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Confirmation of Internship Acceptance | Summer

Please complete this form for the Grinnell College student who will be serving as your intern. This
completed and signed form is a required component of the student’s application for funding and/or
academic credit. A copy of email correspondence with the student will not substitute for this form.

Contact information:

Student intern name:

Internship organization:
Supervisor name:

Supervisor title:

Supervisor email:

Supervisor phone number:
Internship organization address:
City:

State (if in the US):

Country:

Internship information:

Intern’s planned start and end dates (minimum 6 weeks):

Internship format: in-person remote hybrid

Organization’s classification non-profit profit government

Will the intern receive any monetary compensation directly from the organization?

yes no If yes, amount:

Does your organization require the intern to receive Grinnell College academic credit?

yes no

Is the internship supervisor a Grinnell College alum? yes no

Confirmation of eligibility:

The intern is the primary beneficiary of this internship and not an employee under the Fair Labor
Standards Act (FLSA) yes no

The internship’s duration is at least six weeks yes no

The internship’s expected hours of work per week meet Grinnell College’s requirements:

For funding: 30 hours/week minimum yes no

For academic credit (no funding required): 20 hours/week minimum yes no



https://career.grinnell.edu/
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
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Job description:

Please briefly describe your organization, the goals of this internship, and the intern’s expected
responsibilities. You may attach a separate document if you like.

Internship Memorandum of Understanding

The Grinnell College Internship Program provides an educational strategy whereby Grinnell College
students complement their academic preparation with direct practical experience. The effort to
combine a productive work experience with an intentional learning component is a proven method for
promoting the academic, personal, and professional development of students. Your participation in
the Grinnell College Internship Program by sponsoring/employing students exhibits your interest and
commitment to this educational strategy and to the growth and development of students as future
professionals. We look forward to collaborating with interns in this work/learning endeavor.

Purpose

To help ensure the interests and promote the benefits of an internship arrangement for all parties
involved, the College has developed this Memorandum of Understanding to describe the mutual
responsibilities between the students; Grinnell College hereafter named as the (“College”); and the
organization (hereafter named as the "Agency"). This Memorandum of Understanding may be
amended only upon written agreement of the College and Agency.

Terms and conditions of internship arrangement

An internship arrangement for each student will be for one academic semester, summer session, or a
period agreed upon by the Agency and Grinnell College. If the Agency is dissatisfied with the
performance of a student, termination of the internship arrangement may be requested by the Agency
if College personnel are given one week advance notice and if a satisfactory resolution cannot be
obtained. Conversely, the College may request termination of the internship arrangement for any
student not complying with College guidelines and procedures for the internship program if Agency
personnel are given one week advance notice and a satisfactory resolution cannot be obtained.


https://career.grinnell.edu/
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Responsibilities
Responsibilities of the Student (Intern):

1.

2.

Develop a learning contract defining internship learning goals and expectations with internship
supervisor

Conduct oneself in a responsible and professional manner and adhere to the Agency’s
established policies, rules and procedures

Strive to make a positive contribution to the internship and to the overall mission of the Agency
Actively participate and engage in internship performance evaluations with internship
supervisor

Engage in the College’s reflection activities

Notify the Internship Supervisor of any difficulty performing functions or need to adjust
established work schedule.

Responsibilities of the College:

1.
2.

3.

Encourage the student's productive contribution to the overall mission of the Agency
Establish guidelines and standards for the conduct of its Internship Program and make these
guidelines and standards available to the Agency

Designate an adviser to the student with responsibilities to assist in setting learning objectives,
to confer with Agency personnel, to monitor the progress of the internship assignment, and to
evaluate the academic performance of the student

Maintain communication with the Agency and clarify Grinnell College policies and procedures
Maintain the confidentiality of any information obtained about the Agency

If the participating student is receiving credit, provide general liability insurance for each
participating student and professional liability insurance for each faculty member

Enforce any additional rules and procedures that are mutually agreed upon in advance in
writing between Grinnell College and the Agency

Responsibilities of the Agency:

1.

Designate an employee to serve as the internship supervisor with responsibilities to help
orient the student to the Agency and its culture, to encourage and support in the development
of learning objectives, and to monitor progress of the student

Provide safe working facilities with available equipment, supplies, and space necessary for the
student to perform their duties

Not displace regular workers with students secured through internship referral

Assume liability for work-related injuries sustained onsite by the intern

Communicate to College personnel any changes in the student's work status, schedule,
policies and standards

Allow a College representative to visit the Agency to confer with the student and their
supervisor if deemed necessary

Provide two written appraisals (Mid-term and Final; forms provided by the College) of the
student’s performance to the College

The undersigned confirms:

1.
2.

Acceptance of the student named above as an intern with the listed organization
Receipt, review, and acceptance, as an authorized representation of Agency, of the Internship
Memorandum of Understanding

Supervisor signature:

Date:


https://career.grinnell.edu/
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