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An internship is a learning experience and NOT intended to
be considered a job
It is related to the students course of study
It is most commonly is done for credit but can be done as
non-credit
In a for credit it is designed to replace a class that you would
have to take
Non credit is to gain experience
Internships are full or part-time, credit or non-credit bearing,
short-term, supervised, work experiences. Faculty members,
collaborate with an on-site supervisor, monitor and supervise
student progress, detail content, and evaluate final
achievement

What is an internship?



Requirements
Most majors require an internship. Check with your faculty advisor
Credit can be offered to students on a 1-9 credit hour basis. The intern must
meet the minimum requirement of 45 clock hours for each semester hour of
credit the student is seeking
Your faculty supervisor must approve the internship
It must be related to the class you are replacing
Internships must be started and completed within a specific semester



Finding the Paperwork

1.) Enter your portal and click on the DEPARTMENTS folder



2.) Open on the CAREER SUCCESS folder



3). Open on the INTERNSHIP folder



4). Open the INTERNSHIP INFORMATION AND FORMS folder



Internship Benefits
Internships provide experience in your field of study
Internships can help a student to see what it is like
to work in their field of study first hand
Internships can be used to replace a class with your
faculty advisor’s approval
Internships can help an undecided student to test
the area to see if it is truly right for them
Sometimes internships lead to a permanent job
upon graduation



Tuition
In a traditional semester for a traditional undergrad, tuition between 12-18 credit
hours is the same. Therefore, if the internship still falls between that 12-18 range,
there is NO additional cost. 

Students under 12 or over 18 are charged per credit hour rate.

Summer tuition is billed per credit hour regardless and that fee adjusts every
summer. Please check with the cashier’s office for that exact fee.



Internship Learning
Contract

Scroll down to the internship learning
contract 
Print this form
Sections I & II: Student fills out
Section III: Employer Supervisor fills out
(Hours per week must be a specific
number such as 15. For example, it cannot
be 12-15 hours
Section IV: Academic Supervisor fills out
Section V: Signatures 1-4 must be signed
before returning to the Career Success
Center for signature 5



Approval
Once signatures are obtained, the form needs to be brought to the Career Success Center for
review and the 5th signature

Once completed, it will be forwarded to the registrar. The registrar will review and sign once it is
approved

Once approved, the registrar will assign a CRN number, and the internship will appear on your class
schedule



Learning Log
The learning log will be your USF required time
sheet

This form is filled out by the student on a weekly
basis. Employer or weekly supervisor will sign the
form to verify the hours the student worked and
what the student did at that time

This form is turned in on a regular basis to your
faculty supervisor



Evaluations
Midterm Evaluation- filled out by the student’s employer and returned to the faculty
supervisor

Employer Final Evaluation- filled out by the employer and returned to faculty supervisor

Student Intern Final Evaluation- filled out by the student to evaluate the employer and
turned into the faculty supervisor


