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PROPOSAL FOR UNDERGRADUATE INTERNSHIP COURSE DESIGNATION APPROVAL 
Internship (N) 

 
OVERVIEW 

 
Defining Internship Courses 
For a course to be designated as “Undergraduate Internship”, it must meet all of the following criteria. Criteria are 
based on internship best practices as defined by the National Association of Colleges and Employers (NACE), the 
CAS Standards for Internships (2015) and the Department of Labor’s Fair Labor Standards Act (FLSA). All included 
internship sites must abide by Department of Labor Fair Standards Labor Act on Internships (see Appendix B), NACE 
Position Statement on Internships (see Appendix C), or other applicable accrediting body standards. 
 
Definition: An internship is a form of experiential learning that integrates knowledge and theory learned in the 
classroom with practical application and skills development in a professional setting. Internships give students the 
opportunity to gain valuable applied experience and make connections in professional fields they are considering for 
career paths; and give employers the opportunity to guide and evaluate talent. – NACE 
  

1. The internship course engages students in an experience in a professional or organizational setting 
performing work that is applicable to their fields of study, educational goals and/or career aspirations, and 
can be transferrable to other employment or academic settings. 

2. The internship course requires students to conduct professionally applicable work within a defined period of 
time; required number of hours for course credit/per credit hour* received is clearly articulated. 

3. The learning objectives** related to the internship course are clearly articulated and are relevant to 
competencies in the field of study and/or career readiness competencies (see Appendix A).  

4. The internship course requires routine supervision and feedback by a professional with expertise related to 
the field of study, educational goals and/or career and vocational aspirations.  

5. The course integrates assignments for self-assessment, reflection, application, and integration of the 
learning experience as it relates to career/academic decision-making and personal and professional 
development. Includes a combination of reflection assignments, evaluations, and a final synthesis project. 

6. The internship course requires a formal learning agreement (see Appendix D) to be signed by the student, 
internship site supervisor and university representative outlining the goals and objectives, rights and 
responsibilities, contact information, and the internship job description. 

 
* Number of hours are determined by the extent to which the student is engaged in work activities related to identified 
learning goals (not solely hours at site or hours that solely benefit the employer/organization). UT semester credit 
hours earned in courses such as internships, research, theses, dissertation, etc. are based on outcome expectations 
established by the academic program. 
**These are the same for all students in the course and should not be confused with the individual goals and 
objectives of each student and their internship site. 
 
Process for Review 

1.) All courses submitted for EL-designations are considered new courses in the Undergraduate Catalog, 
regardless of whether the base course is new or existing. Prior to final submission to the EL subcommittees 
for review, proposals must be approved through standard curricular procedure at the department and 
college levels. Those wishing to submit proposals for designation are encouraged to work with the Center for 
Career Development prior to final submission to ensure criteria are properly addressed.  

2.) Proposals must be submitted by the designated college representative to Molly Sullivan by October 15 each 
year for consideration of inclusion in the following year’s catalogue. (Microsoft Word or PDF file). 

3.) The following rubric will be used to determine if courses meet the six criteria for consideration. A score of 9 
or greater is required to receive the designation, with no entries in the (0) ‘Does Not Demonstrate’ column. 
Courses that receive the N-designation will become eligible to receive support through the campus’s Quality 
Enhancement Plan (QEP), Experience Learning.  
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PROPOSAL FOR UNDERGRADUATE INTERNSHIP COURSE DESIGNATION APPROVAL 
Internship (N) 

 
RUBRIC 

 
 
 

Rubric for receiving an internship-intensive or N-designation. The criteria below are based on internship best practices: NACE 
Position Statement on Internships, DOL - Fair Labor Standards Act for Internships, and CAS Standards for undergraduate 

internships (2015) 
 Completely Demonstrates (2) Somewhat Demonstrates (1) Does Not Demonstrate 

(0) 
Professional 
Work  as an 
Extension of 

the Classroom 

The internship course engages students in 
an experience in a professional or 
organizational setting performing 

university-level work that is applicable to 
their fields of study, educational goals, 
and/or career aspirations and can be 
transferrable to future employment 

settings. 

The internship course engages 
students in an experience 

performing university-level work for 
an employer that is applicable and 

transferrable, but the work is 
primarily done in the classroom or in 
a “virtual” setting rather than in the 
professional/organizational setting. 

This internship course 
does not engage students 

in an experience 
performing applicable, 

transferrable university-
level work in a 

professional setting. 

Time Towards 
Internship 

The internship course requires students to 
conduct professionally applicable work 
within a defined period of time; required 
number of hours for course credit/per 

credit hour* received is clearly articulated. 

Students conduct internship work 
within a defined period of time, but 

there is ambiguity regarding 
minimum hours required for course 

credit/per credit hour. 

Students do not conduct 
a minimum amount of 

internship work within a 
defined period of time. 

Learning 
Objectives 

The learning objectives related to the 
internship course are clearly articulated 
and are relevant to competencies in the 
field of study and/or career readiness. 

The learning objectives related to 
the internship experience are limited 
in their relationship to field of study 
or career readiness competencies. 

There are no learning 
objectives related to the 
internship experience. 

Supervision The internship course requires routine 
supervision and feedback by a 

professional with expertise related to the 
field of study, educational goals, and/or 

career and vocational aspirations. 

Supervision and feedback is 
required but with ambiguity 

regarding who may provide the 
supervision and the consistency of 

the supervision. 

There is no required 
supervision or feedback 

by an appropriate 
professional. 

Course 
Integration 

The course integrates assignments for 
self-assessment, reflection, application, 

and integration of the learning experience. 
Includes a combination of reflection 

assignments, evaluations, and a final 
synthesis project. 

The syllabus assignments include 
evaluations for student but does not 
include reflection assignments or a 

final synthesis project. 

There are no syllabus 
assignments for 

evaluation, reflection, and 
synthesis integrated into 

the course. 

Learning 
Agreement 

The internship course utilizes a formal 
learning agreement to be signed by the 
student, internship site supervisor and 
university representative thoroughly 

outlining the goals and objectives, rights 
and responsibilities, contact information, 

and internship description. 

The internship course utilizes a 
formal learning agreement to be 
signed by the student, internship 

site supervisor and university 
representative but with only a 

limited outline. 

The internship course does 
not utilize a formal learning 

agreement. 



 

 

PROPOSAL FOR UNDERGRADUATE INTERNSHIP COURSE DESIGNATION APPROVAL 
Internship (N) 

 
APPLICATION  

 
Proposal Contact Information 
Contact Name: 
Contact Email: 
College and Department: 
 
Course Information 
Is the base course new or existing?  
Has the proposed EL designated course been approved through standard curricular procedure at the department and 
college level (a requirement of both new and existing base courses seeking EL designation)? 
 
Course #: 
Course Title: 
Course Description: 
# Credit Hours: 
Time Expected per Student on Internship: (in total hours and/or per credit hour received) 
 
Eligibility  
 

a) What method(s) will be used to evaluate the eligibility of the student participant and internship site?  
 

b) Please include a statement that indicates how it will be determined that a proposed internship site meets the 
FLSA on Internships (see Appendix B), the NACE Position Statement on Internships (see Appendix C) or 
other applicable accrediting body standards for internships in the field of study or career discipline. Note: you 
may refer to your proposed learning agreement if it includes and clearly labels the necessary components of 
the rubric (Appendix D) 

 
Student Learning Outcomes  

a) Please define one or more intended student learning outcomes to be advanced through the use of 
undergraduate internship in this course.   

 
b) What method(s) will be used to evaluate the extent to which the intended student learning outcomes were 

advanced through the use of undergraduate internship in this course? Note: you may refer to your syllabus if 
outcomes and evaluation methods are clearly articulated and labeled. 

 
Additional Information (optional) 
Provide any additional information supporting why the course should be considered for N-designation and how the 
course meets the six criteria for inclusion.  
 
Review the attached rubric. A score of 9 or greater, with no entries in the (0) ‘Does Not Demonstrate’ column, is 
required by the subcommittee to receive the designation. It is encouraged that you review the criteria to ensure they 
are properly addressed before final submission. You may reach out to the Center for Career Development prior to 
submission for guidance. 
 
 
Required Attachments 
Proposed course syllabus including a learning agreement. 
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APPENDIX B 
 

Position Statement: U.S. Internships 
 

A Definition and Criteria to Assess Opportunities and Determine the Implications for Compensation 

ABSTRACT 

Experiences through which students can apply their academic knowledge in work settings are a vital component of a college 
education. These experiences are widely labeled as “internships,” but the criteria for and oversight of these experiences vary widely 
among institutions of higher education and employers in the United States. This paper examines the characteristics of a legitimate 
internship and the conditions under which such an experience can be engaged on an unpaid basis. At the foundation of this paper is 
the tenet that an internship is a legitimate learning experience benefitting the student and not simply an operational work experience 
that just happens to be conducted by a student. 

Overview of Current Perspectives for Experiential Learning Experiences 

Experiential learning is a crucial component of a college education. Experiential learning encompasses a wide variety of enriching 
opportunities for students, including service-learning, volunteering, student organization leadership and campus involvement, 
faculty-led research and projects, experiential study-abroad, student employment/work-study, cooperative education, and 
internships. This position paper concerns itself specifically with internships.  

More students are pursuing experiential learning, particularly internships, more colleges and universities are promoting student 
engagement in experiential learning such as internships, and a greater number and variety of employers are offering these 
experiences in the form of internships. Significant discussion has developed, particularly around the concept, purpose, structure, 
and function of internships, and the conditions under which internships can be pursued on an unpaid basis. 

In 2010, the National Association of Colleges and Employers (NACE) issued a position statement on unpaid internships that was 
developed after conducting a national survey of employer and college members and considering other related research. It is framed 
by principles, beliefs, assumptions, and information that took into consideration the numerous and varying current practices. NACE 
has developed a framework within which to define the internship experience and identify criteria for determining when internships 
can be offered ethically and legitimately without pay. 

Definition of “Internship” and Consistent Criteria 

Because the parties involved in the internship process—students, colleges and universities, and employers—have differing 
objectives, it is important to have a definition of “internship” upon which all parties can agree. Currently, the term “internship” is used 
to describe various experiences. Moreover, there are no guidelines by which employers, educators, and students can consistently 
define “internships.”   

To establish uniformity in the use and application of the term “internship,” NACE recommends the following definition:   

An internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical 
application and skills development in a professional setting. Internships give students the opportunity to gain valuable applied 
experience and make connections in professional fields they are considering for career paths; and give employers the opportunity to 
guide and evaluate talent.  

To effectively implement this definition, it is necessary to develop criteria that college career centers and employer recruiters can 
use to identify workplace experiences that can legitimately be identified as “internships.” The discussion of these criteria is framed 
by several conditions. These conditions are the legal definitions set by the Fair Labor Standards Act (FLSA); the widely varying 
guidelines set by individual educational institutions and academic departments within institutions; employer perspectives on and 
objectives for internships; and the unique experiential learning objectives of students.   

Students pursue internships because they want to gain professional experience that links their academic coursework to the 
disciplines they want to pursue for their careers. To gain this experience, students want to engage in projects and tasks that 
contribute to the professional work of the organization. This means that the employer does benefit from the work of the intern while, 
at the same time, it provides a meaningful experience that allows for the application of academic knowledge.  

To advance this assessment, the ethics must be considered. At the foundation of such an assessment is the tenet that the 
internship is a legitimate learning experience benefitting the student and not simply an operational work experience that just 
happens to be conducted by a student. The core question then is whether or not work performed by an intern will primarily benefit 
the employer in a way that does not also advance the education of the student.   
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In January 2018, the U.S. Department of Labor (DOL) issued a statement essentially replacing the six-part test it had initially issued 
in 2010 with its new “primary beneficiary” test to determine if an individual can be classified as an unpaid intern.  

The primary beneficiary test does not include a rigid set of requirements; instead, it is a non-exhaustive list of factors to determine 
who is the primary beneficiary of the internship. These factors include:  

• the extent to which the intern and the employer clearly understand that there is no expectation of compensation;  
• the extent to which the internship provides training that would be similar to that which would be given in an educational 

environment, including the clinical and other hands-on training provided by an educational institution;  
• the extent to which the internship is tied to the intern's formal education program by integrated coursework or the receipt 

of academic credit;  
• the extent to which the internship accommodates the intern's academic commitments by corresponding to the academic 

calendar;  
• the extent to which the internship's duration is limited to the period in which the internship provides the intern with 

beneficial learning;  
• the extent to which the intern's work complements, rather than displaces, the work of paid employees while providing 

significant educational benefits to the intern; and  
• the extent to which the intern and the employer understand that the internship is conducted without entitlement to a paid 

job at the conclusion of the internship. 

The DOL’s fact sheet on unpaid internships (Fact Sheet #71: Internship Programs Under the Fair Labor Standards Act) explains that 
this test allows courts to examine the “economic reality” of the intern-employer relationship to determine which party is the primary 
beneficiary of the relationship. The fact sheet also indicates that courts have described the primary beneficiary test as “flexible” with 
no single factor being determinative. Therefore, whether an intern or student is an employee under the FLSA depends on the unique 
circumstances of each case.  

The DOL says that if examination of these circumstances reveals that an intern or student is an employee, then he or she is entitled 
to both minimum wage and overtime pay under the FLSA. However, if the analysis of the circumstances confirms that the intern or 
student is not an employee, then he or she is not entitled to either minimum wage or overtime pay under the FLSA. 

Criteria for an Experience to Be Defined as an Internship 

To ensure that an experience—whether it is a traditional internship or one conducted remotely or virtually—is educational, and thus 
eligible to be considered a legitimate internship by the NACE definition, all the following criteria must be met:  

1. The experience must be an extension of the classroom: a learning experience that provides for applying the knowledge 
gained in the classroom. It must not be simply to advance the operations of the employer or be the work that a regular 
employee would routinely perform. 

2. The skills or knowledge learned must be transferable to other employment settings. 
3. The experience has a defined beginning and end, and a job description with desired qualifications. 
4. There are clearly defined learning objectives/goals related to the professional goals of the student’s academic 

coursework.  
5. There is supervision by a professional with expertise and educational and/or professional background in the field of the 

experience. 
6. There is routine feedback by the experienced supervisor.   
7. There are resources, equipment, and facilities provided by the host employer that support learning objectives/goals.  

If these criteria are followed, it is the opinion of NACE that the experience can be considered a legitimate internship.   

Posting Unpaid Internships 

Career services professionals should monitor positions posted through their career centers to see that they follow the NACE 
definition and criteria articulated in this paper. This is particularly important for unpaid internships, as allowing an unpaid internship 
to be posted implies approval of the internship. Therefore, career centers should not post any unpaid internships that do not meet 
the seven criteria set forth above.  

Academic Credit  

While academic credit legitimizes an unpaid experience, in order to be identified as an internship, that experience must fit the 
criteria. For experiences that employers make available only if academic credit is awarded, the college or university’s requirements 
in combination with the criteria laid out in this paper should be used to determine if the experience is a legitimate internship.  

https://www.dol.gov/whd/regs/compliance/whdfs71.htm
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Conclusion 

This paper examines how to assess experiences often promoted to students as “internships” with the goal of determining the 
implications for compensation by exploring three components:  

• The experience’s legitimacy as an internship must be determined. To do so, the educational value of the experience must 
be considered of most importance.  

• Once the experience can be ethically identified as an internship, the implications for compensation can be determined. An 
experience that meets all the criteria may be offered unpaid.  

• Only an experience that meets the criteria presented in this paper should be labeled an internship.    

It is the considered opinion of NACE that career services professionals and employment professionals can work collaboratively to 
ensure that an experience meets and adheres to the criteria so that it can be legitimately considered an internship. In this way, 
valuable experiential learning can be ethically provided for students. 

July 2011. Revised August 2018 to reflect the replacement of the FLSA six-part test with the "primary beneficiary" test.  
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APPENDIX C 
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APPENDIX D 
 

Guide for Developing the Learning Agreement 
 

The learning agreement is between the supervisor and students as well as the internship coordinator due to credit being earned. It is 
typically comprised of four parts: goals & objectives, rights & responsibilities, a contact sheet and an agreement clause with space 
for signatures. Explanations are provided below with suggested included information. 
 
Contact Sheet 

• The contact sheet with the agreement signature contains the following: 
o Employer/Supervisor name, title, address, email, telephone number 
o Intern name, email, telephone number 
o Internship start and end dates 
o Internship hours: daily/weekly schedule, hours per week, total in internship 
o Number of credits the interns will be earning 
o Payment terms or other compensation means, if applicable. Demonstrates how the employer meets the DOL-

FLSA rules if unpaid and “for-profit”. 
• Includes statement indicating that the intern and /or employer must notify the university representative (internship course 

instructor) if there is a change in status. 
• Indicates the preferred method of communication with the internship course instructor. 
 

Rights and Responsibilities 
 
Student Rights and Responsibilities 

• Pursue a meaningful work experience related to a student’s major and/or career goals. 
• Expect to be treated fairly and with respect by all staff at site. 
• Discuss insurance/liability with the employer, including how the intern is protected in case of a legal or medical situation at 

the internship site. 
• Complete tasks assigned by supervisor or designee. 
• Treat others with respect at all times. 
• Recognize that there are confidential situations and interns may be asked to sign a confidentiality clause document. 
• Follow University of TN Hill Topics. 
• Create Goals and Objectives Sheet to define role in the internship and review with supervisor on a regular basis. 
• Remain in contact with the Internship Course Instructor throughout the internship and complete all required assignments 

to receive credit. 
 
Employer Rights and Responsibilities 

• Provide a complete description of intern’s responsibilities. 
• Offer an orientation to introduce student to work culture. 
• Provide information on harassment and discrimination policies.  
• Explain office etiquette, behaviors, attire, meals, timeliness, work location, parking, overall facility, and general rules of 

organization.  
• Explain supervisor’s preferred communication methods. 
• Provide a meaningful internship experience for the student guided by identified and agreed upon goals and objectives.  
• Assign no more than 25% clerical or menial style tasks that are not dependent on one earning a college degree to do. 
• Discuss termination procedures with student and internship course instructor. 
• Avoid involving student in any situation that has illegal components for the intern  
• Remain accessible to the Internship Course Instructor throughout the experience. 
• Evaluate the intern as often as needed but at least as often as required by the course. 

 
Goals and Objectives 

• The internship exists for the student to learn, and all objectives are to revolve around the idea that the intern should learn 
about self, organization and industry.  

• The intern should discuss the answers to each of the following questions with their supervisor: 
o What skills do you want to develop as you are working on your internship?  
o How do you plan to accomplish this skill development? What are specific actions, tasks, and work assignments 

that will allow you to achieve your objective? 
o How will you be evaluated on skill development?  

 
Agreement Clause 

• Include statements such as these below: 
o The employer agrees to information stated in the Learning Agreement and will adhere to all stated policies. The 

student agrees to abide by all guidelines set forth in the Learning Agreement. 
• Signed and dated by all parties 
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