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Dear Students and Internship Mentors, 

Thank you for being a part of our internship program!  We are excited about the professional 

growth our students will gain through having a direct connection to real world experiences with 

support and guidance from a mentor.  We also are hopeful that mentors will benefit from 

contributing to the development of the next generation of experts in their industries.  This program 

is designed to be mutually beneficial.  Student interns will spend an academic term or summer with a 

mentor to acquire meaningful hands-on experience that expands their understanding of how the 

industry works, exposes them to essential skills they must acquire or develop to be successful in the 

field, and allow them to gain insight into the mentor’s business.  In return, mentors will have access 

to an energetic, enthusiastic, and creative worker, who may become a future employee or colleague.  

This is more than a task oriented job a student executes for a wage.  It is intended to be a 

professional development opportunity in which the intern learns how to execute these duties, while 

expanding their understanding of the purpose of these tasks in the overall scheme of success for the 

company.  By accessing the wisdom of the mentor, the intern will not only learn how to do things, 

they will also understand the rationale behind the strategies that are being used.   

To facilitate a win-win scenario, we ask that you review these guidelines and communicate with 

personnel from the CAHNRS Center for Transformational Learning and Leadership (CTLL) if you 

need assistance at any time throughout the process.  Please contact Katie Nickels, 

kjnickels@wsu.edu or by telephone 509-335-0049 with questions, comments, and/or concerns. 

Again thank you for participating in this program.  We look forward to working with you. 

Sincerely, 

 

Kimberlee Kidwell, Executive Associate Dean  
 
 
 
Melissa Bean, Associate Director of Development, CTLL 
 
 
 
 
Katie Nickels, CTLL Internship Coordinator 
 

mailto:kjnickels@wsu.edu
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INTERNSHIP BASICS 
What You Should Know 
 
An internship is an on-site, pre-professional experience designed to provide students with exposure 
to skills, duties, and responsibilities associated with a job opportunity in their intended career path.  
Students enrolled in a B.S. or a B.A. degree within the College of Agricultural, Human, and Natural 
Resource Sciences (CAHNRS) are either required or strongly recommended, depending on the 
major, to complete an internship. See Attachment A for a complete list of majors and internship 
credit requirements.  
 
Internships consist of a minimum of 45 contact hours per credit, and students must enroll in at least 
one credit of Internship/Professional Experience under a CAHNRS prefix directly related to the 
student’s major during the time period in which the internship is executed.  Contact hours include 
work time, as well as meetings, seminars, conferences, etc. associated with the internship. 
 
Seven mandatory assignments must be completed at various times throughout the internship 
process. Five of these must be completed by the student intern and two are completed by the 
Internship Mentor. Further information, including website links and guidelines, is provided in the 
“Documentation” section of this handbook on page 10. 
 
Language associated with internship experiences is used throughout this handbook.  The following 
list defines the terminology: 
 
Student Intern: An undergraduate student pursuing a CAHNRS major who is participating in an 
internship experience for course credit that will fulfill the requirements of their degree program or 
be counted as elective credits toward a CAHNRS major that does not require an internship.   
 
Industry Partner: The Industry Partner is the organization, company, or affiliate that the Student 
Intern will be working for during the internship experience. 
 
Internship Mentor: Industry Partners are required to assign an Internship Mentor to the Student 
Intern to support and guide them through the internship experience. The Internship Mentor is 
normally the individual that directly oversees the student’s work on projects, or is paired with the 
student based on common career goals or interests. 
 
Internship Coordinator: The Internship Coordinator serves as the main point of contact for the 
Student Intern, the Industry Partner, and the Internship Mentor before, during, and after the 
internship process.  This person also should be contacted by the Industry Partner and Internship 
Mentor to address concerns, questions, or comments about the process or the Student Intern. All 
internship documents, both mandatory and optional, will be submitted by the Student Intern and 
Internship Mentor to the Internship Coordinator.  Internship Coordinators for each CAHNRS 
major are listed in Attachment A. 
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INTERNSHIP GUIDELINES: STUDENT INTERNS 
Your Internship Experience 
 
Student Interns: Internship opportunities provide you with a practical application of what you are 
learning in an academic setting to real world scenarios.  Internships take you beyond the realm of 
what someone is exposed to in a job where you are simply paid to execute a task.  You are 
challenged to expand your learning beyond the mechanics of the responsibilities in order to gain an 
understanding of the goals, objectives, and operations of the business or organization you are 
interning with.  It is vital that you prepare well for this internship in order to gain maximum value 
from the experience. The following list describes what you are required to do to prepare for and 
complete your internship: 
 
Finding an Internship 
 

1.) Utilize resources such as CougLink (Step by Step CougLink Instructions: Attachment B), 
Career Fairs, or the Center for Advising and Career Development (CACD: Lighty, Room 
180) to identify available internship opportunities. 

 
2.) Discuss options with your Academic Advisor and Internship Coordinator to determine 

which internships best suite your needs and interests. 
 

3.) Network with faculty, friends, and family members about opportunities in organizations that 
they are associated with that interest you. 
 

Applying for the Internship 
 

1.) Create a current resume and cover letter.  For assistance, visit WSU Career Services located 
in the CACD (Lighty, Room 180). 

 
2.) If needed, obtain a copy of your current transcripts from the Registrar’s Office. 

https://transcripts.wsu.edu/Default.asp 
 

3.) If an interview is required for the internship, dress professionally in business attire and be 
prepared to answer questions about your experience level, what you are looking for in an 
internship, your work ethic, why you are well suited for the position, etc.  For interview tips, 
please visit WSU Career Services located in the CACD (Lighty, Room 180). 

 
4.) Complete the appropriate paperwork to apply for the internship, or if you found the 

internship on CougLink (Attachment B), input your information online. 
 

5.) Check email, phone messages, and CougLink for communication from potential employers, 
and respond in a timely manner. 

 
Preparing for the Internship 

1.) Confirm your plans with your Academic Advisor and Internship Coordinator. 
 

https://transcripts.wsu.edu/Default.asp
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2.) Register for the appropriate internship course and the appropriate number of credits using 
zzusis (see Attachment A for course and credit information). 
 

3.) Review Student Internship Requirements at a Glance (Attachment C). 
 

4.) Complete the Statement of Intent using the description outlined in the “Documentation” 
section on page 10.  Include the cover page (Attachment D) and obtain the appropriate 
signatures.  Submit the completed, signed statement to your Internship Coordinator. 
 

5.) If your Industry Partner or Internship Mentor has not already completed the WSU Student 
Affiliation Agreement (Attachment F), please send a copy for them to sign and submit to 
your Internship Coordinator. 

 
6.) Consider purchasing Student Liability Insurance.  For more information, see the 

“Documentation” section on page 10 and Attachment E. 
 

During the Internship 

 

1.) Meet with your Internship Mentor regularly to become familiar with the day-to-day 

responsibilities and duties associated with their position and to discuss your progress in 

fulfilling their expectations of you during the internship experience. 

 

2.) Keep a journal to document your experiences, including descriptions of what projects you 

are working on, what appeals to you about the work, what you find challenging about the 

work, and what you are learning about the duties and responsibilities associated with this 

position.  Note specific, essential skills you feel like you must acquire while you are still in 

college to be successful in this field. 

 

3.) Complete the Mid-Way Check-In at the halfway point of your internship, and submit the 

completed paper to your Internship Coordinator via email. Guidelines can be found in the 

“Documentation” section on page 11. 

 

4.) Remind your Internship Mentor to complete and submit the Mid-Way Evaluation as well. 

Completing the Internship 

1.) The Final Report is to be submitted to your Internship Coordinator upon the completion of 

your internship. Final Report Guidelines can be found in the “Documentation” section on 

page 12.  Remember that your Internship Mentor must review the report and sign the 

Final Report Cover Page prior to submittal (Attachment G). 

 

2.) Complete the Experience and Professionalism survey and the Student’s Evaluation of the 

Internship Experience survey.  Links to these surveys can be found on page 12 of the 

“Documentation” section. 
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3.) Remind your Internship Mentor to fill out the Mentor Survey using the link found on page 

13 of the “Documentation” section. 

 

4.) Send your Internship Mentor and Industry Partner a thank you letter or card to acknowledge 

them and show your appreciation for the opportunity as a follow-up to your internship 

experience. 
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INTERNSHIP GUIDELINES: MENTORS 
Mentorship 
 
Internship Mentor: An ideal mentor is someone who is a professional in the field who is 
committed to, and capable of, providing structure for the internship experience and constructive 
feedback to the Student Intern.  An excellent mentor will take the time to interact with the Student 
Intern in a meaningful way so that the intern can learn from your wisdom and experience.  Part of 
your responsibilities is to convey and role model the core values and goals of your organization to 
the intern in an impactful way. 

 

Internship Mentor Requirements: 

1.) Please sign the Statement of Intent cover page for your Student Intern upon request.  The 
Student Intern will submit the signed form to the Internship Coordinator. 
 

2.) Complete and sign the WSU Student Affiliation Agreement (Attachment F) explained in the 
“Documentation” section on page 10.  Submit to the Internship Coordinator (see 
Attachment A). 

 
3.) Provide the Student Intern with an orientation to the workplace.  Explain the activities 

involved in the experience and define workplace expectations. 
 
4.) Arrange a suitable time for regular meetings with the Student Intern to allow for mentoring 

and discussion regarding his/her progress throughout the internship. 
 

5.) Please complete the Mid-Way Evaluation at the halfway point of the student’s internship 
experience to document progress, make comments, or identify concerns. Guidelines for 
completing this evaluation are found in the “Documentation” section on page 11. 

 
6.) Sign the Final Report Cover Page after reviewing the student’s Final Report and complete 

the Mentor Survey to evaluate the internship experience overall. The link to the survey is 
found in the “Documentation” section on page 13. 
 

Optional Mentoring Activities: 
 
The challenge for the Internship Mentor is to provide a well-rounded, productive experience that 
supports the student intern with gaining professional competence and confidence in a modern, 
diverse workplace. Please consider incorporating the following activities into the experience as 
appropriate:   

 If the student intern completes the responsibilities of the project in a timely manner, please 
provide the intern with a wider array of more challenging tasks. 

 Tour the facilities to explain how the entire operation functions.  

 If the organization has multiple locations, allow the student to visit another job-site. 

 Show the student around the community, or let them know about special activities the 
community has to offer, especially if the student is unfamiliar with the area. 

 Discuss policies and procedures for completing tasks, assessing productivity, quality 
assurance, etcetera with the Student Intern. 
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 Introduce the Student Intern to other people they will be working with at the internship site.  

 Have the Student Intern attend a conference, seminar, or discussion related to the job. 

 Assist the Student Intern with networking with colleagues to learn about other jobs, 
experiences, and perspectives within the industry.     
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INTERNSHIP GUIDELINES: DOCUMENTATION 

Achieving Excellence 

 

Specific information and guidelines surrounding the five documents and three surveys that 

are to be completed by the Student Intern and Internship Mentor are found below. The 

guidelines are provided in the same order that the documents are expected to be completed. 

For convenience, please use the one page “Student Internship Requirements at a Glance” in 

Attachment C to monitor progress.   

 

All papers submitted by the student should be free of grammatical errors. The basic 

guidelines for all papers are: 

 Font Size: 11-12 pt. 

 Font: Times New Roman or Calibri 

 Double-Spaced 

 Page requirements are listed in the specific descriptions of each paper 

 

1.) Washington State University Student Affiliation Agreement 

Due: Before the Start of Internship 

Also known simply as the Affiliation Agreement, the WSU Student Affiliation 

Agreement is a legal document that is filled out by the Industry Partner or the Internship 

Mentor, if appropriate. The Affiliation Agreement is a cooperative agreement stating the 

duties and responsibilities that the Industry Partner/Internship Mentor and WSU, more 

specifically CAHNRS, are going to provide with respect to the internship experience. 

The Affiliation Agreement can be found in Attachment F and needs to be filled out and 

signed by the Internship Mentor, Internship Coordinator, and the CAHNRS delegate. 

  

2.) Student Liability Insurance 

OPTIONAL Due: Before the Start of Internship 

The Student Liability Insurance form can be found in Attachment E. Liability insurance 

is an option that students have to cover for any accidents that occur while at the 

internship site. Details and current rates of coverage are listed on the Student Liability 

Insurance Form. After filling out the form, students must take the form to the Cashier’s 

Office on campus for payment. The form will be stamped by the Cashier’s Office and 

the student should return the form to their Internship Coordinator.  

 

3.) Statement of Intent 

Due: Before the Start of Internship 

The Statement of Intent Cover Page can be found in Attachment D and should be filled 

out in its entirety by the Student Intern. Signatures will be needed from the Internship 

Mentor, Academic Advisor, and Internship Coordinator. The Statement of Intent is a 

one to two page paper that provides a brief description of the internship, including 



11 
  
 

specific job responsibilities with expected timelines for completion and expected 

outcomes if known. In this document, please address or demonstrate competency in 

each of the six goal areas listed below if applicable to your internship: 

a.) An understanding of professional and ethical responsibility. 

b.) An ability to communicate effectively. 

c.) The broad knowledge base required to understand the impact of agricultural, 

human, and natural resource solutions in global, economic, environmental, 

and societal contexts. 

d.) A recognition of the need for, and an ability to engage in, life-long learning. 

e.) A knowledge of current issues. 

f.) An ability to use appropriate techniques, skills, and knowledge to address real 

world problems. 

Refer to the Final Internship Report Guidelines (Attachment H) for more details about 

the six goals listed above. 

4.) Mid-Way Check-In and Mid-Way Evaluation 

Due: Halfway Point of Internship 

Communication between the Student Intern and Internship Mentor is vital to 

maintaining and completing a meaningful internship.  A Check-In and Evaluation is 

required from both the Student Intern and Internship Mentor mid-way through the 

internship experience. See below for specific requirements for the Student Intern and 

Internship Mentor. 

 

STUDENT INTERN: Email a one to two page paper answering the following 

questions to your Internship Coordinator. There is no signature requirement on this 

document. 

 What is working well for you as far as achieving the six goals outlined in your 

Statement of Intent? 

 What is not working well or what obstacles have you encountered that are 

hindering your success? 

 What adjustments will you make to improve your ability to achieve these goals 

between now and the time the internship is completed? 

 What is your action plan and timeline for implementing these adjustments? 

 How will you know that the adjustments you made improved the situation? 

 Other comments or concerns? 

INTERNSHIP MENTOR: Submit an email to the Internship Coordinator answering 

the following questions.  

 What is working well for you when serving as a mentor for this Student Intern?  
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 What is not working well or what obstacles have you encountered that are 

hindering success? 

 What adjustments can you make, could the intern make, or can we assist with in 

order to make this experience more successful? 

 How will you know the adjustments that you make or request from the Student 

Intern improved the situation? 

 Other comments or concerns? 

5.) Final Internship Report 
Due: Upon Completion of the Internship* 
The Final Report includes a summary and assessment of the internship experience. This 
report should describe the internship activities and explain how the experience improved 
your skills, knowledge, and abilities. The report should be three to four pages in length 
and must be submitted to your Internship Coordinator within two weeks of completing 
the internship experience. The primary requirements of the Final Report should 
sufficiently cover the six main goals addressed in the Statement of Intent. The student 
should indicate which, if any, of the six goals were not covered or addressed during the 
work term, providing appropriate detail or explanation as needed.  Refer to the Final 
Internship Report Guidelines (Attachment H) for more details about the six goals. 
 
Complete the Final Report Cover Page (Attachment G) in its entirety.  The Student 
Intern should sign this cover page, and give it, along with the Final Internship Report to 
the Internship Mentor for review.  The Internship Mentor must sign the Final Report 
Cover Page to signify approval of the report.  The Student Intern must revise the report 
as needed until the Internship Mentor agrees to sign off on the document.  The Student 
Intern will submit the signed Final Report Cover Page, along with the Final Report, to 
the Internship Coordinator.    
 
*If your internship ends after the Summer Session term, refer to the “Grading” section 
on page 14. 

 
6.) Three Internship Surveys 

Due: Upon Completion of the Internship 
There are three Internship Surveys, two that are completed by the Student Intern and 
one that is completed by the Internship Mentor. The Student Intern will evaluate their 
personal experience, and will assess their professional growth and career preparedness. 
The Internship Mentor will evaluate the progress that the Student Intern made as a result 
of the experience, and will provide an overall assessment of the internship experience.  
 
STUDENT INTERN: Follow the links below to access the required surveys.  Please 

inform your Internship Coordinator when you have completed both surveys. 

 

 Student’s Evaluation of the Internship Experience: 

http://www.surveymonkey.com/s/internshipstudentevaluation  

 

http://www.surveymonkey.com/s/internshipstudentevaluation
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 Experience and Professionalism Survey: 

http://www.surveymonkey.com/s/ExperienceandProfessionalism  

 

INTERNSHIP MENTOR: Please help us evaluate the experience by completing the 

online Mentor Survey after the internship is completed. Contact the Internship 

Coordinator with questions or for further discussion if necessary. 

 

 Mentor Survey: 

http://www.surveymonkey.com/s/internshipmentorsurvey   

http://www.surveymonkey.com/s/ExperienceandProfessionalism
http://www.surveymonkey.com/s/internshipmentorsurvey
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INTERNSHIP GUIDELINES: GRADING 
Evaluating the Internship Experience 
 
Internship courses are graded on a satisfactory/fail basis; letter grades are not assigned. Instructors 
are asked to review the “Rubric for Assessing Internship Experiences” in Attachment I prior 
to evaluating the Final Report. Internship courses are assessed as follows: 
 

1.) Demonstration of understanding of professional and ethical responsibility.   
 

2.) Effective communication.  Ability to communicate with supervisors and co-workers, clients, 
government regulators, etcetera.  Can involve both written and verbal communication. 

 
3.) Demonstrated understanding of discipline and work assignments. 

 
4.) Recognition and willingness to engage in life-long learning.   

 
5.) Knowledge of current issues affecting business and internship assignment. 

 
6.) Ability to use appropriate techniques, skills, and knowledge to address real world problems.   

 
7.) On time submission of the Final Internship Report and Surveys. 

 

For summer internships that end after the Summer Session term: 
  
If you are enrolled in an internship course during Summer Session, but your internship will continue 
past the end of the term, please prepare your Final Report based on experiences you had up to the 
last day of “class” for Summer Session.  To avoid delays in financial aid allocation for fall semester, 
you must submit your signed Final Report the day before Summer Session grades are due.  Please 
check with your Internship Coordinator to determine when this deadline will be prior to starting 
your internship.  Notify the coordinator that your internship extends past the Summer Session dates. 
Also make your Internship Mentor aware of the Final Report deadline. 
 
Please note that this will move your Mid-Way Check In and Final Report due dates up.  In your 
Final Report, please address what you hope to accomplish during that time remaining in your 
internship experience after grades have been submitted.  

 

 
 
 
 
 
 
 
 
 
 

 



mailto:mccracke@wsu.edu
mailto:jolie@wsu.edu
mailto:edwardsc@wsu.edu
mailto:rkrikac@wsu.edu
mailto:jolie@wsu.edu
mailto:pearson@wsu.edu
mailto:cristie.crawford@wsu.edu
mailto:cristie.crawford@wsu.edu
mailto:mccracke@wsu.edu
mailto:fishervk@wsu.edu
mailto:fishervk@wsu.edu
mailto:fishervk@wsu.edu
mailto:mguse@wsu.edu
mailto:cmblack@wsu.edu
mailto:jlanderson@wsu.edu
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Attachment B 

Step by Step CougLink Instructions 

What is CougLink? 

CougLink is a free service available to students to look up and apply for jobs and internships.  

Using and Navigating WSU CougLink 

Getting Started:  

 Go to the Center for Advising and Career Development’s website (http://cacd.wsu.edu/). 

 Click on WSU CougLink on the upper left side of the page. 

 Login using your WSU network ID and password.  

CougLink Tabs: 

 Home: This tab is the main page you see when you login. It is also where you check 
announcements, find out when you’ve been selected for an interview, and find shortcuts.  

 My Account: An account needs to be set up in order to determine what positions (jobs, 
internships, etc.) you qualify for. Under this tab, you will fill out all of your personal, private, and 
academic information. You can also come back to this tab and change any of your information if 
needed. 

 Resumes and Documents: Here you can upload and store your resumes, cover letters, 
transcripts, and any other relevant documents. (You can upload a maximum of 10 documents). 
You cannot apply for any positions without a current resume posted. 
- To upload a document: While in the documents tab, click the Add new tab at the bottom of 

the screen, and create a label for the document. Click browse to locate where you currently 
have the document saved (hard drive, flash drive, CD, etc) and then click Submit. You can 
now view the document online by clicking the title. If you are having trouble formatting your 
resume or cover letter, come into CACD and we will be happy to help you! 

- Remember to name the documents appropriately in both CougLink and in the original 
document processor that you used, as employers will be able to view them.  

- Transcripts: Many positions will require transcripts from WSU. Order your WSU transcript 
from online from the Registrar’s office at www.transcripts.wsu.edu. Order them to be 
picked up and then scan them and upload them into the transcript section. NOTE: you can 
only have one transcript in the system at any given time. 

 Jobs and Internships: This tab will allow you to view jobs and/or internships based on your search 
criteria. You can use either the WSU CougLink or the NACElink Network searches. The WSU CougLink 
will allow you to search for positions posted specifically for WSU students and alumni. NACElink 
Network will allow you to search for national job postings and jobs for more experienced applicants. 
Please note, that not all employers interview on campus. 

- Once you have found a position you will be able to view a description of the company, the 
application deadline, and the position qualifications.  

- If the employer conducts interviews on campus you will also be able to see the interview 
location, interview date, and the interview sign-up start and end dates.  

 

http://cacd.wsu.edu/
http://www.transcripts.wsu.edu/
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 Employers and Contacts: Under this tab, you can scroll through thousands of employer profiles, 
save those in which you are interested (under Favorite Employers), see what positions companies 
are trying to fill, see a company’s contact information, and even see when employers are coming to 
campus for interviewing and information sessions. 

 On-Campus Interviews: This is where you can keep track of all the interviews you have applied for 
and those to which you have been invited for on-campus interviews. The easiest way to apply for an 
on-campus interview is to click the Campus Interviews I Qualify For shortcut which is located on the 
Home page tab.  

- Remember: If your status for an interview is invited, then you still must either schedule the 
interview or decline the interview. Both can be located when you have been invited for an 
interview.  

 Surveys:  This is where surveys are periodically uploaded by CACD regarding their services, students’ 
employment, etc.  It’s very important for WSU to receive feedback from the student body so we can 
better serve you in the future.  

 Events: This tab contains information about upcoming events, such as the Career Expo, Etiquette 
Dinner, information sessions, and upcoming workshops.  

 Calendar: This tab allows you to view in detail the exact employer, interview, event, workshop, or 
information session by day, week, month and year.  

How to Find and Apply to an Open Position 

1. Find an open position that you are qualified for by: 
- Clicking the On-Campus Interviews I Qualify For or the Jobs I Qualify For shortcuts listed on 

the right hand side of the Home tab of CougLink. The Jobs I Qualify For shortcut brings up a 
list of jobs that have been posted for both employers that interview on campus and those 
that do not.  

- Conducting a job or interview search using the WSU CougLink or NACElink searches and 
reviewing the position qualifications. Instructions for this are located above.  

- Conducting an Employer search and then clicking on the Available Positions tab.  
2. Apply for the position by clicking on Apply when viewing an open position that you are 

interested in.  
- Then you will be able to view what documents are required for the job application. You will 

be able to choose between the different resumes, cover letters, and documents that you 
have uploaded in the documents tab. Some employers require that you apply through their 
company website.  

- Note: For many employers you need to click Apply to actually see what documents are 
required to be submitted for the position. Some companies will require essays, so it is best 
to give yourself plenty of time to complete these. You are able to click Apply to see all the 
documents required and then come back later to submit your application.  

- Make sure that the documents are the correct ones before you submit them! 

Need Help? 

The CACD offers drop in hours every week. Come by for help with resumes, cover letters, interviews, or 

other job search questions. Check the website for this semester’s hours.  



http://academic.cahnrs.wsu.edu/experiential/internship-information/
http://www.surveymonkey.com/s/internshipmentorsurvey
http://www.surveymonkey.com/s/internshipstudentevaluation
http://www.surveymonkey.com/s/ExperienceandProfessionalism
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Attachment F 

Contract No.       

 

Washington State University 

Student Affiliation Agreement 
 

This Agreement is made and entered into by and between "                                       " hereinafter 

called the "Training Site", and WASHINGTON STATE UNIVERSITY, through its College of 

Agricultural, Human and Natural Resource Sciences, hereinafter called "WSU”. 

 

RECITALS: 

 

WSU's curriculum for preparing students enrolled in its College of Agricultural, Human, and 

Natural Resource Sciences, (College) includes a requirement for the students to acquire 

experience in a professional setting prior to earning a degree from WSU in the student's major 

 

Training Site has suitable experiences, supervisors, and facilities available for the educational 

experience of such students, and is desirous of participating in WSU's student intern program. 

 

It is mutually beneficial to WSU and Training Site to have WSU's students participate as interns 

at Training Site facilities. 

 

THE PURPOSE OF THIS AGREEMENT is to provide the cooperative arrangements for student 

intern educational experiences for students enrolled in the College, Washington State University.  

This Agreement sets forth the duties and responsibilities of the Training Site and WSU with 

respect to these experiences.  As consideration for the mutual covenants and agreements 

contained in this document, WSU and Training Site agree as follows: 

 

I. GENERAL PROVISIONS 

 

A. Following execution of this Agreement, and within the scope of its provisions, 

WSU and Training Site may develop letter agreements to formalize operational 

details of the student intern program at Training Site.  These details include, but 

are not limited to, the following: 

 

 Beginning dates and length of experience (to be mutually agreed upon at 

least one month before the beginning of the student intern experience.) 

 Number of students eligible to participate; 

 Specific locations for the student intern experiences; 

 Specific learning objectives and performance expectations for students; 

 Specific allocation of responsibilities for the WSU faculty representative, 

and the Training Site's supervisor to whom the student will be assigned. 

 Deadlines and format for student progress reports and evaluation forms. 
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Any such letter agreements will be considered to be attachments to this 

Agreement, will be binding on the Parties when signed by authorized 

representatives of each party, and may be modified by subsequent letter 

agreements signed by authorized representatives of each party. 

  

B. WSU and Training Site will jointly plan the student teaching/intern experience for 

each student, and shall jointly evaluate the students.  Exchange of information 

will be maintained by on-site visits when practical and by letter or telephone in 

other instances. 

 

C. WSU and Training Site will instruct their respective faculty and staff, and the 

students participating in the student intern program to maintain confidentiality of 

information as required by law and by policies and procedures of WSU and 

Training Site. 

 

D. There will be no payment of charges or fees between WSU and Training Site. 

 

E. WSU and Training Site will comply with all rules and regulations and all other 

laws applicable to this Agreement.  

 

F. Students interns while engaged in the educational program provided pursuant to 

this Agreement shall retain the status of students working towards the fulfillment 

of their degree requirements.  Students are not employees or agents of WSU. 

 

G. Training Site personnel participating in the educational program provided 

pursuant to this Agreement are, and shall remain employees of the Training Site 

for all purposes, and shall not be deemed or considered to be employees or agents 

of WSU. 

 

H. LIABILITY COVERAGE PROVISIONS 

 

1. Each Party to this agreement will be responsible for the negligent acts or 

omissions of its own employees, officers, or agents in the performance of 

this Agreement.  Neither Party will be considered the agent of the other 

and neither Party assumes any responsibility to the other Party for the 

consequences of any act or omission of any person, firm, or corporation 

not a party to this Agreement. 

 

2. WSU and its officers, employees, and agents, while acting in good faith 

within the scope of their official WSU duties, are covered by the State of 

Washington Self-Insurance Program and the Tort Claims Act (RCW 

4.92.060 et seq.), and successful claims against WSU and its employees, 

officers, and agents in the performance of their official WSU duties in 

good faith under this Agreement will be paid from the tort claims liability 

account as provided in RCW 4.92.130. 
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3. Training Site maintains liability coverage for its employees, officers, and 

agents in the performance of this Agreement, and further provides the 

means for defense and payment of claims that may arise against the 

Training Site or such individuals. 

 

4. Training Site will accept placement of only those students who are insured 

against liability for actions or inactions occurring in the internship setting.  

Students participating in an internship program will be covered either by 

an experiential student policy offered through Washington State 

University or acquired by the student through another source.  The limits 

on the liability policy shall be, at minimum, $1,000,000 per occurrence.  

Certificates of such coverage purchased by the student will be provided to 

Training Site upon request.  Should proof of insurance not meet with 

Training Site’s approval and satisfaction, Training Site can refuse to 

accept any student for placement. 

 

I. HIPAA 

 

University shall direct its students to comply with the policies and procedures of 

the Training Site, including those governing the use and disclosure of individually 

identifiable health information under federal law, specifically 45 CFR parts 160 

and 164.  Solely for the purpose of defining the students’ role in relation to the 

use and disclosure of Training Site’s protected health information, as that term is 

defined in 45 CFR parts 160 and 164, the students are defined as members of the 

Training Site’s workforce, as that term is defined by 45 CFR 160.103, when 

engaged in activities pursuant to this Agreement.  However, the students are not 

and shall not be considered to be employees or volunteers of the Training Site, 

nor are the students agents of the Training Site by virtue of this provision. 

 

II. The Training Site agrees: 

 

A. To assign student interns to appropriate Training Site staff capable of 

providing appropriate experiences and supervision of the student interns. 

 

B. To insure that the staff to whom the student interns are assigned are providing 

appropriate experiences and supervision. 

 

C.  To meet as needed with WSU personnel to plan, evaluate, and modify the 

student intern program and field experiences, and to assist/cooperate in the 

collection of data/research that will assist WSU to evaluate its programs and 

potential success of its students. 

 

E.  To treat student interns as professionals, provide clear expectations that they 

follow all rules and regulations established by the Training Site, and train 

them to be aware of and follow such rules and regulations. 
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F  The Training Site may remove a student intern from placement for violating 

Training Site rules and regulations or for such actions the Training Site views 

as detrimental to its operations.  The Training Site will consult with the 

College before final action is taken. 

 

III.  WSU agrees: 

 

A.  Not to offer students for placement in field experiences in the Training Site 

with unsupervised access to children, vulnerable adults, or the disabled until a 

background check by the Washington State Patrol and Federal Bureau of 

Investigation is complete and the intern is cleared for such placement, as 

provided in RCW 43.43.830.  

 

B.  To provide participating Training Site with WSU's evaluation materials. 

 

C.  To provide a liaison to work with the Training Site on all matters connected 

with this Agreement. 

 

           D. To be responsible, in cooperation with the Training Site staff to which the 

intern is assigned, for the final evaluation of the intern’s completion of his/her 

internship.  

 

E.       To meet as needed with Training Site personnel to plan, evaluate, and modify 

the student intern program and field experiences. 

 

IV. It is mutually agreed that: 

 

A. The central administration of the Training Site and WSU’s Faculty 

Coordinator will be jointly responsible for assigning student interns, and 

working out the student’s program of experience in cooperation with the 

Training Site staff, provided, however that the Training Site reserves the right 

to terminate any student intern when it is in the best interests of the Training 

Site to do so but will consult with WSU's supervisor before doing so. 

 

B. In assigning student interns, it is recognized that, in many instances, it may be 

desirable for the student to work with more than one Training Site staff 

member, and in more than one field. 

 

C. The term of this agreement shall be for       years.  This agreement may be 

renewed for additional periods if approved by both parties in writing.  

Notwithstanding the term stated, this agreement may be renewed, amended, or 

terminated at the end of each school semester, provided it may not be 

amended or terminated as to student interns who have not completed their 

internship under this Agreement.   

 

D. The Parties are mutually responsible for compliance with all applicable state 

and federal laws.   
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E. Trainees are not and shall not be considered to be employees of the Training 

Site unless otherwise agreed in writing between the Training Site and the 

Trainee. 

 

V.   Other Terms 

 

A.   This Agreement and any letter agreement to be attached hereto constitute the 

entire agreement between the Parties and supersedes any and all prior oral or 

written agreements, commitments, or understandings concerning the matters 

provided for in this Agreement.  No other understandings, oral or otherwise, 

regarding the subject matter of this agreement shall be deemed to exist or to 

bind any of the parties hereto. 

 

B. The Parties may modify this Agreement only by a subsequent written 

Agreement executed by the Parties.   Any modification shall be effective only 

if written, signed and dated by the authorized representatives of each Party 

and attached to this Agreement. 

 

C. Any conflict or inconsistency in this Agreement and its attachments will be 

resolved by giving the documents precedence in the following order: 

 a. This Agreement; 

 b. Attachments to this Agreement in reverse chronological order. 

 

D. This contract is entered into pursuant to and under the authority granted by the 

laws of the state of Washington.  The Parties’ rights or obligations under this 

Agreement shall be construed in accordance with those laws.  The provisions 

of this agreement shall be construed to conform to those laws. 

 

E. All notices, requests, or other communications required to be given or sent by 

WSU or Training Site, will be in writing and will be mailed by first-class 

mail, postage prepaid, or transmitted by hand delivery or facsimile, addressed 

as follows: 

 

  

For WSU:  For Training Site: 

    

College:       Training 

Site: 

      

Contact:       Contact:       

Address:       Address:       

  

Fax:       Fax:       

  

Each party may designate a change of address by notice in writing.  All 

notices, requests or communications that are not hand delivered will be 
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deemed received three (3) days after deposit in the U.S. mail, postage prepaid; 

or upon confirmation of successful facsimile transmission. 

 

F. If any provision of this Agreement or any provision of any document 

incorporated by reference, or any other agreement document or writing 

pursuant to or in connection with this Agreement, shall be held wholly or 

partially invalid or unenforceable under applicable law, such invalidity shall 

not affect the other provisions of this Agreement which can be given effect 

without the invalid provision, if such remainder conforms to the requirements 

of applicable law and the fundamental purpose of this agreement, and to this 

end the provisions of this Agreement are declared to be severable. 

 

G. A failure by either party to exercise its rights under this Agreement shall not 

preclude that party from subsequent exercise of such rights and shall not 

constitute a waiver of any other rights under this Agreement unless stated to 

be such in a writing signed by an authorized representative of the party and 

attached to this Agreement. 

 

H. Training Site will permit, on reasonable notice and request, the inspection of 

Training Site facilities by agencies charged with responsibility for 

accreditation of WSU.  

 

VI.   Authorized Signatures 

 

The Parties executing this Agreement below hereby certify they have the authority to sign 

this Agreement on behalf of their respective Parties and that the Parties agree to the terms 

and conditions of this Agreement as shown by the signatures below. 

 

 

FOR TRAINING SITE  FOR WASHINGTON STATE UNIVERSITY 
 Recommended by:  
    
   
Printed Name:       Printed Name:       
Title:       Title:       
Date:       Date:       
   
 Approved by:  
   
   
Printed Name:       Printed Name:       
Title:       Title:       
Date:       Date:       
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Attachment H 

Final Internship Report Guidelines 

The Final Internship Report is a summary and assessment of your internship experience.  To help 

assess your experience, refer to the six learning objectives below.  Describe the experience you 

gained in each area and explain how that experience improved your skills, knowledge, and abilities.  

To help facilitate the completion of your Final Internship Report, it is recommended that you keep a 

personal journal during your internship experience to note activities which fit into one of the six 

goals below and/or were important to your work. 

1. An understanding of professional and ethical responsibility.  Describe how you framed 

responsibilities and initiated resolution, and who you communicated with to most effectively 

complete your work (stakeholders, workers, administrators, etc).  Ethical consideration should 

also be discussed such as safety, reliability, and ‘doing what is right’ for all involved. 

2. An ability to communicate effectively.  Explain how your work experience utilized and aided in 

developing your communication skills.  Examples are communication with supervisors, co-

workers, clients, or government regulators, and can involve written communication (such as 

reports and letters) and oral and visual communication (such as presentations). 

3. The broad education necessary to understand the impact of agricultural, human, and natural 

resource solutions in global, economic, environmental, and societal contexts.  Consider the 

global, economic, environmental, and cultural/societal impact of the work assignment and/or 

proposed solution. 

4. A recognition of the need for, and an ability to engage in, life-long learning.  Describe your 

experiences with having to learn new skills and processes.  Explain how you retrieved and 

organized information.  Include your observations of the ways by which professionals in your 

field adapt to changes in the profession. 

5. A knowledge of current issues.  Describe some significant current issues that affected the 

business or activities of the organization with which you were involved. 

6. An ability to use appropriate techniques, skills, and knowledge to address real world problems.  

The activities in this topic area depend on the nature of the experience, but could include the 

following: problem/system analysis, design/synthesis of a problem/system process, testing 

methods, or implementation of a system (such as cost/benefit studies). 

 

The Final Report Cover Page (Attachment G) should be completed and attached to your report.  

Your Internship Mentor’s signature is required on the Cover Page before submitting your report to 

your Internship Coordinator. 
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Attachment I 

Rubric for Assessing Internship Experiences (6 Goals) 
Washington State University 

Office of Assessment and Innovation & College of Agricultural, Human, and Natural Resource Sciences  
1. Understanding of professional and ethical responsibility. Can clearly frame work task(s) and 
responsibilities and initiate resolution. Understands who to communicate with to most effectively engage 
the work task(s) (e.g. stakeholders: workers, administrators, etc.). Can identify related ethical 
considerations, such as health and safety, fair use of funds, and doing “what is right” for all involved. 0 = 
not able to rate based on this work. (Aligns with University goals: Critical and Creative Thinking; 
Disciplinary Specialty) 

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Issue ID/Resolution 
Thoroughly understands anticipates 
and accepts expectations and job 
responsibilities. 
 
Consistently initiates action and 
demonstrates professional, self 
starting, self-disciplined attention to 
meet new challenges. 
 
Can clearly frame the work task 
professional challenges and 
embedded issues. 
 
Develops appropriate, concrete 
approaches when resolving issues. 
 
Performance demonstrates 
commitment and a fresh approach 
to solving problems or initiating new 
strategies. Sees difficult challenges 
through to conclusion. 
 
Anticipates others' needs; meets 
and beats timelines. 

Issue ID/Resolution 
Rarely misunderstands 
expectations and takes 
responsibility to initiate and 
complete job duties. 
 
Evidence of professionalism and 
self-discipline, though it may be 
limited at times. Evidence of 
growth on the job. 
 
Ability to frame the work task, 
although key details are often 
glossed over. 
 
Can discuss one or more 
approaches when resolving 
issues. 
 
Performance shows evidence of 
original thinking and problem 
solving, and/or acknowledging, 
synthesizing or extending other 
perspectives. May backslide on 
occasion. 
 
Respects others by fulfilling 
obligations in a timely way. 

Issue ID/Resolution 
Requires high levels of supervision. 
Constantly unaware of expectations. 
 
 
Exhibits unprofessional behavior and lack 
of discipline. Fails to rise to new challenges. 
 
 
Unable to frame identify or summarize the 
work task. 
 
 
Does not discuss approaches when 
resolving issues. 
 
 
Work effort is perfunctory, little personal 
commitment, fails to adapt to changing 
circumstances or respond to new 
opportunities. Does not deliver work in a 
timely fashion. 
 
Misses deadlines that negatively impact 
team. 

Ethics 
Clearly identifies relevant ethical 
considerations and addresses them. 
 

Ethics 
Shows some recognition of 
relevant ethical considerations, 
but doesn't adequately address 
them. 

Ethics 
Cannot identify related ethical 
considerations. 

Stakeholders 
Thoughtfully considers perspectives 
of diverse stakeholders.  
Demonstrates ability to balance, and 
often even integrate, ideas from 
multiple perspectives. 

Stakeholders 
May consider perspectives of 
one or more stakeholders. 
Demonstrates tolerance to 
alternative perspectives and 
approaches. 

Stakeholders 
Does not consider stakeholder positions on 
various issues, focuses only on own 
perspective. 
Works with a singular perspective and fails 
to consider other possible perspectives, 
especially those held by others. 
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2. Ability to communicate effectively. Can work collaboratively and build on other's ideas to accomplish 
work responsibilities. Invites and encourages participation of all participants. This definition focuses on all 
forms. 0 = not able to rate based on this work.  (Aligns with University goal: Communication) 
  

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Can collaboratively build on 
other ideas to form a team 
approach. 
 
Shares the floor and encourages 
participation of all team 
members. 
 
Encourages others regardless of 
organizational position by 
listening and responding 
appropriately and without 
prejudice to their contributions. 
 
 
Can clearly present and justify 
own view or hypothesis while 
respecting other views. 
 
 
 
Encourages team to engage one 
another in a critical analysis of 
the challenges and exploration of 
new procedures. A good leader 
when appropriate, and enhances 
leadership skills by listening, 
learning from others, and asking 
useful questions. 

Occasionally builds on other 
ideas. 
 
 
Attempts to share the floor, 
although this may not always be 
successful. 
 
Is an adequate team player. 
Shows sensitivity to the values 
and feelings of others. Okay with 
feedback from supervisors but 
sometimes short with peers or 
subordinates. 
 
Engages challenging ideas 
tentatively or in ways that 
overstate conflict. May dismiss 
alternative views too hastily. 
 
 
Works well with group, 
occasionally encourages team to 
engage one another in a critical 
analysis of the job challenges. 
Follows well and shows some 
leadership potential 

Can pose personal opinions but 
does not build on other ideas. 
 
 
May monopolize discussion or 
become argumentative. 
 
 
Needs occasional reminders to 
be sensitive to the values and 
feelings of others. Ignores or 
dismisses feedback from others. 
 
 
 
Engages ideas that are obvious or 
agreeable. Avoids difficult, 
challenging, and discomforting 
ideas. 
 
 
Sees ideas in black and white; 
does not probe, question, or 
encourage critical consideration 
of alternative perspectives and 
resources. Neither a good 
follower nor leader. 
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3. Understanding of the impact of potential solutions in global, economic, environmental, and 
cultural/societal contexts. Considers the work assignments impact on global, economic, environmental, 
and cultural/societal contexts. The Intern should address all relevant contexts below to receive a high 
score. 0 = not able to rate based on this work.  (Aligns with University goals: Self and Society; Disciplinary 
Specialty) 
 

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Can deeply examine the impact 
of an approach on relevant 
contexts. 
 
Can deeply examine the impact 
of contexts on the issue and/or 
proposed solutions. 
 
 
Approaches job with a clear 
sense of scope and context of the 
organizational mission, including 
an assessment of the relation of 
that job to own and others' 
learning. 
 
Approach to work acknowledges 
complexity and balanced view of 
organization's mission and 
values, makes and sees 
opportunities to better self, work 
environment. 

Can discuss the impact of an 
approach on 1 or 2 relevant 
contexts. 
 
Can briefly consider the impact 
of contexts on the work 
assignment and/or proposed 
solutions. 
 
Approaches job by exploring the 
implications of organizational 
mission, how that mission relates 
to own ambitions, though 
perhaps in a limited way. 
 
 
Approach to work includes some 
outside verification, but primarily 
relies on single source of 
information or feedback. 

Does not relate the work 
assignment or the approach to 
relevant contexts. 
 
Does not consider the impact of 
contexts on the work assignment 
and/or proposed solutions. 
 
 
Does not demonstrate dedication 
to the team or to the context of 
the organizational mission. 
 
 
 
 
Approach to work is grounded in 
absolutes with little evidence or 
recognition of learning 
opportunities presented in the 
job. 
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4. Recognition of the need for, and ability to engage in, life-long learning. Considers what needs to be learned 
(what is understood and not understood), creates a plan to retrieve and organize data and evidence. Addresses 
biases and assumptions related to this data. 0 = not able to rate based on this work.  (Aligns with University goals: 
Information Literacy; Self and Society; Disciplinary Specialty) 
 

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Seeks and evaluates outside 
sources (possibly including 
personal experience). 
 
 
Can identify what needs to be 
learned. 
 
Deeply examines the biases and 
assumptions underlying the 
source of information or the 
approach to the work 
assignment. 
 
Continuously finds information to 
understand the job and enrich 
self. Brings good information to 
the job; questions are surprising 
and relevant. 
 
 
 
 
 
Examines the evidence and 
source of evidence; questions 
accuracy and relevance. 
 
Demonstrates understanding of 
bias and balance. Professional in 
recognizing implications and 
consequences when dealing with 
confidential information 

Acknowledges outside sources, 
and has some ability to discern 
fact from opinion. 
 
 
Can identify what is known as 
well as gaps in knowledge. 
 
Can briefly discuss assumptions 
or biases underlying a source of 
information or the approach to 
the work assignment. 
 
 
Seeks information necessary to 
understand the job, the potential 
to enrich self on the job or to 
improve the way the job is done. 
Asks appropriate questions. 
Gathers information to complete 
work but does not investigate 
the information for 
completeness or correctness. 
 
Use of evidence is qualified and 
selective, though perhaps 
unintentional. 
 
Discerns facts from opinions and 
may recognize bias in evidence; 
recognizes sensitive or 
confidential information. 

Does not consider outside 
sources of data/evidence, or 
these sources are seen as 
irrelevant. 
 
Cannot identify gaps in 
knowledge. 
 
Ignores assumptions or biases 
underlying the source of 
information or the approach to 
the work assignment. 
 
 
Uses little evidence or simplistic 
information to inform work. Does 
not ask questions, or asks same 
questions and does not learn. 
Operates on faulty assumptions. 
Fails to gather or use necessary 
information to complete work. 
 
 
 
Repeats feedback provided 
without question, forgets or 
dismisses it. 
 
Approach does not distinguish 
between fact, opinion, and value 
judgments. Lacks sensitivity to 
confidential or sensitive 
information. 
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5. Knowledge of current issues. The intern considers contemporary issues in their discussion and identification of 
possible approaches to the work assignment. 0 = not able to rate based on this work.   [Aligns with University goal: 
Disciplinary Specialty] 
 

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Clearly understands the import 
of considering current issues and 
addresses them in discussions 
and approaches. 
 
Connects and integrates diverse 
perspectives and ways of 
knowing. Connects teamwork to 
career and civic responsibilities. 
Evidence of ongoing reflection, 
self-assessment. 

Shows some recognition of 
current issues and how they 
might relate to the work 
assignment. 
 
Appears to recognize that 
working with multiple 
perspectives has application to 
this and future work and other 
learning opportunities. 

Cannot consider current issues 
related to the work assignment. 
 
 
 
No evidence that working with 
others and other viewpoints has 
an application beyond the 
immediate task. 

 
 

6. Ability to use modern techniques, skills, and knowledge to address real world problems.  The 

activities in this area depend on the nature of the experience, but could include the following: 

problem/system analysis, design/synthesis of a problem/system/process, testing methods, or 

implementation of a system (such as cost/benefit studies). 0 = not able to rate based on this work.   

[Aligns with University goal: Critical and Creative Thinking; Quantitative and Symbolic Reasoning; 

Disciplinary Specialty] 

6 - Mastering 5 = Effective 4 - Competent 3 - Developing 2  - Emerging 1 - Minimal 

Integrates literature and data in 
appropriate and creative ways.  
Analysis demonstrates firm 
understanding of data. 
 
 
 
 
Implications of the analysis and 
evidence guide interpretation, 
including recognition of multiple 
perspectives and diverse 
interpretations. 
 
Conclusions are accurate, 
appropriate, and clearly linked to 
problem/question, and data 
presented.  Conclusions and 
recommendations are balanced 
and qualified to account for 
uncertainties in the data or 
unpredictability of the system, 
and own biases. 

Can connect literature and data 
to analyze evidence but is 
confusing in some spots or 
contains minor inaccuracies.  
Analysis generally reflects 
evidence reviewed, collected and 
presented. 
 
Interpretation of the data is 
clear, but not fully integrated 
with other sources and 
perspectives. 
 
 
Conclusions are reasonable but 
may not take into account all 
critical factors.  In a limited way, 
students consider their own 
biases, uncertainties or other 
limitations of the conclusions or 
evidence. 

Cannot connect various sources 
or support analysis with 
evidence. 
 
 
 
 
 
Little interpretation of data or 
there is simply a restatement of 
facts and ideas found elsewhere. 
 
 
 
Conclusions are inaccurate and 
merely a simplistic summary not 
tied to the original 
problem/question.  Conclusions 
and recommendations are biased 
and do not reflect the research 
and data.  Suggested views were 
established. 

 




