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Culmination of Internship

This guide is not intended as, and should not be considered, a substitute for legal or other professional ad-
vice, and its contents are subject to change. You are responsible for ensuring that your intern program com-
plies with Federal and State laws.
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Career Preparation & Placement Services

The Career Prep and Placement Services (CPPS) office is the central hub for career technical education intern-

ships and employment services at Hartnell College. Employers interested in creating an internship program or
posting current internship opportunities for students can contact the CPPS office at anytime. Our office official-
ly opened its doors in January of 2018. Since then, the office has developed two main focuses. One is to get stu-
dents engaged and ready for internship/job placements and the other is getting students in placements within

their industry and/or major focus.
By partnering with us you have our commitment of:

Access to year- round pre-professionals who are eager to help your business flourish
Access to on-campus interview space

Assisting in the development of an internship program

Providing pre-employment preparation for students
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Recognizing internships as an educational strategy integrating classroom learning and progressive
work experiences, with a constructive academic relationship between teaching faculty and internship
faculty or administrators

U

Maintaining contact with the employer and the intern during the term to ensure a successful experi-
ence

= Assisting the student or employer with addressing/resolving issues or disputes that may arise at the
internship site

The CPPS office also collaborates with the following:

1. Faculty - To gain an understanding of subject matter, student readiness in regards to career develop-
ment, and student engagement.

2. Transfer and Career Center — To work collaboratively in preparation and outreach to students in re-
gards to career exploration and preparation and providing information on current and upcoming op-
portunities.

3. Director of Workforce Development - To review current and upcoming trends in labor market data for
placements and industry partnerships.

4. Industry Partners - To find internship and job placements for students, as well as an understanding of
their needs and how to better develop students to meet those needs in regards to career readiness.

For additional information please contact us by email or phone:
careerservices@hartnell.edu

Coordinator of Job and Internship Placement
Belen Gonzales
831.759.6066



Internships

What is an Internship?

Internship: The National Association of Colleges and Employers (NACE) defines an internship as a form
of experiential learning that integrates knowledge and theory learned in the classroom with practical applica-
tion and skills development in a professional setting. Internships give students the opportunity to gain valua-
ble applied experience and make connections in professional fields they are considering for career paths; and

give employers the opportunity to guide and evaluate talent.

Criteria for an experience to be defined as an internship:

To ensure that an experience—whether it is a traditional internship or one conducted remotely or virtually—
is educational, and thus eligible to be considered a legitimate internship by the NACE definition, all the follow-
ing criteria must be met:

1. The experience must be an extension of the classroom: a learning experience that provides for applying
the knowledge gained in the classroom. It must not be simply to advance the operations of the employer
or be the work that a regular employee would routinely perform.

2. The skills or knowledge learned must be transferable to other employment settings.

. The experience has a defined beginning and end, and a job description with desired qualifications.

4. There are clearly defined learning objectives/goals related to the professional goals of the student’s aca-
demic coursework.

5. There is supervision by a professional with expertise and educational and/or professional background
in the field of the experience.

6. There is routine feedback by the experienced supervisor.

7. There are resources, equipment, and facilities provided by the host employer that support learning ob-
jectives/goals.

w

If these criteria are followed, it is the opinion of NACE that the experience can be considered a legitimate in-
ternship.

Micro-Internship: A short-term, professional project based internship that lasts about 25 to 40 hours.

In considering offering an internship program, we recommend that you maintain realistic expectations regard-
ing the internship experience for your company. The following is a list of things an internship is not:

= A guaranteed job offer

= Free help

= Mainly busy work (filing, covering phone, errands)

= An easy grade, the student must be a contributing member of the company

= A replacement of a regular employee’s position
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Benefits for your Business
Offering Internships will allow your business to:
= Access a year-round source of qualified and skilled workers
= Utilize well-prepared short-term employees while cutting recruiting and training costs
= Increase business productivity
= Test-drive the talent
= Explore new and innovative ideas from student perspectives
= Visibility for your company on college campuses
= Enhanced connection to the college and the ability to provide input on the quality and relevance of
Hartnells’ curriculum to reflect industry standards

= A positive sense of contribution towards social responsibility of investing in the next generation

Benefits for the Students
An internship can help a student:
= Increase confidence and positive self-image through worthwhile on-the-job experience
= Build their resume and demonstrate that they have hands on experience
= Learn necessary skills employers are looking for
= Develop a professional network and make industry connections
= Gain experience in their major or career field
= Understand the relationship between classroom theory and workplace practice
= Clarify career goals
= Possibly earn a letter of recommendation
= Increase opportunity for employment after graduation

= Earn academic credit

Benefits for the College
Connecting students to internships can:

= Help in the recruitment of new students

= Help retain current students

= Provide a wider range of learning opportunities for students
= Enrich the program’s curriculum

= Enhance its reputation in the employment community

= Enrich partnerships with business and industry

= Improve the job placement rate of graduates



Developing an Internship Program

Assessing Your Need and Capacity for Internships
Conducting a self-assessment on your needs and expectations is critical to a successful internship program.

Setting Goals and Guidelines

The next step in designing an internship program is to set goals and guidelines for the program. In structur-
ing your internship program, include specific ideas, proposals and logistical information. Be specific as pos-
sible. Interns need structure so they don’t become lost, confused, or bored. Your plan should be based on
your assessment of your needs and capacity.

Selecting a Supervisor/Mentor

Each intern should be assigned one direct supervisor/mentor. There are many types of mentors for an in-
tern, but the most important thing for the supervisor/mentor to understand is the importance of the educa-

tional experience for the intern. Choose someone with a real R LR R LT R LA R LI RS DAL R RIS SRR D

interest in being a mentor for your intern (i.e. Project Leader, The following can be found in the Resources

Department Head, or long-time employee). : section:

Job Duties of a Supervisor/Mentor: 0 Self-Assessment

= Complete orientation and training ) )
] ¢ Questions to ask when Setting Goals &
= Introduce intern to staff members .
Guideline

= Develop learning objectives

= Meet with the intern on a regular basis, provide imme- 0 Additional information on Successful

diate and actionable feedback and answer general Mentorships
questions related to personal and professional growth ¢ Internship/job description template
= Responsible for the safety and supervision of the stu-

dent while on site
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= Evaluate performance and if needs/goals are being met
= Correspond with the Career Prep & Placement Services office if the student fails to perform assigned
tasks or engages in misconduct
Creating an Internship/Job Description

Create an internship/job description that clearly explains the intern’s duties or project. The job description
should align with the goals your company wishes to accomplish with an internship. In return the internship
should involve tasks and projects that complement the student’s academic programs.
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Paid vs Unpaid

Internships can be either paid, unpaid or stipend based. Pay for interns varies by location, type of industry,
etc. Most employers determine pay based on the students’ class level and types of responsibilities. The vast
majority of interns working at for-profit organizations must be paid at least the minimum wage and any
applicable overtime. Hartnell District recommendation is $18 per hour.

Paid interns are W-2 employees with the same protections as your other employees, in other words, they
are temporary employees treated virtually the same as regular employees with respect to labor law.

Unpaid interns are at risk of being taken advantage of financially. Employers who exhibit a failure to fairly
compensate employees for their work are at risk of legal repercussions. The Fair Labor Standards Act
(FLSA) provides criteria for what is and is not legal regarding payment for internships.

Whether you can or cannot pay your interns, look at alternative forms of compensation or perks to make
your internship standout.

R R R R R NN

Academic Credit : The following can be found in the Resources
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Students can receive academic credit for participating in a

paid or unpaid internship through Cooperative Work Experi- 0 Fact Sheet #71: Internship Programs

ence (CWE). CWE integrates a student’s academic and Under the Fair Labor Standards Act

career interests with productive work experience. Students

gain experience with guidance from a faculty member. 0 Alist of alternatives forms of compen-

sation or perks to make your intern-
ship standout

=Students may attend classes and work.
=Students may attend school full-time one semester,
then work full-time the next semester, alternating peri-
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ods of work and school until their college program is
completed.
Alearning agreement between the college, student, and employer will be created. It is the responsibility of
the student to connect with the career prep and placement services office to receive registration infor-
mation and complete the proper paperwork to receive credit.

Worker’s Compensation

Paid employees and interns follow the same legal standards under employment law. Paid interns should be
covered under workers’ compensation. Unpaid interns technically do not need to be covered by workers’
compensation but there is a risk to an employer should an incident/injury happen. This is a good reason to
discuss academic credit for unpaid interns, since this will move the burden of workers’ compensation on
the educational institution.

Employers working with interns are encouraged to be aware of their workers’ compensation benefits re-
sponsibility and consult with their Human Resources Department and/or workers’ compensation carrier.


https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/whdfs71.pdf
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/whdfs71.pdf

Recruiting an Intern

Begin recruiting early! Students begin registering for courses as early as two to three months prior to the
next semester, as well as making commitments to part-time jobs. By starting early, you increase your chanc-
es of receiving the highest number of applications and finding the best person for the position.

Once you have created a position description for the internship there are several ways to market the oppor-
tunity to students. All you need to do is email it to CareerServices@hartnell.edu.

Once we have an intern request (within 1-3 days)
= an announcement is sent out to our current cohort of students
= our faculty are contacted and requested to send any names forward of candidates who meet the
specified qualifications
= an extract of students who meet the specified academic qualifications are pulled and contacted di-
rectly

After an agreed set time frame, cover letters and/or resumes will be forwarded to your company contact.

Selecting the Right Intern

Carefully review resumes and look for candidates with the appropriate experience, professionalism, and
transferable skills that you are looking for. Remember that internships are sometimes a students’ first pro-
fessional experience. For this reason, you must search for evidence of skills using other strategies, like cam-
pus involvement, academic performance and coursework, and prior work experience.

Interviewing

The Career Prep & Placement Services office can assist with organizing interviews and also provide on cam-
pus interview space.

Since students generally lack professional experience, internship interview questions should focus on goals
and determine if the intern is truly motivated.

State and federal laws have been established to prohibit discrimination in the workplace and the hiring pro-
cess. The process used for hiring interns must also comply with all employment regulations.
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The following can be found in the Resources section:

0 Resume Review Strategies

0 Sample Interview Questions
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Hiring and Managing an Intern

Notification of Internship Candidate Selection

Once you have selected a candidate for the internship, it is important to notify them and also notify the can-
didates who did not get selected. You will want to do this as soon as possible since students may have ap-
plied to multiple internships.

©0000000000000000000000000000000000000000000000000000000000000

Onboarding and Orientation : The following can be found in the Resources

It is very important that interns be welcomed just as : section:

you would with a new full-time employees. Provide an 0 Sample Offer Letter
orientation and familiarize the intern with the in’s

and out’s of your organization, help them acclimate to ¢ Sample Rejection Letter/Email on resume

their new work environment and clarify expectations and interview

from the start. ¢ Onboarding & Orientation Checklist

Managing your Intern 0 Tips for Writing Learning Objectives

At the start of the internship develop work objectives/ ¢ Sample Work Objective/Projects Template

projects. These objectives serve as the academic and o Internships Placement Agreement

professional roadmap for the intern’s semester/time

©000000000000000000000000000000000000000000000000

¢ The Stages of an Internship
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with your organization. This process helps to clearly
identify the intern’s learning objectives and how the
intern plans to accomplish them. This is also a good time to discuss work place requirements, intern re-
sponsibilities, and other expectations.

This should all be included in an internship placement agreement which can also include additional agree-
ments such as a media release and/or confidentiality agreements.

Handling Difficult Situations

This internship experience may be the first work experience and life experience a student has in a work en-
vironment. Some may need extra coaching about appropriate workplace behaviors. For instance, what if an
intern curses, deals poorly with conflict, is disrespectful to a fellow employee; or they dress inappropriate-
ly? If an intern displays any of these behaviors, of course you must intervene.

In some cases, we understand that a company does not have time to deal with these types of situations. The
CPPS office is a resource for you. We can have those sometimes difficult conversations. Our staff can go over
expectations and workplace rules and breakdown what they really mean for a intern.

Interventions are a great way to not only explain to the intern what is inappropriate about the behavior, but
to also help them develop new, productive life skills.

Understanding your Intern

Some of the concerns and challenges interns face seem to occur in a predictable order. Each stage has its
own obstacles and opportunities. There are concerns interns will have at each stage, and to some extent,
those concerns must be resolved for them to move forward and continue learning and growing. However,
the process resolving the concerns is also a learning experience in and of itself. At each stage, there are im-
portant tasks that will help interns address the concerns. If these tasks go undone and the concerns are left
unresolved, the intern can become stuck in stage.



Continuous Improvement Process

The Importance of Evaluations

Evaluating the internship program on a regular basis will help you connect more effectively with
students and provide the best opportunities for discovering future talent. In addition, evaluations
provide valuable feedback that can help facilitate continuous improvement of the program.

Evaluating the Intern’s Progress

An internship can only be a true learning experience if constructive feedback is provided. Supervi-
sors/Mentors should provide periodic formal and informal feedback and evaluations of the intern.
During an effective evaluation an intern may: seeceeesestetnsetsetrensastetrsassesnanng .

— Review initial learning objectives and report if progress is : 1ne following can be found in

. : the Resources section:
being made :

= Learn how their work is contributing to the organization Employer Evaluation Forms
= Participate in evaluating their strengths ¢ Sample Student Evaluation  :
= Discuss areas needing growth and development 0 Sample Student Evaluation of§
= Review tasks and assignments and clarification of expecta- Internship Program :

tions 0 Sample Exit Interview :
= Provide feedback on eXperience Seeecccccccsccccccsccccccsscccccssccccccnnse 4

Exit Interview

Through a formal exit interview, you can determine if interns had a good experience at your com-
pany and provide valuable feedback to managers for program planning in the future.

Schedule the exit interview in advance and avoid scheduling on the intern’s last day to leave time
to take care of any action items that come up.

Exit Interview Steps

= Explain the purpose of the exit interview

= Encourage the intern to be as candid as possible

= Ask the intern if they have any remaining questions or suggestions for improving the intern-
ship program

= Receive back company property such as building access card, keys, parking passes, safety or
work equipment

= Conclude by thanking the intern for their time and honesty

Culmination of Internship

Conclusion of the Internship

This doesn’t have to be the end. If you stumbled on a great candidate, don’t forget to keep in con-
tact with them in case a position becomes available. In most cases interns are looking for full time
jobs a full year before graduation. You can also consider writing your intern a recommendation
letter for future internships and/or employment. Remember you can also use the information
gathered from evaluations to publicize the success of your internship program to management and

to potential interns.
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