Higher Education Internship Learning Contract 
An internship can provide an opportunity to observe, and participate in, work responsibilities and functions within an area of higher education that lies outside your day-to-day experience. An internship is an opportunity to learn about a new function in higher education, to explore the possibility of pursuing a career in a higher education area new to you, and to apply your present knowledge and experience to challenges within a new setting.

The best way to ensure an ideal internship is to articulate, and follow, a set of learning goals and objectives both you and your internship mentor agree upon. This requires advance preparation and conversation. The way to guide this preparation and conversation is through the completion of a learning contract.

The purposes of the learning contract are:

1. To clarify the overall learning goals and objectives of the internship experience.
2. To stipulate any specific deliverables expected by the internship mentor.
3. To serve as the basis for evaluation by the internship mentor of the intern’s success in the internship, and to allow the intern to gauge their own success.
4. To connect the internship to the student’s overall academic and professional plans.
Internships are based on 9 hours per week of work for each credit hour earned. For example, a student who signs up for a 1-credit internship should plan on working 9 hours per week. Not all of that time needs to be face-to-face (e.g., an intern might be working from home on the writing of a report) but, overall, the intern should be able to account for the minimum number of hours required by the credit load he or she designated for the internship. The intern and the internship mentor should agree on how many hours are available, what the nature of work during those hours would look like, and how to track those hours.
The intern and internship mentor should meet to discuss the contract and, after agreeing on its contents, sign the contract. The intern will have their faculty advisor sign the contract, as well. Once signed by everyone, the intern should distribute a copy to everyone and then file the original contract with Michael Lindsay in the EDLPS Office. This should all occur no later than the end of the second week of the academic term during which the internship is being completed. The filing of the learning contract is an important step in being assigned an add code for officially enrolling in internship credits.
Higher Education Internship Learning Contract

Intern Contact Information

Name of Intern: __________________________________________________________

Internship Site: ___________________________________________________________

Intern Contact Information during Internship:

Address: ________________________________________________________________

City: ______________________________
State: ________
Zip: ______________

Phone Number: _____________________
E-mail: _____________________________

Primary Internship Mentor Contact Information
Name of Primary Site Mentor: __________________________________________________

Title: ___________________________________________________________________

Address: ________________________________________________________________

City: ______________________________
State: ________
Zip: ______________

Phone Number: _____________________
E-mail: _____________________________

Internship Information
Academic Term and number of credits:

Term: __________ Credits: ___________

General Schedule for On-site Hours:



If either the Student Intern or the Site Mentor has any questions, they should feel free to contact the Higher Education TA via email at highered@u.washington.edu.

Intern’s Learning Goals and Deliverables
Intern and the Internship Mentor should discuss and agree on learning goals, responsibilities, AND indicate how success will be measured for each goal. Attach extra pages if necessary. Also, the intern and the internship mentor should agree upon one deliverable, due at the end of the term.
Learning Goal 1:  

How success on goal will be measured:

Learning Goal 2:  

How success on goal will be measured:

Learning Goal 3:  

How success on goal will be measured:

Description of a Deliverable to be completed by end of term:  

Internship Agreement

We, the undersigned, agree to the following:

1. The Intern and the Primary Site Mentor agree on the goals of the learning contract, as stipulated above.

2. This learning contract will be filed with the Area of Educational Leadership & Policy Studies no later than the end of the second week of each academic term for which credit is being sought.

3. Each credit hour is based on a minimum of 3 actual hours spent on internship work (on-site or otherwise) during a ten-week academic term. The hours do not have to be evenly spread throughout the term. The distribution of hours is at the discretion of the internship mentor, in consultation with the intern.

4. The Intern agrees to maintain complete confidentiality of all materials and discussions to which they are privy during the internship. The Intern may be released from their duty of confidentiality only with expressed written permission of Primary Site Mentor.

5. Although some internship sites are able to compensate students for their internship work, this decision is left to the discretion of the internship mentor. The Intern agrees that compensation is not required.

6. The Internship Mentor will identify a suitable workspace for the student to use during the times such space is necessary.

7. At their discretion, Internship Mentors agree to invite Interns (merely as observers) to important staff meetings and other events that extend beyond the immediate work of the internship. In this way, Interns can gain exposure to policy and decision-making conversations.

8. The Primary Site Mentor will complete an evaluation form at the end of the Internship period. This form will be provided to the mentor by the intern at the end of the term, but will be returned confidentially to the intern’s faculty advisor.
9. The Internship Mentor must offer the student a satisfactory evaluation (as determined by successful completion of this Learning Contract) in order for the specified academic credit to be earned.

Signature of Intern





Date



Signature of Internship Mentor




Date

Signature Student’s Faculty Advisor



Date
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____________________________________________________________________________________________________
_________


