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PREFACE
An alternate title for this manual could be “Essential Guide to Your Internship”. The student uses it while preparing for the internship experience and during the actual performance of the internship.
One or more individuals with the placement company or agency may have a need for this guide. Some companies/agencies already have established internship programs and policies and may have little need for this. However, others will find this very useful in setting up and realizing the purposes of their internship program. In particular, the site supervisor to whom the intern reports daily can use this manual to understand their evaluation and reporting responsibilities. 
Any agencies/companies/sites who would like to learn more about the CU-Boulder Public Health Internship Program may visit https://www.colorado.edu/program/publichealth/internship.
The roles and responsibilities of the student, the university, and the placement site are discussed in this manual. This information is provided to ensure a successful partnership in the internship program. Students are responsible for all the information provided in this manual.
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Internship Site- company, agency, organization, or program that hires the student for the internship. Also, the location where the student reports for the internship
Faculty Coordinator- instructor, coordinator, and mentor for the internship program at CU Boulder Public Health. 
Internship - the applied work experience taken by the student
Student Intern - the student completing the applied work experience
Site Supervisor - full-time professional hired by the agency, company, or organization, to whom the intern reports
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The Internship Program at CU Boulder Public Health Program partners with different agencies, institutions, and companies to provide students with an opportunity to apply their academic public health knowledge in real world settings. It is a partnership between the student, the placement agency/institution/company, and the university.
During their internship, students explore career interests as they develop professional skills and competencies, employ knowledge, cultivate networking contacts, and develop job search skills. Academic credit is granted for the internship course based on a student’s performance at the site, satisfactory completion of course requirements, and evaluations completed by the site supervisor and the Faculty Coordinator.
[bookmark: _Toc212824611]PURPOSE
The main purpose of the internship program is to provide students with an individualized, applied, and experiential learning opportunity to prepare them for professional work settings or further education. While student experiences will vary based on their placement agency, students in each setting should be able to accomplish most, if not all, of the following broad objectives:
· Acquiring first-hand experience in public health work in a particular area
· Applying academic knowledge to real-world public health problems
· Increasing competencies and skills for a professional career
· Designing and developing projects or products meaningful for student learning and beneficial for the internship site.
· Engaging with multiple health professionals to learn their roles and responsibilities
· Building and expanding their professional network
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Students in the Public Health Major are required to complete a Capstone class. The PBHL 4142 Public Health Capstone in Public Health Practice: Internships course is one option that fulfills the capstone requirement. The capstone internship (PBHL 4142) is a 3-hour credit course with a requirement of 120 internship hours. The course can be completed during fall, spring, or summer semesters, and can take place in a variety of modalities including remote or on-site. The internship can be paid or unpaid. 
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· Registration for the course is by permission only and is dependent upon meeting eligibility requirements set forth by the Public Health program. 
· Students in the Internship program will be assigned to a Faculty Coordinator who mentors students throughout the internship process and acts as a liaison between Internship site supervisors, the college, and the student.
· The internship location, assignments, and projects must be approved by the Faculty Coordinator.
· Students must complete a minimum of 120 hours within the semester that they register for the class irrespective of whether the internship begins or continues after the semester. If a student secures an internship that lasts more than a semester, they do not need to register for the course in two semesters The PBHL 4142 course may only be taken once for credit. 
· Students requesting to conduct their internship at their place of employment must submit a written letter to the Faculty Coordinator. The letter should include details of how the student’s employment aligns with the Internship Guidelines and how employment tasks and responsibilities meet the internship criteria. Approval of such a request is not automatic but will be considered on a case-by-case basis. 

[bookmark: _Toc212824614]Student eligibility for Internship
To qualify for enrollment into the internship course PBHL 4142 students must:
1. Be a declared Public Health Major
2. Be classified as a (preferably) junior or senior. Sophomores may enroll in an internship experience with the approval of Faculty Coordinator
3. Completed PBHL 3020: Preparing for Professional Life Beyond Graduation
4. Completed or concurrently enrolled in the three Fundamentals of Public Health courses required for the BA degree in Public Health
5. Be in good academic standing with an overall GPA of 2.0 or better, a C- or better in all major courses.
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Before the Internship 
1. Preparing for internship-students should begin preparing for their internship in their sophomore or early junior year. Preparation includes.
a.  Speaking with an academic advisor to understand how the internship class will fit in their degree hours to graduate and complete their major(s)
b. Visiting career services and attending university career fairs to help prepare application materials such as resumes, cover letters, and explore options that may be available to them.

2. Search for Internship- It is the responsibility of the student to secure internship placement; however, the Public Health program through the Internship Faculty Coordinator will assist students in identifying and securing internship positions.
a. Students should begin searching for internship placement a semester or two prior to the one in which they plan to complete the internship. 
b. The Public Health program website will have a list of resources where internship opportunities can be found or where previous students have been placed.
c. The Public Health program will also periodically send emails with announcements of new available opportunities that interested students should be on the lookout for.
d. Internship placement timelines vary by institution, so students should research and plan and adjust their timelines accordingly. For example: summer or international internships usually have longer application processes, and student’s timelines should be adjusted to complete the internship within the intended semester

3. Internship Faculty Coordinator- whether a student has secured an internship placement or not, any student interested in an internship should schedule an Internship Interest Meeting with the Internship Faculty Coordinator at least a semester prior to when they plan to take the internship course. The Internship Faculty Coordinator may help the student with some, or all, of the following: 
a. Identify students’ areas of interest and opportunities that align with their professional goals
b. Initiate contact with agencies and prepare for internship interviews
c. Develop their goals and objectives if they have already secured an internship

4. Attend Internship Orientation - Students must attend a mandatory internship orientation session during the semester before they will complete their internship. The dates and times for the orientation will be communicated through email from the Public Health Program
a.  During orientation, students will receive important information about the internship expectations and enrollment process.
b. After orientation, students should submit the Public Health Program Internship Form if they have not yet done so.
 
5. Secure an internship site- students are responsible for contacting potential sites for internship, whether the student identified the site or the site was recommended by a faculty member.

a. Students should ensure that their application materials (resume, cover letter, and interview skills) are career-ready and match the site that they are interested in.
b. If a site is interested in a student, the student should expect to be called for an interview to discuss alignment of their goals with the needs of the site
c. Interviews may be on phone, online or onsite, depending on the site supervisor’s preference 
d. Students should have the internship guide for the site supervisor during the interview as it might be discussed during the interview
e. If the interview is successful and there is a match between the site and the student, Congratulations, you have successfully secured an internship!  Take a deep breath! This is where the fun begins!

6. Register for the internship class
a. At this time, students should register for the internship class if they have not already done so. This may require contacting the administrative assistant for the Public Health Program and the Internship Faculty Coordinator. 
b. The student should also work towards completing the site requirements for internship placement. Some sites require vaccinations, drug tests, background checks or company training like IRB, HIPPA, etc., before the internship can commence
During the internship
1. Complete the Learning Agreement Form- the Student Learning Agreement Form is made up of two parts which outline the internship expectations, objectives and goals. 
a. It is prepared for the student in a collaborative effort between the student, the Faculty Coordinator, and the site supervisor. Students should submit both forms by the first week of the internship
b. Part one of the learning agreement outlines roles and expectations of the student intern, and the code of conduct to guide the student during the Internship program. Students should review, complete, and submit part one of the form with the help of the Faculty Coordinator
c. Part two of the learning agreement outlines the internship learning goals and objectives for the student. This part allows the student intern and the site supervisor to outline specific duties and activities that will meet the learning goals and objectives. Students should review, complete, and submit part two of the form with the help of the Faculty Coordinator and the Site Supervisor.

2. Complete Site Agreement Form- some sites may have their own internship agreement form that they would like the students to complete. Complete these forms and list them as part of internship requirements on Canvas

3. Complete all internship course requirements. The internship course has several requirements and graded assignments which will be discussed during orientation and detailed on Canvas.
a. As part of the internship course, students are expected to share their experience at the  Public Health Capstone Symposium which happens at the end of every fall and spring semester. If a student takes the Capstone Internship course in the summer, they will need to present on their internship during the Fall Public Health Capstone Symposium. The date and time of this event will be communicated in class announcements on Canvas

After the Internship
1. Send a thank you note/card- students should send a thank you note to the site supervisor and staff at the internship site to thank them for the learning, training, and networking opportunities received during the internship time.
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These are some tentative timelines and deadlines provided by the Public Health Program to help guide you through the internship process. The timelines are not definitive, and students need to check with their own site and the Faculty Coordinator to confirm.
	Internship Process Possible Internship Dates and Timelines

	Semester of Internship
	Fall 
	Spring 
	Summer

	Activities 
	
	
	

	Preparing for Internship
	Jan-May
	June-Aug
	Aug-Dec

	Search for Internship
	Jan- Jun
	Jun-Dec
	Aug-Feb

	Contact Faculty Coordinator - Research Interest Meeting
	March 15th 
	October 30th
	Jan 15th 

	Internship Orientation
	Late Spring 
	Late Fall/Early Spring
	Early Spring

	Secure an Internship Site
	Aug 15
	Dec 15
	April 30

	Register for Internship Class
	University Registration Deadline

	Complete course requirement
	End of Semester
	End of Semester 
	End of Semester
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INTERNSHIP ROLES AND RESPONSIBILITIES
The internship experience is a collaboration between the student, the internship site, the Site Supervisor, the university, and the Faculty Coordinator. The purpose of the information on roles and responsibilities outlined below is to ensure a successful collaborative experience and provide meaningful learning experience for the student.
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1. Internship Interest Meeting: Notify the Faculty Coordinator that they are preparing for their internship by scheduling the internship interest meeting, discussing possible placement sites, and developing internship goals and objectives.

2. Follow the Internship Manual: the student is responsible for all the information included in this manual and should review keenly and follow the guide closely to know the requirements and their deadlines in order to have a successful internship process

3. Secure and Internship- students should work with career services, Faculty Coordinator and consult other relevant sources to secure an internship placement before the course begins. Students should complete all requirements for site placement (as necessary) including vaccinations, drug tests, background check, training, onboarding, and orientation before the internship begins

4. Communication: Maintain active communication with the Faculty Coordinator during the internship process from the search to completing the course requirement.

5. Code of Conduct: students are expected to always act with integrity and follow the procedures, policies, and regulations of the internship site.

6. Complete course requirements: students are expected to complete all coursework for the internship course including submitting all the paperwork and adequately completing all canvas assignments.
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1. Learning Agreement: Review the student learning agreement, collaborate with the student to develop activities that will help students achieve those objectives.  Sign the Goals & Objectives Form before the internship begins.
2. Daily Oversight: Supervise and mentor your intern throughout the internship. Assign student activities, projects, and opportunities that will help them learn and grow
3. Intern Hours: Ensure the student intern is engaged in at least 120 hours of meaningful work. These hours can be completed on site or remotely
4. Evaluations: Complete Midterm and Final Evaluations for the intern. Evaluations are opportunities to have conversations with students about their performance. Evaluations can also be used by the program to improve student internship experience.
5. Feedback & Support: Provide regular feedback to the student and a final exit interview. Provide feedback as needed to the Faculty Coordinator about learning opportunities and any other issues that may arise
6. Professional Development: Optionally help review résumé, cover letters, or practice interview skills. Provide students with opportunities to network with different professionals in the field.
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1. Assessing Student Readiness. The Faculty Coordinator will assess student readiness and preparation for the internship based on university and Public Health program criteria

2. Assist in Identifying Opportunities: Faculty Coordinator will assist the student in identifying and applying for internship opportunities and assuring that the secured site and proposed activities are acceptable for public health learning experience 
3. Approving Student Learning Agreement: Faculty Coordinator will review and approve the student learning agreement forms developed in collaboration with the Internship student and the Site Supervisor.

4. Opportunities for Sharing and Reflecting: Through class activities, the Faculty Coordinator will provide internship students with opportunities to share their experiences with the coordinator, with their internship cohort members, and with the public. 

5. Addressing Internship Issues: The Faculty Coordinator is the point-person responsible for addressing any academic or internship issues that may develop between the student and the internship site or the site supervisor. 

6. Evaluating Student Performance: The Faculty Coordinator will evaluate student performance using criteria outline in the course syllabus and submit the student internship grade to the university
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The Student Learning Agreement Form outlines (1) the roles and responsibilities of the student intern and the code of conduct that will be used for guidance during the Internship program in part I, and (2) internship learning goals and objectives in Part II. Students complete, sign and submit the Part I of form. Students then work with their internship supervisor and Faculty Coordinator to complete Part II of the form. Both forms should be submitted within the first week of the Internship.

GUIDELINES FOR ETHICAL AND PROFESSIONAL CONDUCT IN INTERNSHIPS
Preliminary Statements
As CU Boulder intern, you are representing yourself, the University and fellow students, both current and future. Your conduct should make the employer want to host interns in the future. 
As a student intern you are expected to adhere to the employer’s employment policies, practices, procedures, dress code, and/or standards of conduct. To avoid any misunderstanding, it is recommended that you obtain clarification regarding such matters from your employer when you begin your assignment. 
Your performance while on assignment as an intern will be evaluated by your employer and your Faculty Coordinator. Upon completion, you will receive a letter grade for the course. 
The student intern is required to maintain the established work schedule and meet internship obligations. Absences, excused or not, do not absolve a student from the responsibility of completing all assigned work promptly and the required number of hours. The student should contact the Faculty Coordinator when absences occur. Absences will be excused for documented cases of: 
1. Incapacitating illness 
2. Death of a close relative 
3. Religious holidays 
Any changes in your internship status (withdrawal, termination) must be reported immediately to the Faculty Coordinator
It is the policy of the University of Colorado-Boulder not to discriminate on the basis of sex in its educational programs, activities or employment policies as required by Title IX of the 1972 Educational Amendments. The University of Colorado-Boulder, in compliance with Federal regulations implementing Section 504 of the Rehabilitation Act, does not discriminate against the handicapped in admission or access to or treatment or employment, in its programs and activities. 
Therefore, if you feel victimized by a work-related incident (e.g. job misrepresentation, unethical activities, sexual harassment, discrimination, etc.), you are to contact your Faculty Coordinator immediately. You may also contact the office of Institutional and Equity Compliance. More information can be founder here. https://www.colorado.edu/oiec/reporting-resolutions . 
Specific Statements
You will conduct yourself with integrity at all times. This includes, but is not limited to:
1. Report to the internship on time and maintain the required work schedule.
2. Dress appropriately and maintain a professional appearance for the work setting.
3. Treat all clients, supervisors, and colleagues with dignity and respect.
4. Show honesty, cooperation, accountability, courtesy, and willingness to learn.
5. Use appropriate written and oral communication in all professional interactions.
6. Follow all rules, policies, and procedures set by the internship site.
7. Follow safety rules, avoid unsafe practices, and behave ethically and legally.
8. Maintain strict confidentiality about all information at the internship site.
9. Stay drug- and alcohol-free and avoid using controlled substances per site policies.
10. Avoid conducting personal business during work hours, including phone or internet use.

I understand and agree with the integrity standards of the internship program as listed in the preceding statements. I understand that failure to comply with any part of this guideline of conduct may result in the loss of academic credit or other disciplinary consequences.

 
	 
Sign Here 
(Student Name Here)								Date 
 
 
Sign Here 
(Faculty Coordinator Name and Title Here) 					Date	 
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LEARNING GOALS AND OBJECTIVES FORM: 
 
For the following competencies, describe the activities that the intern will expect to complete at your site.  Please note that this agreement does not constitute a guarantee that said activities are obligated to be completed.  For areas not covered, please designate with “NA”: 
•	Implement public health strategies, interventions and programs (e.g. attend health fairs and distribute health education information or conduct community surveys); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Administer health education strategies, interventions and programs (e.g. Participate in intervention activities such as health education sessions for diabetes or school physical activity programs); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Identify individual, organizational and community concerns, assets, resources and deficits for social and behavioral science interventions (e.g. conduct a community needs assessment at a health fair); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Describe steps and procedures for the planning, implementation and evaluation of public health programs, policies and interventions (e.g. Observe and document a strategic planning event); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Summarize and review evidence-based approaches in the development, implementation and evaluation of social and behavioral science interventions (e.g. Conduct a literature review of evidence-based programs or collect information about programs available from best-practice websites); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•  Identify and understand stakeholders involved in the planning, implementation and evaluation of  public health programs, policies and interventions (e.g. Observe and document a meeting of the agency and community); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Conduct evaluation and research related to Public Health education or intervention programs (e.g. Conduct surveys at a health clinic); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Serve as a public health resource person (e.g. Provide assistance at agency events like passing out materials at a health fair); 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
•	Communicate and advocate for health and public health programs (e.g. Review and summarize policy or advocacy materials). 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
 


THE UNIVERSITY OF COLORAD BOULDER:	 
 
	 
Sign Here 
(Student Name Here)								Date 
 
 
Sign Here 
(Faculty Coordinator Name and Title Here) 					Date	 
 
 
 
INTERNSHIP AGENCY: (FILL AGENCY NAME HERE)   
        
 
 Sign Here 
Name and Title of Authorized Agency Representative Here)			 Date 
 
 
 
 
 
 
 
Agency Contact Information:  Address, email, phone 
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Thank you for hosting a CU Boulder Public Health student intern! Internships are essential to students’ professional development, and your partnership makes a real difference.
Your Role as Site Supervisor
· Daily Oversight: Supervise and mentor your intern throughout the internship.
· Learning Agreement: Sign the Goals & Objectives Form before the internship begins.
· Intern Hours: Ensure at least 120 hours of meaningful work.
· Evaluations: Complete Midterm and Final Evaluations for the intern
· Feedback & Support: Provide regular feedback and a final exit interview.
· Professional Development: Optionally help review résumé, cover letters, or practice interview skills.
 Responsibilities Checklist
1)  Set learning goals and objectives with intern and Faculty Coordinator.
2) Onboard intern (expectations, policies, workspace if in-person/hybrid)
3) Assign projects and schedule
4) Meet regularly to offer guidance and support
5) Introduce intern to team/networking opportunities
6) Communicate with Faculty Coordinator as needed
7)  Review and sign off on timesheets (40, 80, 120 hours)
8) Submit evaluations (Midterm & Final)
9) Conduct an exit interview
10) Provide a grade for student performance

Internship Timeline
	Milestone
	When
	Your Task

	Pre-Internship
	Before start date
	Sign Goals & Objectives Agreement Form

	Early Internship
	0–40 hours
	Onboard intern, assign projects, approve 1st timesheet

	Midpoint Check-In
	~60 hours
	Complete Midterm Evaluation, hold feedback meeting

	Later Internship
	~80 hours
	Approve 2nd timesheet, continue mentorship

	Final Weeks
	~120 hours
	Approve Final timesheet, complete Final Evaluation

	Internship Wrap-Up
	End of internship
	Conduct exit interview, provide a grade, offer career support (optional)


 
Need Help?
Reach out at any time to the Faculty Coordinator Renice Obure at Renice.Obure@Colorado.edu with questions or concerns.
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