Internship Checklist for Gerstacker Students
“Pre-Internship” Requirements:

□ Attend the pre-internship meeting for all students planning to be off- campus the following semester. 
□ Complete the internship form and get appropriate signatures: Make sure you submit form to the registrar’s office before your first day of work if you want it to count as a Gerstacker Internship.
Find the form at: http://www.albion.edu/registrar/images/stories/registrar/documents/INTERNSHIP-PRACTICUM.pdf
□ Start the Learning Objective and submit the completed form to Gerstacker Program Coordinator your first week of work.  (You can review the Learning Objectives with the Gerstacker Associate Director or the Director prior to discussing it with your supervisor, if desired). 
□ Complete the online address internship information

Find the form at:  

http://www.albion.edu/gerstacker/current-students/internship-forms/133
□ Read & Sign the Gerstacker Internships Policies & Procedures

□ Submit start and end dates to Gerstacker Office in order to set mid-term and final evaluation submission deadlines.  

“During Internship” Requirements:

□ Contact the Gerstacker Associate Director to schedule a mid-point, onsite meeting
□ At the pre-determined mid-point complete and submit mid-term evaluations:
http://www.albion.edu/gerstacker/current-students/internship-forms
□ At the pre-determined mid-point, have supervisor complete and submit mid-term evaluation:

http://www.albion.edu/gerstacker/employers
“End of the Internship” Requirements:

□ At the end (final week),  complete and submit final evaluations:

http://www.albion.edu/gerstacker/current-students/internship-forms
□ At the end (final week), have supervisor complete and submit final evaluation:

http://www.albion.edu/gerstacker/employers
Final Assignment:

The final step in the internship evaluation process is to submit the following information to gerstacker@albion.edu .

Work Product

Turn in a product of your work in the organization (e.g. a report, a project, or a compilation of your work). Ideally, this should be a product that you can show to a potential employer that demonstrates your professional skills; get permission to share information with me and/or with others outside the organization. With this product, turn in a brief cover letter explaining what you did and what contribution you were able to make to the organization. Also tell what you learned from your involvement in the report or project and how that experience will help you attain your career goals.

Internship and Coursework Connections 

Write a one-page memo that draws connections between your internship and specific classes you have taken. 
What Your Learned and Updated Resume 

On a separate sheet provide a summary of your internship work assignments and projects including major obstacles faced and problems solved, accomplishments (go into detail here!), rewards, mistakes, or disappointments. 
