

INSTRUCTIONS FOR COMPLETING and CIRCULATING
THE REGISTRATION FOR INTERNSHIP – LEARNING CONTRACT 
and INTERNSHIP PROGRAM GUIDELINES

Students should read these Instructions and Guidelines carefully before completing the 
Registration for Internship – Learning Contract

Instructions


COMPLETING THE FORM AND WRITING GOALS, TASKS AND STRATEGIES:

1) Read these instructions and the CSB/SJU INTERNSHIP PROGRAM GUIDELINES on page 2 before you complete the REGISTRATION FOR INTERNSHIP – LEARNING CONTRACT.
2) Download the REGISTRATION FOR INTERNSHIP – LEARNING CONTRACT from the Internship website or Registrar website.  Save as:  Internship  
Registration  (Your First and Last Name).  For example: Internship Registration John Smith.docx
3) Ask your faculty moderator(s) and your internship site supervisor for suggestions regarding your Learning Goals, Tasks and Strategies.  Ask your site supervisor for a position description. You may want to prepare a draft of your learning goals, tasks and strategies which you can share by email with your faculty moderator and site supervisor.  For additional suggestions for writing goals, tasks and strategies refer to the informational handout “Learning Contract: Writing Goals” found on the Internship website at  http://www1.csbsju.edu/internship/ops/Registration.htm.  
4) Page 1: Complete the top of page 1 with all information including the names and contact information for your faculty moderator and site supervisor. Type your learning goals, tasks and strategies in the space provided.  Sign and date the Registration for Internship - Learning Contract by typing your name in the signature box at the bottom of page 1. 
5) Sign and date the Agreement and Release by typing your name in the signature box at the bottom of page 2. 
6) FOR OFF CAMPUS INTERNSHIPS ONLY: read and complete the Internship Program Host Agreement on page 3, filling in the blanks. Ask your site supervisor if you don’t have all the information you need. Sign and date the Host Agreement by typing your name in the signature box at the bottom of page 3.

OBTAINING DEPARTMENTAL APPROVAL:

Please remember that attachments do not forward with the email when you use the “Reply” function.  When you forward the forms by email for the next signature, be sure that all previous email addresses remain in the forward.  This is important so the Registrar can verify the authenticity of the signatures. The text of emails may be deleted for privacy.  

7) Forward the REGISTRATION FOR INTERNSHIP – LEARNING CONTRACT by email attachment to your faculty moderator.
8)  Schedule an appointment with your faculty moderator to finalize your learning goals. At this meeting your faculty moderator will review and approve your goals, tasks, and strategies and assign the means of evaluation which will be used to determine your grade.  Examples of means of evaluation are:  Weekly Reflective Journal, Final Paper, Portfolio, Reports, Required Readings, Site Visit, Internship Reports, Site Supervisor Evaluations, Presentation, Annotated Bibliography.  Be sure that either you or your faculty moderator enter the means of evaluation in on your Registration for Internship – Learning Contract.  
9) Your faculty moderator will sign and date the bottom of page 1 and, depending on your department’s requirement, will either forward the form to the department chair or back to you. 
10) If required, the Department Chair will review the number of credits and the learning goals, tasks and strategies, sign and date the Learning Contract and forward the form back to you. 

OBTAINING YOUR SITE SUPERVISOR’S APPROVAL: 
Your site supervisor will approve your registration form AFTER you have received your department’s approval signatures.

11) Forward the form by email attachment to your supervisor at your internship site. If possible, meet with your site supervisor in person to discuss your learning contract. Ask your Site Supervisor to review the contact information and learning goals on page 1 and sign and date at the bottom of the page and forward the document by email attachment back to you. If your internship is off campus, ask your site supervisor to review and sign by typing their name on page 1 and on the Internship Program Host Agreement on p.3.

FINALIZING YOUR REGISTRATION:

12) [bookmark: _GoBack] Review pages 1, 2 and 3 and verify that all required signatures have been obtained. FORWARD the signed forms by email attachment to
 mbeuning@csbsju.edu for the Assistant Director of Experiential Learning and Community Engagement to review and sign.  Your final contract
 will be forwarded to the Registrar, with a copy going to you, the faculty moderator, department chair if needed, and the site
 supervisor. 

13)  When you receive your email copy of the FINAL APPROVED Registration for Internship – Learning Contract, save or print a copy for your
  records. 

14) If you are a MANAGEMENT MAJOR, upload your final goals/tasks and strategies into MOODLE.





COLLEGE OF SAINT BENEDICT / SAINT JOHN’S UNIVERSITY INTERNSHIP PROGRAM GUIDELINES FOR STUDENTS
  Students should read these guidelines carefully before completing page 1 of the registration form

[bookmark: top]
                                 
  A.  APPLICATION PROCESS: To apply for credit for an authorized internship, you must complete the three page  REGISTRATION FOR INTERNSHIP – 
       LEARNING CONTRACT.  This form is available in electronic form on the Internship Program and the Registrar websites.  Students are eligible to
       register for an internship only if they have:	
		Completed the Registration for Internship – Learning Contract
		Seniors (or 4th year students) - applied for graduation 			
      		Settled all current charges with the Student Accounts Office  

        If any of the above items are not complete, the student may not begin work at the internship site.  Failure to comply with any of these
        Requirements may jeopardize the student’s ability to earn academic credit for the internship.
	 	

	B.  PRE-REGISTRATION INFORMATION:   See the internship website for additional information on registering for an internship including information
                 on hours and duration requirements and pre-requisites: www.csbsju.edu/internship  When registering for the next semester’s classes, indicate
                 your  intent to register for an internship through Banner Web Self Service  by requesting DNA-397-01A and indicating the number of credits you
                 plan to earn.  Check the internship information section of the Class Schedule for the appropriate CRN number.


           C.  CHECK WITH OTHER DEPARTMENTS AS NEEDED:
  		(a)  Student Accounts Office to discuss tuition fees and your account status.  Summer internship tuition fees are determined in March.
		(b)  Financial Aid Office regarding your financial aid.
		(c)  Residential Life Office regarding housing during and after your internship.
		(d)  Registrar’s Office if you are moving to a new address for the internship. 


  D. OTHER RESPONSIBILITIES OF STUDENT-INTERN: As part of the process of registering for an internship you will be asked to sign the CSB/SJU
       Internship Agreement and Release form. This agreement specifies that:
 		You have obtained sufficient health, accident, disability and hospitalization insurance to cover you during the internship. 
		You have the obligation to disclose all the relevant, pertinent information that could affect your ability to successfully complete the 
		     internship. 
		You will conduct yourself with professional decorum. 
		You agree to be bound by the expectations and directives set forth in the CSB/SJU Student Handbook, and related applicable policies
                           and procedures while participating in the internship.

 You also agree that:
 	You acknowledge your responsibility to ascertain the nature of potential risks or hazards associated with the internship and to conduct 
   yourself with reasonable care. 
	The internship is for educational purposes only and has a pre-determined termination date.  
	CSB/SJU does not have an obligation to provide you with insurance coverage or reimbursement for medical care.
	CSB/SJU assumes no liability for personal injury or illness you may suffer in the course of your internship.
	CSB/SJU has no liability for personal injury or property damage that may result from your use of your own vehicle or the organization’s 
   vehicle for the benefit of the organization with whom you perform your internship. 
	CSB/SJU is not responsible for any lost, stolen or damaged personal property. 
	CSB/SJU will not be liable for any claims, demands, injuries, etc. to you or to your property arising out of or in connection with the
                     internship 
You agree to release, discharge and covenant not to sue CSB/SJU for any injury or harm resulting from your participation in the
                     internship. 
	You agree to indemnify and hold harmless CSB/SJU from any and all liability, loss, damage or injury incurred by you while participating in
                     the internship.
    	
	
Finally, you will acknowledge that you may be terminated from your internship because of conduct that might bring the organization into 
     	disrepute or the internship into jeopardy, or which might adversely affect CSB/SJU.  A decision to terminate you from the internship will be 
         final and may result in your receiving no academic credit.
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