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Internship Learning Agreement

SMCM Career Development Center

211 Glendening   www.smcm.edu/careercenter   240-895-4203   careercenter@smcm.edu

	
STUDENT INFORMATION                                                                                          TO BE COMPLETED BY: INTERN

	LAST NAME
	
	FIRST NAME
	
	M.I.
	
	ID#
	

	EMAIL
	
	CELL PHONE
	

	ADDRESS DURING INTERNSHIP
	

	CURRENT CLASS STANDING (SOPH, JR, ETC.)
	
	CREDITS COMPLETED 
	
	EXPECTED GRADUATION
	

	MAJOR(S)/MINOR(S)
	
	CUMULATIVE GPA
	

	ACADEMIC ADVISOR (NAME, TITLE, DEPT, EMAIL, PHONE)
	

	FAC/STAFF REFERENCE (NAME, TITLE, DEPT, EMAIL, PHONE)
	(Someone who can speak to your potential for success in the internship.) 

	CREDIT REGISTRATION                                                                                                                                TO BE COMPLETED BY: INTERN, CDC

	SEMESTER      ⁯ FALL   ⁯ SPRING     ⁯ SUMMER
	YEAR
	
	⁯ 4 CREDITS (160 HRS)

⁯ 6 CREDITS (240 HRS)

⁯ 8 CREDITS (320 HRS)

⁯ 12 CREDITS (480 HRS)

⁯ 16 CREDITS (640 HRS)

⁯  _________________
	CDC USE ONLY

DATE TO REG:

____________

VIA:

⁯ CDC STAFF 

⁯ INTERN

DEPT APPROVAL: 

_________________

 

	DEPT
	
	COURSE #  ⁯ 398    ⁯ 498          
	   (Select 398 if this is your first    

   credit internship)
	
	

	CORE 350: EXPERIENCING THE LIBERAL ARTS IN THE WORLD  If you plan to use this internship to satisfy the experiential requirement of the Core, you must submit a separate form, in advance, to register for CORE 350.  INTERN TO  INITIAL: ______
	
	

	FACULTY SPONSOR (INSTRUCTOR)                                                                                                           TO BE COMPLETED BY: INTERN

	FACULTY SPONSOR NAME & TITLE
	
	DEPARTMENT
	

	EMAIL
	
	PHONE
	

	SITE INFORMATION                                                                                                    TO BE COMPLETED BY: INTERN

	NAME OF ORGANIZATION
	

	ADDRESS
	
	WEBSITE
	

	SITE SUPERVISOR
	
	TITLE
	

	EMAIL
	
	PHONE
	
	FAX
	

	HOW/WHERE DID YOU FIND THIS INTERNSHIP?
	

	REGISTRATION AUTHORIZATION AND IMPORTANT NOTES                TO BE COMPLETED BY: INTERN, CDC

	The front page of the Learning Agreement, when signed by a CDC designee and filed with the Registrar before the start of the internship, serves as the learning contract needed for credit registration. Signature below indicates that all elements of the Learning Agreement have been completed/signed and that a current Site Approval (indicating approval in the dept. above) is retained on file. 

	CAREER CENTER DESIGNEE
	
	DATE
	

	(1) If courses are to be dropped to accommodate the internship in the student’s schedule, an Add/Drop form indicating courses to be dropped must be submitted along with this contract. (2) If the credits included in this contract cause the student’s academic load to exceed 19 total credits, advisor approval for overload must be obtained on an Add/Drop form. (3) For summer registration, internships of more than 8 credits require prior approval of the Assistant VP of Academic Services. (4) Payment for summer credits, in the amount of $185.00 per credit, will be due to the Business Office immediately following registration.

	STUDENT INTERN
	
	DATE
	


	INTERNSHIP RESPONSIBILITIES AND OPPORTUNITIES         TO BE COMPLETED BY: INTERN, SITE SUPERVISOR

	STUDENT INTERN “JOB TITLE”
	

	START & END DATE 
	
	HOURS PER WEEK
	
	TOTAL WEEKS
	
	TOTAL HOURS
	

	The student and site supervisor should work together to determine the responsibilities of the student and the expected opportunities for linking classroom learning to the “world of work.” The content below may be very similar to that on the Site Approval form, though modification of previous details may be necessary based on current organizational needs and the current intern’s knowledge, abilities, and goals. Sample tasks include performing laboratory tests, writing manuals, designing promotional materials, preparing reports, conducting research, developing presentations, and creating lesson plans. Sample opportunities include structured training, assigned reading, shadowing activities, interviews, supervised practice, participation in professional meetings, individual mentorship, and opportunities for feedback. Interns are expected to spend most of their time on substantive work projects, to have the opportunity to develop specific transferrable skills. Though the activities described below may change as time goes on, some initial detail ensures that all parties have similar expectations and that the requirements of the credit internship program are being met. Please refer to the Site Supervisor Statement on p. 4, as well as our separate document, “Developing a Quality Internship Program.”

	EXPECTED RESPONSIBILITIES AND WORK ASSIGNMENTS
	

	EXPECTED OPPORTUNITIES FOR TRAINING, OBSERVATION, AND LEARNING
	


	CORRESPONDENCE WITH FACULTY SPONSOR                      TO BE COMPLETED BY: INTERN, FACULTY SPONSOR

	FACULTY SPONSOR NAME/DEPARTMENT
	

	The student is expected to correspond regularly (at least 6 times) with the sponsor throughout the internship. (Please refer to the Faculty Sponsor Statement on p. 4 for an overview of sponsor responsibilities.) Please describe the expected frequency and method(s) of contact here, as agreed upon by the student and sponsor. Note that all interns are required to complete several Critical Analysis and Reflection (CAR) entries. Reading and responding to the CARs will provide sponsors with considerable insight into the student’s transformation of experience into learning, and may serve as the primary means of contact. Faculty sponsors are provided with access instructions at the start of each term; additional technical support is available upon request. 

	FREQUENCY 
AND METHOD(S) OF CONTACT
	


	ACADEMIC PROJECT                                                                        TO BE COMPLETED BY: INTERN, FACULTY SPONSOR

	The intern is responsible for designing and completing a project that connects the academic preparation for the internship to the experience obtained on site (please see syllabus for details and examples). Though the specifics of the project are left to the intern and faculty sponsor to determine, it is ESSENTIAL for some preliminary discussion to occur prior to registration and commencement of the internship. Without such discussion the potential exists for disagreement regarding project expectations. Because of this, the Learning Agreement MUST include preliminary project details before it will be signed and filed with the Registrar for credit. (Note that interns are NOT expected to provide the CDC with updated details or a final copy of the project.)
Please record below the preliminary details that have been established regarding the topic, format, and extent of the academic project, as well as any evaluation details/deadlines. Though internships are graded on a credit/no credit basis, a letter grade for the project may be included parenthetically on the transcript.  (Projects are typically due by the last day of finals or the end of summer break.)

	PRELIMINARY ACADEMIC PROJECT DETAILS 
	


	LEARNING OBJECTIVES                                            TO BE COMPLETED BY: INTERN,SITE SUPERVISOR, FACULTY SPONSOR

	Because internship credit is offered primarily for learning, not just for the practical work completed, well-constructed learning objectives are essential. Relevant outcomes might relate to, among other things, effective communication, clarified values, career choices, professional relationships, independence, diversity, or achievement of personal and educational goals. Be as specific as possible, including detail about what you intend to learn, how you will learn it, and how you will demonstrate your learning. At the end of the internship you should be prepared to reflect on the degree to which you have achieved each objective. (Additional guidance and examples are provided in the syllabus.) Objectives are best developed in consultation with both the site supervisor and the faculty sponsor. The number required varies with credit load (4-8 credits = 4 objectives; 12 credits = 6; 16 credits = 8). 

	OBJECTIVE #1
	

	OBJECTIVE #2 
	

	OBJECTIVE #3 
	

	OBJECTIVE #4 
	

	OBJECTIVE #5 
	

	OBJECTIVE #6 
	

	OBJECTIVE #7 
	

	OBJECTIVE #8 
	

	SITE SUPERVISOR STATEMENT OF RESPONSIBILITY                                TO BE READ BY: SITE SUPERVISOR

	The College agrees to support the student in the internship as described in this agreement. The supervisor and host organization (hereinafter “supervisor”) agree to accept the intern in accordance with the terms of this agreement.

The supervisor agrees to provide the student intern with the following:

1. Opportunities to learn by participation.

2. Personal supervision and training that provide the necessary support for the student to carry out assigned activities safely and adequately, as well as regular opportunities for discussion and availability of advice when needed.

3. Opportunities to participate in staff meetings & training sessions if available, and opportunities for client contact if appropriate. 

4. Opportunities to understand the context of the work role through exposure to individual colleagues, associated groups or departments, and professional organizations.

5. For students in 40 hr/week internships, an allocation of 4 “free” hours per week to enable progress on the academic project. 

6. The opportunity to host an on-site visit by the Career Development Center or faculty sponsor during the term.

7. A completed final evaluation form, to be shared with the intern, the faculty sponsor, and the Career Development Center.

The supervisor agrees to advise the student of any risks associated with the internship including, but not limited to, those described in the release form provided to the student by the Career Development Center.

The College and the supervisor agree that the supervisor shall have the right and responsibility to train, supervise, and direct the student during the internship and shall have the right to dismiss or suspend the student from the site for cause, including but not limited to the failure of the student to promptly perform the responsibilities outlined by the supervisor and intern, or the failure of the student to comply with the supervisor’s rules, policies, and regulations in effect at the work site.

The supervisor agrees that it will obtain from the student a written representation that the student has directly informed the supervisor of any condition of the student that might adversely affect either the student’s performance or others at the work site. The supervisor acknowledges and agrees that it is not relying on the College to discover or furnish such information to the supervisor.

The supervisor agrees not to discriminate or condone discrimination in employment or in its hosting of the internship on the basis of race, color, national or ethic origin, sex, sexual orientation, religion, age, disability or marital status.

The supervisor agrees that neither the College nor any of its employees or agents shall be in any way responsible or liable for the student’s acts or omissions during the internship or for the student’s performance of his or her responsibilities. The supervisor agrees to indemnify, hold harmless, and defend (at the election of the College), St. Mary’s College of Maryland and the State of Maryland, their employees, administrators, officers, agents, students, successors and assigns with respect to any and all claims, damages, judgments, actions and causes of action arising directly or indirectly out of the acts, omissions, or negligence of the supervisor/host organization or its agents, employers, students, faculty, or invitees, including all costs, expenses and attorney’s fees incurred in the defense of any and all claims and or litigation arising either directly or indirectly from the internship.  Government agencies are only responsible up to the limits of the insurance coverage. I further do for myself, my heirs, and personal representatives, hereby agree to defend, hold harmless, indemnify, including costs and attorney fees, and release, and forever discharge St. Mary’s College from (i) any and all claims, demands, actions, or causes of action, on account of damages to my person, personal property or personal injury to death which may result from my participation in the program, and/or (ii) any and all claims, demands, actions or causes of action, on account of any damage, injury, or death I may cause to anyone else which may either directly or indirectly result from my participation in the internship program.

This is the entire agreement between the College and the supervisor regarding the internship.


	FACULTY SPONSOR STATEMENT OF RESPONSIBILITY                          TO BE READ BY: FACULTY SPONSOR

	Be available to meet with the student to discuss the internship experience and the academic project. (The intern is responsible for arranging these meetings and/or maintaining regular contact by e-mail or other mutually acceptable means.)    

Assist in the definition of the Academic Project, which should provide the student with the opportunity to explore the relationship between college and work.

Supervise the progress of the intern’s Academic Project, acting as a consultant, mentor, and supervisor, and make a final evaluation. If appropriate, contact the intern’s on-site supervisor to discuss possible topics for the academic project. 

Visit the intern, if possible, during working hours at the site in order to explore the relationship between the academic project and the on-site tasks and resources.

Contact the Career Development Center to discuss the progress of the internship if any problems are perceived.

Submit a final grade for the student intern (Credit/No Credit) after consultation with Career Development Center staff to insure that all requirements have been met by the intern. Final evaluation will be based on satisfactory completion of the intern’s reflection entries and academic project, and receipt of a satisfactory evaluation from the site supervisor. The Academic Project must receive a passing grade for the student to receive credit for the internship. If the student so desires, the faculty member may provide the Registrar  (by email) with the letter grade assigned to the project for parenthetical inclusion on the transcript.



	STUDENT INTERN STATEMENT OF RESPONSIBILITY                                             TO BE READ BY: INTERN

	The College agrees to consider awarding the student credit for the internship in accordance with the policies and requirements for completion of the internship listed below:

1. The completion of an Academic Project as described elsewhere in this document.

2. Regular electronic submission of Critical Analysis and Reflection Entries to the Career Development Center.

3. Initiative in becoming an actively participating member of the host organization and full compliance with the requirements of the site supervisor, especially in terms of regulations, working hours, and appropriate dress.

4. Regular contact (initiated by the student) with the faculty sponsor by meeting, telephone, or e-mail.

5. Notification of all parties involved in the internship of any changes in contact information.
  

6. Payment of all tuition/fees due the College.

The student acknowledges that he/she has read and understands the policies and requirements of the internship program and agrees to comply with those policies and requirements.

The student understands that it will be necessary for the CDC to obtain information about his or her academic and non-academic record in order to: 1) ascertain eligibility and suitability to participate in an internship, and 2) facilitate participation. The student hereby grants permission to the CDC staff to obtain information that is appropriate to my participation including faculty references, transcripts, and judicial records. The student hereby releases information contained in the learning agreement, references, transcripts, resume, essays, or any other application-related materials to CDC staff and to any individuals responsible for reviewing and approving internship applications.

The student agrees that the College shall not be responsible for the cancellation or early termination of the student’s internship for reasons beyond the control of the College, including, but not limited to, cancellation or withdrawal by the site supervisor, illness, the suspension or dismissal of the student by the site supervisor, or the bankruptcy of the sponsoring organization.

The student understands and agrees that the site supervisor has the right to train, direct, and supervise the student during the internship and shall have the right to suspend or dismiss the student from the site for cause, including any failure of the student to promptly perform the responsibilities of the student to the site supervisor, or the failure of the student to comply with the site supervisor’s rules, policies, or regulations in effect at the work site.

The student is strongly advised to carry an individual comprehensive health insurance policy that covers both out-patient services and hospitalization.  St. Mary’s College of Maryland does not provide, endorse, or sponsor any particular health insurance plan.  

The student has informed the site supervisor of any condition, medical or otherwise, which might adversely affect either others at the work site or the student’s ability to perform or benefit from the internship.

The student acknowledges that he/she has read and understands the separate Release, Indemnification, Acknowledgement, and Assumption of Risk Form (see p. 6). The student acknowledges and understands that undertaking this internship poses certain risks to the student, including, but not limited to, those specified in the release. By signing this agreement, the student knowingly and voluntarily agrees to assume those risks and any others inherent in the activities described in the Learning Agreement, and acknowledge that the College shall not be responsible or liable for any injuries or losses that may be occasioned by the student’s assumption of these risks.

The student understands the he or she is solely responsible for his or her own conduct and actions and agrees to act in a mature and responsible manner and abide by all state and federal laws and regulations, and with all policies, rules, and regulations of St. Mary’s College of Maryland.

As supplemented by the published rules and regulations of the College, this is the entire agreement between the student and the College regarding the internship for the semester. No amendments may be made except in writing and signed by all parties bound by the amendment.  




	STUDENT RELEASE, INDEMNIFICATION, ACKNOWLEDGEMENT, & ASSUMPTION OF RISK
                                                                                                                                               TO BE READ BY:  INTERN

	In consideration of being permitted to participate in the St. Mary’s College of Maryland Credit Internship Program (hereinafter “Internship Program”), I, the undersigned, do voluntarily subject myself to participation in the Internship Program and recognize and appreciate that there may be certain risks in such a program.  These risks include, but are not limited, to:

1. Commuting from my residence to and from the work site as well as any travel directly related to performance of my duties and responsibilities to the supervisor set forth earlier in this document.

2. Loss of personal or other property due to theft, fire, or vandalism.

3. Accidental injury or death at the work site for reasons other than negligence in performance of my duties and responsibilities to the supervisor as set forth earlier in this document.

I further understand that neither St. Mary’s College of Maryland, nor any of its employees, agents, faculty, officers, students, nor its Board of Trustees (collectively “St. Mary’s College”) shall be deemed responsible in any way for the actions of anyone including, but not limited to, the acts or actions of any employees, agents, students, or invitees, of any government, any third party, or the operation and management of any means of transportation, public or private, or facilities used, or the host organization, or their employees, agents or invitees.

My signature below indicates that I agree to assume all risks and responsibilities surrounding my participation in the Internship including but not limited to any and all activities undertaken while participating in the Internship, including but not limited to travel, and release St. Mary’s College from any such liabilities.  I assume full responsibility for my behavior and conduct and I agree to obey all applicable state, county, city, and federal policies, laws, and regulations and the rules set up by the faculty sponsor, the internship site, and the Director of Career Development.  I further acknowledge that St. Mary’s College of Maryland, in making arrangements for the Internship, acts only as agent(s) and neither they nor any employee nor any other persons, party, sponsor or organizations or agency collaborating with them is or shall be responsible for or liable for injury, loss, damage, deviation, delay or containment, or any accident or incident however caused, or the consequences thereof, which may occur as a result of any aspect of the Internship. 

I further understand that I am solely responsible, or if I am under 18 years of age that I, as well as my parent or legal guardian, are solely responsible, for determining whether I have any physical or mental limitations preventing me from participating in the Internship.  By my signature below, I am representing to St. Mary’s College that I have no physical or mental limitations preventing me from participating in the Internship or if I am the guardian that the intern has no physical or mental limitation preventing him/her from participating in the Internship.  I further agree that St. Mary’s College has no actual or constructive notice of any such limitation and hereby release St. Mary’s College from any direct or indirect liability.

I further do for myself, my heirs, and personal representatives, hereby agree to defend, hold harmless, indemnify, including costs and attorney fees, and release, and forever discharge St. Mary’s College from (i) any and all claims, demands, actions, or causes of action, on account of damages to my person, personal property or personal injury to death which may result from my participation in the program, and/or (ii) any and all claims, demands, actions or causes of action, on account of any damage, injury, or death I may cause to anyone else which may either directly or indirectly result from my participation in the internship program.



	FINAL AUTHORIZATION                                     TO BE COMPLETED BY: INTERN, SITE SUPERVISOR, FACULTY SPONSOR, CDC

	By signing below the student intern indicates agreement with all parts of the Learning Agreement, the Student Intern Statement on p. 5, the Release form above, and all SMCM internship policies and requirements. 
	By signing below the site supervisor indicates approval of all parts of the Learning Agreement and agreement with the Site Supervisor Statement on p. 4, and certifies that he or she has legal authority to bind the host organization.

	INTERN
	
	SITE SUPERVISOR
	

	DATE
	
	DATE
	

	By signing below the faculty sponsor indicates approval of all parts of the Learning Agreement and agreement with Faculty Sponsor Statement on p. 4.
	By signing below the CDC designee indicates approval of all parts of the learning agreement.

	FACULTY SPONSOR
	
	CAREER CENTER DESIGNEE
	

	DATE
	
	DATE
	

	Original, signed copy to be kept on file at CDC Electronic copies should be retained by the student, faculty sponsor, and site supervisor.
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2

