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 Thank you for contacting the Experiential and Service-Learning Programs.  I am very interested in 

the possibility of building a partnership with you and your organization as we work together to provide an 

outstanding, leading-edge Applied Study Term for the students at the University of Illinois at Springfield. 

 

Our student/interns will be of junior or senior status and will bring to your organization completed 

academic course-work and skills, as well as enthusiasm, new ideas and creativity.  The skills the students 

can provide will be in the areas of:  accounting, business, science, computer science, criminal justice, 

communications, English, history, legal studies, management, political studies, psychology and sociology. 

 

Each student will be enrolled in an AST class where a faculty member will provide expertise and 

guidance.  Our minimum requirements for an internship are 150-160 hours of on-site work for 8 weeks.  

Most students choose 300-320 clock hours (20 clock hours per week) for 15-16 weeks.  The schedule is 

different for the summer semester.  The main thing we ask of our participating organizations is that they 

create an atmosphere where an intern, through their assigned work duties, is challenged to apply their 

academic studies to college - level work, is encouraged to ask questions to learn as much as possible 

about working in your field, and is motivated to adopt and display the highest level of professional 

standards and ethical behaviors. 

 

This booklet is an informational packet.  It contains instructions on how your organization can become 

involved with the AST program, develop a quality internship experience and recruit junior and senior 

students.  The instructional booklet will guide you as you prepare to host an intern in your organization. 

 

Once you have prepared and developed a quality internship opportunity, make a copy of the Job 

Directory Sheet form, complete it online at http://www.uis.edu/appliedstudy and send it to the AST office.  

We will post the opportunity in the AST Student Directory for potential interns to review.  Additionally, we 

will send the opportunity descriptions to be posted by appropriate majors and/or announced in classes.  

Interested students will be able to read your internship opportunity description and will be prompted to 

mail, email or fax to you cover letters and resumes in application to your internship.  As a prepared future 

intern host, you will become actively involved when you interview and make your choice of applicants. 

 

If you have any questions regarding the AST program, please do not hesitate to call our office at (217) 

206-6640. We can arrange a meeting where one of us will assist you as you develop your quality 

internship opportunity. 

Sincerely, 

Elaine Rundle-Schwark 
Dr. Elaine Rundle-Schwark 

Director, Experiential and Service-Learning Programs 

http://www.uis.edu/appliedstudy
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  The dreams hire experienced employees who require very little,  

   if any, training.  But this dream conflicts with reality. 

    

How can organizations meet the needs of today and prepare the workforce of the 

future?  One solution is to develop a quality internship.    

 

 
 

With the job market experiencing a dearth of qualified employees, it only makes sense 

to investigate early those quality college students whom you can bring back later.  Take 

on interns now and you will have a competitive advantage in recruiting the best workers 

 you will already be known to the employees you want most.  Your new workers will 

already be trained for your workplace and be loyal to your company, lowering training 

time, recruiting costs and turnover rates.  You will build a reputation that will pay off with 

students, college and the community.  And your company will save money while 

benefiting from the input of talented, enthusiastic, innovative people.  With all of these 

advantages, you might find that you cannot afford not to do internships. 

 

 

The AST program is a signature program within the University of Illinois at Springfield.  

The AST Program links highly qualified students with internship opportunities in the 

local and regional and national communities.  The program facilitates the transition from 

student to professional by offering juniors and seniors this opportunity to apply their 

academic education in real world  setting while developing their professional demeanor 

and networking skills.  The AST program complements a student s education with work 

experience that contributes to a new level of preparation for entry into today s ever-

changing workforce. 
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An AST internship is any carefully monitored work or service experience in which a 

student has intentional learning objectives and reflects actively on what she or he is 

learning throughout the experience.  Characteristics include: 

 

 Duration of approximately 20 hours per week for 8-16 weeks, depending 

         on credit received 

 Generally a one-time experience 

 May be part-time or full-time 

 May be paid or non-paid 

 Part of the educational program at the University of Illinois at Springfield 

and carefully monitored and evaluated for academic credit 

 Distinguished from a short-term job or volunteer work by an intentional 

learning agenda  structured into the experience through a learning contract 

 Promotion of academic, career and personal development 

 

 

 

An intern is a potential future employee for employers.  Interns start as 

students seeking experience and chances to apply classroom knowledge 

to real-world challenges.  However, at the completion of an internship, 

interns are trained and experienced potential employees.  Companies are 

under no obligation to hire interns for full time positions.  However, employers often find 

that interns are capable, trained, and ready for full time employment at the conclusion of 

their internship.  It is to a company s advantage to hire qualified interns for full time  
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permanent positions because they do not have to spend time and money training these 

individuals. 

 

Employers can have interns work on special projects or basic everyday functions, thus 

freeing advanced and experienced employees to work on more difficult and challenging 

projects. This benefit allows the employer to make best use of the company s human 

resources. 

 

Students bring innovative perspectives, new ideas, and the most current knowledge in 

their majors to their internships.  Their energy and enthusiasm can be priceless to any 

company with a goal toward growth, change, and increased use of technology.  

 

 

 

 

 Year round source of highly motivated pre-professionals 

 Proven, cost-effective way to recruit and evaluate potential employees while 

lowering training costs and turnover rates 

 A meaningful look at a prospective new employee without having to officially hire 

them.  Studies show that employers save money by using internships to identify 

and train personnel  

 New perspectives, fresh ideas and insights to old problems 

 Quality candidates who comprehend all of the latest techniques and 

methodologies for seasonal positions or special organizational projects at 

substantial savings over what it would cost to hire a new employee 

 Flexible, cost-effective work force not requiring a long-term employer 

commitment 

 Enhanced images on campus and in the community as you contribute your 

expertise to the educational enterprise.  The business owner is going back  to 

the community by helping to prepare and train the next generation of leaders. 

 Improved work opportunities through a diverse access to minority students for 

permanent employment.   
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 Increased retention rates among permanent employees recruited and hired 

through an internship program.  Both students and employers have the time to try 

out the position and ensure that the fit is the most productive and effective for 

both. 

 Enhanced human resources flexibility to affect short-term employees. 

 An effective curriculum through evaluations, advisory boards and other means, 

through which employers can work with the university faculty. 

 

 

 

 

 

 

 

 Interns will be a part of the AST program from UIS.  They are undergraduate 

students in their junior year or above. 

 The students are pursuing the appropriate coursework to complete their 

academic degree. 

 They have completed a minimum of 12 hours in their major. 

 Some of these students have previous work experience, but that is not a 

requirement of the AST program. 

 The program is designed to help the student transfer academic skills to real 

world  problems and opportunities. 

Each student must follow the procedures of applying for an internship through the 

Experiential and Service-Learning Programs office at UIS. 

 

 Students apply to the AST program and are cleared academically to participate in 

an internship. Students choose their potential internship sites from a directory of 

posted opportunities or students can create an internship experience using their 

own personal network.  It is a pre-professional process. 
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 A part of the internship experience is learning the job seeking process.  Students 

must choose which internships to apply for, and then do so.  Many of the 

students will choose to apply using email or make an informational telephone 

call.  If you prefer a particular procedure for receiving applications, please inform 

us. 

 The AST program does not place  students in internships, students and 

organizations are encouraged to work together to develop an internship job 

description that best meets the needs of all involved. 

 The selection of a student intern by a company will be very similar to the 

selection of an employee.  Companies are encouraged to interview students and 

make an offer of an internship opportunity to the student of their choice. 

 

 
 

Each AST intern is working under specific performance standards of 

competency and behavior expectations.  Interns are working toward 

three to five objectives they have set for themselves.  Their objectives can be in the 

areas of: Career Education, Cultural Diversity, Personal Growth, Public Affairs, Self-

directed Learning Skills, Theory & Practice.  They will be keeping a reflective journal on 

their experiences.  Your interns will look to you as a mentor who will assist their 

transition from the classroom to the work environment. 

 

 

 

The university academic calendar is a little different than the real world  business 

calendar.  We are flexible with the start and stop dates for the internship program, 

however; realistically the students are most often available in three different segments 

of time from approximately the end of August until the beginning of December; in the 

spring from early January until mid-May and in summer, from June 1 until the end of 

August. 
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We cannot guarantee an intern exactly when one is requested; however, we will post 

the opportunity and attempt to find a student to work with each company/agency.  We 

do ask for the patience of our company partners in regard to timing.  We will work 

diligently to advertise your internship opportunity through the many venues we have 

available.  Organizations are always welcome to assist with advertising their internship 

opportunities. 

 

 
 

 The first step would be to gather as much information as possible regarding the 

AST Program.  You may wish to contact the AST office at (217) 206-6640 and schedule 

an appointment with the Placement Developer or Director.  You can also visit the AST 

website at:  http://www.uis.edu/appliedstudy .   

 

Or you can read through this booklet; follow the guiding information to develop your 

quality internship. 

 

 The second step is to contact us and request to have your internship opportunity 

posted for students to view and apply to.  This request can be made by submitting your 

completed Directory Sheet detailing what types of internship activities you would like an 

intern to do.  Or you can submit your opportunity description online using the AST 

website http://www.uis.edu/appliedstudy/employerinfo.htm. 

 

 The third step is to review resumes of candidates as they arrive at your 

organization via mail, email, fax or hand delivery by the student applicants.  Using the 

contact information listed on the resume, call the students you feel best fit your needs.  

We recommend that you interview students to determine the best candidate and make 

an offer. 

http://www.uis.edu/appliedstudy
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 Finally, when a student accepts your internship offer they will present you with 

the AST Project Outline which is the form necessary for the student to seek credit for 

their internship.  You will be asked to sign the Project Outline. 

 

Once a student has been accepted into a position and registered for their internship 

class you will receive a welcome letter from the AST program with contact information 

from the class faculty.  Communication between the faculty mentor and the site 

supervisor is important.  You will also receive a Field Supervisor Evaluation form to fill 

out and sign near the end of the term.  There will be a site visit between you, the 

student s UIS Supervisor and the student to review the student s objectives in the 

Learning Contract, to discuss the student s progress, and to sign the contract if all 

parties are in agreement.  The site visit can be a visit to the work site or a three-way 

telephone conference.  The site visit will not involve observing the student at work. 
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Designing an internship program that meets your needs. 

 

As varied as companies are in age, size, industry and product, so too are their 

internship activities.  How do you know what kind of program will work best for you?   

Begin by thinking through and discussing the following considerations. 

 

 

 

 

 Are you a small company searching for additional help on a project? 

 Is your company growing quickly and having difficulty finding motivated new 

employees? 

 Are you a non-profit that does not have a lot of money to pay, but can provide an 

interesting and rewarding experience? 

 Is your organization searching out new employees with management potential? 

 

As many staffing professionals know, in order for a program to be successful, it will 

require the commitment of management.  After all, management may be the people 

providing the internship supervision.  A careful discussion with management in the 

organization can create a consensus on program goals that can be understood by all 

involved. 
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Carefully plan and write out your internship program and goals.   

 Use the Directory Sheet found on our website.  Draft a job description that 

clearly explains the job duties or a specific project. 

 Structure the internship ahead of time so that you can be sure to meet your 

goals and the goals of the student and not find yourself floundering partway 

through. 

 Once completed, submit the Directory Sheet from the website to the AST 

office for posting. 

 Will you pay the intern?  If so, how much?  Wages vary widely from field to 

field, so be sure yours are competitive or offer competitive incentives. 

 

Points to keep in mind: 

o The decision to pay or not pay for an intern is solely made by the 

internship organization. 

o Students should be informed during the interview process that the 

position is a paid or unpaid internship. 

o While seeking internship opportunities, students are counseled to apply 

to opportunities that will offer the best experience while addressing long-

term goals and career objectives.  Students are counseled against 

applying to internships based solely on pay. 

 

Pay alternatives: 

 

o The most common is an hourly wage, determined at the onset of the 

internship.  Other options include a weekly/monthly stipend to cover 

expenses such as parking, lunch, driving or predetermined payment 

based on a project completed to satisfaction. 
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Many times, organizations ask how much to pay. 

 

o Determine what you would pay if you were hiring a permanent employee 

to complete the work  then: 

o Pay the student a percentage of that wage, normally 70%- 80% of the 

normal wage.  This formula ensures the student is paid a fair wage for 

work performed while leaving the learning experience as the central 

objective of the internship. 

 

 Get involved with the Illinois Cooperative Work Study 

Grant which is a matching grant, funded by the Illinois 

Board of Higher Education.  See our website for more 

information. 
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A large part of producing effective position descriptions involves the development of 

challenging work assignments that complement students  academic programs.  One way to 

do this is to design a preliminary list of work activities that will fit the needs of your 

department.  A detailed description of typical tasks will help the college to promote your 

internship experience, and to screen the right candidates for the position.  Later, when the 

interns you select join your team, you will have a chance to review the work activities and 

modify them according to the interns  knowledge and personal work and learning goals. 

 

We suggest the program be designed to maximize the scope of the students  organization 

experience.  Sample tasks that undergraduate students have provided for their sponsoring 

organizations include the following: 

 

 Writing handbooks or manuals 

 Designing posters, charts, graphs, brochures 

 Generating financial forecast and cost recovery reports 

 Performing software/hardware modifications 

 Conducting studies and surveys 

 Developing slide/sound presentations 

 Compiling technical reports 

 Conducting research 

 Generating marketing plans 

 Conducting training packages 

 Preparing budgets and financial reports 

 

Developing challenging work assignments relative to the students  abilities is a major thrust of 

the position description.  Your final internship description will incorporate the needs of your 

organization as well as the abilities and academic goals of the students you employ.  To assist  
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you in describing what you will have a student as an intern in your organization; use this 

Directory Sheet as an example.  You will find an original to work with at: 

 

http://www.uis.edu/appliedstudy 

University of Illinois at Springfield 

Applied Study Program Directory Sheet 

Name of Agency 

Agency Contact(s) Title 

Address of Agency 

City State Zip: 

E-mail 

Phone 

Fax 

 

How would you like students to contact you?  Possibilities include: 

 Send cover letter and resume as email attachments. 

 Call for appointment. 

 

Internship or Job Title 

List general duties and responsibilities of the position, specific qualifications applicants 

should meet, and extent to which student will be involved in daily operations of the 

enterprise. 

Term(s) when AST available: Fall          Spring           Summer   

How many hours per week do you anticipate needing the student? 

What do you anticipate will be the length of the experience? 8-10 weeks? 15-16 weeks? 

Number of positions available each term. 

General Description of the Agency. Include website if available. 

Basic Student Learning Anticipated. 

Will the experience be paid or unpaid? Are you interested in matching with the Illinois 

Cooperative Work Study Program grant? 
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Where will you put the intern?  Do you have adequate workspace for them?  Will you 

help him or her to make parking arrangements, living arrangements, etc.? 

 

What sort of academic background and experience do you want in an intern?  What 

majors will provide you with the best transferable skills? Decide on standards for quality 

beforehand  it will help you narrow down the choices and find the best candidates. 

 

What will the intern do?  Be as specific as possible.  Interns, like others in the process 

of learning, need structure so they do not become lost, confused or bored.  This will not 

be a problem if a clear job description is established. 

 

The importance of a good experience.  Will there be special training programs, 

performance reviews, lunches with executives, social events?  Keep in mind that your 

interns are walking advertisements for your company.  If they have a good experience 

working for you, they are likely to tell their friends  word gets around. A bad internship 

by contrast, can only hurt your chances of attracting good students for next year. 

 

A very important part of your plan should be the assignment of a mentor or supervisor  

that is, someone from the interns  department who will be in charge of the intern.  This 

person does not have to be a teacher per se, but should be selected because he or she 

likes to teach or train and has the resources to do it.  If the person you select has never 

mentored an intern before, give him or her some basic training in mentoring.  It is 

important to identify someone as the internship supervisor ( Field Supervisor ) because 

the intern s performance will be evaluated at least twice during the program. 
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How will you find those ideal candidates to fill your internship position(s)? 

  

 The number-one tip from those who have established programs is to get your 

internship opportunity posted early. 

 

Interns are rather cyclical: they tend to be active in the internship search 

process during the second half of a semester into the beginning of the next 

semester.  Pro-active, motivated and prepared students will apply to good 

opportunities early on. 

 

 

Begin accepting applications for your internship three to four months before you 

need a student to begin.  The longer you accept applications, the better your 

chance of finding the best person for the job.  The sooner you get one, the 

longer you have to form a good working relationship with him or her. 

 

 

 

You can play an active role in recruiting interns! 
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First things first: Orient your intern to his or her new workplace 
 

 This might take the form of a conventional orientation program or merely a walk 

around the office, depending on the size of your company. 

 Give interns an overview of your organization; some companies give talks or hand 

out information about the company s history, vision and services. You might provide 

the student with a company manual to read through. 

 Explain who does what and what the intern s duties will be. 

 Introduce him or her to co-workers and point out the kitchen and bathroom. 

 Making your intern at home in the office is your first step to bringing him or her back. 

 

Give your intern the resources needed to do the job.     That may 

sound obvious, but you would be surprised at how many companies stick their interns 

out in the hallway or transfer them from desk to desk.  That sends a potent message 

you do not want to send:  Interns are not important; we do not want you here. 

o Give the intern a desk, point out the supply room, and introduce the tech 

support people. 

o Encourage the intern to ask questions if they feel they need something. 

 

Keep an eye on the intern.  This does not mean to watch their every move, 

but do make sure you know what the intern is working on each day. 

 

o Watch for signs that the intern is confused or bored. 

o Silence may mean that the intern is busy; it could also mean that 

your intern is confused, and not willing to tell you so.  It is easy to 

      be shy in a workplace full of older strangers who all know each other. 
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Determine whether the intern is trying to do something that requires another 

person s input. 

o Make sure that work is taking precedence over web browsing. 

o Paying attention early helps you head off problems and bad habits quickly. 

o Along those same lines, it is important to give the intern feedback! 

Á Tell them if their work is measuring up to your expectations. 

Á Let them know if their work is officially okay . 

Á Periodically, examine what your intern has produced and make 

suggestions. 

Á Use the opportunity to coach, counsel and reinforce positive attitudes 

and performance.  During the meetings the students can: report on the 

status of a project; ask questions; learn how their work is contributing 

to the organization; participate in an evaluation of their strengths; 

discuss areas needing growth and development; and get a sense of 

what kind of work lies ahead. 

 

Evaluate the intern s progress every now and then.   

Remember those goals you outlined before?  A few weeks after the internship begins, 

it is time to see how well you and your intern are meeting those goals. 

 

o You might consider regular evaluations on an informal 

 level such as occasional lunches with the intern and/or the  

intern s mentor. 

o Formal evaluation will be done through Field Supervisor s  

Evaluation forms that will arrive in the mail early in the semester. 

Á Please complete these forms in a timely manner and return them to the 

AST office for inclusion in the student s portfolio. 

Á A few companies have adopted a process of formal exit interviews.  

Some companies have the intern evaluate the experience and the 

company as well.  Through this process they can determine if interns 
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had a good experience, provide valuable feedback to managers and 

for program planning in the following year. 

Á In addition to qualitative measures, a number of quantitative measures 

have also been adopted.  Some common measures include the 

number of interns that become full-time employees; repeat requests for 

interns from managers; and growing numbers of intern applicants.  In 

order to successfully measure your own program outcome, you should 

return to the stated program goals, and address those outcomes. 

 

Á Get in touch with us if the internship conditions must be altered, such 

as a change in supervisors, delays in the availability of data needed by 

the students to complete an assignment, a strike by unionized 

employees, transfer or termination of an employee involved in the 

intern s work, or other unanticipated changes.  Also contact us if 

continuation of a particular intern becomes problematic.  We will help 

you find a solution if difficulties occur (intern attendance or punctuality 

problems, low motivation, unsatisfactory work, or personal conflicts). 

 
 

Site Visit Information for AST Supervisors 

 

 

Most often a faculty member of the students academic program is assigned to be the AST 

Supervisor.  The main function of the site visit is quality control: 

 To see the actual site for the AST (If possible.), 

 To discuss the 3-4 Learning Objectives that make up the Learning Contract (you should be 

given a copy before the visit) in terms of academic appropriateness and actual format, 

 To see that s/he is being allowed to do the things s/he needs to do to accomplish the 

objectives, 

 To see if there are any additional objectives s/he or the field supervisor would like to add. 
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 Within the first few weeks of the term call or email the student s field supervisor to introduce 

yourself and state that you will be the student s UIS supervisor of record, monitoring the 

work experience for college credit.  Confirm that the student s goals will be realistic to 

achieve within the timeframe of the semester.  

 

Ask if the supervisor has any questions about the program, or concerns/issues about the 

student they would like to discuss at this time.  Remind the supervisor that the University only 

requires he/she fill out a Field Evaluation form (due just before the end of the semester). 

 

How and When to Schedule the Site Visit: 

 

The student is required to coordinate a site visit for you around the middle of the AST.  *Be 

sure that the student can attend the meeting with you and his/her supervisor.  The site visit 

can be done live or via telephone conference call. 

Á Note:  If there are any real issues or problems reported to you by the student, you should 

schedule a site visit as soon as possible.  Notify the AST office of the situation if it is 

appropriate. 

Á Student is ultimately responsible for setting up the visit with Site Supervisor and UIS 

Supervisor and making sure the meeting is held when he/she is working and can be 

present.  They should confirm day, time, & directions.  They should meet you at the door 

and guide you to the office where the visit will be held.  Both supervisors should have 

seen a copy of the Learning Contract before the site visit.  The cover sheet of the 

Learning Contract should be signed at the end of the Site Visit. 

Á If the visit is too late in the term, there is no time for the student to evaluate progress 

between the mid-term and the final self-evaluations or to change the objectives on the 

Learning Contract. 

Á If the student is an ONLINE student or at a great distance, the site visit can happen via a 

three-way or conference call between both supervisors and the student.  For this both of 

the student s supervisors should have been given a copy of the Learning Contract ahead 

of time.  Each supervisor can sign the cover sheet of the copy they have and the AST 

office will consolidate the copies. 
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Purpose of Site Visit: 

Á Is an informal time to talk about what the student has been doing and will do.  

Á To make sure everything is going all right for everyone. 

Á To get a sense of what it is like for the student to work there. 

Á To maintain the site for future AST, P.R. for University (Bring program/University 

information.) 

Á To evaluate intern s success in achieving learning objectives/goals. 

Á To facilitate communication between supervisor and intern  

Á Receive usable feedback from supervisor to intern 

Á Receive usable feedback from intern to supervisor 

Á To explore additional learning avenues/resources 

Á To advocate for the student 

Á To open the AST program to feedback 

Á To judge appropriateness and fit of site with intern s learning goals 

 

 

During Site Visit Meeting:    

 with UIS Supervisor, Student, and Field Supervisor- about 30 minutes to an hour 

Get to know the site supervisor and the organization to understand their work and values.  

Á Take interest in their supervisor s current work at the site, as well as their prior work 

before coming to the organization  

Á Introduce yourself, establish rapport, and relieve tension.  Let them know what your  

 values and expectations are. 

Á You may wish to give an overview of your department and program at this time.  

Á Give an overview of the purpose of the Site Visit (see above). 

Á Ask questions. 

Á Discuss fit between learning objectives and job duties.  Find out if the student is making  

 progress on them.  If not, why? 

Á Talk about strengths and weakness in student s work performance. 

Á Introduce student s issues/concerns; facilitate student s feedback to Field Supervisor 

  (if any). 

Á Strategize for behavior change in specific areas; plan for the rest of the internship. 

Á Solicit feedback about AST Program and procedures. 

Á Ask for a tour of the site or department to get a better feel for the working conditions in 
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which the student is functioning.  This also affords an opportunity, hopefully, to meet a few 

of their co-workers, yielding further insight into the organizations milieu. 

  

Site visits are very important.  If done well, they can yield helpful information and may open 

doors for interns in other areas of the organization. 

 

Possible Questions for the AST Student: 

 

Á In general, how are things going for you so far? 

Á Can you give me a brief overview of your internship or projects you ve been working 

on this term? Talk over the remaining timeline for the internship in relation to them 

completing the projects.  A lot of times, they haven t thought about the project in 

these terms. 

Á Has the AST been going according to the original Project Outline, or have there been 

any changes/modifications to it?  

Á What have you learned so far  both specific things about the technical project, but 

also life lessons and academic lessons?  Have you been challenged and motivated 

to learn and perform?  

Á What surprises have you had about the work experience, the organization or 

yourself?  Any Aha s! ? 

Á What are you the most proud of achieving?  What skills have you gained? 

Á Have you had any difficulties or obstacles in accomplishing your goals or completing 

your internship?  Who is the designated point person  to show you the ropes? 

Á How has your work experience helped you toward your long-term career goals?  Has 

this experience given you a clearer picture about what you would like to do in the 

future? 

Á What skills or tasks would you like to work more on, given the opportunity?  

Á Are there things you haven t done that you d like to try? 

Á What are your academic plans?  Are you graduating soon?   
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Possible Questions for the Field Supervisor:  

 

Á Are things going according to the Project Outline form that was filled out at the 

beginning of the semester?  Did you have input for the Learning Objectives?  Please 

comment on the student s progress in achieving the objectives.  

Á Do you have any comments about what the student has just said? 

Á Please discuss the fit of the student s classroom preparation, knowledge and skills 

with their responsibilities, thoroughness of preparation/quality of work/ability to meet 

deadlines and follow instructions.  Do you have any suggestions to improve the 

student s academic program? 

Á Please discuss the student s initiative, attitude, and ability to work with colleagues, 

and contributions to the site.  What effect on the job site has the student had?  

Á What are the strengths the student brought into this internship that s/he has clearly 

utilized to assist the organization? 

Á What most impresses you about this student?  What are the strengths that you have 

seen the student develop or are developing as a result of this internship?  What has 

been the student s greatest success in this work environment?   What has been the 

student s greatest challenge in this environment? 

Á How has the internship been working for your organization?  What steps have been 

taken to make this internship successful? 

Á What is the future of the internship?  What new projects or assignments do you think 

will develop?   

Á What would you like to see this student focus on in his or her own development?  

What additional skills or education would this student most benefit from in order to 

succeed in this career area? 

Á How could the AST Program office better meet your organization s needs?   How 

have we been helpful to you and are there any practices you would encourage us to 

continue?  Are there additional qualifications that you would like a future intern 

possess?  

Á Are you interested in another intern next semester? Do you know about the Illinois 

Cooperative Work Study Program?   

(Offer your business card and/or refer to the AST office number/email/website and be 

sure to relay the request.) 
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Finally  Again with the Intern 

 

Discuss the results from the discussions with the host agency mentor with the intern.  

Compare notes from the discussions and make sure before you leave that they are 

feeling comfortable about what they have yet to accomplish during the remainder of the 

internship.  If you have some observations from talking with them and watching them 

interact with the host agency people that you think would be helpful to improving their 

experience, share those with them.  For example, some interns need to be encouraged 

to ask more questions when they do not understand a situation or topic.  Many of them 

are afraid of looking dumb  when in reality the host agency wants them to ask more 

questions.  Encourage them  remind them that by the end of the internship, they will 

know more about their internship project than most of their community  and how 

special that knowledge is. 

 

If you and the field supervisor are satisfied, the coversheet of the contract should be 

signed by you both and the student and returned to the AST Office.  If changes need to 

be made, wait until the changes are made and then sign.  If you need any additional 

information or details on this, the AST Office would be glad to give you a CD Rom of the 

AST Handbook, 4th Edition or attach a PDF version of the handbook to an email. 

 

Telephone  (217) 206-6640 

Email   - ast@uis.edu 

Web Site - www.uis.edu/appliedstudy 

 

http://www.uis.edu/appliedstudy
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The U.S. Fair Labor Standards Act (FLSA), which applies to all companies that have at 

least two employees directly engaged in interstate commerce and annual sales of at 

least $500,000, severely restricts an employer s ability to use unpaid interns or trainees.  

It does not limit an employer s ability to hire paid interns. 

 

You do not have to pay interns who qualify as leaders/trainees.  The U.S. Department of 

Labor has outlined six criteria for determining trainee status: 

 

1) Interns cannot displace regular employees 

2) Interns are not guaranteed a job at the end of the internship (though you may 

decide to hire them at the conclusion of the experience) 

3) Interns are not entitled to wages during the internship 

4) Interns must receive training from your organization, even if it somewhat 

impedes the work. Interns must get hand-on experience with equipment and 

processes used in your industry 

5) Interns  training must primarily benefit them, not the organization. 

 

 

 

It is wise to cover interns under your workers  compensation policy even though you are 

not required to do so. Student interns are not generally eligible for unemployment 

compensation at the end of the internship. 

 

Paid interns make ideal workers  hungry to learn, eager to make a good impression 

and willing to perform a multitude of tasks.  

 

The relatively small amount of money employers spend on intern wages and benefits is 

a good investment, because it often produces future, long-term employees.  The 

employer should identify the specific terms and conditions of employment (e.g., dates of  
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employment as intern, including date internship will end; compensation; organization 

and/or reporting relationships; principal duties, tasks or responsibilities; working 

conditions; intellectual property; confidentiality; any other expectations of the employer), 

and should discuss these with the prospective intern, so that there is no 

misunderstanding regarding the relationship.  Also, it may make good sense to 

document such a discussion with a written agreement setting forth both parties, 

understandings, and have it signed by both the employer and the intern.   

 

If an intern is harassed at your organization, and you do not do anything about it, your 

organization opens itself to the risk of lawsuits.  Take time to advise your interns of 

appropriate workplace behavior, the organization s harassment policy and complaint 

procedures. 
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The most common visa types that employers will see on College 

College campuses, when recruiting international undergraduates 

or graduate students for either full-time or internship positions 

 are the F-1 and J-1 visas. 

 

An F-1 visa is granted to a person coming to the United States to attend a college, 

university, seminary, conservatory, academic high school, elementary school, or other 

academic institution or language training program approved by the U.S. Attorney 

General for study by foreign students.  The visa holder plans to return home after 

completing studies.  This is the most common non-immigrant visa for an international 

student attending undergraduate and graduate school.  Students are granted F-1 status 

until the completion of the academic program and 12 months of post-program practical 

training.   The purpose of the F-1 visa is to provide an opportunity for study in the United 

States.  Anything outside of study, including employments, is an exception to the visa.  

Authorization for employment is strictly limited to certain situations. 

 

 The student holding F-1 status for a full academic year and in good academic 

standing may work off campus.  Such work authorization is granted when the 

student has sustained unforeseen economic hardship.  Also, the student may not 

work for more than 20 hours per week when school is in session, but may work 

full time during holidays and vacations, including breaks between terms, provided 

the student intends to register for the next school term. 

 

Curricular Practical Training: An F-1 student may perform curricular practical training 

prior to the completion of the educational program as part of his or her  

 

 Educational experience.  The INS defines this type of training as alternate 

work/study, internship, cooperative education, or any other type of required 

internship or practicum that is offered by sponsoring employers through 

agreements with the school. 
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 Post-Completion Practical Training:   This is temporary employment directly 

related to the student s major area of study that takes place after the student 

completes a full course of study.  Authorization for this training may be granted 

for a maximum of 12 months of full-time or part-time work.  Those on a student 

visa can only gain authorization once for this type of training. 

 

The above information is adapted from a web article by Rochelle Kaplan, General Counsel for the 

National Association of Colleges and Employers (NACE).  Reprinted with the permission of the National 

Association of colleges and Employers, copyright holder.  For more information on these and other legal 

issues related to hiring, see NACEWeb at www.naceweb.org. 

 

Employers can take advantage of a nationwide service provider who handles all the necessary paperwork 

and processing for international students to work in an organization.  The largest provider is: 

 

    Immigration Support Services 

    1300 Bent Creek Blvd. 

    Mechanicsburg, PA 17055 

    www.immigrationsupport.com 

http://www.naceweb.org/
http://www.immigrationsupport.com/
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1. Give us real work! 

It cannot be said too many times that interns want to work and learn.  The AST 

Program at the University of Illinois at Springfield cannot accept internships that 

involve mostly clerical or low-skill tasks.  Students receive academic credit in their 

major for an internship  thus the experience must extend the curriculum.   It must 

be college-level learning. 

 

2. Do what you say, and say what you do! 

Be honest with your interns about what they can expect during their internship.  If the 

job will require stuffing some envelopes (only on occasion, not as a regular task) 

then make that clear.  But if you tell the intern they will be researching a project, and 

they spend 90% of their time doing grunt work,  then bad feelings will develop.  

Honesty does not cost you anything and it will make the interns feel that much more 

respected. 

 

3. Give us feedback! 

Remember that interns are students, and they may not have the business skills and 

experiences that you take for granted.  If your intern makes an oversight, just pull 

him or her aside and explain how the situation should be handled in the future. 
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4. We want to be included too! 

Is there a staff meeting that they can attend?  Can they quietly tag along to that next 

project meeting?  Headed to lunch with a couple of people in the office?  Please  

include them in the daily life of your workplace.  After all, if you provide a little more 

perspective on the intern s work, the product will be much better. 

 

5. Please explain. 

When you assign work, make sure you give a detailed explanation.  While the work 

may seem trivial and obvious to you, it may not be obvious to someone who has 

never done it before.  Patience and a few extra minutes at the beginning will pay off 

later when your intern can produce good work independently. 

 

6. I want a mentor! 

Make sure that interns have a mentor or supervisor to provide guidance.  Make it 

someone who truly likes to teach, and the experience will be even better. 

 

7. A minute of your time, please 

The best mentor in the world is useless if he or she cannot or will not spend the 

necessary time mentoring.  As newcomers, interns may not speak up if they are 

feeling ignored, so the burden of making sure they are okay is on the mentor.  If the 

busiest person in the office wants to be the designated mentor, he or she should 

schedule regular times to meet with the intern. 

 

8. Be prepared! 

That wonderful day is here and the intern arrives to start their internship only to learn 

that no one knew they were coming, and there is no place for them to work. 

 

9.  Um I need a chair. 

It is amazing how many employers hire an intern and do not think about the fact that 

they will need a desk, chair, phone and a computer in order to do the task assigned.  

It is not fun, and not efficient to move an intern from desk to desk as people are out  
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one day to the next.  If you want to get a job done, you need to supply the intern with 

the tools to do the job. 

 

10.  Show me the money (as best you can). 

 

While each internship is different, and each industry has its own personality, 

remember that interns have expenses.  Your organization may not be in a position to 

pay much, but anything can help.  Maybe you can help pay for their parking, take 

them to lunch every so often, or develop some other creative way to assist them. 
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 I knew there were fields I didn t want to go in and I knew 

there were fields that I might want to go in.  AST gives students 

an opportunity to explore a career to see if they really like it 

and if they do to continue on.  In my case, AST helped me to 

formulate career goals and to decide if this was something I really wanted to do. 

 

The type of work we were doing at the White House is the type of work I can see myself 

doing and enjoy.  The experience has motivated me to graduate, get into the work force 

and make a difference.  In the end, I was able to say, Wow!  I really love what I m 

doing. 

 

You have to come into your internship with a positive attitude.  Everything is not going 

to go your way.  You are working with people who are already in the field.  You have to 

be willing to sit back, listen and allow yourself to learn.  Like a sponge, absorb 

everything that they have to offer.  By doing these things, it will help you and your 

future. 

 

         

          Brad J. Goodman 
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