Memo of Understanding

Internship Agreement with Elizabethtown College

I. Purpose:  Internships provide a learning opportunity for students to complement their academic preparation with direct practical experience.  The effort to combine a productive work experience with a learning component enables students to grow academically, personally, and professionally.  Your participation in an internship with Elizabethtown College, demonstrates your interest in contributing to the growth and development of students. 
II. Responsibilities:   To help insure the interests and promote the benefits of the internship for all involved parties, the College has developed this memorandum of understanding to describe the mutual responsibilities between the College and your organization. 
A. Responsibilities of Elizabethtown College
1. Encourage the student’s productive contribution to the overall mission of the Site Sponsor;

2. Certify the student’s academic performance if requested by employer;
3. With input from the Site Sponsor, establish guidelines and standards for student conduct. Meet with student and internship site (at site or through conference call) to discuss expectations for student performance;

4. Designate a College contact to assist the Site Sponsor and student in developing goals and expectations for the internship, to confer with the Site Sponsor personnel, and to monitor the progress of student while participating in the internship;

5.  Maintain communication with the Site Sponsor;
6. Maintain the confidentiality of any information designated confidential by the employer providing this information does not place the student at risk of harm;
7. Enforce any additional rules and procedures that are mutually agreed upon in advance in writing between the College and Site Sponsor.   
B. Responsibilities of Site Sponsor
1.  Encourage and support the learning aspect of the student’s internship experience;
2. Designate an employee to serve as the student’s advisor to help orient the student to the site and its culture, to assist the student to reach internship objectives, to meet regularly with the student, and to discuss the student’s progress with the College advisor;

3. Provide adequate supervision for the student and assign duties that are career-related,  (would utilize the student’s educational training), progressive and challenging in responsibility;

4. Make available equipment, supplies and space necessary for the student to perform his/her duties;

5. Provide a safe working environment.  If applicable and identified in internship description, provide a safe living environment and fund any required travel arrangements to complete internship responsibilities;
6. Notify College personnel of any changes in the intern’s status or of any difficulties in the intern’s performance;

7. Communicate to the student and College the policies and standards of the Site Sponsor;

8. Maintain any insurance as required by law;

9. Comply with all Department of Labor guidelines regarding the compensation of interns (addendum attached);
10.  Complete any visa and work permits as required for student to participate in the internship.

11. Provide feedback to the student and to Elizabethtown College regarding the student’s performance and the internship structure. 

C. Responsibilities of the student
1. Perform, to the best of my abilities, those tasks assigned by my work supervisor;
2. Follow all rules, regulations, and normal requirements of the organization including guidelines regarding confidential information and health and safety requirements;
3. Behave in an ethical and professional manner and act as a positive representative of Elizabethtown College while working at my internship site;
4. Fulfill to the best of my abilities the Learning Objectives stated in this agreement;
5. Communicate with my supervisor and Career Services at Elizabethtown College regarding any changes to the Learning Agreement, work responsibilities, as well as any problems encountered during the course of the internship;
6. Provide Career Services with feedback at the end of the experience regarding the internship experience, including whether or not I would recommend it to other students;
7. Comply with any decision by Elizabethtown College or the internship host organization to remove me from the internship due to failure to comply with their respective policies, procedures, requirements and directives.

III. Terms of Internship Agreement.   An internship arrangement for each student will be for a period agreed upon by the Site Sponsor and the College.  Should the Site Sponsor become dissatisfied with the performance of the student, the Site Sponsor may request termination of the co-op/internship arrangement.  The termination of an intern should only occur if College personnel have been notified and a satisfactory resolution cannot be obtained.  The College may also request the termination of a student who is not in compliance with the agreed upon terms of the internship or if the Site Sponsor does not uphold the responsibilities of the agreement and a satisfactory resolution between the College and the Site Sponsor cannot be obtained.  
IV. Duration of Agreement.  This memorandum of understanding shall continue in effect from ________________________  to _________________________.  

Any questions regarding the internship program, its procedures, or the memorandum should be referred to Career Services College Representative as identified below:

Site Sponsor Representative:___________________________    
Signature:___________________________         
Date:________________________

College Representative:_______________________________

Signature: ________________________________
Date: _______________________ 

Student:______________________________ 
Signature:________________________________ 
Date:____________________
