EMPLOYER INTERNSHIP APPROVAL PROCESS
HOLLINS UNIVERSITY

When registering an internship for credit, it is expected that the student confirms the aspects of the internship with their
supervisor before they start the registration process. Supervisors should confirm with the student intern the details of the
internship including what they will be doing and where they will be interning. Ideally, this will all be done before the student
begins the registration process. Please refer to our Employer Internship Guide where we provide guidelines for Hollins
students completing internships, best practices for employers, the hours required, and how many credits students can
receive based on the number of hours completed.

1. You will receive an email from
Handshake in your inbox with the
subject line “Experience Requested
by [Student Name].”
2. Click “Review Experience” in your
email. You will be taken to
Handshake. You do not need a
Handshake account to register this
internship. The link will take you to
the approval form and process.

3. On the left hand side, you’ll see the
different sections of the experience.
Please review this information
carefully to ensure that you are
approving the correct student’s
internship.
a. Job Details is information
required by Handshake. This
includes the basic aspects of the
internship, date range, and
status (fulltime, part-time,
seasonal).
b. Experience Details is where
we’ve provided information that
you should know as internship
supervisor including a PDF with
internship guidelines for you to
review prior to signing off on the
internship.
c. Student Survey is our
customized questions with
information we need to register
the student’s internship for
academic credit.

4. After reviewing the student’s
information and internship details,
please complete the employer
survey (part 4). Here you will
provide information like your name,
contact information, organization
name, the intern’s responsibilities,
and the internship description.

5. Click “Next: Your Response.” to
move on to the last page, where
you’ll be asked to submit your
approval of the experience.
6. Please verify that all information is
correct.
Note: If any of the information
provided for the experience is
incorrect, you have the option to
decline and leave a comment. The
student will receive notification of the
comment and declining of approval
for the internship.
7. If all information is correct, click
Approve Experience so that the
information will be sent to the
student’s faculty sponsor for the next
step in the approval process.

