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Procedures

Students participating in internship must be currently enrolled at JJIC and must register for the appropriate internship
class by the deadline. Students registering after the deadline must have the faculty advisor’s consent.

Regular tuition for the academic term for which the intern is registered is charged for any internship experience. The
faculty advisor will determine the number of credit hours to be earned based upon the number of clock hours the
student is expected to complete.

Student will be responsible for completing assignments as outlined in course syllabus to receive a letter grade for
internship experiences.

It is the student’s responsibility to secure an internship site. The Office of Career Services will make resources available
to the student.

Students desiring to intern at a site not listed with the Office of Career Services must provide job descriptions and
contact information to the Office of Career Services and/or the faculty advisor. Joliet Junior College reserves the right to
determine the appropriateness of the site; evaluation may include a site visit. Students will be notified if the site is
approved/unapproved.

Internships are designed to support academic studies and begin and end with the fall, spring or summer semesters. It is
important that students and employers allow adequate time to participate in internship programming.

Career Services will assist students in preparation for internships, students will have access to internship postings,
resume development and interview preparation. Students interested in such assistance must complete an Internship
Application and submit a completed resume in addition to meeting eligibility requirements.

Student Eligibility Minimum Requirements

Minimum requirements suggested by the Office of Career Services were created in response to minimal standards
reflected by employers. However, employers and faculty advisors may opt for a different set of requirements for the
internship.

Students should have...

Minimum 2.0 GPA

Minimum 6 credit hours completed toward major or approval from faculty advisor

Currently enrolled at Joliet Junior College

Approval from faculty advisor

18 years of age

Length of Internship
The student should complete the minimum hours of work experience for each credit earned according to ICCB
guidelines.
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Faculty Responsibilities

Discuss eligibility with the student.

Sign the Internship Application as approval that the student meets minimum eligibility requirements and in acceptance
of being the faculty supervisor.

Determine the type and amount of written assignments to be submitted by the student for credit.

Approve the internship site and job description for internship credit.

Establish and maintain good working relationships between the college and the employer

Meet with the student and the employer to discuss the parameters of the internship experience within the first two
weeks of the internship. Have employer and student sign the work agreement that outlines the objectives of the
internship and responsible parties.

Maintain communication with the student throughout his/her internship experience.

Determine due date for completed Internship Evaluation and communicate this to the employer.

Assign a grade to the student based upon the supervisor’s evaluation of the student’s performance and your evaluation
of the student’s accomplishments

Make available to student the Student Intern Evaluation form upon completion.
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Student Responsibilities

Meet with your faculty advisor.
Complete Internship Application and return to Career Services office.

Meet with Career Services Employer Relations Coordinator to receive assistance with resume development, interviewing
skills, and identification of internship opportunities.

Meet with faculty advisor regarding structure of internship class and register appropriate course.
Follow-up with all employer contacts and interviews.

When the employer has made the offer, the student must provide the employer with the Internship Agreement, and
when completed, provide a copy to the Office of Career Services and the faculty advisor.

Complete course requirements and internship learning objectives.
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Employer Responsibilities

The employer will provide a job description on company letterhead to the Office of Career Services. Job descriptions will
include a description of job duties, rate of compensation (if applicable), working hours and number of hours per week
the intern is expected to work, course requirements and other qualifications. Students who qualify will contact the
employer directly to schedule an interview. (Employers must interview the student before signing the Internship
Agreement.)

Once the employer has selected a candidate(s), he/she must complete and return the Internship Agreement to the
student.

The student is considered an employee of the company and shall be supervised, directed, and evaluated by the
supervisor designated by the employer. The student (employee) shall be paid an agreed upon wage or rate of pay
subject to withholding deductions and shall be covered by the employer’s General Liability and Workers Compensation
insurance. If not receiving compensation, the intern shall be covered by the employer’s General Liability and Workers
Compensation Insurance.

Employers are expected to provide the intern with an overview of the organization and orientation of the internship
responsibilities.

The employer should evaluate the student/s twice during the semester by completing the Student Intern Evaluation
form and returning it to the faculty advisor.

Be available to communicate with the faculty advisor as needed and accommodate a minimum of one site visit to the
premises.
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Career Services Responsibilities

Market Joliet Junior College’s internship programs to employers and identify organizations that provide internship
programs.

Promote each internship opportunity through appropriate methods to reach students and faculty.
Maintain information on internship postings to assist students in the search process.

Prepare students to develop professional application and interviewing techniques.

Facilitate the internship process by providing information and forms to students, faculty, and employers.
Be a resource for internship information and communicate any employer, legal, or policy information.

Maintain a database of employer contact details and employer information such as brochures, newsletters, web sites for
faculty and student research into appropriate sites.
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Internship Application

Date

General Information

Name Student ID #
Address City, State
Phone # Email

What semester/year do you plan on interning?
O Fall UJ Spring UJ Summer

Desired internship hours per week:
(] 20 hours (115 hours (110 hours 00 5 hours (] Other

Academic Information

Academic Program GPA Semester Hours Completed

List Program Courses Completed

Program Courses Currently Enrolled

Participation in internship is contingent upon enrollment at Joliet Junior College degree or certificate program,
successful completion of departmental prerequisites, recommendation by departmental faculty and/or internship
supervisor and acceptance to an internship site. | herby grant permission for the Office of Career Services to release any
information on this application and attached resume to prospective employers offering internship or employment
opportunities. This office does not however, guarantee placement of students into an internship. Career Services is
available to provide job seeking assistance as well as employer leads.

Student Signature Date

Faculty Approval Date
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INTERNSHIP AGREEMENT

Date

Student Name Employer Name

Student ID# Employer Address

Student Email City, State/Zip

Beginning Date Ending Date Internship Supervisor’s Name
Hours per Week Rate of Pay Title

Number of Credits Email address

Internship Job Title (Attach Job Description) Phone Number

List three measurable learning objectives, on which the student can be evaluated.

Objective # 1:
Accomplished How:

Method of Evaluation:

Objective # 2:
Accomplished How:

Method of Evaluation:

Objective # 3:
Accomplished How:

Method of Evaluation:

The student is presently enrolled as a student at Joliet Junior College. Furthermore the student is an employee of the employer and
as such employee shall be supervised, directed, evaluated and disciplined by the supervisor designated by the employer. The
student (employee) shall be paid an agreed upon wage or rate of pay subject to withholding deductions and shall be covered by the
employer’s General Liability and Workers Compensation insurance. If not receiving compensation, the intern shall be covered by the
employer’s General Liability and Workers Compensation Insurance.

Student Signature Date

Employer Supervisor Signature Date

Faculty Signature Date
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Internship Guidelines

Student

The student is considered an employee of the company and he/she shall abide by and be subject to the rules
and regulations of the company.

The student acknowledges that he/she is participating in an internship work experience in which he/she will be
supervised, directed and evaluated by the designated supervisor and the departmental faculty at Joliet Junior
College.

The student will complete a daily log to be turned in to the designated faculty advisor.

The student is expected to complete all internship assignments to earn full credit.

Internship grades (if applicable) will be assigned based on: completion of assignments assigned by faculty,
attendance and verification of completed internship hours and evaluation from the site supervisor.

The student acknowledges personal responsibility for the internship and agrees to perform the internship duties
in a professional and ethical manner.

Students having personal problems with their employer, or any other person affiliated with the internship
should try to politely resolve them directly with the person involved and then if necessary should contact the
Career Services Internship Coordinator or the Faculty Advisor to resolve said issue.

Students dismissed from their internship due to unprofessional practices or conduct may receive a failing grade
for the internship course and may also be subject to disciplinary action in accordance to Joliet Junior College’s
Student Code of Conduct.

Internship fees are assessed at the current tuition rate per credit hour.

Students are exposed to the same risk en-route to the internship site as if they were en-route to a class on
campus and therefore assume the risk of any accident or injury and agree to same and hold Joliet Junior College
harmless from any damages they may suffer.

Employer

College

The company agrees that Joliet Junior College is not responsible for any acts of the student arising out of the
internship responsibilities assigned by the company.

No student shall be discriminated against either by Joliet Junior College or company based upon age, race,
creed, color, sex, national origin, disability or veteran’s status.

No student shall be terminated from internship without verbal notification to the Faculty Advisor.

The employer is expected to provide proof of Worker’s Compensation and General Liability Insurance.

Joliet Junior College faculty advisor will be responsible for internship administration, supervision and follow-up.
All students are covered by Joliet Junior College’s liability insurance.

Student Signature Date

Employer Supervisor Signature Date

Faculty Signature Date
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Daily Student Record

Semester

Student Name Phone

Employer Phone

Supervisor Email

Date from to

Date Activities Hours Worked

Total Hours =

Student Signature Supervisor Signature
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Employer Evaluation of Intern

Student Name:

Company Name:

Supervisor’s Name:

Phone #:

Beginning Date:

Ending Date:

Please indicate your rating with a ¥ mark.

Excellent

Above Average Average

Below Average Poor

N/A

Work Habits

Attendance

Cooperation with Co-workers

Dependability

Punctuality

Quality of Work

Communication Skills

ask for clarification

Is willing to speak up, communicate information and

Listens to feedback and acts to improve

Problem solving Skills

Offers creative solutions to problems

Resolves problems within adequate time frames

Teamwork

Pitches in to help co-workers

Is willing to put in extra time to get the job done

Self-Management

Uses good judgment and establishes priorities

Calls in and maintains agreed hours

Initiative

Seeks opportunities to learn

Take initiative to get a job done even if not told
specifically to do so

Sets and communicates goals

Technical Skills

Has the technical skills required for the position

Is willing to enhance technical skills

What next steps would you recommend for this student following his/her internship?

Did the student complete objectives outlined in the internship agreement? Explain.

Comments:

Supervisor’s signature

Date




