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A Faculty Sponsor’s Checklist for 
Sponsoring an Intern

• Require students to review the guidelines of being a student 
intern in an academic internship. 

• Have the student meet with a Career Coach to discuss the 
procedures before obtaining an internship. The Career Coach will 
assist the student through the steps of finding and establishing an 
internship. The Career Coach will: 
~ Provide resources for the student to research different sites 
~ Help students prepare a resume and cover letter 
~ Prepare the student for a phone and/or personal interview 

• After the student has completed a resume, cover letter, sent them 
to the organizations they are interested in, and has secured an 
internship, the student and yourself should arrange a meeting to 
discuss the Internship Proposal. 

• Review and discuss the learning objectives on the Internship 
Proposal and make revisions/suggestions as needed. The learning 
objectives will be the most essential part of the form, as they are 
geared towards the educational goals of the internship. 

• Make certain the student is cognizant of the dates to 
communicate with one another, the amount of credit they will 
receive, and the assignments that will be required of them. 
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A Faculty Sponsor’s Checklist for 
Sponsoring an Intern
• Review and approve the Internship Proposal on BearTracker. If 
you deny the proposal, please let the office know why and if there 
are corrections to be made. 

• Contact a Career Coach is there are any questions or concerns 
about your intern throughout the duration of the student’s 
internship.

• At the close of the semester and all required assignments are 
completed you hand in a final grade.

Example Syllabi
Below are example syllabi for different credit amounts, majors, 
and from different faculty sponsors. You can even choose to add 
a grading rubric! 
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