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INTRODUCTION

THE INTERNSHIP PROGRAM AT CCSJ

I nter nships provide the best way to become educated about your future career.

L earning by doing and being exposed to professionalsworking in the field provides
valuable experience, a professional reference, and often leadsto a position upon
graduation. Thelnternship Program at CCSJ provides opportunitiesfor students,
employers, and the college to collabor ate in developing car eer-related experiences and
helps students compete in today’ stight job market.

Internships are an option for all studentsin the College and all studentsare strongly
encour aged to explor e internship opportunities. However, studentswho major in the
following programs ar e required to complete an internship;

Communications Paralegal Studies
Criminal Justice Psychology
Human Services Social Science

Students who undertake an internship are asked to read thisInternship Manual and to
keep it nearby asareference. Theinformation contained in the following pages
describesinternship procedures and formsthat are used in the internship process.

Staffsis always available to answer any questions you might have and we hope you will
not hesitate to contact usif you have any questions.

Career Services
Internship Coordinator
Room 400
219.473.4253
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GENERAL INTERNSHIP INFORMATION

WHAT ISTHE PURPOSE OF AN INTERNSHIP?

I nternships afford you an opportunity to:

Apply the knowledge gained in the classroom to real life situations
Develop additional knowledge and skills

Confirm your career and academic choices

Network with professionalsin thefield

Increase your marketability upon graduation

Earn academic credit whileyou learn

WHEN CAN | START AN INTERNSHIP?

Studentsinterested in completing an internship for their major apply in their junior or
senior year of study and must meet the GPA requirement for their specific department
(see College Catalog for details regarding specific requirements).

HOW DO | SELECT AN INTERNSHIP?

To select an internship you must:

Discussyour internship interests and cour se guidelines with your Program
Director

Obtain approval to begin an internship from your Program Director one
semester prior to your anticipated start date

Complete the Internship Application Form & return it to the Internship
Coordinator in the Career Services Office

Select an agency/or ganization with whom you would like to interview (internship
listings ar e available through your Program Director and the Internship
Coordinator)

I nterview with the prospective or ganization

Notify your Program Director and the Internship Coordinator of your selection
decision

Register for the appropriate internship section
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GUIDELINESFOR

INTERNSHIP IN PLACE OF EMPLOYMENT

The College will approve an internship in settingsin which students are employed,
provided certain safeguards can be established to preserve the educational quality of
thelearning experience. Thismeansthat students must:

1. have been employed by the organization for at least one year with satisfactory
per formance evaluations

2. beassigned duties different from thoseroutinely performed as an employee
3. have assignmentsthat are applicable to the area of study that has been selected
4. have assignmentsthat offer an opportunity for new learning and growth

5. beassigned to a different department or program and/or to a
supervisor other than their employment supervisor to over seethe internship
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INTERNSHIP REQUEST FORM

1. Normally, students complete an internship after they have taken most/all of
their major courses

2. Aninternship Request Form should be submitted to the Internship Coordinator
at least one semester prior to the start of the internship (Room 400)

3. Studentsmust register for the internship (00495) in the semester in which they
begin the internship

DATE

NAME

ADDRESS

CITY STATE ZIP
PHONE (home) (cel)

EMAIL ADDRESS:

YEAR IN SCHOOL

[ ]Freshman [ ] Sophomore [ ]Junior [ ] Senior [ ] Accelerated Prog.

AREA OF STUDY

Major: Minor

AREA(S) OF INTEREST

| have received the internship manual

signature



INTERNSHIP REQUEST FORM
(continues)

OFFICE USE ONLY

EXPERIENCE/SKILLS (Attach resumeor briefly list experience/skills you have)

NUMBER OF HOURSPER WEEK AND DAYSOF WEEK AVAILABLE FOR
INTERNSHIP

PLANNED START DATE

CAR?  Yes No

SKILLS:
Written (good-fair-poor) Verbal (good-fair-poor) Computer (good-fair-poor)

REMARKS

DISPOSITION

I nternship Coordinator
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INTERNSHIP COMPETENCIES

An internship affords you an opportunity to apply various aspects of a
major area of study to awork environment. It isdesigned to help you
make connections between your cour se work and the actual world of
practice by examining the concepts and principleslearned in class and
their application on thejob.

At the conclusion of the practicum, you should be ableto:

e Demonstrate an understanding of how concepts and principlesin
your major area of study areapplied in your internship site

e Useeementsof critical thinking to make connections and/or analyze
discrepancies between cour se concepts and practices asthey appear
in your internship

e Relate major program area concepts and principlesto social justice
issues

e Discussethical relationshipsand/or dilemmas asthey manifest
themselvesin theinternship site

e Evaluateyour performance asa professional in your area of practice
(performanceindicatorsinclude: judgment, initiative,
communication skills, time management skills, capacity for self
reflection, and composur €)
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INTERNSHIP RESPONSIBILITIESOF THE COLLEGE

The College hasthe primary responsibility for helping students arrange internships,
helping students integrate cour se wor k with experience, and awarding gradesfor the
internship experience.

The Program Director working with the student serves asthe link between the school
and theinternship supervisor and will provide the student and supervisor with a copy
of the cour se requirements and any other formsrequired by the department. The
Program Director will also be available to address any questions or issuesthat may
arise in the cour se of theinternship.

The College Internship Coordinator confirmsthe student’sinternship and isavailable

to help facilitate any communication between the faculty members, internship
supervisor, and student.

INTERNSHIP RESPONSIBILITIESOF THE SUPERVISOR

I nternship supervisorsare chosen for their commitment to contributing to the
educational experience of students placed in their organization. Internship supervisors
areresponsiblefor selecting meaningful experiencesin an area(s) of

work that will help the student gain “hands-on” experience and contributeto the
development of knowledge, skills, and/or professional behavior in thework
environment. Supervisors make arrangementsto provide supervision and guidance to
studentsthroughout the course of their internship. The supervisor will complete
evaluation forms at the end of the internship and recommend a grade for performance.

INTERNSHIP RESPONSIBILITIESOF THE STUDENT

Students ar e expected to assumetherole of learner and to perform their assigned tasks
in a professional manner. They areto bein attendance at the organization on the days
and times agreed on and, in the event of lateness or absenteeism, they areto notify their
supervisor prior tothestart of their work day. They areresponsible for preparing a

lear ning agreement with their supervisor and for completing and submitting any forms
required by their supervisor or the College (see Student L earning Agreement attached)

Students ar e expected to meet with their supervisor to obtain guidance and feedback on
their tasks and performance; devote the required number of hoursto the internship;
dress appropriately in conjunction with the norms of the organization; and bring to the
attention of their supervisor and the College any ar eas of concern related to the

inter nship experience.
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LEGAL RESPONSIBILITIES

DISCLOSURE OF STUDENT STATUSTO CLIENTS

For ethical and legal reasonsthe College requires studentsto disclose their student
statuswhen interning in an agency. Thisensuresthat their representationsto clients,
agencies, and the publicis open, honest, and accur ately reflectstheir professional
gualifications and credentials. Thisalso reinforces best practices and the responsibility
to respect clients rightsto “informed consent” and “ self-determination”.

Students should seek their supervisor’s guidance on:
1) how tointroducethemselvesto clients(i.e. intern, trainee, etc.)
2) how to anticipate, think about, and respond to questions that clients might raise
about their student status

CRIMINAL OFFENSE INVESTIGATIONSAND INTERNSHIP ASSIGNMENTS

Increased public concern in protecting society’s most vulner able membersfrom harm
hasresulted in national legislation (National Child Abuse Protection Act 1993 and the
Jacob Wetterling Act 1994) being passed. Theselaws allow for the use of national
criminal background checksfor peopleworking or volunteering with children, the
elderly or disabled individuals. Most states now have laws and regulations requiring
criminal background checksfor employees and volunteerswho plan to work in these
settings and internsareincluded in the latter group. Some or ganizations may also
require drug screenings and credit checks.

Students are asked to self report any history of charges of a crime (felony or
misdemeanor) to the I nternship Office so that appropriate internship planning and
preparation can occur. Itisnot relevant or necessary for a student to share details
regarding their criminal background information with an organization if the
organization does not requireit. In other situations, such arecord may render a
student ineligiblefor certain internships. Studentswho havearecord are also
encouraged to check its exact content to insure accuracy.

Because the College also has a responsibility to the institutions who offer internshipsto
our students, the Internship and Career Services Officereservestheright to not refer
or place a student in an internship.
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STUDENT LIABILITY AND MALPRACTICE INSURANCE

Occasionally an agency will require a student to purchaseliability insurancein order to
be eligible for an internship with itsorganization. Thisrequirement usually pertainsto
Human Services and Psychology majors. Although it isexpected that studentswill
obtain this cover age independent of the College, they may request that the costsfor this
cover age be applied to their financial aid request as an educational expense.

To obtain liability insurance, students must first join the professional organization that
governstheir major (the American Counseling Association if you area Human Services
major, or, the American Psychological Association if you are a Psychology major).
Studentswill simultaneously submit an application form for liability insurance
cover age through the same or ganization.

Following are the proceduresfor obtaining liability insurance.

FOR PSYCHOLOGY MAJORS

Psychology students must first join the American Psychological Association (APA)
before applying for Student Liability Insurance. To do so:

Go to www.apa.org/member ship
1-(800) 374-2721

Click the*“Join/Renew” category
Click “Student Affiliate” category
Print out member ship application

THEN, goto

www.hpso.com (The American Psychological Association Insurance Trust)
1-800-982-9491

Click “ Student”, and then select “ Quick Quote”

Answer the questionsto calculate your premium

Click “Apply on Line” and follow the instructions’

The Membership form must be mailed in, however, the Liability Insurance form can be
completed on line.

10



FOR HUMAN SERVICE MAJORS

Human Services students must first join the American Counseling Association (ACA)
before you can apply for student liability insurance. To do so:

Go to www.counseling.org

1-800-347-6647

Click “Becomean ACA Member, Join Today” at top of page
Click “Printer friendly application”

Check the* Student (S)” box

Skip the next section

Complete the payment infor mation section

THEN, goto

www.hpso.com and Click “ Students’ from menu
1-800-982-9491

Goto“Student”, and then select “ Quick Quote’
Answer the questionsto calculate your premium
Click “Apply on Line” and follow the instruction.

11



GRADING GUIDELINES

The evaluation of a student’sinternship performanceisan on-going process between
the student and the supervisor. It beginsin thefirst weeks of the field practicum when
the student and supervisor discusstheir expectations of each other and the student’s
learning goals. Evaluation continuesin weekly supervision where the supervisor
provides guidance and feedback to the student and observes how the student usesthe
feedback in serviceto clients. In addition to the ongoing process, a formal written
evaluation isdue at the end of the semester.

The purpose of the evaluation isto:

1. help the supervisor reflect on the student’s overall development
2. help the student self-evaluate hisher development and progress
3. inform thefaculty and the College of the student’s performance

Gradesarebased on a letter system and include: “A+" “A”, “A-* (superior); “B+",
113 B" , [1] B_H , (Very good); [ C+” , [1] CH ’ll C_H (ava.age); [13 D+” , [ D” , [ D_(( (marginal); and
“F” (unacceptable/failing). Thefinal grade should represent the student’s overall
performance.

Unsatisfactory Performance

It isassumed that a student will receivearating of “3” or higher on the evaluation
items. If, at any timeduring theinternship, it appearsthat a student is performing
below a“ 3" and the situation isnot corrected after feedback from the supervisor is
given, the Internship Coordinator at the College should be contacted immediately. We
request that a student not be precipitously terminated from an inter nship without
involving the College.

The definitions of grades are described below.

SUPERIOR (5) - CONSISTENTLY HIGH LEVEL OF
PERFORMANCE

e VERY GOOD (4) - ACCEPTABLE WITH EVIDENCE OF HIGH LEVEL
OF PERFORMANCE AT TIMES

e GOOD (3) - ACCEPTABLE PERFORMANCE

e MARGINAL (2) - ACCEPTABLE WITH EVIDENCE OF
INADEQUATE PERFORMANCE AT TIMES

e UNACCEPTABLE (1) - INADEQUATE PERFORMANCE

12



UNSATISFACTORY PERFORMANCE INTHE FIELD (FOR PSYCHOLOGY &
HUMAN SERVICES STUDENTS)

Although a student’ s classroom performance may be satisfactory, it may become necessary
to recommend that a student reconsider his/her preference for a psychology major if the
performance in the field is not satisfactory. The major grounds for such a decision may be
any of the following actions which are subject to review by the Chair of the Department and
the student’ s faculty advisor.

e Violation of the American Psychological Association’s Code of Ethics
e Lack of commitment to the values of the psychology profession

e Personal problem(s) which significantly and consistently prevents a student from
functioning in the psychology program, as evidenced by repeated inappropriate
behaviors with clients and/or field agency staff that are not altered despite guidance
and/or assistance by the agency supervisor and/or the faculty advisor

e Professional inappropriateness. Students should be able to related to people with
warmth and empathy and communicate feelings appropriately; recognize the essential
worth and dignity of al human beings; appreciate the value of human diversity; offer
services to personsin need of assistance regardless of race, religion, gender, sexual
orientation, political affiliation, physical condition and/or value system; be willing to
accept supervision, and where necessary, seek help to deal with personal issues that
are hindering their effectiveness with clients. If a student isfound to be unable to
demonstrate these learning objectives, s’he will be withdrawn from the field and a
failing grade will be assigned.

e Receiving two grades of “D” or lower in the field practicum
An agency supervisor can also request a student’ simmediate removal from placement if the

student’ s behavior seriously places at risk the quality of services delivered to clients and/or
the reputation of the organization.

DUE PROCESS

1) At any point an agency supervisor beginsto feel a student’s performanceis
unsatisfactory, the faculty advisor and/or the Internship Coordinator should
be contacted. The agency supervisor should inform the student of the
reasons for the concern(s). If the student can remain in the agency, aplan
will be developed noting what must be done to remedy the situation. A
time frame will be established for correction and will be monitored to
ensure the situation is corrected.

13
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2)

3)

4)

The student will be informed of the possible consequencesif the
situation is not corrected.

If astudent’s performance remains unsatisfactory so that it appearsthat a
failing grade will be imminent, communication and/or meetings between or
among the student, Chair of the Department, faculty advisor, and/or
Internship Coordinator will be implemented. Any one of the above
persons can initiate a meeting.

A student should also bring to the attention of his faculty advisor any
concerns s/he has regarding their agency supervisor and/or internship
experiences. The faculty advisor will provide guidance on how to address
the concerns and will monitor the situation to ensure resolution.

The Internship Coordinator will be kept informed of all problematic
field related situations by the faculty advisor and, at the request of the
faculty advisor, may become directly involved at any point in the
process. If astudent must be removed from an agency due to afailing
grade, a summary of the events and outcomes will be documented by the
faculty advisor or the Internship Coordinator.

The College is committed to helping students have a successful internship, and all reasonable
and appropriate efforts are expended to ensure that the internship experienceisa“fair test” of
the student’ s abilities.

14



STUDENT INTERNSHIP EVALUATION
(for psychology students)

Name of Student:

Name of Organization:

Date:

Assignments Briefly describe the taskg/activities the student has been assigned this semester.

Level of Performance Please rate the student on the next set of questions. The rating is
based on afive point scale using the following criteria

5- SUPERIOR Consistently high level of performancein thisarea

4- VERY GOOD Acceptable with evidence of high level of performance at

times
3- GOOD Acceptable performance
2- MARGINAL Acceptable performance with evidence of inadequate

performance at times

1-UNACCEPTABLE Inadequate performance

15



RATING

1.

2.

3.

5.

6.

7.

8.

Student is awar e of and complieswith the NASW, American

Psychological Association, or American Counseling Association Code of
Ethics (student is aware of, and adheres to the legal and ethical guidelines
governing clients' rights: informed consent; confidentiality; maintaining
appropriate boundaries with clients, etc. and other behaviors that guide their
profession/major)

Student demonstrates a respect for diversity (student treats all staff

and clients with respect regardless of race, sex, age, religion, socio-economic
status, cultural differences, etc.; can effectively engage people with back-
grounds different from his’her own).

Student demonstrates an ability to apply critical thinking skills

to higher practice (student can examine and/or appreciate different ways of
viewing a situation and can offer alternative ways of thinking and responding; can
use course knowledge to examine/apply to a situation, etc.)

Student demonstrates an ability and/or willingnessto under stand clients
behavior within the context of their individual, family, or ganizational,
and societal structures (student shows an appreciation for the multiple
systemic influences that have shaped the client’s development and

behavior)

Student demonstr ates self-awar eness and effectively usesinter per sonal
skillsto facilitate appropriate interactions with clients (student is aware of
personal attitudes, biases, strengths, and vulnerabilities as they relate to client
interactions and/or iswilling to reflect on them; can engage clientsin an
empathic, productive working relationship)

Student comes prepared for supervision (student thinks about his/her work

and brings questions to supervision; produces any case notes, reports, etc.
requested by the supervisor)

Student isable to accept hissher role asa learner (student shows an ability

to use guidance and direction; can accept constructive feedback)

Student demonstr ates professional behaviors

(student appropriately interacts with clients and staff; is punctual and regular in
attendance; notifies supervisor of lateness; absenteeism; follows through on
assignments, etc.)

16



SUMMARY (please describe the student’ s primary areas of strength and areas for future
growth. Feel free to note anything the student did particularly well in
the process of learning)

RECOMMENDED GRADE:

SIGNATURE OF SUPERVISOR DATE

TO BE COMPLETED BY STUDENT

READ AND AGREE
READ AND DISAGREE (please explain on back)

SIGNATURE OF STUDENT DATE

17
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STUDENT INTERNSHIP EVALUATION
(General)

Name of Student Date

Organization

Work Performed

Briefly describe the nature of the tasks or activities the student has performed under your
supervision. Please be specific as to the degree of difficulty and expertise required. List
examples where appropriate.

18



PERFORMANCE EVALUATION

Please evaluate the student in each of the following areas. Check the blank to the left of
therating description that best summarizesthe student’s performance. Space hasbeen
provided on thelast page for additional comments.

1.

WORK PRODUCT - student is able to produce quality products or services
(e.0. memoranda, reports, letters, research materials, interventions, etc.)

SUPERIOR

VERY GOOD

GOOD

MARGINAL

UNACCEPTABLE (please explain under “Comments’)

EFFICIENT MANAGEMENT OF WORKL OAD —Student isableto
manage his’her workload in atimely manner

SUPERIOR
VERY GOOD

GOOD
MARGINAL
UNACCEPTABLE (please explain under “Comments”)

SUPERIOR

VERY GOOD

GOOD

MARGINAL

UNACCEPTABLE (please explain under “ Comments”)

ANALYTICAL SKILLS— Student isable to properly assess issues and
solutions to various tasks and activities

SUPERIOR

VERY GOOD

GOOD

MARGINAL

UNACCEPTABLE (please explain under “ Comments)

19



5. ABILITY TO WORK INDEPENDENTL Y — Student is able to work
autonomously or with nominal supervision on assigned tasks
SUPERIOR
VERY GOOD
GOOD
MARGINAL
UNACCEPTABLE (please explain under “ Comments”)
6. QUALITY OF WRITTEN WORK - Student is able to produce written
work free of grammatical and structural errors
SUPERIOR
VERY GOOD
GOOD
MARGINAL
UNACCEPTABLE (please explain under “ Comments’)
1. PROFESSIONAL ISM — Student is able to maintain his’her composure in
interpersonal interactions and/or when under stress
SUPERIOR
VERY GOOD
GOOD
MARGINAL
UNACCEPTABLE (please explain under “ Comments”)
GENERAL APPEARANCE AND PERFORMANCE
Superior Very Good Good Marginal Unacceptable
Personal
Appearance
Attendance
Punctuality
Reliability

20




COMMENTS

Supervisor Section

Please indicate the number of hoursthe student completed in his’her practicum and
assign a letter grade that you fedl reflects the student’s overall performance.

HOURSCOMPLETED RECOMMENDED GRADE
| havereviewed thisevaluation with my student: ~ YES _ NO
Supervisor Signature Date
Student Section

Upon reviewing this evaluation I:

READ AND AGREE
READ AND DISAGREE (please explain on back)

Student Signature Date

Pleasereturn thisform to: Career Services Office
Calumet College of St. Joseph
2400 New York Avenue — Room 400
Whiting, Indiana 46394

21



INTERNSHIP SATISFACTION SURVEY FORMS

In order to continuously assess and revise our policiesand practicesin the Internship
Office, we ask students and supervisorsto provide feedback on their internship
experience.

Attached aretwo forms, one for studentsand onefor supervisors, that are mailed out at

the end of theinternship. Theformsarefor program evaluation and program
improvement purposes only.

22
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Student I nternship Satisfaction Survey

Name of Student

Name of Internship Organization
Name of Super visor

Date

Please circlethe number that representsyour experiencein your internship. Seerating
scale below:

5=Always 4 =Usually 3=Sometimes 2=Rarely 1= Never

Always Usually Sometimes Rarely Never

=

. | was assigned meaningful
tasksin my internship 5 4 3 2 1

2. My internship assignments
wer e relevant to my academic
course work. 5 4 3 2 1

3. My internship assignments
wererelevant to my interests 5 4 3 2 1

4. | had regular supervision and
guidance from my super visor 5 4 3 2 1

5. My supervisor and/or other
staff were availableif | had
guestions 5 4 3 2 1

6. | learned new knowledgein
my internship 5 4 3 2 1

7. | learned new skillsin my
internship 5 4 3 2 1

8. | learned something new
about myself in my internship 5 4 3 2 1

9. | would recommend thisinternship to other students Yes  No__ Maybe

23



Other Comments (please feel freeto comment on any aspect of the internship
experience)

Occasionally, we would like to use student’s commentsin our marketing efforts.
May we use yours?

Yes No

Signature

Pleasereturn thisform to:

Internship Coordinator
Career Services Office
Calumet College of St. Joseph
2400 New York Avenue —Room 400
Whiting, Indiana 46394

24
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I nter nship Supervisor Satisfaction Survey

Name of Super visor
Name of Organization
Name of Student
Date

Please circle the number that representsyour experience with our internship program
and student(s). Seerating scale below:

5=Always 4=Usually 3=Sometimes  2=Rardy 1 = Never

Always Usually Sometimes Rarely Never

1. The expectations of meas
a supervisor were made clear
by the College 5 4 3 2 1

2. | felt I knew who to contact
if 1 had questions about my
intern 5 4 3 2 1

3. | felt responded to by the
Collegeif | had questions
about my intern 5 4 3 2 1

4. My intern managed hisg'her

responsibilitiesin a professional
manner S 4 3 2 1

5. I would take another intern from CCSJ  Yes No Maybe

Other Comments (use back page if necessary)

Pleasereturn form to: Internship Coordinator
Career Services Office
Calumet College of St. Joseph
2400 New York Ave.
Whiting, IN 46394

25



INTERNSHIP AFFILIATION AGREEMENT

Occasionally an agency will request a formal document outlining the expectations of the
organization and the Collegerelative to the internship. Attached isa sample of the
Internship Affiliation Agreement used by the College.

Usually, these requests are made by agencies and or ganizations providing clinical

servicesto the public. They arerequested in order to insureclarity regarding
expectations and to comply with their accreditation requirements.

26
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INTERNSHIP AFFILIATION AGREEMENT
This Agreement isentered into this day of :

by and between Calumet College of St. Joseph _ (hereafter called

“College’) and

(hereafter called” Facility”) for the purpose of providing training opportunities for
studentsenrolled in the College.
THE FACILITY

In recognition of a commitment to collaborate with the College, the FACILITY agrees
to fulfill the following general responsibilities:

1. provide assignmentsthat are consistent with the mission and the
cour se obj ectives of the program in which the student is participating;

2. inform the College I nternship Coordinator of any health screenings, back-
ground checks, or special orientationsrequired by the Facility;

3. orient the student to policies, forms, schedules, safety proceduresand risk
management aspects of the or ganization;

4, provide one hour of weekly, educational supervision to the student;

5. complete a written educational assessment of the student on formsor in the
format provided by the College;

6. contact the school liaison in the event issuesarisein a student’s
performance or significant events occur within the Facility which may have
an impact on the completion of theinternship;

7. reimbur se studentsfor mileageincurred aspart of theinternship
assignments when using their personal automaobiles,

8. insurethat students placed in the Facility have adequate physical facilities
(desk, chair, telephone, and space for Facility assignments);

0. comply with all non-discrimination and sexual harassment laws aswell as
professional Codes of Ethicsin the provision of servicesand in interaction
with students; and

10.  comply with principles of confidentiality and privacy regarding student.

27



THE COLLEGE
In recognition of the commitment to collaborate with the Facility, the COLLEGE
agreesto fulfill the following general responsibilities:

1. disseminate cour se/inter nship objectives, evaluation forms, and other
materialsrelevant to the internship experienceto both participating students
and Facility personnel involved in theinternship;

2. refer studentswho have met the criteria for theinternship and provide
information regarding studentsin accordance with the Family Educational
Rightsand Privacy Act;

3. designate a school liaison who will make at least one contact with the
Facility supervisor during the semester for the purpose of maintaining a
productive, collaborativerelationship and to assist the supervisor and the
student with any questionsthat arise during the student’sinter nship;

4, provide studentswith information regarding their roleasalearner and their
responsibility to adhereto their profession’s Code of Ethics;

5. inform students of their responsibility to comply with thelegal and
administrative requirements of the Facility;

6. meet with Facility personnel as needed to discussthe educational program;
and

7. insurethat students who provide direct client services have malpractice
insurance (asrequired by the organization).

GENERAL PROVISIONS

The College will indemnify and hold harmless Facility and its directors, officers,
employees, and agents from any and all claims, losses, expenses, judgments, settlements,
suits, damages, costs and attor ney fees arising out of or in any way related to or caused
by the acts or omissions of the College, its faculty, employees, or students, or the
operation of theinternship experience under this Agreement including but not limited
toinjury of personsor property.

Facility agreesto indemnify and hold harmlessthe College and its directors, officers,
employees, and agentsfrom any and all claims, losses, expenses, judgments, settlements,
suits, damages, costs and attor ney feesarising out of or in any way related to or caused
by the acts or omissions of the Facility, its staff, employees, clientsor agents pursuant to
this Agreement including but not limited to injury of personsor property.

28



TERM OF AGREEMENT

This Agreement will continuein effect until terminated by either party upon 30 days
written noticeto the other.

This Agreement shall be amended only in writing signed by the parties hereto.

This Agreement isintended only for the benefit of the Facility and the College and
should not be interpreted as being made for the benefit of any third party.

FACILITY: CALUMET COLLEGE OF
ST. JOSEPH
Signature of Facility Representative Signatur e of College Representative
Name (please print or type) Name (please print or type)
Title Title
Date Date
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EMPLOYMENT OPPORTUNITIESFOR F-1 INTERNATIONAL STUDENTS

GENERAL INFORMATION

This page provides asummary, of the various kinds of work authorization available to
F-1 international studentsin the United States. To determine whether you are eligible to
work in any of these categories, and for application procedures, consult the Academic
Advising Office.

Definition of “employment.” “Employment” is any type of work performed or services
provided in exchange for money, tuition, fees, books, supplies, room, or any other benefit.
Volunteer work for no pay or other compensation is not considered employment, and
requires authorization only if the work performed is ordinarily salaried.

Definition of “ part-time.” “Part-time” means up to 20 hours per week while classes arein
session, except that the maximum does not apply during breaks or your annual vacation
quarter. Note that while you may legally hold and use two types of part-time authorization at
once, for example an assistantship on campus and severe economic hardship work
permission off campus, it isaviolation of your F-1 statusif the total number of hours that
you work in aweek exceeds 20.

Eligibility. To beeligible for any kind of F-1 employment, you must be in good academic
standing with the college and maintain valid F-1 status. That means, among other things, that
you must be registered full-time during three academic quarters each year, and must continue
to make progress in your program of study.

Form |-766, Employment Authorization Document (EAD). For some types of
employment, authorization must come from the United States Citizenship and Immigration
Services (USCIS). Inthose cases, you can work only after you receive an EAD, asmall card
laminated in plastic with your photograph and the beginning and ending dates of your
employment authorization. The EAD isavailable only by mail (thereisafee), and we
recommend that you allow three-four months (90-120 days) for USCI'S processing.

CAUTION!
Employment without proper authorization isaviolation of your status, and can lead to

serious consequences. Before you start any kind of employment off campus, you should first
consult the Academic Advising Office.

STUDENT VISASAND PRACTICAL TRAINING EMPLOYMENT

International students generally hold F-1 student visasin the U.S. The Immigration Service
permits studentsin this category to be employed full-time by U.S. employers through a
program called Practical Training. The United States Citizenship & Immigration Services
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(USCIS) defines Practical Training as employment related to the student’ s field of study.
Eligible students need not change their visa status to accept this type of employment.

Practical training is alegal means by which F-1 students can obtain employment in areas
related to their academic field of study. Students, in general, must have completed one
academic year (approximately nine months) in F-1 status and must maintain their F-1 status
to be eligible for practical training. There are two types of practical training:

*Optional Practical Training
*Curricular Practical Training

Optional Practical Training (OPT) must be authorized by the Immigration Service based
on arecommendation from the designated school official (DSO) at the school (form [-20), a
government document which verifies the student’s admission to that institution. The term
“optional” means that students can opt to use all or part of their total practical training
allotment of a maximum of 12 months. OPT can be authorized by the USCIS (1) during
vacation when school isnot in session (full time employment is alowed); (2) while school is
in session during the Fall & Spring Semesters (part-time work employment is permitted for a
maximum of 20 hours per week); (3) after completing all course requirements for the degree
(full-time employment permitted); or (4) after completion of the course of study (full-time
employment permitted). Students who have received OPT permission will be issued an
Employment Authorization Document (EAD) by the Immigration Service. Their name,
photo and valid dates of employment are printed on the EAD. Employers should note that
the average procession time for USCI S to issue the EAD isthree or four months, and
students may begin employment only after they receive the EAD which will indicate the
starting and ending dates of employment.

Curricular Practical Training (CPT). Available to F-1 students who have been registered
full-time during the preceding three quarters, and have held a status that permits full-time
study. To qualify as Curricular Practical Training the employment must be required — either
for everyone in your degree program or else for a particular course. A year of full-time
curricular practical training will make you ineligible for optional practical training. CPT may
be authorized by Calumet College of St. Joseph (CCSJ) (NOT by USCIS) for F-1 students
participating in curricular-related employment such as cooperative education, work-study,
practicum and internship programs. Authorization is written on the back of the I-20 student
copy and will include the name of the company, beginning and ending date, and signature of
the designated school official (DSO). Since each institution has different policies related to
curricular-related employment, students should speak to their Student Advisor in the Office
of Academic Advising at CCSJ. Processing time for the authorization of CPT varies at each
institution.

International students on F-1 visas are eligible for both curricular practical training before
finishing their studies, as well as 12 months of OPT. However, students who work full-time
on curricular practical training for one year or more are not eligible for OPT. Those
engaging in OPT prior to graduation may work for a maximum of 20 hours per week during
their school term and 40 hours during their break period.

31



PROOF OR WORK AUTHORIZATION (FORM 1-9)

Asyou know, IRCA (the Immigration Reform and Control Act) requires that anyone hired
by aU.S. employer after November 6, 1986, complete an -9 form and present proof of U.S.
citizenship and passport along with a USCIS document showing that employment has been
authorized.

Students on an F-1 visawho have been authorized to engage in Curricular Practical Training
will present USCIS From [-20 1.D. (student copy) with a notation indicating the dates during
which Practical Training has been authorized. Those students on an F-1 visawho have been
authorized for Optional (Post-Completion) Practical Training will have an Employment
Authorization Document (EAD) issued by the Immigration Service. Thislaminated EAD card
will include the individual’ s photograph and fingerprint and will provide additional proof of
work authorization.

CONTINUING EMPLOYMENT BEYOND THE PRACTICAL TRAINING PERIOD

Federal regulations require that employment terminate at the conclusion of the authorized
practical training. However, students on an F-1 visamay continue to be employed, if they
receive approval for achangein visa category-usually to H-1B. Students must have a
minimum of a bachelor’s degreein order to qualify for H-1B status.

Individuals may work in the United States for a maximum of six years under an H-1B visa.
Thisvisaisvalid only for employment with the company that petitioned for them. They
must re-apply to the BCIS if they wish to change employers. Assoon astheinitial job offer
is made, they should petition for an H-1B visaif employment is likely to extend beyond the
practical training period.

STARTING WORK

A Social Security Number. To begin paying you, your employer will need your Social
Security number, which you can obtain by applying for a Social Security card. Take your
passport (if you are Canadian you may use another form of government-issued photo-bearing
identification), 1-94 Departure Record card, Form 1-20, and evidence of your employment
authorization to an office of the Social Security Administration. For alist of local offices,
please refer to http://www.ssa.gov

Form 1-9, “Employment Eligibility Verification.” When you begin work, you and your
employer must complete Form 1-9, which requires you to document both your identity and
your work authorization according to directions on the back of the Form. Asan F-1 student,
you should check the box labeled “ An alien authorized to work until,” and give the expiration
date from your EAD. An EAD will prove both your identity and your eligibility to work. If
no EAD isrequired, then, of the various items acceptable as documentation for Form -9, you
may find that the most convenient combination is your passport (or, if you are Canadian,
some other government-issued photo-bearing identification), 1-94 Departure Record card,
and Form 1-20. Y our employer, who will keep Form 1-9, may make copies of the documents
you submit, but will return the originalsto you. Form I-9 must be updated each time you
receive arenewal of your work permission.
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SOCIAL SECURITY AND OTHER TAXES

Social Security taxes. Ingeneral, as an F-1 student, you will be exempt from Social
Security (F.I.C.A.) taxesfor your first five yearsin the United States, aslong as you continue
to declare non-resident status for tax purposes (see Internal Revenue Service Publication 519,
“U.S. Tax Guide for Aliens,” which you can order by calling 1-800-TAX-FORM or view on-
line at http://www.irs.ov/publ/irs-pdf/p519.pdf).

Federal, state, and local taxes. Unlessyou qualify under atax treaty between the United
States and your home government, your earnings as an F-1 student will be subject to
applicable federal, state, and local taxes, and employers are required by law to withhold those
taxes from your paycheck. By April 15 of each year, you must file afederal income tax
return and a Form 8843, “ Statement for Exempt Individuals,” covering the prior calendar
year —whether you owe more taxes or not.

EMPLOYMENT FOR F-2 DEPENDENTS: NOT PERMITTED

F-2 dependents may not be employed under any circumstances, even in such jobs as baby-
gitting. In the event of ajob offer at a professional level, an F-3 dependent should work with
the prospective employer to change from F-2 to an immigration status that permits
employment.

FOR YOUR REFERENCE

The Code of Federal Regulations (CFR) Title 8 and Title 22 citation numbers for regulations
governing practical training are as follows:

F-1 students: 8CFR 214.2 (f) (9) & (10)
CFR Title 8 citations governing IRCA requirements are:
F-1 students: 8CFR 274a.12(b)(6)(iii) and 8CFR 274a.12(c)(3)(i)

Copies of Code of Federal Regulations are available from the Superintendent of Documents
in Washington D.C. or from the web site:

http://www.access.gpo.gov/nara/cfr/index.html
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WHAT EMPLOYERS SHOULD KNOW ABOUT HIRING
INTERNATIONAL STUDENTS

HIRING INTERNATIONAL STUDENTS

Many employers are concerned about liability related to the employment of international
students in the United States due to changesin federal laws governing non-citizens,
particularly the Immigration Reform and Control Act of 1986 (IRCA) and the Immigration
Act of 1990 (IMMACT90). Thisoverview addresses concerns employers might have about
international students and work.

Most international students are in the U.S. on non-immigrant F-1 student visas, and these
international students are eligible to accept employment under certain conditions.

Although the United States Citizenship & Immigration Services (USCIS) limits the
employment of international students, they are eligible to apply for permission to work under
practical training.

Practical training is meant for international students to gain work experience in their field of
study. Practical training allows international students to undertake paid work in the U.S.
while they are still pursuing their degrees as well immediately following their graduation.
There are two types of practical training: Optional Practical Training where students opt for
an internship to gain professional experience and Curricular Practical Training where
students are required to complete an internship as part of their degree program.

In hiring international students, you as an employer obviously want to ensure that you arein

compliance with the IRCA of 1986 and with the IMMACT90. Hopefully, this document will
help clarify those situations in which you can hire international students.

MINIMAL PAPERWORK FORTHE EMPLOYER

Fortunately, there islittle paperwork for an employer who hires F-1 visa students. All
paperwork is handled by the students, Calumet College of St. Joseph’s office of Academic
Advising, and Immigration Service. For curricular practical training, an Advisor in the
Office of Academic Advising will make a notation on the student’s copy of the 1-20 form
indicating that curricular practical training has been authorized, and specifying the duration
and place of employment. Students authorized for Optional Practical Training are required to
apply to Immigration Service for an Employment Authorization Document (EAD).

In situations where the student is applying for Curricular Practical Training, the employer is
only required by USCIS to submit a brief letter verifying employment, mentioning the
students job title and giving a brief description of the job, indicating the number of hours the
student will be working each week, as well as the beginning and ending dates of
employment. (The student will be able to provide you with a sample copy of such aletter).
Labor certification or aletter proving that no U.S. citizen was qualified for the position are
not required of the employer when a practical training application isfiled.
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EVERYONE BENEFITS

International students can offer employers awide range of skills and abilities. Their
education and their multi-lingual abilities make them a special asset to U.S. employers.
International students have the initiative, flexibility, and experience to adapt to new
situations. They can also be of specia benefit to employers for short-term (1-2 year and
sometimes longer) work assignments.

Practical Training is designed to allow international students the opportunity to gain work
experience directly to their mgjor field of study. Asaresult, they stand to gain from the
employment they receive from you, but in return, your organization benefits greatly from
their unique skills and new approaches to challenges.

Y ou can hire international students as volunteer interns. If the internship involves no form of
compensation and istruly voluntary, the students may volunteer without having to do any
paperwork with the Immigration Service. If, however, the internship provides a stipend or
any compensation (including academic credit for the internship experience), students must
obtain permission for practical training prior to starting their internship.

Obtaining permission for them to work in the U.S. is not as difficult as many employers have
been led to believe. The only cost to the employer hiring international studentsis the time
and effort to interview and select the best candidate for the job. The student handles the
paperwork involved in securing the work authorization for F-1 students. In fact, acompany
may save money by hiring international students because the majority of them are exempt
from Socia Security (FICA) and Medicare tax requirements. We urge you to seriously
consider hiring an international student.

FOR YOUR REFERENCE

The Code of Federal Regulations (CFR) Title 8 and Title 22 citation numbers for regulations
governing practical training are as follows:

F-1 students: 8CFR 214.2 (f) (9) & (10)
CFR Title 8 citations governing IRCA requirements are:
F-1 students: 8CFR 274a.12(b)(6)(iii) and 8CFR 274a.12(c)(3)(i)

Copies of Code of Federal Regulations are available from the Superintendent of Documents
in Washington D.C. or from the web site:

http://www.access.gpo.gov/nara/cfr/index.html
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INTERNSHIP INCIDENT REPORT FORM

Rarely do situationsinvolving personal risksto studentsarisein the cour se of their
internship. However, in order to have a more compr ehensive and ongoing assessment
of potential personal risk issuesin internships, students are asked to completea “Field
Placement Incident Report Form” if an incident involving per sonal threat or assault, or
therisk of personal threat or assault, occursin the performance of internship
assignments.

It isimperativeto note that the purpose of thisform isto collect data for risk
management planning and in no way should substitute for any forms, processes, or
actions used by an organization to respond to an incident.

Completed forms should bereturned to the Internship Coordinator in the Office of
Career Services, Room 400.
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If a situation involving an actual or perceived threat occurswhileyou arein your
internship, you are expected to inform your Internship Supervisor and school
Internship Coordinator immediately. You must also submit awritten report (see

below) within 24 hour s of theincident and submit it to the Internship Coordinator at
the school.

Please respond to the questions below.

LOCATION OF INCIDENT

I nternship Office Day of Incident
I nter nship Building

Other Organization Date of Incident
In Community/Street

Client’ sresidence/property Time of Day
Other

NATURE OF INCIDENT (check all that apply)

1. Physical Attack

Physical harm?
Medical attention required? If so, please describe

Damageto property? (if yes, please describe)

Other (describe)

2. Verbal Abuse

Faceto Face
Telephone
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3. Sexual Harassment

I nappropriate Comments
| nappropriate Behavior
Hostile Environment

Other
4. Natureof Threat Method of Threat
Physical Harm Faceto Face
Damage to Property Written
Telephone
Third Party
Other
Staff/OthersInvolved in Incident? No Yes (if yes, who?)

Witness(es)? If there were any witnesses, describe and/or give name(s) if known

Per sons Informed (check all that apply)

I nternship Supervisor
Organization Administrator
Organization Staff Member(s)
College Faculty Member
College Internship Coordinator
Other(s)

Palice Involvement: (check all that apply)

Police called following incident

Security person alerted or involved

Perpetrator arrested

Police report filed

Other formal legal actionstaken (if so, describe)
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Narrative Description: (briefly describe what occurred and how you responded)

Submitted by:
Date:

12/07 Rev.
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