
 

EMPLOYER INTERNSHIP GUIDELINES 

 

Simpson University Career Services receives many inquiries about internships for our students 

and alumni.  Our online job board — CareerBeam, is a place where employers may post 

internships and other positions.  These guidelines have been created to help employers through 

the process of developing a mutually beneficial partnership between your organization and our 

students and alumnus. 

The term “internship” is often used generically to include all forms of experiential learning.  

Students pursue internships because they want to gain professional experience that links   

academic coursework to the disciplines they want to pursue for their careers.  To gain this 

experience, students want to engage in projects and tasks that contribute to the professional 

work of the organization.  This means that the employer does benefit from the work of the 

intern while providing a meaningful experience that allows for the application of academic 

knowledge. 

Characteristics of an Internship 

 Duration from one month to two years, but typically from 3 to 6 months over the course 

of an academic year 

 Generally a one-time experience 

 Either part-time or full-time, usually a minimum of 10 hours per week 

 Paid or Unpaid 

 Part of an academic major earning academic credit, or the experience can be offered as 

non-credit 

 An  intentional “learning agenda” is structured into the experience so as to distinguish 

the internship from a short-term job or volunteer work 

 Involves learning activities like observation, creation of learning objectives, reflection, 

evaluation, and assessment 

 Balance is achieved between the intern’s learning goals and the specific work 

requirements of the organization 

 Promotes academic, career, and personal development 

 

Developing Work Activities & Measurable Learning Objectives 

A large part of producing effective position descriptions involves the development of challenging 

work assignments relative to the students’ abilities.  The final internship job description typically 

incorporates the needs of your organization, as well as the abilities and academic goals of the 

students.  Students are very receptive to clear direction and frequent feedback.  It is important 

that interns perceive that their work is making a useful contribution to the sponsoring 

organization.  Some sample tasks may include: 

performing lab tests  ♦ writing handbooks or manuals  ♦ designing marketing and promotional materials 

and plans  ♦ generating financial forecast, budgets and cost recovery reports  ♦ performing 

software/hardware modifications  ♦ conducting studies and surveys  ♦ developing slide/sound 

presentations  ♦ compiling technical reports  ♦  creating academic lesson plans  ♦ conducting research  ♦ 

creating training packages  ♦ assisting with grant writing  ♦ compiling competitive analysis  ♦ etc. 

 



 

Creating your Internship Job Description (This document is needed by SU Career Services) 

Repetition and menial work like filing and faxing are a necessary component to anyone’s 

position.  An intern should spend no more than 20% of his or her time on such tasks – since 

the emphasis is on learning.  The intern job description should represent a near mirror image of 

an entry-level position in your organization. 

As you create the internship description, keep in mind the following: 

 Provide background on your organization and department area to be served 

 Review SU Majors to determine what type of student would be most appropriate for the 

position 

 Define the goals and objectives of the internship and the path to achieve them 

 Develop work assignments that are progressively challenging and complement the 

student’s academic program 

 Separate qualifications that are absolute from those that are preferred 

 Anticipate common questions 

 

Marketing your Internship on campus 

Understand the university timelines for submission of internship requests.  Students who desire 

university credit must have forms completed and turned in to the registrar by set deadlines. 

The best marketing is word of mouth from previous interns.  Career Services is here to help in a 

myriad of ways to connect your organization with a wonderful Simpson intern.  Please contact 

us with your questions and requests.   simpsonu.edu/careerservices or 530-226-4701 

Orientation & Training 

Please consider providing an initial orientation for your intern, very similar to the regular new 

staff orientation.  Students will have a more productive experience with a baseline of 

information: 

 Explain the mission and structure of the organization 

 Outline organizational rules, policies, decorum, expectations, special jargon, etc. 

 Define the intern’s responsibilities 

 Provide necessary workspace and resources 

Supervision & Evaluation 

During the internship the supervisor can expect some contact from the supervising faculty and 

an introductory visit from Career Services.  At the close of the internship, SU will require the 

completion of a student evaluation.  (We have a user-friendly form).  Simpson University staff is 

here to make the internship experience positive for both the student and the sponsoring 

organization.  We encourage the site supervisor to contact Career Services with any concerns. 

 Maintain an open channel of communication with formal/informal meetings 

 Keep the interns busy and directed toward their learning objectives 

 Provide opportunities for increasing responsibility 

 Encourage professionalism by assisting the interns in developing human relations skills, 

decision-making abilities, and navigating the work environment 

 

 



 

Standards of Practice and Legal Considerations 

To ensure that an experience—whether it is a traditional internship or one conducted remotely or 

virtually—is educational, and thus eligible to be considered a legitimate internship by the National 

Association of Colleges and Employers (NACE) definition, all of the following criteria must be met: 

1. The experience must be an extension of the classroom:  a learning experience that provides for 

applying the knowledge gained in the classroom.  It must not be simply to advance the 

operations of the employer or be the work that a regular employee would routinely perform. 

2. The skills or knowledge learned must be transferable to other employment settings. 

3. The experience has a defined beginning and end, and a job description with desired 

qualifications. 

4. There are clearly defined learning objectives/goals related to the professional goals of the 

student’s academic coursework. 

5. There is supervision by a professional with experience and educational and/or professional 

background in the field of the experience. 

6. There is routine feedback by the experienced supervisor. 

7. There are resources, equipment, and facilities provided by the host employer that support 

learning objectives/goals. 

Paid interns make ideal workers – hungry to learn, eager to make a good impression and willing to 

perform a multitude of tasks.  The relatively small amount of money employers spend on intern wages 

and benefits is a good investment, because it often produces future, long-term employees. 

Where interns provide sufficient benefit to the employer, they may be classified as "employees" under 

California Workers Compensation Legislation.  It is recommended that you contact your insurance carrier.  

Student interns are not generally eligible for unemployment compensation at the end of the internship. 

“For-profit” organizations offering “internships” may be governed by California and Federal Labor Laws.  

Since this may be an unpaid position, we ask that you review those laws related to compensation for 

internships.  We recommend companies consult their human resources department or a legal 

representative before posting an unpaid position. 

The Test For Unpaid Interns    (Partly quoted from Department of Labor Fair Labor Standards Act Fact Sheet #71) 

There are some circumstances under which individuals who participate in “for-profit” private sector 
internships or training programs may do so without compensation. The Supreme Court has held that the 
term "suffer or permit to work" cannot be interpreted so as to make a person whose work serves only his 
or her own interest an employee of another who provides aid or instruction. This may apply to interns 
who receive training for their own educational benefit if the training meets certain criteria. The 
determination of whether an internship or training program meets this exclusion depends upon all of the 
facts and circumstances of each such program. …Essentially, if the 6 criteria are met, the Department of 
Labor considers there to be no employment relationship:  

1. The internship, even though it includes actual operation of the facilities of the employer, is similar 
to training which would be given in an educational environment; 

2. The internship experience is for the benefit of the intern;  
3. The intern does not displace regular employees, but works under close supervision of existing 

staff; 
4. The employer that provides the training derives no immediate advantage from the activities of 

the intern; and on occasion its operations may actually be impeded;  
5. The intern is not necessarily entitled to a job at the conclusion of the internship; and  
6. The employer and the intern understand that the intern is not entitled to wages for the time 

spent in the internship. 
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http://www.dol.gov/whd/regs/compliance/whdfs71.htm

