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- Complete the required reflection component of the internship and submit to the faculty 

internship coordinator 

1.3: Non-Credit Bearing Internships 

Some academic departments require that students complete a registered internship for graduation in 

their major. However, not all departments require that those internships be taken for academic credit. It 

is always best to check with your faculty advisor to determine whether your major requires an 

internship to be registered for actual credit hours or whether you may register your inteƌŶƐŚŝƉ�ĨŽƌ�͞Ϭ-

ĐƌĞĚŝƚ͘͟�/Ĩ�ƌĞŐŝƐƚĞƌŝŶŐ�ĨŽƌ�͞Ϭ-ĐƌĞĚŝƚ͕͟�ǇŽƵ�ǁŝůů�Ɛƚŝůů�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĐŽŵƉůĞƚĞ�ĚŽĐƵŵĞŶƚĂƚŝŽŶ�ĂŶĚ�ĞǀĂůƵĂƚŝŽŶ�

https://www.naceweb.org/uploadedfiles/files/2021/resources/nace-career-readiness-competencies-revised-apr-2021.pdf
https://www.naceweb.org/uploadedfiles/files/2021/resources/nace-career-readiness-competencies-revised-apr-2021.pdf


   
 

  
 

Leadership ͞ZĞĐŽŐŶŝǌĞ�ĂŶĚ�ĐĂƉŝƚĂůŝǌĞ�ŽŶ�ƉĞƌƐŽŶĂů�ĂŶĚ�ƚĞĂŵ�strengths to achieve 

ŽƌŐĂŶŝǌĂƚŝŽŶĂů�ŐŽĂůƐ͘͟ 

Professionalism ͞<ŶŽǁŝŶŐ�ǁŽƌŬ�ĞŶǀŝƌŽŶŵĞŶƚƐ�ĚŝĨĨĞƌ�ŐƌĞĂƚůǇ͕�ƵŶĚĞƌƐƚĂŶĚ�ĂŶĚ�ĚĞŵŽŶƐƚƌĂƚĞ�

effective work habits, and act in the interest of the larger community and 

ǁŽƌŬƉůĂĐĞ͘͟ 
Teamwork "Build and maintain collaborative relationships to work effectively toward 

common goals, while appreciating diverse viewpoints and shared 

ƌĞƐƉŽŶƐŝďŝůŝƚŝĞƐ͘͟ 

Technology ͞hŶĚĞƌƐƚĂŶĚ�ĂŶĚ�ůĞǀĞƌĂŐĞ�ƚĞĐŚŶŽůŽŐŝĞƐ�ĞƚŚŝĐĂůůǇ�ƚŽ�ĞŶŚĂŶĐĞ�ĞĨĨŝĐŝĞŶĐŝĞƐ͕�
complete tasks, and accomplish goaůƐ͘͟ 

 

Additionally, quality internship sites tend to do the following: 

- Provide a completed position description that clearly outlines work requirements prior to the 

start of the internship. 

- Set achievable goals and expectations for your position that can be accomplished. 

- Communicate work schedule expectations and flexibility in hours. 

- Provide responsibilities and projects that are meaningful and provide clarity in potential callings, 

rather than clerical work disproportionate to expectations in the field. 

- Provide adequate training and orientation to the role and organization. 

- Emphasize the importance of certifications, licensures, and/or credentials in completing some 

tasks while making clear ways in which interns can contribute. 

- Opportunities for ongoing structured supervision with constructive feedback and space for 

questions. 

- Provide a space that values the contributions of the student intern in team huddles, clinical 

rounds, staff meetings, client meetings, presentations, etc. 

- Provide networking opportunities with other organization employees. 

- Provides opportunities to celebrate the accomplishments of the intern at the end of the 

semester. 

Section 2: Internship Academic Registration & Completion 

2.1: Registration Process 



   
 

  
 

to submit the registration form, you will need to have learning goals developed with your 
faculty supervisor, the number of credit hours you want to receive, and the names/email 
addresses of all required approvers (faculty supervisor, department chair, and site 
supervisor).  

Step 4 

Await Approval: After reviewing your submission and confirming any needed details, Career 
Services will start the approval process. Once all electronic approvals have been received, 
the Registrar will add credit-bearing experiences to your account. Please note that only 
credit bearing experiences are viewable in self-service. You can always check on the status 
of your internship approvals by returning ƚŽ�ƚŚĞ�͞�ǆƉĞƌŝĞŶĐĞƐ͟�ƐĞĐƚŝŽŶ�ŽĨ�,ĂŶĚƐŚĂŬĞ͘� 

Step 5 

Plan for Completion: After approval, you should be aware that you will be responsible for 
completing the academic evaluation assignments from your faculty supervisor. In addition, 
Career Services will require completion paperwork that will be emailed to you. You must 
submit these assignments to receive credit. 

 

2.2: Credit Hours Guidelines 

You can receive 1 credit hour for every 35 work hours that you complete at your internship. You will be 

required to track these hours and submit a supervisor-approved log at the end of the semester. If you do 

not meet the number of hours by the end of the semester, your credits awarded will be reduced to 

reflect the hours that you worked. If you plan to complete multiple internships, please note that you can 

only receive a cumulative maximum of 10 credit hours from internships at Wittenberg.  

If you plan to receive credit hours for your internship, you will also be asked to complete academic 

assignments by your faculty supervisor. This could come in the form of a reflection paper, weekly work 

ƐƵŵŵĂƌǇ͕�Žƌ�ƉŽƐƚĞƌ�ƚŚĂƚ�ĐĂŶ�ďĞ�ƉƌĞƐĞŶƚĞĚ�Ăƚ�ĂŶ�ĞǀĞŶƚ�ůŝŬĞ�ƚŚĞ�͞�ĞůĞďƌĂƚŝŽŶ�ŽĨ�>ĞĂƌŶŝŶŐ͘͟�dŚĞƐĞ�

assignments vary by faculty member but must be completed in order to be granted credit for the 

internship. 

During the fall and spring semesters, you are allowed a maximum of 19 credit hours as a full-time 

student. If you believe that your internship will send you over 19 credit hours, you can submit a petition 

to overload to the Office of the Registrar. However, those petitions are subject to approval and would 

be billed to your account at the full semester tuition rate per-credit hour. Over the sum





   
 

 



   
 

  
 

and clinicians. Some sites will require that students purchase their own liability or malpractice insurance 

(I.e., Clinical internship programs).   

3.3: Notice of Nondiscrimination 

dŚĞ�ĨŽůůŽǁŝŶŐ�ŝƐ�tŝƚƚĞŶďĞƌŐ�hŶŝǀĞƌƐŝƚǇ͛Ɛ�͞EŽƚŝĐĞ�ŽĨ�EŽŶĚŝƐĐƌŝŵŝŶĂƚŝŽŶ͘͟�/Ŷ�ĂĚĚŝƚŝŽŶ�ƚŽ�ǁŚĂƚ�ŝƐ�ŽƵƚůŝŶĞĚ�

here, all internship sites and employers should abide by any applicable state and federal civil rights laws. 

As an institution that values the dignity of all, the University adheres to all federal and state civil rights 

laws banning discrimination in private institutions of higher education. Wittenberg University does not 

discriminate on the basis of age, race, color, creed, religion, ancestry, national or ethnic origin, 

sex/gender, sexual orientation, gender identity, disability, genetic information, military status, veteran 

status, familial status or any other protected category under applicable local, state or federal law, 

ordinance or regulation. This includes protections for those opposing discrimination or participating in 

any complaint process on campus or within the Equal Employment Opportunity Commission, Ohio Civil 

mailto:gillc@wittenberg.edu
mailto:walterm@wittenberg.edu


mailto:gillc@wittenberg.edu
mailto:walterm@wittenberg.edu
mailto:gillc@wittenberg.edu
mailto:walterm@wittenberg.edu
http://www.wittenberg.edu/administration/student_development/handbook.html
http://www.wittenberg.edu/academics/faculty_manual.html
http://www.wittenberg.edu/administration/human_resources_staff_manual.html
/student-life/student-development/title-ix-campus-notification
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Please direct all questions on this program to the current campus representative (Dr. Catherine 

Waggoner - cwaggoner@wittenberg.edu). 

6.2: Internship Information 

Students who have secured an internship through the Lutheran College Washington Semester program 

will register through the normal university process, working with the on-campus LCWS representative to 

identify the faculty supervisor. The faculty supervisor does not need to come from the department in 

which you are majoring. However, the supervisor should come from the department in which you are 

registering your internship. For example, a CMDM 491 internship should be supervised by a faculty 

member in the Department of Communication and Digital Media. 

Section 7: Department of Business Internship Requirement 

7.1: Department Requirement for Eligible Majors 

Prior to graduation, students majoring in the following programs are required to complete an approved 

internship (BUSN-491 OR ACCT-491): 

- Accounting 

- Finance 

- Management 

- Marketing 

To complete this requirement, the student must do the following: 

- Essure that the internship is officially registered with the university (Career Services) and 

approved by a faculty supervisor in the Department of Business and Economics. This is to be 

done at the beginning of the semester in which the internship is to take place. 

- Submit all required general internship evaluations by the stated deadline at the end of the 

semester. 

- Submit all required academic assignments required by your faculty supervisor by the stated 

deadline at the end of the semester. 

- Log and submit proof of working at least 105 work hours at the internship site.  

mailto:cwaggoner@wittenberg.edu

