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Why Internships Matter
Internships are more than short-term work opportunities—they are a mutual investment. An intentionally designed internship develops a student’s skills and career readiness while providing employers with motivated talent and new perspectives. 	Comment by Kison, Alexandra: Updated wording from “thoughtfully designed”	Comment by Kison, Alexandra: I reviewed the Clark College Brand Guide that Michael referred to in his comment/suggestion on the last draft. I’m not sure if the idea was to incorporate some sentences about the complex identities of Clark College students, or if there is something else to be gleaned here. One challenge and consideration is keeping the guide somewhat evergreen, as student perspectives change as the students do. 	Comment by Kison, Alexandra: Wondering about adding a “thank you” sentence to employers in this first section. Sentence idea: Thank you for your interest in providing an internship to Clark College students. 	Comment by Campbell, Aaron A: I would advocate for keeping it without the thank you.  To me, the "thank you" sentence would make sense to me if we had an introduction paragraph or a summary at the top. I think it works better without in the for mat
Benefits for Students	Comment by Campbell, Aaron A: thoughts on the formatting matching for both sections?	Comment by Kison, Alexandra: Are you referring to how the employer section leads with “Insert Benefit:" and the student section does not have the colon, or something else with the formatting?	Comment by Campbell, Aaron A: referring to the formatting of section leads like "Insert benefit:"
· Apply classroom learning in a real-world environment
· Explore career fields and gain clarity about long-term goals
· Develop the career competencies your workforce needs: communication, teamwork, problem-solving, leadership, professionalism, and technology use – just to name a few	Comment by Kison, Alexandra: Develop career competencies	Comment by Kison, Alexandra: Updated list from NACE: communication, teamwork, critical thinking, leadership, equity, and technology
· Build confidence by taking on meaningful projects and responsibilities
· Network with professionals and gain access to mentors who support their career journey
Benefits for Employers
· Talent Pipeline: Internships create a recruiting channel for skilled, motivated future employees
· Fresh Perspectives: Interns bring creativity, innovation, and up-to-date academic knowledge
· Increased Productivity: Interns can take on projects, freeing staff for higher-level work
· Enhanced Reputation: Employers who provide internships are seen as leaders in workforce development and education partnerships
· Community Impact: Contributes to regional economic development by preparing a career-ready workforce

What Makes an Internship Impactful?
Impactful internships go beyond “busy work” and instead provide structured, educational experiences. According to the National Association of Colleges and Employers (NACE) and best practices in higher education, quality internships should be:
· Structured: A defined start and end date, job description, and clear expectations
· Educational: Learning objectives that integrate academic coursework with practical workplace experience	Comment by Kison, Alexandra: Updated the wording on this per Aaron’s suggestion
· Inclusive: Accessible opportunities that foster learning for students from all backgrounds	Comment by Kison, Alexandra: Updated this line, drawing inspiration from Aaron’s idea to replace the word “thrive” with “learn”
· Mentored: A supportive supervisor/mentor who provides feedback and professional guidance
· Developmental: Experiences that build transferable skills and career competencies
· Evaluated: Regular check-ins, midterm evaluations, and a final review
· Compliant: Meeting FLSA requirements and providing transparency in pay and benefits
Infusing Impact into the Student Experience
Employers can design powerful experiences by embedding intentional learning opportunities:
· Real Work, Real Value: Assign projects that make a tangible contribution to your organization’s mission
· Rotations & Exposure: Allow interns to shadow across departments to broaden understanding of your industry
· Professional Development: Invite interns to trainings, staff meetings, and industry events
· Networking Opportunities: Arrange informational interviews with professionals across different roles
· Feedback & Reflection: Provide structured feedback and encourage interns to reflect on their growth
· Career Guidance: Share insights on pathways, emerging industry trends, and future opportunities
· Closure & Recognition: End with an exit interview, recommendation letter, or portfolio-building materials
The Road Map: How to Implement an Internship with Clark College
Step 1: Define Your Internship Goals
· What is your goal in offering an internship (e.g., talent pipeline, community impact, new ideas)?
· How will the internship support student learning while advancing organizational needs?
Step 2: Design the Internship Framework
· Duration & Hours: How long will the internship last? How many hours per week? (Ex. 12 weeks and 20hrs per week, 23 weeks and 15hrs per week, etc.)
· Format: Will the experience be in-person, virtual, or hybrid? What communication methods will support the intern?
· Compensation: Will the internship be paid or unpaid? Paid internships are strongly encouraged, as many students rely on earned income to financially support themselves, and in some cases their families, while gaining professional experience. Compensation helps ensure equitable access to internships for students from diverse socioeconomic backgrounds and allows interns to fully engage in learning without the burden of unpaid labor. There are some unique circumstances in which a student may request an unpaid internship. Unpaid internships must meet Fair Labor Standards Act (FLSA) criteria to ensure compliance with federal labor regulations.
· Mentorship: Who will supervise/mentor the intern? Does this person have the time, resources, and training to provide guidance?
Step 3: Develop the Internship Description
An internship description should include:
1. Position Overview: Purpose and scope of the internship
2. Learning Objectives: What the student will be able to know or do by the end
3. Primary Responsibilities: Projects, duties, and deliverables
4. Qualifications: Required and preferred skills/experiences
5. Timeline: Start and end dates; hours per week
6. Compensation: Pay rate or unpaid status (with FLSA compliance)
7. Location/Logistics: Worksite details; technology requirements
Step 4: Provide Orientation & Onboarding
· Introduce interns to organizational culture, mission, and staff
· Review policies, procedures, and performance expectations
· Set clear learning objectives and review communication protocols
· Provide access to necessary tools, software, and workspace
Step 5: Supervision, Mentorship & Support
· Establish regular check-ins (weekly or bi-weekly)
· Provide constructive feedback and opportunities for self-reflection
· Adjust responsibilities to balance learning and organizational needs
· Encourage professional growth through access to workshops, trainings, or industry events	Comment by Kison, Alexandra: Encourage professional growth through access to
· Model inclusive workplace practices including but not limited to: pronoun use, pay transparency, affinity groups, bias-free language
Step 6: Professional Development Opportunities
· Job shadowing across teams/departments
· Networking opportunities and informational interviews
· Exposure to multiple aspects of the career field
· Encouragement to build a portfolio of work completed
Step 7: Evaluation & Program Closure
· Conduct a midpoint evaluation to assess progress and adjust responsibilities
· Complete a final evaluation (Co-op example for reference) and share with both the intern and Clark College Career Services	Comment by Campbell, Aaron A: thoughts on providing a sample eval here?
· Facilitate an exit interview to gather feedback
· Provide recognition: letters of recommendation, LinkedIn connection, or professional reference
Step 8: Recruitment & Next Steps with Clark
· Penguin Jobs: Post your internship on Clark’s free online job board (accessible to students, alumni, and community members). Register here: https://clark-csm.symplicity.com/	Comment by Kison, Alexandra: Post your internship on Clark’s free online job board	Comment by Campbell, Aaron A: good call on the "online" add
· Academic Credit Internships: For credit-bearing opportunities (co-ops, externships, clinicals), coordinate with the relevant academic program. Complete the ‘Connect with us’ form on the Career Hub to get connected.
· Career Services Partnership: Employers are encouraged to consult with Career Services for guidance and recommendations related to internship program development and student outreach.
Resources
· Clark College Career Services – CareerServices@clark.edu 
· Career Connected Learning – careerconnected@clark.edu 
· Penguin Jobs – https://clark-csm.symplicity.com/ 
· NACE (National Association of Colleges & Employers) – Best practices, internship standards
· FLSA Standards – U.S. Department of Labor internship guidelines
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