Internship Registration Checklist 

For Credit Internships

Note: Learning Agreement includes Learning Plan

· Students can pick up an Internship Handbook and all necessary forms in the School of Business.

· The student must determine with their worksite supervisor the scope of the position, objectives to be met and resources and methods to meet these goals.

· The student is responsible for securing a faculty advisor and presenting the specifics discussed with the worksite supervisor.

· Learning Agreement must be completed by students with faculty advisor consultation.

· Learning Agreement must be signed by worksite supervisor and faculty sponsor before submission to the Undergraduate Coordinator for signature.

· Pink Registration Card must be completed as BUSA 495 or 595, including specific term, title and semester hours of internship and signed by the faculty advisor.

· Completed Learning Agreement and Registration Card must be submitted to the Undergraduate/Graduate Coordinator for review and final signatures. A copy of the registration card will be filed in the student record.

· The student is responsible for turning in the Registration Card to the Registrar’s Office. The Registrar’s office honors open enrollment during a specific term.

· The Learning Agreement form information will be retained by the School of Business and information entered into the Internship Database. A copy of the Learning Agreement form will be sent to Cooperative Education for inclusion into the university-wide internship database. (This allows the university to see which companies provide opportunities for PLU students and in what areas and disciplines.)

· Faculty and students are expected to have scheduled contact during the term of the internship to review progress in meeting the stated objectives.

· Prior to the end of the internship, evaluation forms will be mailed to the student and requested of the employer. Once they are returned, they will be reviewed and attached to the original Learning Agreement. Copies of the evaluation also will be forwarded to the faculty advisor.

· At the end of the internship term, either a Pass of Fail grade will be submitted to the Registrar’s Office by the faculty advisor for inclusion on transcript after required materials are submitted to faculty advisor by the student.

Not-for-Credit Internships

It is requested that a Learning Agreement form be completed by the student and turned into the School of Business. No faculty advisor or signatures are required; however, data is recorded into the Internship Database for information only.  

