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DEADLINE FOR SUBMISSION: 

• Students should work as early as possible on their internship prospects. 

• It is recommended that students begin to secure a potential site for internship by at least the period that 

registration opens for the next semester. This gives students, faculty, staff, and the site time to complete all 

required elements. 

• All application materials should be finalized by at least two weeks before the semester begins. Submission of 

application materials submitted after this period are not guaranteed to be approved. 

 

NOTE: Return the entire application together as a whole to the Career Center. No missing pages, no extra pages. 

  



 

INTERNSHIP AND PRACTICUM POLICY 

FXUA offers opportunities for students to conduct practical, hands-on training where it is relevant and related to the 
program of study through internship or practicum opportunities. Such opportunities are offered as part of a course of study 
within applicable programs/majors. 

Depending upon field-specific criteria, programs generally refer to these hands-on opportunities as an internship or a 
practicum. Because some professions refer to an in-field experience as a “practicum” (generally in education programs 
primarily focused on teaching), while others use “internship” (generally for programs in which the internship would be 
considered direct work experience), the determination of what to call an in-field experience is dependent upon the 
curriculum as determined by the faculty. While there may be curricular differences between these two terms as defined 
by the Schools, FXUA views these as the same for administrative purposes. 

There are two types of internship (or practicum) experiences where curricularly relevant: 

• Traditional Internship Courses: These courses are specifically designed as internship courses. Students enrolled 
in a traditional internship course complete all or most of their required time on-site in an internship facility. Some, 
but not all, internship courses require additional time in a lecture or seminar as defined by the course and School in 
which the internship is taken. Traditional internship courses are generally three (3) or more credits. 

• Internship Qualified Courses: These courses offer students an opportunity to apply course content that they learn 
in traditional lecture courses, while also partaking in additional outside work related to the course content. Such 
opportunities are marked as “internship qualified” in the course description. No special marker indicates that the 
course included an internship on the transcript for these internship-qualified experiences. 

 

Since academic credit is awarded for internships, students must be enrolled in a traditional internship course, or an 
internship qualified course in order to qualify for course credit. Students not enrolled in an internship course while 
participating in a practical experience are unable to receive credit for an internship. Approval to conduct an internship 
must be received prior to the start of the semester in which the student wishes to conduct an internship opportunity.  

The period of the internship must correspond with the dates of a semester; time conducted before or after the semester 
start/end dates do not qualify to count toward the internship credit. Internship opportunities must be completed within the 
normal length of a single semester/term. While students are not permitted to conduct a single internship over multiple 
semester, where applicable, student may be able to conduct multiple internships over their program. 

No experiential credit is awarded retroactively for an internship; prior work experience or work conducted during a course, 
but not preapproved, would not be eligible for credit for an internship. 

Unless required in a program’s curriculum, there are no guarantees that all interested students will be able to participate 
in internships, as these opportunities are based on a student’s academic credentials, their eligibility, any potential 
internship interview, and/or site availability.  

NOTE: Not all programs offer internship opportunities. Refer to individual programs for details on whether internship opportunities are 
available 

Breakdown of Internship Hours 

For the purposes of calculating time required on internships (both traditional and internship qualified courses), the Federal 
regulations for calculating credit hours and time (§600.2 of the Department of Education Federal Code) are used. 
Following these regulations, hours for each traditional internship course or internship-qualified courses are defined as 
follows: lecture courses comprise one credit for each 15 hours of face-to-face, one credit of for each 30 hours of laboratory, 
and one credit for each 45 hours of practicum/internship. Using these regulations, some examples are provided below. 

All traditional internship courses and internship-qualified courses provide a breakdown of the hours required for completion 
of the internship on the course syllabus. 

Traditional Internship Workload 

Most traditional internship courses use a breakdown of workload equivalent to completion of three (3) credits on-site at 
the internship location. An example of the in-class breakdown of the workload requirement is provided below: 

WORKLOAD 
3.0 credits: 135 hours of practical experience 



 

Occasionally, dependent upon the course/program content, some internship/practicum courses may also apply in-class 
time categorized as “seminar/lab time” in which students are required to attend seminar sessions as a component of the 
course content on-campus in addition to the off-site internship time. Such in-class seminars are related to the internship 
experience as a means of allowing students to discuss their experiences with other students/the professor in a semi-
structured manner with a faculty member. An example of the breakdown of the in-class workload requirement for an 
internship combining on-campus and internship hours is below: 

WORKLOAD 
0.5 credit: 15 hours of seminar/lab instruction 
2.5 credits: 115 hours of practical experience 

Other workloads may be defined, dependent upon curricular content, on the syllabus and in the course description of the 
academic catalog. The workloads specified above are provided as a sample only. 

Although rare, some programs, for curricular reasons, may require more credits for an internship/practicum experience. 
In order to determine the total number of hours required for internships, multiple each credit by 45 hours. For example, a 
six (6) credit internship would require 270 hours. These hours are reflected in the syllabus and in the academic catalog in 
the course descriptions. 

Internship-Qualified Courses 

Students taking internship-qualified courses complete the normal coursework and hours required for a traditional lecture 
course. These special courses allow students to apply what they learn from class in academically appropriate internship 
opportunities. Because internship qualified courses are taken in additional to traditional lecture time, students must be 
engaged in work directly related to the content of the lecture course. Students may be required to participate in all course 
required lectures, in addition to the internship work associated with the course. Although students may be engaged in 
hours related to internship time outside of the traditional hours of the class, students are still expected to complete all 
required work for the course. Internship time does not substitute for coursework. 

Students approved for an internship in qualified courses must work with their instructors to define learning outcomes 
appropriate to both the course and the internship opportunity. The instructor will also determine a capstone or term project 
that would demonstrate achievement these learning outcomes prior to the start of the course.  

Eligibility for Internship and Practicum Opportunities 

In order to be eligible to complete an internship, a student must: 

1. Be enrolled in a program that includes a traditional internship course or an internship qualified course; 
2. Meet all required course pre-requisites prior to the start of the term in which the student intends to conduct the 

internship; 
3. Register for a course (either a traditional internship or an internship qualified course) prior to the first day of the 

semester; 
4. Be in good standing at the time of registration; 
5. Demonstrate the ability to secure an internship site before the first day of the semester; and 
6. Complete all required paperwork and commitments prior to the first day of the semester in which they wish to do an 

internship. 

NOTE: Additional requirements may apply to students studying on an F-1 visa. Such students must refer to the “curricular practical 
training (CPT)” portion of the catalog for details on eligibility for F-1 students. International students must complete the Curricular 
Practical Training (CPT) authorization process in order to participate in the internship program. For more information on CPT, see the 
Regulations for International Students section or contact the Career Center. 

Awarding of Course Credit 

In order for students to be awarded credit for an internship opportunity, they must meet all of the following: 

1. Completion of all required internship coursework; 
2. Attending all required meetings with the course instructor; and 
3. Completion of the minimum number of hours as documented on the timesheet. 

While the field experience courses require significant time on-site at an institution related to the appropriate program, 
the on-site supervisors do not contribute to the grade for the course. The grade for the course is assigned by the 
course-instructor. Achievement of the learning outcomes is observed through the submission of work to the course 
instructor, based upon work conducted during the internship course. 



 

Establishing Internship Sites 

The School Dean must approve and establish an internship agreement with any and all sites not already approved by 
the School. This approval must be secured prior to the conducting hours/work at the internship site. The internship 
agreement establishes the scope of the internship and the relationship between the student, FXUA, and the site. 

Finding Internship or Practicum Sites 

The Career Center assists students with the academic internship search and application processes. Students have access 
to past internship employers and other job search resources through the Career Center. 

 

 

  



 

INTERNSHIP CHECKLIST AND OVERVIEW 

 Visit the Career Center to get an "INTERNSHIP APPLICATION” and job search resources. 

 Complete the application. 

o (For F-1 students, you must complete the SUPPLEMENT FOR INTERNATIONAL STUDENTS. Note that 

you must verify that you are eligible to do an internship prior to starting the process) 

o Meet with your Program Chair/Director to discuss your academic eligibility and potential options for 

internship sites 

o Identify a possible internship site. If there is not a current Internship Agreement between the 

university and the site, please work with your Program Chair to complete an INTERNSHIP AGREEMENT 

o Secure an offer letter from the company where I will do my internship (on company letter head, with 

the title of the positions stating “Intern”, my specific internship responsibilities, the start date of the 

internship not to occur before the start of the semester, the end date of my internship not to occur 

after the last day of the semester, the number of hours per week, whether the internship is paid or 

unpaid, and the supervisors name, contact information, job title, and signature). 

 Register an INTERNSHIP QUALIFIED COURSE (refer to the academic catalog) 

o The internship must occur between the start and end date of a university semester/term. Internship 

dates cannot occur before the start of the semester/term, nor can they occur after the end date of the 

semester/term. 

o Not all courses qualify for internship. Look for “internship qualified” with the course description in the 

academic catalog 

o The minimum number of hours that can occur for an internship are generally 45 hours for every 1 

credit. For a one credit internship, this would equate to 45 hours; this would equate to 135 hours for a 

3 credit internship.  

o The minimum hours for the academic internship must be logged and recorded in order for academic 

credit to be awarded. 

 Students must obtain a copy of their syllabus for the course and must work with their instructor on defining 

the parameters of the internship. All students must regularly meet with their instructor throughout the 

semester to discuss their progress toward completion of all learning goals and course requirements. 

 The Career Center will work with students throughout their internship experience, including checking in with 

the site supervisor periodically throughout the semester, verifying the site location and that the intern is 

working on site, etc. Therefore, students should expect to work with the Career Center and to keep them 

informed of their progress throughout the term. 

 Students must submit all internship evaluation forms, hourly logs, and any other requirements as defined by 

the Career Center upon completion of the internship. 

 If any changes occur during the semester related to the internship, the student is obligated to inform the 

instructor, Program Cahir/Director, the Career Center, and the DSO (if applicable). 

 Remember that the internship is a course at the university, for which you will receive credit. Therefore, 

complete all course requirements as defined by the instructor in a timely manner. Failure to do so will result in 

receiving a failing grade for the course. 

 

NOTE: International students must refer to the SUPPLEMENT FOR INTERNATIONAL STUDENTS for additional 

requirements. This will include initial verification of eligibility, final approval, issuance of a new I-20 that includes the 

name of the employer and CPT dates.  



 

PART I: STUDENT INFORMATION 

Name: _________________________________________________________________________________ 

Student ID: _____________________________________________________________________________ 

University Email: _________________________________________________________________________ 

Phone Number: __________________________________________________________________________ 

 

Program of Study: 

Program of Study: ________________________________________________________________________ 

Specialization (if applicable): _________________________________________________________ 

Program Chair Name: _____________________________________________________________________ 

Program Chair Email: ___________________________ Program Chair Phone:________________________ 

 

Intended Internship Course 

Course Code: ____________________ Course Name: ___________________________________________ 

Is this course Internship qualified?    YES  NO 

Are you an F-1 Students?  YES  NO 

 

Academic Standing 

Credits Earned (to date): __________________ Credits Taken this Semester: ____________________ 

Current CGPA: ________________  Last Semester GPA: ________________ 

How many semesters have you studied at the university? ________________________________ 

 

Internship Requirements 

Read and understand the content below and place your initials next to the boxes indicating that you did so: 

Your Initials I understand that I must…. 

 Meet with Career Services to discuss the Internship Application, resume writing, etc. 

 Meet with my Program Chair/Director to discuss my options for internship. 

 Meet with the course instructor for the internship qualified course. 

 Perform all assigned duties to the best of my ability, satisfactorily meeting all requirements noted in my internship 
description, course syllabus, and this agreement, including those related to the final evaluation procedures.  

 Must inform related parties about changes in my internship status (including changes in work hours, adjustment in 
responsibilities, changes in internship assignment, etc.). 

 Ensure that the university has an INTERNSHIP AGREEMENT with my chosen site prior to starting my internship. 

 Secure an offer letter from the company where I will do my internship (on company letter head, with the title of the 
positions stating “Intern”, my specific internship responsibilities, the start date of the internship not to occur before the 
start of the semester, the end date of my internship not to occur after the last day of the semester, the number of hours 



 

per week, whether the internship is paid or unpaid, and the supervisors name, contact information, job title, and 
signature). 

 Not exceed 20 hours per week in Spring and Fall; 40 hours per week in Summer. 

 Have at least 45 hours for every credit of an internship course unless otherwise specified on the course syllabus. 

 Register for an internship eligible course. 

 Receive a copy of the syllabus for the course from the course instructor, as well as discuss the learning objectives, course 
requirements, and evaluation requirements for the course. I will also establish mutually agreed upon meeting times with 
my instructor to discuss the internship. 

 Pay all applicable university fees while on internship and maintain my financial status in good standing throughout the 
internship period.  

 Assume all potential liability in the event of an accident, illness, or damage or loss of personal property. I understand that 
neither the university nor the internship site have any liability in this regard. 

 

For international students… 

Your Initials I understand that I must…. 

 Meet with the International Student Office/DSO to discuss my eligibility for internship. I further understand that  

 Receive final authorization from the DSO before I begin my internship work. 

 

I understand that if I fail to meet any of the requirements above, or those made by the internship site or my 

instructors, I may be withdrawn from the agreement and forfeit any academic credit related to this experience 

Student Signature: ________________________________________ Date: ____________________ 

 

 

  



 

PART II: Initial Academic Eligibility for Internship (Completed by Program Chair/Director) 

Semester (Term and Year): ____________________ 

Course CODE the student intends to register for: __________________ 

Course NAME the student intends to register for: __________________ 

Total course credit hours: _________________ 

Total credit hours of internship: _________________ 

Minimum Internship Hours (45 hours for each 1 credit awarded): __________________ 

Semester Start Date: ________________________ Semester End Date: ________________________ 

Is this course internship eligible (refer to the catalog)?    YES  NO 

Is this a for-credit course?   YES  NO 

NOTE: Only credit-bearing courses that are internship qualified can be considered for internships. 

Is the student in good academic standing?   YES  NO 

 

Who is the instructor for this course? _________________________________________________________ 

 

What is the email for this instructor? _________________________________________________________ 

 

I have reviewed the student’s academic record and believe that this student is eligible to conduct an internship upon 

approval from the course instructor. 

 

Program Chair/Director Signature: ____________________________________ Date: ____________________ 

 

  



 

PART III: Internship Site Information 

Site Information 

Name of the Internship Site: ______________________________________________________________ 

Internship Site Address: __________________________________________________________________ 

Site Supervisor Name: ________________________________ Title: _____________________________ 

Email of Site Supervisor: _______________________ Phone Number: ___________________________ 

 

Internship Information 

Internship Position Title (must use the word “Intern”): 

This internship positions will be:   Unpaid  Paid at the rate of __________ 

This intern will work for ______________ hours per week (20 hours maximum in Fall/Spring; 40 maximum in Summer) 

Do you have an internship site agreement already established with the university?  YES  NO 

  If YES, please provide a copy to the student. 

  If NO, please contact 

Start Date: ___________________ End Date: ____________________ 

NOTE: The start dates must coincide with the start and end dates of the university’s semester. 

Please also provide, on the company’s letterhead, an offer letter with the information above.  

 

Disclaimer 

I have collaborated with the student in creating the Internship Position Described so that it meets all individualized 

academic criteria. I will provide supervision of the student through the internship, evaluate the student's performance, 

and provide the student with the same consideration of health, safety and working conditions afforded to our regular 

employees. 

Program Chair/Director Signature: ____________________________________ Date: ____________________ 

  



 

PART IV: Academic Internship Approval (Completed by Course Instructor and Program Chair/Director) 

PROGRAM CHAIR/DIRECTOR: 

Semester (Term and Year): ____________________ 

Course CODE: __________________ Course NAME: _______________________________________________ 

Minimum Internship Hours (45 hours for each 1 credit awarded): __________________ 

Semester Start Date: ________________________ Semester End Date: ________________________ 

Has the student been registered for the course?   YES  NO 

 If YES, provide a copy of the student’s registration. 

 

COURSE INSTRUCTOR: 

I have reviewed this student’s request an am willing to work with the student as they progress through their 

internship. I also agree to the following: 

This will include meeting with the student throughout the semester on mutually agreed upon timeframes. This ensures 

that the intern makes adequate progress towards meeting the field experience requirements. At minimum, the intern and the 

course advisor will meet three times throughout the semester. Depending upon the intern’s progress and the intended scope of 

the internship, more meetings may be required. These meetings can take place in person or virtually. Attendance will be 

recorded at the completion of each session. These meetings do not count toward completion of the hours required for the 

internship. 

For each one-on-one session, the intern and Course Advisor (instructor for the internship course)will discuss the student’s 

progress in achieving the learning outcomes and how they intend to achieve the remaining learning outcomes. To receive full 

credit for the Course Advisor meetings, the student will do the following: 

COURSE ADVISOR MEETING #1 (PRE-INTERNSHIP THROUGH WEEK 1) 

• Make and keep an appointment with your Course Advisor in a timely manner. The meeting will likely take between 60-

90 minutes. 

• Read through and understand the syllabus and overall course requirements. 

• Bring the Learning Outcome Tracking Log (described below). 

• Be prepared to discuss (1) the course requirements, (2) the learning outcomes, (3) how you intend to meet the learning 

outcomes, and (4) any questions that you might have. 

COURSE ADVISOR MEETING #2 (DURING WEEKS 2-7) 

• Make and keep an appointment with your Course Advisor in a timely manner. The meeting will likely take between 60-

90 minutes. 

• Bring a completed Learning Outcome Tracking Log. 

• Be prepared to discuss (1) the learning outcomes you have completed so far, (2) how you intend to achieve the remaining 

learning outcomes, and (3) the progress you have made on your Portfolio. 

COURSE ADVISOR MEETING #3 (DURING WEEKS 8-14) 

• Make and keep an appointment with your Course Advisor in a timely manner. The meeting will likely take between 60-

90 minutes. 

• Bring a completed Learning Outcome Tracking Log. 



 

• Be prepared to discuss (1) the learning outcomes you have completed so far, (2) how you intend to achieve the remaining 

learning outcomes, and (3) the progress you have made on your Portfolio. 

 

THE FOLLOWING ARE THE COURSE LEARNING OUTCOMES REQUIRED OF ALL STUDENTS: 

PART I: MINIMUM REQUIRED LEARNING OUTCOMES 

Learning Outcome Date Completed Description of Activity  

Define SLO    

Define SLO    

Define SLO    

Define SLO    

 

IN WEEK 1 OF THE COURSE, I WILL FURTHER WORK WITH THE STUDENT ON DEFINING INTERNSHIP-SITE-SPECIFIC OUTCOMES 

WITH THE STUDENTS. THESE WILL BE DEFINED BY AT LEAST WEEK 1 OF THE COURSE. 

PART II: LEARNING OUTCOMES SPECIFIC TO THE CONCENTRATION & INTERNSHIP SITE 

Learning Outcome Date Completed Description of Activity  

Define SLO    

Define SLO    

Define SLO    

Define SLO    

Define SLO    

 

STUDENT ACKNOWLEDGMENT 

I have worked with my instructor and have spoken to him/her about the internship and all requirements for this 

academic internship. I have received information on course and internship learning outcomes, course requirements 

(required hours, submission criteria, meeting times, etc.), and evaluation criteria (assignments, submission of hours, 

etc.) from the instructor and agree to fulfill these requirements. 

I have also received a copy of the syllabus for the course from my instructor. 

 

Student Signature: ____________________________________ Date: ____________________ 

 

INSTRUCTOR ACKNOWLEDGMENT 

I have reviewed the student's internship offer letter and internship description, and acknowledge the student's 

participation in an appropriate internship course and site placement. I have provided information on course and 

internship learning outcomes, course requirements (required hours, submission criteria, meeting times, etc.), and 

evaluation criteria (assignments, submission of hours, etc.) to the student. 



 

I will direct and support the student throughout the internship, collect and assess assignments, review weekly hour 

submissions, and collect all required materials as required for this internship including all time logs and the final site 

evaluation from the on-site internship supervisor. 

I have also provided a copy of the syllabus for the course to the student. 

 

Instructor Signature: ____________________________________ Date: ____________________ 

 

PROGRAM CHAIR/DIRECTOR ACKNOWLEDGMENT 

I have reviewed all of the materials defined above (the course syllabus and its requirements), the student's internship 

offer letter, and believe that this internship would satisfy the requirements for the course and the program, it is being 

offer for-credit, and it is academically related. 

I have also received and finalized the Internship Agreement with this site and have provided a copy to the student. 

 

Program Chair/Director Signature: ____________________________________ Date: ____________________ 

  



 

PART V: Career Center Approval of Employment Site Internship Approval (Completed by Course Instructor 

and Program Chair/Director) 

 

Internship Application and Agreement: 

The Career Center Manager has met with the student and has verified the following: 

 An Internship Agreement is in place with the internship site 

 The site was contacted and the student is expected to start his/her internship as expected  

 A copy of all required forms was given to the and the student acknowledged and understood the process and 

associated forms 

 

Career Center Manager/Advisor: ____________________________________ Date: ____________________ 

 

  



 

SITE SUPERVISOR CHECKLIST/ACADEMIC INTERNSHIPS 

Thank you for giving students an opportunity to gain practical experience in their field of study prior to graduation. We 

hope that this internship will benefit both the student and your organization. 

It is important that interns and their supervisors follow the internship procedures in order to maintain students' 

academic and immigration status (for international F-1students). The following checklist is provided to assist with 

understanding the requirements for establishing and hosting an intern at your facility. 

 

Internship Application and Agreement: 

 When you are ready to accept the student as an intern, complete PART III of this application form. 

 Provide the student with Internship Offer letter. This letter should include following information: 

o Company letterhead 

o Internship site address included in the letterhead or signature 

o Internship title- it should say "Intern" (not Coordinator, Manager, etc.) 

o Internship responsibilities- should relate to one of the courses listed in Section #3 of the Agreement. 

o Internship start date-not earlier than the first day of class. 

o Internship end date -not later than last day of class. 

o Number of internship hours per week. Minimum hour requirements for each internship:45 hours for 1 

credit internship;135 hours for 3 credit internship. International F-1 students can work up to 20 hours 

per week in Spring and Fall; and 40 hours per week in Summer. 

o Unpaid I Paid Internship- please indicate amount per hour, or provided benefits. 

o Supervisor Information- Name, Job Title, Contact Information, Signature. 

 Student interns can start their internship after the first day of class if all signatures and approvals for the 

Agreement 

 Ensure that an appropriately signed and approved Internship Agreement is on file with your organization and 

the university. 

During Internship: 

 Internship sites shall abide by the Principles for Professional Conduct for Career Services & Employment 

Professionals (http:Uwww.naceweb.orglprinciples/) as set forth  by the National Association of Colleges and 

Employers (NACE). Organizations must be equal opportunity employers with all applicable state and federal 

laws. 

 Follow-up with university officials who may check in on the student’s progress. This could include, but is not 

limited to the course instructor, program chair/director, and/or someone from the Career Services 

department. 

 The site supervisor will meet with the internship student regularly and sign their hour logs, and ensure that 

the student meets the minimum hour requirements prior to the end of the semester. 

 The site supervisor will also give direction and support to students throughout their internship. The intern is a 

student and is to be actively learning and engaging in principles and practices directly related to their 

coursework. 

 Any changes that might occur during the internship period must be reported to the university as they may 

affect the student’s academic status. 

 



 

Concluding the Internship: 

 Review and sign hour log and internship evaluations in the last week of the internship class. 

 If the student is academically eligible, and you wish to offer another internship opportunity to the same 

student in the next semester, you will be required to complete the entire internship application cycle over 

with the student. 

 

After the Internship: 

 While you are not obligated to do so, providing a student a reference can assist them in finding employment 

after graduation. If the intern exhibited exceptional work-ethic and/or superior skills, we hope that you would 

consider doing so as a professional courtesy. 

 To post internship openings and view existing student profiles (including graduates who are looking for 

opportunities), please explore opportunities with the Career Services department at the university 

(career@fxua.edu).  

 
 

 

 

If you have any questions or comments regarding Academic Internship or Postgraduate Employment,  

please contact the Career Center at career@fxua.edu or (703} 591-7042 (ext. 366}. 

 

mailto:career@fxua.edu)./
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SAMPLE INTERNSHIP OFFER LETTER 

 

COMPANY LETTERHEAD 

Company Address I Contact Information 

 

DATE 

 

Student name 

Student address 

 

Dear (Student name), 

We are pleased to offer you an internship position at our Company. Please see below the specifics regarding your 

internship: 

• Internship Title- must say "Intern" (not Coordinator, Manager etc.) 

• Internship Responsibilities- must relate to internship course. 

• Internship start date- not earlier than the first day of class. 

• Internship end date- not later than last day of class. 

• Approximate number of internship hours per week. 

o Cannot exceed 20 hours per week in Spring and Fall; 40 hours in Summer. 

o Minimum internship hour requirements: 45 hours for 1 credit; 135 hours for 3 credits. 

• Unpaid/Paid Internship- indicate amount  per hour, or provided benefits. 

• Supervisor Information- Name, Job Title, Contact Information (if different from the signature). 

 

If you have any further questions regarding the internship, please feel free to contact me. 

 

Sincerely, 

 

Signature 

 

Contact Name 



 

INTERNSHIP/PRACTICUM TIMESHEET 

All students completing an internship must submit a timesheet to their course instructor, electronically or in person, each week. A timesheet must be submitted even if the student is not in 
attendance at the site (for example, they were sick or some emergency occurred). If a student participates in an internship at multiple sites, a separate timesheet must be provided for each site. 
Timesheets must be signed by the site supervisor each week. At the end of the semester, send a copy of all timesheets and the evaluation form to career@fxua.edu. 
 
Intern’s Name: _________________________________________________ Student ID: ______________________ Date of Submission: _______________ 

Course (Code and Course Name): ___________________________________________________________________ 

Internship Title: ______________________________________________ 

Company/Organization: ____________________________________ Type of Organization: _________________________ Address: _________________________________________________ 

Date & Time Amount of Time 
(hours + minutes) 

Duties Performed Skills Utilized Site Supervisor’s Name, 
Phone #, & Email 

Supervisor’s signature 
(obtain at the end of each week or 
activity) 

      

      

      

      

I would describe my experiences this week as (please circle one):      Poor Fair Good Very Good Excellent 

I have truthfully and accurately represented the activities I engaged in and the amount of time spent. 

__________________________________________________________  _______________________________________________________ 

Signature         Date 

*A timesheet must be submitted to the Practicum instructor following each week of classroom observations/lesson planning/supervised teaching. Students must track their own hours and must achieve 60 
hours of observation time, 20 hours of cooperative lesson planning, and 10 hours of supervised teaching by the last day of class as shown in the FXUA Academic Calendar. 

mailto:career@fxua.edu


 

INTERNSHIP EVALUATION FORM (TO BE COMPLETED BY STUDENT) 

To receive credit for your internship you must submit an internship evaluation, course evaluation, and intern evaluation. 

At the end of the semester you will submit them (along with your hour log) to Career Center (career@fxua.edu).  

 

Intern’s Name: ______________________________________________ Student ID: ______________________ 
 
Course (Code and Course Name): ________________________________________________________________ 
 
Course Instructor: _____________________________________________ 
 
Your Program of Study/Specialization (if applicable): _________________________________________________ 
 
Your Internship Title: _______________________________  
 
Company/Organization: _________________________ 
 
Number of Hours Per Week: __________________________ 
 
Internship Duties: _____________________________________________________________________________ 
 
How many semesters have you been on this internship site? ______________________ 
 
Are you an F-1 student? 
   Yes  NO 
 
How did you obtain this internship? (Check all that apply) 
   On my own  Career Center    Company/Organization’s Website (provide link): _______________ 
 
  Friend or Family contact    Recruiter  My academic advisor    An instructor  
 
  Other (please explain): ______________________________ 
 
Please evaluate your internship experience by circling the appropriate rating, using 1 as Poor/Unsatisfactory, 3 as 
Neutral, and 5 as Excellent 
 
INTERNSHIP EXPERIENCE OVERALL 

I am satisfied with the…      
supervision at internship site. 1 2 3 4 5 
opportunities to learn something new. 1 2 3 4 5 
opportunities to apply what I have learned in my program/course. 1 2 3 4 5 
guidance from academic faculty 1 2 3 4 5 
process for setting up the internship. 1 2 3 4 5 
process for setting up the internship. 1 2 3 4 5 
overall experience of the internship. 1 2 3 4 5 

What would have made your internship experience more satisfactory? 
 
 
 
 
What would you recommend to improve the internship experience? 
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PRACTICAL LEARNING 
I feel that the internship experience was….      

beneficial to supplement my studies 1 2 3 4 5 
an experience that will help me in pursuing opportunities after 
graduation. 

1 2 3 4 5 

a good learning experience 1 2 3 4 5 
a good professional development experience 1 2 3 4 5 
overall practical learning experience of the internship. 1 2 3 4 5 

Please explain how your internship helped you further your education, especially noting anything that was of particular 
value to you professional. 
 
 
 
 
What three things did you learn on your internship site that were NEW to you? 
 
 
 
 
What three things did you do on your internship site that gave you practical experience from something that you 
learned in your courses/program? 
 
 
 
 
IMPROVING THE INTERNSHIP 
Do you have any suggestions for ways in which the internship experience could be improved? (Consider, for example, 
the process for establishing the internship, your on-site supervision, working with your course instructor, course 
content, required forms/submissions, etc.). 
 
 
 
 
Do you feel that your education prepared you for the internship? In what ways was it helpful or not helpful? 
 
 
 
 
What, if anything, do you feel could be included in courses in your program that would have better prepared you for 
your internship experience? 
 
 
 
 
If you had to offer three suggestions for someone who might intern at the same organization again in the future, what 
would they be? 
 
 
 
 
If there was anything about your experience that was not satisfactory, please explain. 
 

THANK YOU! 
Your feedback will help us improve our services and curriculum for the future! 

  



 

COURSE EVALUATION FOR INTERNSHIP (TO BE COMPLETED BY STUDENT) 

To receive credit for your internship you must submit an internship evaluation, course evaluation, and intern evaluation. 

This evaluation is specific to the course that you took in association with our internship. Note that the university may also 

conduct a course-specific evaluation. Your responses below are related to the connection between your COURSE and 

the INTERNSHIP. At the end of the semester you will submit them (along with your hour log) to Career Center 

(career@fxua.edu).  

 

Intern’s Name: ______________________________________________ Student ID: ______________________ 
 
Course (Code and Course Name): ________________________________________________________________ 
 
Course Instructor: _____________________________________________ 
 
Your Program of Study/Specialization (if applicable): _________________________________________________ 
Please evaluate your internship experience by circling the appropriate rating, using 1 as Poor/Unsatisfactory, 3 as 
Neutral, and 5 as Excellent 
 
INSTRUCTOR EVALUATION 

The instructor for my course….      
Was prepared for each meeting that we had about the internship. 1 2 3 4 5 
Provided adequate time for meetings with me about the internship. 1 2 3 4 5 
Started and stopped meetings that we had about my internship on 
time. 

1 2 3 4 5 

Gave clear directions on assignments that were required for the 
course. 

1 2 3 4 5 

Was respectful to me in the course. 1 2 3 4 5 
Was familiar with the internship requirements for the course. 1 2 3 4 5 
Was familiar with and able to answer any questions that I had about 
the work that I was doing on site. 

1 2 3 4 5 

Made sure that I understood the requirements for the course before I 
started the internship. 

1 2 3 4 5 

Was available for follow up questions or meetings as needed. 1 2 3 4 5 
Provided me with additional resources as needed. 1 2 3 4 5 
Met my expectations for the course. 1 2 3 4 5 

In relation to the instructor for the course, what would have made your internship experience more satisfactory? 
Especially focus on what worked well and what you would like to have improved. 
 
 
 
COURSEWORK EVALUATION 

The coursework….      
Was adequate for the requirements of my internship course. 1 2 3 4 5 
Directly related to furthering my experience on site. 1 2 3 4 5 
Furthered my internship experience. 1 2 3 4 5 
furthered my content knowledge of the field. 1 2 3 4 5 
Furthered my practical knowledge of the field. 1 2 3 4 5 
Furthered my knowledge about work requirements in the field. 1 2 3 4 5 
Met my expectations for the course. 1 2 3 4 5 

In relation to the coursework, what would have made your internship experience more satisfactory? Especially focus on 
what worked well and what you would like to have improved. 
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STUDENT-INTERN EVALUATION FORM (TO BE COMPLETED BY THE SITE SUPERVISOR) 

To receive credit for their internship, the site supervisor must submit an evaluation form related to their intern. We 

request that you review your responses with the student prior to submitting for their own professional development. At 

the end of the semester, submit this form to the Career Center (career@fxua.edu) or directly to the student-intern.  

 

Intern’s Name: _______________________________________ Student ID: ______________________ 
 
Company/Organization: ________________________________________________________________ 
 
Site Supervisor (your name) :_____________________________________________________________  
 
Date of Evaluation: ________________________ 
 
INTERNSHIP DUTIES 
Please give a brief description of the work that the student was expected to conduct during their internship (i.e., their 
duties): 
 
 
 
 
Of the duties above, what one/ones did the student perform well? 
 
 
 
 
Of the duties above, what one/ones could the student have made improvement in? 
 
 
 
 
THE INTERNS AREAS OF STRENGTH AND IMPROVEMENT 
In relation to performance, what would you say were three salient strengths that the student exhibited while on site? 
 
 
 
 
In relation to performance, what were three areas of improvement that your would suggest for the student for future 
development? 
 
 
 
 
In relation to technical abilities/professional abilities, what would you say were three salient strengths that the student 
exhibited while on site? 
 
 
 
 
In relation to technical abilities/professional abilities, what were three areas of improvement that your would suggest 
for the student for future development? 
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Please evaluate your overall experience with this intern in terms of the following by circling the appropriate rating, 
using 1 as Poor/Unsatisfactory, 3 as Neutral, and 5 as Excellent 
OVERALL PERFORMANCE 

The intern’s….      
Professionalism 1 2 3 4 5 
Work ethic      
Initiative      
Adaptability 1 2 3 4 5 
Adherence to requirements or organizational rules 1 2 3 4 5 
Willingness to accept feedback from the supervisor 1 2 3 4 5 
Willingness to accept feedback from peers 1 2 3 4 5 
Quality of work (accurate and complete) 1 2 3 4 5 
Problem-solving ability and decision making skills 1 2 3 4 5 
Communication skills (verbal and written) 1 2 3 4 5 
Work attire 1 2 3 4 5 
Punctuality 1 2 3 4 5 
Technical skills 1 2 3 4 5 
Practical knowledge (knowledge of the field) 1 2 3 4 5 

Choose two of the items above and provide comments or suggestions for what the university could do to help improve 
with future interns. 
 
 
 
 
In relation to the instructor for the course, what would have made your internship experience more satisfactory? 
Especially focus on what worked well and what you would like to have improved. 
 
 
 
 

Given the work that this intern did during their time at your organization, would you consider hiring this person if a 

position were available at your organization? (NOTE: Your response does not provide any guarantees of future 

employment; rather, this is a hypothetical question based upon the potential employability of the student at your 

organization or one like it).  

 
 
 
 
This feedback was reviewed by the following: 
 
Student Signature: ________________________________________ Date: _______________ 

Printed Name: _______________________________________________________ 
 

Instructor Signature: ________________________________________ Date: _______________ 

Printed Name: _______________________________________________________ 
 

Career Center Manager Signature: _____________________________ Date: _______________ 

Printed Name: _______________________________________________________  



 

INTERNATIONAL STUDENT SUPPLEMENT 

International students who wish to take course under curricular practical training (CPT) must register for an eligible 

course and complete all requirements outlined in this application. They must also seek initial approval from the 

Designated School Official to include an INITIAL ELIGIBILITY VERIFICATION 

 

F-1 Students are required to complete the following steps: 

1. START HERE BEFORE DOING ANYTHING ELSE! 

2. Complete the Student Information portion of the application and then meet with the DSO to establish your 

eligibility for the internship. 

3. If the DSO permits you to do so, complete the rest of the Internship Application 

4. LAST STEP: Seek final approval for your internship 

 

 

Initial Eligibility Verification from the Designated School Official (DSO) 

I reviewed the student’s file and this student appears to be eligible to do an internship as long as all required portions 

of the Internship Application are completed.  

 

DSO Name: _________________________________________ 

 

DSO Signature: _____________________________________________  Date: _____________________ 

 

Student Acknowledgment 

I understand that I am not approved for the internship until I complete all other portions of this application and then 

meet with the DSO for final review and approval. I also understand that a new I-20 will be issued to be, and that I must 

obtain this prior to starting my internship.  

 

Student Signature: __________________________________________  Date: _____________________ 

 

FINAL DSO Approval 

I have reviewed the internship offer letter and verified the student's CPT eligibility criteria.  

 

By signing below, I approve this student's application for CPT from: 

 

(start date) _____________ to (end date) ______________________. 

 

I also entered this information into SEVIS on the following date: ___________________________ 

 

DSO Name: _________________________________________ 

 

DSO Signature: ______________________________________  Date: _____________________ 


