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College of Business Internships
- Information Systems Department -

Once you have secured an internship and have decided to earn academic credit, you will need to

a. Check the IS 320/420 course syllabus, course requirements, and other important information about how your grade will be determined at http://people.uwec.edu/hiltonts/420/.
b. Complete this Internship memorandum of agreement found at http://www.uwec.edu/COB/undergraduate/experiences/internships.htm (look for .pdf under the Information Systems header). The following information is needed to complete this form:
· Organization name & location
· Supervisor name & contact information (phone/email)
· Compensation (hourly salary / monthly stipend)
· Work schedule (number of hours per week)
· Length of internship (planned start & end dates) 

1. Once this memorandum of agreement is completed, save a copy for your records.
2. Email the completed form to the IS Department chair for approval. (You may need to correct or otherwise modify the information you supply until it is complete and correct.)
3. In your email, specify the number of credits you want to earn in the internship (1 credit per 90 hours worked, up to 3 credits maximum per internship).
4. Pay the $100 deposit to the UWEC Business Office in order to register.  You can do this online at http://www.uwec.edu/bussvs/busoff/payment/index.htm , or by calling (715) 836-5907.
5. In a few days you will receive email notifying you that you are clear to enroll in your internship course: IS 420 if you are admitted to the College of Business, IS 320 if not. Be sure to select the approved number of credits when you enroll.
6. Check the online course syllabus for course requirements and other information about how your grade will be determined.
7. Maintain periodic contact with the IS Department chair throughout the internship as needed.
8. Have your on-site internship supervisor submit an evaluation of your internship performance directly to the IS Department chair by the deadline in the syllabus.  If questions arise, please contact the IS Department chair directly.

IMPORTANT:  Please keep your department informed on any changes to this information.

Contact information:
Information Systems			Dr. Thomas Hilton	hiltonts@uwec.edu	715-836-3416
Career Services				Jessica Gardner		gardnejj@uwec.edu	715-836-2927


INTERNSHIP MEMORANDUM OF AGREEMENT
UW-Eau Claire 

An internship is an academic program offered by UW-Eau Claire to students seeking to enrich their education with substantial related work experience.  As an educational work experience program, an internship provides students with benefits such as career and professional development, financial remuneration, and enhanced employability.  To reap the unique benefits of an internship, participating students must fully understand the program and the special responsibilities and obligations with which they must comply.

Therefore, prior to enrolling in an internship course, all students are required to register with Blugold CareerLink and to read and sign this memorandum of agreement to indicate their understanding of and agreement to comply with internship responsibilities and regulations.


As a student enrolled in UW-Eau Claire’s Internship Program, I understand and agree to abide by the following:

	THE INTERNSHIP CENTER

	I understand that a UW-Eau Claire Internship is a credit-bearing or non-credit-bearing planned academic program, alternating classroom study with paid full-time (or part-time parallel) work experience.

I understand I may participate in one or more internship experiences as a part of a bachelor’s or master’s degree in university approved programs.  In each internship experience, credit may be earned.  To receive earned credit, associated tuition and fees will be paid by me.


	PROGRAM 
ELIGIBILITY

	University eligibility criteria for student participation in an internship include, as minimum requirements, that the student:
· Be enrolled in a UWEC academic program and maintain an acceptable program-specific GPA.
· Have completed at least one semester of full-time course work (12 credits).  Check program-specific requirements.
· Be registered and have submitted a résumé in Blugold CareerLink.
· Submit this signed agreement to the sponsoring department.


	RESPONSIBILITY
TO THE INTERNSHIP EMPLOYER 

	I understand my primary responsibility during the work experience will be to the employer.  I agree to meet all requirements and obligations of full-time employees and to act in a responsible and professional manner at all times.

I understand an internship employer is not required to employ me for the expected duration of the internship if my work performance, working relationships, production, or attendance fail to meet the employer’s standards.  I also understand UWEC is not responsible if I am laid off, dismissed, involved in a strike, or for some other reason do not continue to be employed for the expected duration of the internship.  I also understand unemployment compensation laws do not apply to internships.

I understand it is my responsibility to notify my department if I extend my internship into another term so that university records will be up to date and any appropriate fees can be assessed.


	DISMISSAL FROM 
THE INTERNSHIP PROGRAM

	I understand I may be dismissed from the internship for failing to meet responsibilities or for compromising the reputation the department, the college, the university, or the intern employer.
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The University of Wisconsin-Eau Claire is an equal opportunity, affirmative action employer committed to diversity in its people and programs

 (Please complete Blugold CareerLink registration.)

I HAVE BEEN GIVEN A COPY OF THE UWEC MEMORANDUM OF AGREEMENT WHICH DESCRIBES PROGRAM RESPONSIBILITIES AND REGULATIONS.  I UNDERSTAND THE CONTENTS OF THE MEMORANDUM OF AGREEMENT, AND I AGREE TO ABIDE BY THEM.
☐ Check here to agree.


[bookmark: _GoBack]SIGNATURE:    	DATE:	
	(please type)	mm/dd/yyyy


4

4


BLUGOLD ID:   



IF YOU ARE AN INTERNATIONAL STUDENT, go to International Student Services, 111 Schofield Hall, to have the following section signed.

This student is approved for an internship for the following time period:	
	(mm/dd/yyyy - mm/dd/yyyy)

Comments:	



SIGNATURE: 	DATE:	
	Coordinator, International Student Services	(mm/dd/yyyy)
                                                                                                                                                    



We urge you to make a copy of the internship memorandum of agreement for your own records.
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University of Wisconsin-Eau Claire
REQUEST FOR ENROLLMENT IN INTERNSHIP PROGRAM AND RELATED GOALS
The student must complete sections 1 & 2 before receiving department approval.
1. Student Information
NAME:	  	BLUGOLD ID: 
	(last)	(first)	(MI)
EMAIL:		PHONE: 
	(include area code)
Admitted to College of Business?    ☐Yes   ☐No	Major:		Minor:	
Major GPA (including Business Core Courses):  	Overall GPA/Overall:  

1. Internship Information   
Note:	If your internship is full-time and spans summer and fall, you should sign up for the class during the fall semester to maintain full-time student status.  Likewise, if your internship is full-time and spans spring and summer, you should sign up for the class during the spring semester to maintain full-time student status.
Class Standing:	☐Freshman	☐Sophomore	Credits enrolled for (excluding internship): 
	☐Junior	☐Senior
Internship Job Title:	
Starting Date:		Completion Date:	
Hourly Rate:		Hours to work per week:	
Intern Employer:	
	(Company Name)
Employer Address:	
	(Street)
			
	(City)	(State)	(Zip)
Supervisor or Contact Name:	
Supervisor or Contact Email:		Employer Phone:	
	(Include area code)
INTERN SIGNATURE:		DATE:	
	(please type)	(mm/dd/yyyy)

2. To be completed by approving department

Department:		Course Number:		No. Of Internship Credits:	
Term:	☐ Fall	☐ Spring	☐ Summer	☐ Winter
Program Type:	☐ Full-time (not enrolled in additional course credits beyond internship)
	☐ Part-time (not enrolled in additional course credits; participating in an internship part time)
	☐ Parallel (participating in an internship while enrolled in school for course credits)
APPROVAL SIGNATURE:		DATE:	
	Department Chair or Internship Coordinator	Date (mm/dd/yyyy)
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Internship Related Goals
University of Wisconsin–Eau Claire

Goal planning is important so that you may operate in your internship/position with direction and purpose.  Organized and well-written goals include the following points.  Persons in the College of Business must list 3 learning goals; Arts and Sciences must list 5.

	Each goal should include:
1. What you are planning to do to add value to the internship provider (what they are paying you for)
2. How and when you are planning to accomplish it (time frame or percent of effort)
3. How your internship provider will measure the achievement of your goals
Goal 1.

Goal 2.

Goal 3.

Goal 4.

Goal 5.

Please retain a copy of these goals!  You will refer to them in a later report.


#S/Internship Forms/permit to enroll.doc/7-08
              7-10
image2.png
UNIVERSITYs WISCONSIN-EAU CLAIRE




image3.wmf



image4.wmf



image5.wmf



image6.wmf



image7.wmf



image8.wmf



image9.wmf



image10.wmf



image11.wmf



image12.wmf



image13.wmf



image14.wmf



image15.wmf



image16.wmf



image17.wmf



image18.wmf



image19.wmf



image20.wmf



image21.wmf



image22.wmf



image23.wmf



image24.wmf



image25.wmf



image26.wmf



image27.wmf



image28.wmf



image29.wmf



image30.wmf



image31.wmf



image32.wmf



image33.wmf



image1.png




image34.wmf





