

1. Reviews the completed Internship Contract and Internship Contract Supplement to ensure internship 
meets department requirements. 

2. Signs the Internship Contract. 
 
The Dean of College 

1. Signs the Internship Contract. 
2. Tracks the frequency and relevancy of internships within the college. 

 
The Academic Advisor 

1. Helps the student/intern determine the appropriateness of the internship based on academic and 
professional goals and requirements for major. 

2. Guides the student/intern in selecting the correct internship course and number of credits. 
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Career Services 

1. Works with the student/intern on all aspects of internship search.  
2. Assists employers to post internship opportunities. 
3. Informs students and faculty of internship opportunities, job fairs and events, etc. 
4. Maintains an updated Internship Manual and list of organizations that have posted internships. 

 
(Back to Table of Contents) 

 
RESOURCES TO FIND INTERNSHIP OPPORTUNTITIES 

 
 
http://concordia.csp.edu/Careers/Internships/Internships.html 

 Access CSP Job Link (College Central Network), Career Services’ online internship database 

 View a list of employers who have sought out CSP students to fill internship positions 

 Learn about other websites listing internship opportunities 
   
http://www.csp.edu/sbs/Documents/SBSDepartmentInterns.pdf 

 College of Arts and Sciences/Social and Behavioral Sciences 
 
http://www.mnworks.org 

 Click on Job Seekers and then on Internships 
 
Professional associations/clubs for your major 
 
Company websites 
 
(Back to Table of Contents) 

 
INTERNSHIP JOB FAIRS 

 
 

Government Internship Fair – October 
http://www.mcucsa.org/govjobfair/ 
 
Minnesota Private Colleges Career Consortium (MPCCC) Job and Internship Fair – Feb/March 
http://www.mnpcfair.org/ 
 

(Pre-registration with Career Services is required for both of these internship events) 
 
For more information, visit:  http://concordia.csp.edu/Careers/Career_and_Job_Fairs/Index.html 
 
(Back to Table of Contents) 
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KEEP A JOURNAL 
 

Whether your University Internship Supervisor requires it or not, it is STRONGLY RECOMMENDED for all interns 
to keep a journal of your internship experience, learning and growth.  This journal will be a valuable resource 
when you are developing a resume, preparing for interviews, or while networking.  Ideas to keep track of: 

  
× What was done 
× What was learned 
× What was accomplished 
× Who was met and how they can be reached 

 
 

The Internship Manual is available on the Career Services web site: 
http://concordia.csp.edu/Careers/Internships/Internships.html 

 
(Back to Table of Contents) 
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CHECKLIST  

(After you have ACCEPTED an internship assignment) 
 
 
 
 

Ç Meet with your Academic Advisor to determine in which internship course to register and for how 
many credits. 

 
 

Ç Meet with your On-Site Supervisor to discuss the Internship Contract Supplement.  
 

 
Ç Complete the Internship Contract and the Internship Contract Supplement.  

 
 

Ç Collect all required signatures.  Submit to the Registrar’s Office.  (The Registrar will register you in the 
appropriate internship course). 

 
 

Ç Complete the form Self-Assessment of Professional Growth before you begin the internship, and then 
again at the completion of the internship.  This form is due to your University Internship Supervisor at 
the end of each semester. 

 
 

Ç Complete the self-evaluations First Month Activity Log for Internship, Second Month Activity Log for 
Internship and Final Evaluation of Internship Experience by Intern. 

 
 

Ç Submit these forms to your University Supervisor throughout the duration of the internship. 
 
 

Ç Provide the evaluation forms Mid-Term Evaluation of Intern by On-Site Supervisor and Final Evaluation 
of Intern by On-Site Supervisor to your on-site supervisor and inform the supervisor of due dates to 
your University internship Supervisor. 

 
 

Ç Contact your University Internship Supervisor to go over the evaluations from your On-Site Supervisor. 

 
 
Ç Schedule an on-site visit with your University Internship Supervisor and your On-Site Supervisor. 

 
(Back to Table of Contents) 
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INTERNSHIP CONTRACT AND SUPPLEMENT 
 

 
INSTRUCTIONS  
 
 

1. Students must read and adhere to the Internship Manual, located at 
http://concordia.csp.edu/Careers/Internships/Internships.html 

 
2. All parties to this contract shall follow the Internship Manual guidelines. 
 
3. An Internship Contract Supplement must be attached. This document must be typed and 

follow the Contract Supplement Sample. 
 

4. Collect all required signatures.  See Position Assignments for Academic Year 2009-10 for 
signature contacts. 

 
5. After all signatures have been obtained, submit the original contract and supplement to the 

Registrar (AD 124). The Registrar will register you, the student, for the internship course and 
notify you via CSP email that your contract is ready to pick up.  

 
6. Take one copy to your On-Site Supervisor.  

 
 
 

DEADLINE: 
 

At least three weeks before the internship begins 
 
 
 
 
 
 
 

 
 
 
 

  

http://concordia.csp.edu/Careers/Internships/Internships.html
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INTERNSHIP CONTRACT 
 
Student:  ___________ Student ID# L_________________________  
 
Class Status:     Freshman   Sophomore   Junior   Senior   Other ___________________________ 
 
Major(s):                            Minor: ____________________________                                                        
 
Academic Advisor: _______________________________________                                                
 
University Internship Supervisor (Internship Course Instructor): ______________________________________ 
 
On-Site Internship Supervisor: _______________________________ Phone: ___________________________ 
 
Name of organization where internship will be:            
 
Address of organization:   
 Street City State Zip 
 
Title of the internship position you will be holding:   
 
What is the nature of the internship?   

Semester Internship Is Registered For:  Fall ________ (year)  Spring_______ (year) Summer ______ (year) 

Course Number: ______________  Course Title:  ___________________________________________ 

Number of Credits: ____________  Dates of Internship, From _________________ To_________________ 

Number of internship hours per week:  __________ TOTAL internship hours for the whole semester: _____________ 

 
 
  Date:   
Student Signature 

 
  Date:   
University Supervisor Signature 

 
  Date:   
Academic Department Chair Signature 

 
_____________________________________________________________  Date: ________________________ 
Dean of College Signature 

 
  Date:   
Registrar Signature                                                             
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INTERNSHIP CONTRACT SUPPLEMENT 

 
 

(To be attached to and submitted with the Internship Contract.  See sample for guidance on completing 

this form.) 
 
 
1) Briefly describe the internship position and what roles and responsibilities it will involve. 
 
2) List the specific learning outcomes for what you will learn as a result of this experience.  (You may 

refer to example learning outcomes in the Internship Manual.) 
 
3) List the activities that you will engage in during your internship that will help you achieve your 

learning outcomes.  Include the expected number of hours or percentage of time spent for each 
type of activity. 

  
4) Describe the relationship of the internship activities to your learning outcomes.  How will 

participating in those activities lead to your achieving your learning outcomes? 
 
5) Agree to complete evaluation tasks.  The Internship Manual contains three types of evaluations: 

a) Your evaluation of yourself (Self-Assessment of Professional Growth) 
b) Your evaluation of the internship experience (First Month Activity Log for Internship; Second 

Month Activity Log for Internship; Final Evaluation of Internship Experience by Intern) 
c) Your On-Site Supervisor’s evaluation of you and your work (Mid-Term Evaluation of Intern by 

On-Site Supervisor; End-of-Semester Evaluation of Intern by On-Site Supervisor) 
 

I agree to complete and submit these evaluation forms in order to receive credit for this 
internship. 
 
Signed:  ______________________________________________ 
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INTERNSHIP CONTRACT SUPPLEMENT - SAMPLE 
 
Psy-461 Psychology Internship 
 
Name:    Sue College Student   651-641-8200 
Site:    Ramsey County Juvenile Detention Center 
Address:   480 St. Peter Street 
   St. Paul, MN 55102 
Telephone:  651-298-6930 
On-site Supervisor: Dick Loesch 
University Supervisor:  Dr. David Bredehoft 
 
1) Briefly describe the internship position and what roles and responsibilities it will involve.  
 (50-100 words) 
 
I will be participating in an internship fall semester 2006, at the Ramsey County Juvenile Detention Center.  
This internship will begin September 18 and end November 25, for a total of 15 weeks, 45 hours per week, for 
a total of 675 hours. 
 
Juvenile detention is the juvenile justice system’s most physically restricting and controlling alternative.  It 
provides temporary behavioral control that children are either unwilling or unable to exert over their own 
behavior.  Every child there is awaiting some pending action, such as release to parents, return to other 
placement, initial court hearing, trial, deposition, court-ordered placement, or certification to adult court. 
 
The responsibility of juvenile detention within this context is to provide the following: safety for self and 
others, security, positive interactions with authority figures who care about people, support and coordination 
with others beyond detention (court, probation officers, families, schools, etc.), and encouragement and basic 
counseling with residents toward recognizing their problems and being willing to use help from others within 
the system as they leave detention. 
 
2) List the specific learning outcomes for what you will learn as a result of this experience.  (You may refer 

to example learning outcomes in the Internship Manual.) 
A. Gain experience working with troubled adolescents. 
B. Learn about the role of juvenile detention within the juvenile justice system and its basic philosophy. 
C. Gain a greater understanding of the criminal justice system from various perspectives. 
D. Develop group leadership skills. 
E. Develop an effective approach for working with young people. 
F. Learn skills to become an effective team member. 
G. Learn basic procedures for safety and security. 
H. Develop communication skills 

 
 
 
 
 
 
 
3) List the activities that you will engage in during your internship that will help you achieve your learning 

outcomes. Include the expected number of hours or percentage of time spent for each type of activity. 
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A. On-site activities (35 hours per week)    # of hours per week 
1. Search the children and their rooms for contraband.   2 
2. Protect children from their own actions.     2 
3. Learn interpersonal and crisis counseling.     3 
4. Write behavior observation reports.     5 
5. Ensure the children are in their scheduled daily activities.   1 
6. Assist in or provide leadership for activities (mealtime,  
 daily cleaning tasks, school programming, gym activities,  
 and leisure time recreating activities).     20 
7. Ride along with a police squad.      1 
8. Observe in court.        1 
 

B. Off-site activities (10 hours per week)    # of hours per week 
1. Keep a daily journal.       2 
2. Interview a lawyer, juvenile judge.     2 
3. Read orientation booklet, JDC policy manual, JDC security  

policies and guidelines, general rules for residents.   1 
4. Write a 10-12 page summary paper reflecting on experiences.  3 
5. Write a 1-2 page paper summarizing experience with police squad. 1 
6. Watch videos on juvenile arrest, search, principles of discipline,  

legal rights, physical restrain, AIDS.     1 
  

4) Describe the relationship of the internship activities to your learning outcomes.  How will participating in 
those activities lead to your achieving your learning outcomes? 

  

Objective 
On-Site 
Activities 

Off-Site 
Activities 

A 3, 5, 6 1, 4 
B   2, 3, 6 
C 7, 8 2, 5, 6 
D 6   
E 2, 3 3 
F 2, 5, 6   
G 1, 2 2, 6 
H 3, 4, 5, 6 1, 4, 5 

 
5. Agree to complete evaluation tasks.  The Internship Manual contains three types of evaluations:   

a) Your evaluation of yourself (Self-Assessment of Professional Growth) to be completed at the 
beginning of the internship and again at the completion of the internship. 

b) Your evaluation of the internship experience (First Month Activity Log of Internship; Second Month 
Activity Log of Internship; Final Evaluation of Internship Experience by Intern) 

c) Your On-Site Supervisor’s evaluation of you and your work (Mid-Term Evaluation of Intern by On-Site 
Supervisor; End of Semester Evaluation of Intern by On-Site Supervisor)   

 
I agree to complete and submit these evaluation forms in order to receive credit for this internship. 
 
Signed and dated: _______________________________________________________________ 
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SELF-ASSESSMENT OF PROFESSIONAL GROWTH 
 

Initial Date:____________________       Final Date: _____________________ 
Intern Name________________________ ________University Internship Supervisor_______________________________________ 
Please evaluate your own skills and abilities at this point in your academic career using the following five-point scale.  Keep in mind that the learning process 
is on-going and that it is probably not realistic to expect mastery of most of these skills. Your honest self-assessment will help you evaluate your growth as 
you go through your internship.  It will also provide information that will help you plan for additional educational needs.  This self-assessment is to be done 
at the beginning of the internship and again at the completion of the internship.  
 

Five-Point Scale: 
1=Not important or relevant to me at this time 
2=I don't feel I have this skill/ability 
3=I feel I have some or fair skill/ability in this area, but I will need to ask for help. 
4=I am confident that I have enough or good skill/ability to do this with very little assistance. 
5=I am confident that I can effectively use my skills/abilities in an excellent manner. 

 

I feel that I have the. . . In
it

ia
l 

R
at

in
g 
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n

a
l 

R
at

in
g 

Comments: 

1 Preparation for this internship. 
   

 

2 Writing skills needed. 
   

 

3 Ability to work independently. 
   

 

4 Ability to listen and speak so others understand me.    

5 Thoroughness and attention to detail needed. 
   

 

6 Ability to attain others' trust and confidence. 
   

 

7 Ability to handle duties responsibly.  
   

 

8 Ability to demonstrate creativity. 
   

 

9 Ability to complete work on time. 
   

 

10 Professional attitude needed. 
   

 

11 Adaptability needed for this internship. 
   

 

12 Ability to cooperate with others. 
   

 

13 Work attendance/punctuality expected. 
   

 

14 Courteous attitude at all times. 
   

 

15 Professional appearance, neat, well-groomed. 
   

 

16 
Ability to evaluate strengths and weaknesses and 
apply appropriate changes. 

   

17 Ability to relate to others in a meaningful way. 
   

 

18 
The knowledge that satisfaction comes from a job 
well done and not dependent on outside feedback. 

   

 

Upon completion of your internship, you need to turn this form in to your University Internship Supervisor. 
 
Student Signature:_________________________________________________Date:___________________ 
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FIRST MONTH ACTIVITY LOG FOR INTERNSHIP 
 
Intern:______________________________________ Date Due ______________________________ 
 
On-Site Supervisor ___________________________at _______________________________________ 
         hǊƎŀƴƛȊŀǘƛƻƴΩǎ bŀƳŜ 

 
These activity logs are very important for evaluating your internship site.  Please complete this and hand it in or 
e-mail it to your University Internship Supervisor after your first month at your internship site.   
Step 1: In the boxes on the LEFT, note the percent of time spent in these 4 major areas (BOLDED PRINT). 
Step 2: Within each of the major categories, break down the percent of time spent in each type of activity.  

Note this in the boxes on the right. 
Please note:  The percentage within the left most column and within each category and the overall percentages 
listed should total 100%. 
 
              % Percent of time working directly with Supervisor  

 Percent of time observing only                   % 

Percent of time interacting with Supervisor                   % 

Percent of time interacting with  others in the department                   % 

Percent of time interacting with  outsiders (clients, other  organizations, etc)                   % 

          = 100% 

              % Percent of time working with other administrative personnel or other staff  

 Percent of time observing only                   % 

Percent of time interacting with  others in department pertaining to my job                   % 

Percent of time doing off site activities                   % 

Percent of time doing "busy work" not related to internship                   % 

          = 100% 

              % Percent of time working on activities related to your objectives/goals  

 List Objective/goal 1                   % 

List Objective/goal 2                   % 

List Objective/goal 3                   % 

List Objective/goal 4                   % 

List Objective/goal 5                   % 

          = 100% 

               % Percent of time working on your own/self-directed activities  

 List Duty 1                   % 

List Duty 2                   % 

List Duty 3                   % 

List Duty 4                   % 

List Duty 5                   % 

      = 100%           = 100% 

How many times have you called/met with/e-mailed your University Internship Supervisor? 
 
                times 

 
E-mail or turn this sheet in to your University Internship Supervisor upon completion. 
My University Internship Supervisor is: ____________________________________________ 
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SECOND MONTH ACTIVITY LOG FOR INTERNSHIP 
 
Intern:______________________________________ Date Due ______________________________ 
 
On-Site Supervisor ___________________________at _______________________________________ 
         hǊƎŀƴƛȊŀǘƛƻƴΩǎ bŀƳŜ 

 
These activity logs are very important for evaluating your internship site.  Please complete this and hand it in or 
e-mail it to your University Internship Supervisor after your first month at your internship site.   
Step 1: In the boxes on the LEFT, note the percent of time spent in these 4 major areas (BOLDED PRINT). 
Step 2: Within each of the major categories, break down the percent of time spent in each type of activity.  

Note this in the boxes on the right. 
Please note:  The percentage within the left most column and within each category and the overall percentages 
listed should total 100%. 
 
              % Percent of time working directly with Supervisor  

 Percent of time observing only                   % 

Percent of time interacting with Supervisor                   % 

Percent of time interacting with  others in the department                   % 

Percent of time interacting with  outsiders (clients, other  organizations, etc)                   % 

          = 100% 

              % Percent of time working with other administrative personnel or other staff  

 Percent of time observing only                   % 

Percent of time interacting with  others in department pertaining to my job                   % 

Percent of time doing off site activities                   % 

Percent of time doing "busy work" not related to internship                   % 

          = 100% 

              % Percent of time working on activities related to your objectives/goals  

 List Objective/goal 1                   % 

List Objective/goal 2                   % 

List Objective/goal 3                   % 

List Objective/goal 4                   % 

List Objective/goal 5                   % 

          = 100% 

               % Percent of time working on your own/self-directed activities  

 List Duty 1                   % 

List Duty 2                   % 

List Duty 3                   % 

List Duty 4                   % 

List Duty 5                   % 

      = 100%           = 100% 

How many times have you called/met with/e-mailed your University Internship Supervisor? 
 
                times 

 
 
E-mail or turn this sheet in to your University Internship Supervisor upon completion. 
My University Internship Supervisor is: ____________________________________________ 
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MID-TERM EVALUATION OF INTERN BY ON-SITE SUPERVISOR 
 
Intern Directions: Complete the information above the line below and give to your On-Site Supervisor for completion. Then contact 
your University Internship Supervisor and schedule an appointment to go over the results. 
 
 
Intern:   Date:   
 
University Internship Supervisor: _____________________________________________________________________________ 
 
On-Site Supervisor: _______________________________________________________________________________________ 
 
Organization:   
 
Address:   
 
 

On-Site Supervisor Directions: Please complete this evaluation form at mid-semester (approximately 7 weeks into the internship). Your 
frank opinions and comments will not only facilitate the assessment of the intern’s performance, but will also identify problems that 
need attention.  
tƭŜŀǎŜ Ƴŀƛƭ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǘƻ ǘƘŜ ƛƴǘŜǊƴΩǎ ¦ƴƛǾŜǊǎƛǘȅ LƴǘŜǊƴǎƘƛǇ {ǳǇŜǊǾƛǎƻǊ όƴŀƳŜŘ ŀōƻǾŜύ ŀǘ  
Concordia University, 275 N. Syndicate, St. Paul, MN 55104-5494. 
 
Please circle the appropriate rating:     Low      Average          High 
  1 2 3 4 5 
The intern named above 
1. Came well prepared for this internship 1 2 3 4 5 
2. Possesses necessary writing skills 1 2 3 4 5 
3. Possesses necessary speaking skills 1 2 3 4 5 
4. Works independently 1 2 3 4 5 
5. Completes assignments thoroughly 1 2 3 4 5 
6. Demonstrates responsibility  1 2 3 4 5 
7. Is dependable 1 2 3 4 5 
8. Shows creativity 1 2 3 4 5 
9. Produces high quality work 1 2 3 4 5 
10. Produces maximum quality of work 1 2 3 4 5 
11. Exhibits a professional attitude 1 2 3 4 5 
12. Adapts to changing circumstances 1 2 3 4 5 
13. Cooperates consistently 1 2 3 4 5 
14. Maintains regular attendance 1 2 3 4 5 
15. Is punctual 1 2 3 4 5 
16. Is courteous and friendly 1 2 3 4 5 
17. Presents an acceptable personal appearance 1 2 3 4 5 
18. Exhibits growth and maturity 1 2 3 4 5 
 
Comments:   

  

  

  

  

On-Site Supervisor Signature:   
 
Work Phone Number:   Date:  
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FINAL EVALUATION OF INTERN BY ON-SITE SUPERVISOR 
 
Intern Directions: Complete the information above the line below and give to your On-Site Supervisor for completion. Then contact 
your University Internship Supervisor and schedule an appointment to go over the results. Your University Internship Supervisor must 
meet with you by the end of the semester in order for you to receive a passing grade. 
 
Intern:   Date:   
 
University Internship Supervisor: _______________________________________________________________________________ 
 
On-Site Supervisor: _______________________________________________________________________________________ 
 
Organization:   
 
Address:   
 
On-Site Supervisor Directions: Please complete this evaluation form at semester’s end (14 weeks or end of the internship). Your frank 
opinions and comments will not only facilitate the assessment of the intern’s performance, but will also identify problems that need 
attention.  
tƭŜŀǎŜ Ƴŀƛƭ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǘƻ ǘƘŜ ƛƴǘŜǊƴΩǎ ¦ƴƛǾŜǊǎƛǘȅ LƴǘŜǊƴǎƘƛǇ {ǳǇŜǊǾƛǎƻǊ όƴŀƳŜŘ ŀōƻǾŜύ ŀǘ  
Concordia University, 275 N. Syndicate St. Paul, MN 55104-5494. 
 
Please circle the appropriate rating:     Low      Average         High 
  1 2 3 4 5 
The intern named above 
19. Came well prepared for this internship 1 2 3 4 5 
20. Possesses necessary writing skills 1 2 3 4 5 
21. Possesses necessary speaking skills 1 2 3 4 5 
22. Works independently 1 2 3 4 5 
23. Completes assignments thoroughly 1 2 3 4 5 
24. Demonstrates responsibility  1 2 3 4 5 
25. Is dependable 1 2 3 4 5 
26. Shows creativity 1 2 3 4 5 
27. Produces high quality work 1 2 3 4 5 
28. Produces maximum quality of work 1 2 3 4 5 
29. Exhibits a professional attitude 1 2 3 4 5 
30. Adapts to changing circumstances 1 2 3 4 5 
31. Cooperates consistently 1 2 3 4 5 
32. Maintains regular attendance 1 2 3 4 5 
33. Is punctual 1 2 3 4 5 
34. Is courteous and friendly 1 2 3 4 5 
35. Presents an acceptable personal appearance 1 2 3 4 5 
36. Exhibits growth and maturity 1 2 3 4 5 
 
Comments:   

  

  

  

On-Site Supervisor Signature:   
 
Work Phone Number:   Date:   
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FINAL EVALUATION OF INTERNSHIP EXPERIENCE BY INTERN 
 

*Note:  Please finish your Self Assessment for Professional Growth and attach to this Final Evaluation.  Then send both to 
your University Internship Supervisor. 

 
 
Intern’s Name:   Date:   Class: __________________ 
 
University Internship Supervisor:   No. of credits awarded:   
 
On-Site Supervisor: ________________________________________________________________________________________ 
 
Organization:   Address: ____________________________________________ 
 
________________________________________________________________________________________________________ 
 
Directions: At least three days before the end of your internship, schedule an in-person appointment with University Internship 
Supervisor and submit this form at this time. You must provide your University Internship Supervisor with this information or risk 
getting a “Not Passing” (NP) grade for your internship. 
 
GOALS 

 Strongly Agree Disagree Strongly 
 Agree   Disagree 
1. It was easy to define internship goals with the on-site supervisor.         
2. I readily understood internship assignments.          
3. I felt I was given sufficient responsibility in my internship.          
4. Internship assignments were directly related to the organization’s purpose.         
5. I derived a great deal of satisfaction from the work assignments.          
 
6. List the MOST important assignments and explain why they were significant.   
  
  
 
7. List the LEAST important assignments and explain why you felt they were or were not significant.   
  
  
 
8. Indicate your personal goals and explain how this internship helped you accomplish them.   
  
  
  
 
9. How did your University and On-Site Supervisors help you achieve your personal goals?   
  
  
  
 
10. What are your career goals now that you have finished this internship?   
  
  
  

 
11. How did this internship affect your career plans?   
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Student Evaluation ς page 2 
University Supervision 

 
How frequently did you meet with your University Internship Supervisor for preparation of your internship? 
 
 # hrs before the internship __ # hrs during the internship  # hrs after the internship 
 
Was the frequency of meetings adequate?  Yes  No 
Explain:   
  
  
 
Suggest relevant activities for future internships.   
  
  
 

On-Site Supervision Always Usually  Seldom 

Guidance from the On-Site Supervisor was available to me:       
Instructions and comments were understandable to me:       
Responsibility was delegated to me:       
 
I would recommend this internship to others. Yes___ No___ Why or why not?   
  
  
________________________________________________________________________________________________________ 
________________________________________________________________________________________________________ 
 

Personal Assessment:  Complete your "Self-!ǎǎŜǎǎƳŜƴǘ ŦƻǊ tǊƻŦŜǎǎƛƻƴŀƭ DǊƻǿǘƘέ ŀƴŘ ŀǘǘŀŎƘ ǘƻ ǘƘƛǎ ŦƻǊƳΦ 

 

Summary 

 
Your comments regarding the internship experience are very important to your supervisor and your academic department. Please 
share your opinions, suggestions, constructive criticisms, and positive remarks for future reference. 

  
  
  
  
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
What was the value of this internship to you? 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Would you be willing to let us use any of the above information as a quote or write a brief article to be published on or off campus 
regarding the value of internships? 

________Yes _  No 
 
Student signature: ______________________________________________________________ Date: _____________________ 
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POSITION ASSIGNMENTS FOR ACADEMIC YEAR 2009-2010 
 

Deans 

Dean of College of Arts and Sciences TBA 

Dean of College of Business and Organizational Leadership  Dr. Bruce Corrie  

Dean of College of Education Dr. Julie Jochum Gartrell (Interim) 

Dean of College of Vocation and Ministry Rev. Dr. David Lumpp 

Academic Department Chairs, Arts and Sciences 

Art Prof. Stephanie Hunder 

Biology Dr. Rob Krueger 

Communication Studies Dr. Marilyn Reineck  

English and Modern Languages Dr. Debra Beilke 

History Dr. David Woodard 

Mathematics Dr. Rob Krueger 

Music Dr. David Mennicke 

Natural Sciences Dr. Rob Krueger 

Social and Behavioral Sciences Dr. David Bredehoft 

Theatre Prof. Jim Seeman 

Academic Department Chairs, Business and Organizational Leadership 

Business, BBA Program Chair Dr. Bruce Corrie 

Academic Department Chairs, Education  

Child and Family Education Dr. Lynn Gehrke 

Kinesiology & Health Sciences Dr. Eric LaMott 

Teacher Education Dr. Karen Moroz 

Academic Department Chairs, Vocation and Ministry 

Christian Ministries  Dr. James Gimbel 

Religion and Theology  Dr. Mark Schuler 

Registrar 

Ms. Jody Ragan, BEAR Center 

    
     

 


