Pine Manor College Internships
Guidelines and Responsibilities for Students, Faculty Sponsors, and Site Supervisors
The Senior Internship is designed to be a significant and valuable work place experience that allows 
students to apply their academic experience and skills in a real world setting. By understanding the process 

and requirements, and by planning ahead, your internship can be a great experience. 
Part A: Student Intern Responsibilities
I. Time Commitment and Credits
The Curriculum Committee has established the following requirements for internships:
A. 200 Level Internship: 96-120 hours for 4 credits, and 8-10 hours per week during the semester.
B. 400 Level Internship: minimum of 192 hours for 6 credits over 12 weeks during the semester.
C. 400 Level Internship for a double major: a minimum of 16 hours a week for 8 credits, and

attendance at seminars for both majors
II. Academic Requirements and Responsibilities
The contract and which must be signed by the student, site supervisor, and Faculty Sponsor. It is the intern’s responsibility to understand these requirements, and, in signing her contract, she is committing herself those requirements.
A. Internship and Academic Responsibilities

The site responsibilities are developed by the site supervisor and the student with input and approval from the Faculty Sponsor. Academic responsibilities are developed by the Faculty Sponsor. Level 495 internships have specific academic guidelines and requirements including: participation in a weekly seminar, recording internship activities in a journal, and regular meetings with the Faculty Sponsor.
B.   Internship Contract

The internship contract specifies the duties and expectations of the student, site supervisor, and Faculty Sponsor and, to be valid, it must be signed by all three parties. The contract can be amended during the semester.
C.  Site Supervisor Evaluation
The Site Supervisor Evaluation provides an assessment of the student’s performance in the internship.   So that the intern can get the maximum benefit from the evaluation, the site supervisor should review it with her.  
D.  Intern Evaluation of Internship 
Students are asked to complete a short evaluation of  their internship experience to help the College insure that internship placements are meaningful for PMC students. 
III. Workplace Standards and Professionalism
Internships are comparable to real jobs in a real workplace, and interns are expected to adhere to high standards of professional behavior, as well as any specific requirements at their internship site. PMC has
an excellent reputation of responsible and hard-working interns who are ambassadors for PMC in the community. 

Part B: Faculty Sponsor Responsibilities
The Faculty Sponsor facilitates and evaluates the student’s academic and hands-on experience to promote a 

high-quality internship experience. S/he develops the academic expectations and responsibilities, and works

with the student and site supervisor on the learning objectives for the student.
I. Academic Requirements
Faculty Sponsors will establish academic requirements which must be clearly stated on the contract. 
II. Grading and Evaluation

Grading criteria for 400 level internships are specified in the Academic Guidelines as established by faculty  

Sponsors. For 200 level internships, Faculty Sponsors must enumerate in the contract specific grading this information must be reviewed with the student. 
III. Communications with Students and Site Supervisors
Faculty Sponsors should meet regularly with students to monitor the student’s progress, and they should together review all evaluations. Faculty Sponsors should establish communications with site supervisors early in the semester, and should visit the internship site at least once in the semester to evaluate of the student’s performance.
Part C: Site Supervisor’s Responsibilities
The Site Supervisor is expected to:

A. Develop and review with the student intern, a specific description of responsibilities she is expected 

to perform. Site Supervisors should feel free to contact Faculty Sponsors for input. 

B. Serve as the intern’s supervisor and establish the methods that will be used in supervising. These should be reviewed with the intern at the beginning of the internship. Regular supervisory meetings will help the intern and the supervisor to realize the best possible outcomes from the internship. 
C. Complete the Site Supervisor Portion of the Internship Contract and sign the contract. She/he should return contract documents to the intern. The Contract can be found at: 

www.pmc.edu/career-services/Internship.
D.
Be available to the Faculty Sponsor and/or Director of Career Services & Experiential Learning 

for consultation and/or site visits.

F. Complete the Site Supervisor Final Evaluation of Student Intern and review it with the student. The student will deliver the evaluation to the Faculty Sponsor.

G. Complete the Site Supervisor Program Evaluation which should be returned directly to the Career Services and Experiential Learning Center.
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