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Introduction
The Grinnell College Internship Program is designed to support students in their
pursuit to gain career-related experience as a part of their liberal arts education.
Students gain an understanding of how their academic preparation can be used in work
settings and also discover the extent of their knowledge and skills. They gather
information and perspectives that are helpful in making career choices and/or planning
for graduate or professional education. We encourage students to seek out internship
opportunities that fit the academic background and developing career interests.
Your intern is a part of the Grinnell College Internship Program because he/she is pursuing this
internship for one or more of the following reasons:
• For academic credit;
• For Curricular Practical Training (CPT) work authorization;
• To receive Grinnell College internship funding;
• To have the Center for Careers, Life, and Service track the internship for you as the employer or
for a financial aid benefit for the student.
Your organization will benefit by having a bright, inquisitive student working with your staff. The
Grinnell College intern is a liberal arts student with strong writing, analytical, and research skills as well
as knowledge in a major field. The student who has chosen to participate in an internship at your
organization is interested and motivated to learn from a fieldwork experience.
The campus community also reaps benefits from our students pursuing career related experiences.
Students return to the campus with new experiences and perspectives that can be shared with their peers
and instructors. They bring to the classroom knowledge of how theories and techniques are applied in
the work place.

How Do Internships Benefit Employers?
•
•
•
•
•
•
•
•
•

Continuous source of highly motivated pre-professionals
Students bring new perspectives to old problems
Visibility of your organization is increased on campus
Quality candidates for temporary or seasonal positions
and projects
Opportunity for professional staff to pursue creative
projects and gain supervisory experience
Flexible, short-term employer commitment
Increase diversity within your organization
Proven, cost-effective way to recruit, evaluate, and
retain potential employees
Organizational image is enhanced

Criteria for an Appropriate Internship Site
In accordance with Grinnell College Center for Careers, Life, and Service’s affiliation with the National
Association of Colleges and Employers (NACE), the College upholds the standards set forth by NACE
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in determining the legitimacy of an internship. To ensure that an experience-whether it is a traditional
internship or one conducted remotely or virtually-is educational, the following criteria must be met:
• 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.
• 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.
• There are clearly defined learning objectives/goals related to the professional goals of the
student's academic coursework.
• There is supervision by a professional with expertise and educational and/or professional
background in the field of the experience.
• There is routine feedback by the experienced supervisor.
• There are resources, equipment, and facilities provided by the host employer that support learning
objectives/goals.

Role of the Center for Careers, Life, and Service (CLS)
The Center for Careers, Life, and Service (CLS) serves as a liaison with all those involved in the
internship and is responsible for:
•
•
•
•
•
•
•
•
•
•
•
•
•

Meeting with students to identify and clarify internship goals;
Supporting students and you as the Internship Supervisor before, during, and following this
Grinnell College internship experience;
Mediating any conflicts that may arise between you and interns;
Providing information to you to clarify Grinnell College policies and procedures;
Maintaining the confidentiality of any information about your organization;
Encouraging students to provide a productive contribution to the overall mission of your
organization;
Enforcing any additional rules and procedures that are mutually agreed upon in advance in
writing between Grinnell College and your organization;
Ensuring that students successfully complete all their internship requirements;
Monitoring the Intern’s progress;
Soliciting evaluations from the intern and Internship Supervisor
Holding a mandatory orientation session covering administrative details and techniques for
learning from their career-related experience;
Providing information to Internship Supervisors about how to host another Grinnell College
student intern in the future;
Establishing guidelines and standards for student intern conduct to make these guidelines and
standards available to the internship site if requested.

Questions, problems, or suggestions should be directed to Megan Crawford, Assistant Director of Career
Development & Internship Coordinator at the CLS at 641-269-4940 or crawform@grinnell.edu.
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Role of the Faculty Sponsor
ACADEMIC SUPERVISION
Students who secure an internship for academic credit will regularly communicate with their Faculty
Sponsor. Faculty Sponsors provide a link between the intern’s learning at the internship site and learning
in the classroom. By communicating regularly with our students, Faculty Sponsors will discuss what
they are learning and help them to analyze and synthesize the learning gained from their internship.
Faculty Sponsors will raise questions, challenge assumptions, and offer guidance.
Students are expected to keep a daily blog/journal of the internship experience to share with their Faculty
Sponsors regularly. Often blog/journal entries provide the basis for meeting discussions. In addition,
Faculty Sponsors also assign readings relevant to the inter-relationship of the internship and a recognized
academic field.
INTERNSHIP SITE SUPERVISION
While the Grinnell College CLS assumes the primary responsibility for communication with the
internship site, it is recommended that Faculty Sponsors contact the Internship Supervisor(s) to introduce
themselves and serve as another contact if needed.
EVALUATION
The CLS will contact the Internship Supervisor for mid-term
and final written evaluations. The Faculty Sponsor and the
intern will receive copies of these evaluations.
GRADING
Our students will be graded on the new learning resulting
from the internship and the additional academic work
produced and not for the experience itself. Faculty Sponsors will consider the Internship Supervisor’s
evaluations, quality of individual meetings with the Intern, completion of assigned readings and a final
paper. If there is any confidential matter that you would not like the intern to include in their academic
work, please inform the intern.

Role of the Internship Supervisor
We have learned from experience that internships are most satisfying for both interns and Internship
Supervisors if their internship includes an orientation period, regular communication, and consistent
supervision. We hope that the internship will prove to be a rewarding experience for our students and
your organization. Please let us know how we can assist in making the internship as valuable as possible
for both your organization and the intern. Listed below are some specific suggestions for Internship
Supervisors that have been recommended by past interns, Internship Supervisors, and Faculty Sponsors.
ORIENTATION
• Give the intern a tour of the office and introduce him/her to the people with whom he/she will be
working. Use the Internship Site Orientation Checklist (see Appendix B on Page 17) as a guide.
Share with the intern the job descriptions of co-workers and an organizational chart for the
organization/agency if appropriate.
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•
•
•
•

Explain the mission, goals, functions, services and procedures of your organization/agency as
well as your department and its relationship to the larger organization or profession and overall
organizational cultural.
Introduce the intern to brochures, manuals, reports, and/or journals pertinent to the
organization/agency and to the field.
Clarify what is expected of the intern with respect to deadlines, dress, quality of work, degree of
independence, and confidentiality of certain information.
Discuss with the intern the specific duties and projects on which he/she will be working and
explain how these projects fit into the larger picture and goals of your organization/agency.

COMMUNICATION
• Notify the CLS of any changes in the work status, schedule or performance of the intern or if any
problems arise during the internship.
• Confer with the Faculty Sponsor, if your intern in pursing this internship for academic credit,
when necessary.
• Communicate the organization’s policies and standards to a member of the CLS
• Respond to all communications from the CLS in a timely manner.
• Thoroughly read and review the College/Agency Memo of Understanding document (see page
10).
SUPERVISION
• Since the first two weeks are the most critical for supervision, spend time
each work day answering questions and introducing the intern to the
office and to his/her work.
• After the second or third week of the internship, discuss with the intern
the projects that have been outlined for him/her. After a few weeks of
working, both you and the intern will have a better idea of whether the
projects are feasible, match the skills and abilities of the intern, and
encompass enough work. Take the time at that point to redesign or make
any necessary changes to make this internship meaningful for the student
and for your organization/agency.
• Give the intern an opportunity to attend staff, committee, public or
legislative meetings.
• Explain to the intern how you make decisions—what the alternatives are and how you arrive at
conclusions.
• Throughout the internship, meet regularly with the intern to report or evaluate his/her work, to
discuss any new questions, explain how the intern’s work is contributing to the organization,
discuss areas needing growth and development, and to get a sense of what kind of work lies
ahead. During these meetings, you will have the opportunity to coach, counsel, and reinforce
positive attitudes and performance.
• Encourage and support the learning aspect of the intern.
• Provide adequate supervision and assign duties that are career-related, progressive and
challenging.
• Encourage your intern to keep a portfolio of work accomplished during the experience. This will
provide them with a sense of accomplishment and could prove to be beneficial in their future
professional experiences. It will also give you a basis to discuss their professional growth.
Specific work documents to include in a portfolio might be any of the following: job descriptions,
legislation, proposals, manuals, citations and awards, contracts, program outlines, company
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•
•

newsletters, performance appraisals, charts and graphs, correspondence, press releases,
certificates, research reports, financial reports, displays and exhibits, references, survey reports,
cost analyses, and marketing plans.
Make available equipment, supplies, and space necessary for the intern to perform his/her duties.
Provide safe working facilities. Assume liability for work-related injuries sustained by the Intern,
insofar as the internship site may determine the same to be required by law in that state.

EVALUATION
• You will be asked to complete two written appraisals of your intern’s performance (forms to be
emailed to you by the CLS, one at the mid-term point and the other by the end of your intern’s
assignment).

Concerns of Interns
Addressing these intern concerns at the onset will give your internship program progressive momentum.
GIVE ME REAL WORK
It can’t be said too many times that interns want to work and
learn. An internship can help you get a job done that you
couldn’t otherwise, right? If you’ve brought on an intern as a
recruitment tool, then how will you be able to assess their
abilities? It just makes sense to utilize your interns well.
While administrative duties like making copies and updating
databases are part of being an intern, your intern won’t grow or
learn much if that’s all she/he is doing. So think through some
valuable projects your intern can take on—even if it’s just a piece of a larger project. Try to assign her
tasks that relate to her career goals or her strengths, or ask what she/he is interested in learning more
about and give her/his something in that vein.
Beyond the benefit of having some help for your job, finding substantive tasks for your intern to take on
provides you a great opportunity to learn how to delegate. Remember that being a leader doesn’t mean
doing everything yourself—it means empowering others and bringing out their talents.
DO WHAT YOU SAY AND SAY WHAT YOU’LL DO
Be honest with your interns about what they can expect during their internship. If the job will require
stuffing some envelopes, then make that clear. But if you tell the intern he or she will be researching a
project, and they spend 90 percent of their time doing “grunt work,” then bad feelings will develop.
Honesty will make the interns feel respected.
I WANT FEEDBACK
Remember interns are students, and they may not have the business skills and experiences 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.
For an intern, there’s nothing worse than being forgotten about in the file room. So, you should plan to
check in with your intern every day, plus have a more formal sit-down meeting about once a week to
keep her/him informed about upcoming projects and make sure she/he has clear direction on existing
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ones. This might seem like an added constraint on your time, but it’s important to help your intern feel
like part of the team and stay on track with her/his goals. Plus, you’ll need to do this when you supervise
other employees, so it’s a good idea to get into the habit of managing your time wisely so that you can
complete your own projects and still devote time to others.
WE WANT TO BE INCLUDED TOO
Is there a staff meeting they can attend? Can they quietly tag along to that next project meeting or staff
lunch? 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.
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’s 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.
Keep in mind that this may be your intern’s first foray into the working world, so things that seem selfexplanatory to you (mail merging, tracking changes) might not be to her/him. I’ve been guilty of being
too hands-off with my interns, then finding out later that they didn’t always ask questions for fear of
appearing dumb.
Avoid this by assuming that everything needs to be explained, and then give clear instructions for your
expectations, the process for completing the task, and the deadline. After you talk through a project, ask
if she/he has questions, and let her/him know that she/he can always come to you with more after the
fact, too. (And if she/he does—make time to answer them patiently!)
I WANT A MENTOR
Strive to be someone who your intern can learn from. Take the time to answer questions and teach the
things you wish someone would have taught you at that stage of your life. And think about aspects of
your workplace or job that you might take for granted—attending the quarterly meeting, sitting in on a
client presentation, even updating the website—that could be a learning experience for your intern.
Providing both formal and informal growth opportunities is part of helping someone learn—and part of
being a great boss.
Making sure your intern has a great experience is crucial for his or her career. But remember that it’s
important for yours, too! Working with interns provides you with the opportunity to develop resumebuilding management skills and to learn more about the manager you would like to become.
A MINUTE OF YOUR TIME, PLEASE
The best mentor in the world is useless if he or she can’t or won’t spend the necessary time mentoring.
As newcomers, interns may not speak up if they’re feeling ignored, so the burden of making sure they’re
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.
During your intern’s first few days, carve out a few chunks of time on your calendar to give your intern
proper training and instructions. Start with an overview of the organization and the department, a tour of
the office, and an introduction to your colleagues. Consider taking your intern to lunch or coffee—this is
a great time to learn about her and her career goals and make her/him feel comfortable before the real
work begins.
8

Then, at some point on the first day, review the work plan you’ve developed with your intern to go over
assignments and goals. Make sure this is a two-sided discussion, and encourage your intern to give
feedback and ask questions along the way.
PREPARATION
That wonderful day has arrived and the intern goes to start his or her internship only to learn that no one
knew they were coming, and there is no place for them to work. Before your intern sets foot in the door,
think through what, exactly, her/his job will entail, and what duties you’ll have her/her take on. Create a
job description and develop a work plan that outlines her/his responsibilities and goals for the duration of
the internship. Sure, it might be more convenient to just have her/him do whatever comes up (or start
cleaning up that spreadsheet you’ve been avoiding), but creating a structured plan is important for
several reasons. You’ll make sure that you’re providing your intern with work experience that’s actually
valuable, you’ll make sure you’re using her/his time well, and you’ll give her/him a guide to reference
through the internship—plus you’ll have a clear set of standards for evaluating her performance. It is
helpful to also include an orientation for your intern (see Appendix B on Page 19 for an Orientation
Checklist).
I NEED A CHAIR
It is amazing how many employers hire an intern and don’t think about the fact that he or she will need a
desk, chair, phone, and a computer in order to do the task assigned. It is no fun and inefficient to move
an intern from desk to desk as people are out 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.
SHOW ME THE MONEY (AS BEST AS 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.

Responsibilities of the Intern
Our expectation is that our students will become well acquainted with and actively participate in your
work setting. We expect our students to be as conscientious in attendance and work assignments as a
regular employee. If the Intern misses more than two days of work, please contact the CLS so that any
problems may be resolved immediately. For your information, prior to beginning their internships, our
students participate in a mandatory orientation session sponsored by the CLS. In addition, they are
required to blog weekly throughout their internship and complete a final learning summary upon the
completion of their internship. We expect our students to act responsibly and to follow the Community
Standards as outlined in Grinnell College’s Student handbook.

Internship Program Learning Goals
The Internship Program Learning Goals matrix on the following pages will assist you and your intern in
understanding the three key goals and six important outcomes set by the CLS to provide a structure to
assess professional and personal development. These are not meant to replace any specific goals agreed
on by you and your intern, but instead, to provide a general framework for overall professional
development. Students are introduced to these goals in their orientation, and begin to learn about the
skills addressed in each goal, with the hope that their internship experience will give them hands-on
opportunities to improve these skills even further.
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College/Agency Memo of Understanding
GRINNELL COLLEGE INTERNSHIP PROGRAM
I. PURPOSE
The Grinnell College Internship Program provides an educational strategy whereby students complement
their academic preparation with direct practical experience. The effort to combine a productive work
experience with an intentional learning component is a proven method for promoting the academic,
personal, and career development of students. Your participation in the Grinnell College Internship
Program by sponsoring/employing students exhibits your interest and commitment to this educational
strategy and to the growth and development of students as future professionals. We look forward to
collaborating with interns in this work/learning endeavor.
II. RESPONSIBILITIES
To help insure the interests and promote the benefits of an internship arrangement for all parties
involved, the College has developed this Memorandum of Understanding to describe the mutual
responsibilities between the College and your organization hereafter named as Agency.
A. RESPONSIBILITIES OF THE COLLEGE
1.
Encourage the student's productive contribution to the overall mission of the Agency;
2.
Certify the student's academic eligibility to participate in an internship assignment;
3.
Establish guidelines and standards for the conduct of its internship program and to make these
guidelines and standards available to the Agency;
4.
Designate a faculty member, if the internship is credit-bearing, to serve as adviser to the student
with responsibilities to assist in setting learning objectives, to confer with Agency personnel, to
monitor the progress of the internship assignment, and to evaluate the academic performance of
the student;
5.
Maintain communication with the Agency and clarify Grinnell College policies and procedures;
6.
Maintain the confidentiality of any information obtained about the Agency;
7.
Provide general liability insurance and such professional liability insurance as may be reasonably
required for each participating student and faculty member, if credit-bearing;
8.
Inform students prior to the internship that the student is not entitled to unemployment
compensation benefits upon completion of the internship experience;
9.
Enforce any additional rules and procedures that are mutually agreed upon in advance in writing
between the Grinnell College and the Agency.
B. RESPONSIBILITIES OF THE AGENCY
1.
Encourage and support the learning aspect of the student's internship assignment;
2.
Designate an employee to serve as student adviser with responsibilities to help orient the student
to the Agency and its culture; to assist in the development of learning objectives, to confer
regularly with the student and his/her faculty representative (if credit is designated), and to
monitor progress of the student;
3.
Provide adequate supervision for the student and to assign duties that are career-related,
progressive and challenging;
4.
Make available equipment, supplies, and space necessary for the student to perform his/her
duties;
5.
Provide safe working facilities;
6.
Will not displace regular workers with students secured through internship referral;
7.
Notify College personnel of any changes in the student's work status, schedule, or performance;
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8.
9.

10.
11.

Allow a faculty representative, if one assigned, to conduct at least one visit to the worksite to
confer with the student and his/her supervisor;
Provide two written appraisals of the student’s performance (forms to be provided by the Grinnell
College Internship Program, one at the mid-term point and the other by the end of the student’s
internship assignment);
Communicate Agency policies and standards to College personnel;
Assume liability for work-related injuries sustained by the intern; insofar as the Agency may
determine the same to be required by law in that state.

III. TERMS INTERNSHIP ARRANGEMENT
An internship arrangement for each student will be for one academic semester, summer session, or a
period agreed upon by the Agency and Grinnell College. In the event that the Agency is dissatisfied with
the performance of a student, termination of the internship arrangement may be requested by the Agency,
but only after College personnel have been notified in advance and a satisfactory resolution cannot be
obtained. Conversely, the College may request termination of the internship arrangement for any student
not complying with College guidelines and procedures for the internship program, as long as Agency
personnel have been notified in advance and satisfactory resolution cannot be obtained.

Code of Professional and Ethical Conduct for Student Interns
GENERAL STATEMENTS
• We expect our interns to be governed by the employer's employment policies, practices,
procedures, dress code, and/or standards of conduct. To avoid any misunderstanding, we
recommend that interns obtain clarification regarding such matters from you when beginning
their assignment.
• Interns are expected to keep the Grinnell College CLS and you apprised, at all times, of their
current email address, physical address and telephone number.
• Interns understand that permissible work absences include only illness or other serious
circumstances. Interns will be responsible to notify you and the CLS immediately in case of
absence.
• Due to the nature of an internship arrangement, interns may not withdraw from an internship site
except in severe and justifiable circumstances as determined by the CLS in consultation with
intern.
• Interns will follow all policies and procedures of the CLS Internship Program and Grinnell
College, for on-campus classes. This includes completion of all assignments related to the
internship.
SPECIFIC STATEMENTS
Interns will conduct themselves in a professional manner at all times. This includes, but is not limited to:
• Maintaining confidentiality regarding information accessed on any patients, clients, members,
customers, employees, and products or services associated with the internship site;
• Reporting to the internship site on time;
• Using appropriate written and oral expression in all interactions with College personnel,
managers, supervisors, employees, the public and clients;
• Participating in any orientation and/or testing required by the internship site;
• Observing all established safety and sanitation codes;
• Engaging in positive, ethical, legal behavior;
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•
•

Accepting responsibility and accountability for decisions and actions taken while at the internship
site;
Ensuring that all interactions with guests, patients, clients, members, customers, the public and
fellow employees are conducted with dignity and respect towards every person.

RISK AWARENESS AND MANAGEMENT
Should an incident with the intern take place:
• The intern has been encouraged to document all facts such as date, time, persons involved, and
the situation as he/she observed it. Please do the same as well.
• The Internship Coordinator at the Center for Careers, Life, and Service needs to be notified as
soon as possible to inform the College of the situation.

Harassment Policy and Procedures
The Grinnell College Center for Careers, Life, and Service is committed to engaging students in
professional and safe working/learning environments. In accordance with Grinnell College policy, the
Center for Careers, Life, and Service will not tolerate any form of harassment, intimidation or
discrimination on the basis of gender, race (and related physical characteristics), age, national and ethnic
origin, religion, creed, sexual orientation, marital status and/or disability. This applies to Internship
Supervisors and co-workers toward a student, as well as students toward their Internship Supervisors and
co-workers.
MISCONDUCT OF SUPERVISORS/CO-WORKERS TOWARD A STUDENT INTERN
The CLS encourages students to inform themselves of the site’s sexual harassment policy and to follow
it, should one exist. Beyond this, the CLS asks students to report any incident as soon as possible,
allowing both the College and the internship site the opportunity to promptly
intervene. When a student intern contacts the CLS and reports any form of
harassment that he/she may be experiencing at the internship site, a member of
the CLS staff will immediately facilitate appropriate interventions with the
participating internship site and supervisor. All interactions during the
intervention will be documented by the CLS staff and kept on file.
These interventions may include:
• The CLS staff providing guidance to the intern on how to confront the
individual(s) harassing him/her.
• The CLS contacting the Grinnell College legal counsel for assistance in facilitating the
intervention(s).
• The CLS contacting the Internship Supervisor and establishing a formal meeting to present the
allegations the intern reported. This meeting may or may not include the Intern being present at
the meeting. The intern will determine the level of involvement that he/she wishes to have in the
face to face component of the intervention(s).
• Removing the intern from his/her internship site.
• Removing the site and/or perpetrator from the approved list of internship partnerships.
MISCONDUCT OF STUDENT INTERN TOWARD A SUPERVISORS/CO-WORKERS
The CLS asks Internship Supervisors to report any incident as soon as possible allowing the College the
opportunity to promptly intervene. When an Internship Supervisor contacts a CLS staff member and
reports any form of harassment being experienced at the internship site, a member of the CLS staff will
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immediately facilitate appropriate interventions with the student intern and the participating internship
site and Internship Supervisor. All interactions during the intervention will be documented by the CLS
staff and kept on file.
These interventions may include:
• The CLS staff providing guidance, if necessary, to the internship site on how to confront the
student intern.
• The CLS contacting the Grinnell College legal counsel for assistance in facilitating the
intervention(s).
• The CLS contacting the student intern and Internship Supervisor to establish a formal meeting to
present the reported allegations.
• Removing the intern from his/her internship site.
INTERNSHIP TERMINATION
Under exceptional circumstances, you may decide to terminate an intern if the intern's performance is
clearly unacceptable and all efforts to remedy the situation have failed. As the Internship Supervisor, we
ask that you notify the intern and the Grinnell College CLS Internship Coordinator in writing outlining
the reasons for termination.

International Internships
Grinnell College will not continue to sponsor a student at an internship site if the
location is in a country or area considered to be unsafe by the U.S. Department of
State. Should such a Travel Warning or Travel Alert be issued while an internship
is in progress that advises individuals to defer travel to a particular region/country,
your intern will need to immediately depart the country with assistance from the
Center for Careers, Life, and Service. The safety of the student is Grinnell
College’s main priority and steps will be taken to ensure that safety.

Evaluation of the Intern
You will be asked to evaluate your intern mid-way throughout internship experience and at the
conclusion. The evaluations need to be returned to the Grinnell College CLS. The evaluations will be
sent to you electronically from the CLS Internship Coordinator. The purpose of these evaluations is to
facilitate communication regarding the student’s performance as well as to identify areas for which the
student needs to grow and improve professionally. You and your intern will use the following criteria to
evaluate his/her performance together:
A. Ability to Learn
1. Asks pertinent and purposeful questions
2. Seeks out and utilizes appropriate resources
3. Accepts responsibility for mistakes and learns from experiences
B. Reading/Writing/Computation Skills
1. Reads/comprehends/follows written materials
2. Communicates ideas and concepts clearly in writing
3. Works with mathematical procedures appropriate to the job
15

C. Listening & Oral Communication Skills
1. Listens to others in an active and attentive manner
2. Effectively participates in meetings or group settings
3. Demonstrates effective verbal communication skills
D. Creative Thinking & Problem Solving Skills
1. Breaks down complex tasks/problems into manageable pieces
2. Brainstorms/develops options and ideas
3. Demonstrates an analytical capacity
E. Professional & Career Development Skills
1. Exhibits self-motivated approach to work
2. Demonstrates ability to set appropriate priorities/goals
3. Exhibits professional behavior and attitude
F. Interpersonal & Teamwork Skills
1. Manages and resolves conflict in an effective manner
2. Supports and contributes to a team atmosphere
3. Demonstrates assertive but appropriate behavior
G. Organizational Effectiveness Skills
1. Seeks to understand and support the organization’s mission/goals
2. Fits in with the norms and expectations of the organization
3. Works within appropriate authority and decision-making channels
H. Basic Work Habits
1. Reports to work as scheduled and on-time
2. Exhibits a positive and constructive attitude
3. Dress and appearance are appropriate for this organization
I. Character Attributes
1. Brings a sense of values and integrity to the job
2. Behaves in an ethical manner
3. Respects the diversity (religious/cultural/ethnic) of co-workers
J. Industry-Specific Skills
1. Any specialized skills specific to the industry or field you are working within.

Conclusion
We hope you have found the information in this handbook helpful as you prepare for your Grinnell
College intern. Contact the Center for Careers, Life, and Service with any questions or concerns
before, during or after this internship experience. We’re here to assist you. We hope that you and your
intern enjoy this internship experience!
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APPENDIX A
U.S. Department of Labor
Wage and Hour Division
(April 2010)

Fact Sheet #71: Internship Programs Under The Fair Labor Standards Act
This fact sheet provides general information to help determine whether interns must be paid the minimum wage
and overtime under the Fair Labor Standards Act for the services that they provide to “for-profit” private sector
employers.
Background
The Fair Labor Standards Act (FLSA) defines the term “employ” very broadly as including to “suffer or permit
to work.” Covered and non-exempt individuals who are “suffered or permitted” to work must be compensated
under the law for the services they perform for an employer. Internships in the “for-profit” private sector will
most often be viewed as employment, unless the test described below relating to trainees is met. Interns in the
“for-profit” private sector who qualify as employees rather than trainees typically must be paid at least the
minimum wage and overtime compensation for hours worked over forty in a workweek. ∗
The Test For Unpaid Interns
There are some circumstances under which individuals who participate in “for-profit” private sector internships
or training programs may do so without compensation. The Supreme Court has held that the term "suffer or
permit to work" cannot be interpreted so as to make a person whose work serves only his or her own interest an
employee of another who provides aid or instruction. This may apply to interns who receive training for their
own educational benefit if the training meets certain criteria. The determination of whether an internship or
training program meets this exclusion depends upon all of the facts and circumstances of each such program.
The following six criteria must be applied when making this determination:
1. The internship, even though it includes actual operation of the facilities of the employer, is similar to
training which would be given in an educational environment;
2. The internship experience is for the benefit of the intern;
3. The intern does not displace regular employees, but works under close supervision of existing staff;
4. The employer that provides the training derives no immediate advantage from the activities of the intern;
and on occasion its operations may actually be impeded;
5. The intern is not necessarily entitled to a job at the conclusion of the internship; and
6. The employer and the intern understand that the intern is not entitled to wages for the time spent in the
internship.
If all of the factors listed above are met, an employment relationship does not exist under the FLSA, and the
Act’s minimum wage and overtime provisions do not apply to the intern. This exclusion from the definition of
employment is necessarily quite narrow because the FLSA’s definition of “employ” is very broad. Some of the
most commonly discussed factors for “for-profit” private sector internship programs are considered below.
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Similar To An Education Environment And The Primary Beneficiary Of The Activity
In general, the more an internship program is structured around a classroom or academic experience as opposed
to the employer’s actual operations, the more likely the internship will be viewed as an extension of the
individual’s educational experience (this often occurs where a college or university exercises oversight over the
internship program and provides educational credit). The more the internship provides the individual with skills
that can be used in multiple employment settings, as opposed to skills particular to one employer’s operation,
the more likely the intern would be viewed as receiving training. Under these circumstances the intern does not
perform the routine work of the business on a regular and recurring basis, and the business is not dependent
upon the work of the intern. On the other hand, if the interns are engaged in the operations of the employer or
are performing productive work (for example, filing, performing other clerical work, or assisting customers),
then the fact that they may be receiving some benefits in the form of a new skill or improved work habits will
not exclude them from the FLSA’s minimum wage and overtime requirements because the employer benefits
from the interns’ work.
Displacement And Supervision Issues
If an employer uses interns as substitutes for regular workers or to augment its existing workforce during
specific time periods, these interns should be paid at least the minimum wage and overtime compensation for
hours worked over forty in a workweek. If the employer would have hired additional employees or required
existing staff to work additional hours had the interns not performed the work, then the interns will be viewed as
employees and entitled compensation under the FLSA. Conversely, if the employer is providing job shadowing
opportunities that allow an intern to learn certain functions under the close and constant supervision of regular
employees, but the intern performs no or minimal work, the activity is more likely to be viewed as a bona fide
education experience. On the other hand, if the intern receives the same level of supervision as the employer’s
regular workforce, this would suggest an employment relationship, rather than training.
Job Entitlement
The internship should be of a fixed duration, established prior to the outset of the internship. Further, unpaid
internships generally should not be used by the employer as a trial period for individuals seeking employment at
the conclusion of the internship period. If an intern is placed with the employer for a trial period with the
expectation that he or she will then be hired on a permanent basis, that individual generally would be considered
an employee under the FLSA.
Where to Obtain Additional Information
This publication is for general information and is not to be considered in the same light as official statements of
position contained in the regulations.
For additional information, visit our Wage and Hour Division Website: http://www.wagehour.dol.gov
and/or call our toll-free information and helpline, available 8 a.m. to 5 p.m. in your time zone, 1-8664USWAGE (1-866-487-9243).
U.S. Department of Labor
Frances Perkins Building
200 Constitution Avenue, NW Washington, DC 20210

1-866-4-USWAGE
TTY: 1-866-487-9243
Contact Us

∗

The FLSA makes a special exception under certain circumstances for individuals who volunteer to perform services for a state or
local government agency and for individuals who volunteer for humanitarian purposes for private non-profit food banks. WHD also
recognizes an exception for individuals who volunteer their time, freely and without anticipation of compensation for religious,
charitable, civic, or humanitarian purposes to non-profit organizations. Unpaid internships in the public sector and for non-profit
charitable organizations, where the intern volunteers without expectation of compensation, are generally permissible. WHD is
reviewing the need for additional guidance on internships in the public and non-profit sectors.
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APPENDIX B

Internship Site Orientation Checklist
Intern_________________________________________

Date_____________________

Supervisor______________________________________

Welcome and Introduction

□ Company philosophy, goals, and purpose

Tour of Workplace

□ A tour of the workplace
□ An overview of the company safety plan
□ Introductions to co-workers

Tour of Employee Facilities

□ Restrooms
□ Lunch/Break room
□ Where to store personal belongings
□ Where to park
□ Other______________________

About the Company/Organization

□ Discuss company organizational structure
□ Review type of business, products, services
□ Overview of clientele
□ Company culture
□ Other______________________

Department/Position Specifics

□ Explanation of work schedule
□ Review of hours, breaks, and lunch policies
□ Review of dress code
□ Review of conduct code including confidentiality and disclosure
□ Procedure for documenting hours worked
□ Attendance requirements, including procedures for calling in
when absent
□ Relationship to working with other departments or co-workers

Job Specifics

□ How to use the phones and office equipment
□ Where supplies are located,( i.e. paper, pens, etc.)
□ Job duties, work performance including productivity and work
habits expectations, and evaluation process

Safety Training

□ Safety plan, special hazards, and accident prevention

Materials/Resources

□ Copy of personnel handbook
□ Organizational charts
□ Organizational telephone and email directory
□ Internal and external web resources
□ Security procedures

Internship Supervisor Reminders

□ Clearly define expected outcomes and timelines upon commencement
of the internship.
□ Provide frequent, honest feedback to the intern, as this is a learning
experience, as well as a job.
□ Present opportunities for students to develop the skills necessary to
succeed in your industry, providing any initial instruction or
information as required for skill development.
□ Serve as a positive and mentor and role model to the intern.
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