Hollins University Internship
INFORMATION, INSTRUCTIONS,
and Paperwork

Finding the internship you want
Start early in the semester
If you plan to study abroad, or will be off campus before
the start of the next semester, set up your internship
as soon as possible. Provide the Center for Career
Development and Life Design (CDLD) with copies of
your paperwork before you leave the country.

Select a faculty advisor
Select an advisor who will be available during the
selected semester. Your internship will be registered
under the department of your faculty sponsor, so try to
select a faculty member whose field aligns with your
chosen internship (e.g., if your sponsor is a member of
the biology department, your internship will be listed
BIOL 399).

Prepare your application
Attend a Rockin’ the Resume and Cover Letter
workshop to strengthen your materials before submitting
them to an organization. If you can’t attend a workshop,
review the materials online or contact the Career Center
at careercenter@hollins.edu.

NEED A LITTLE EXTRA HELP?
Finding an internship
• Attend the Career Center’s How Do I Get There?
workshop to learn more about finding an internship
and the resources available to you.
• Check out the registrar’s website at
www.hollins.edu/registrar to review internship
program guidelines and look through internship
information in the academic catalog.
• The Career Center’s website,
careercenter.press.hollins.edu, offers general and
specialized databases of internships.
• In addition you may search for opportunities through
our own database, Handshake:
hollins.joinhandshake.com
• Consult your advisor and other faculty for internship
and networking suggestions.
• Network with alumnae, family and friends to learn
about potential opportunities in organizations
that align with your career interests and desired
geographic locations.

Contact potential internship supervisors
Provide them with the Hollins Employer Internship Guide
on our website or available in the Career Center. Express
your interest in a cover letter and supply your resume.

Housing
Students are responsible for arranging their own
housing and transportation for internships or job
interviews. If you wish to stay with an alumna, you can
obtain names and housing information through the
Career Advising Network; however, you must complete
the housing policy form and make a request for housing
information through the Career Center. Housing with an
alumna/us is not guaranteed.

Questions
Never hesitate to ask a question if you are confused or
unsure. Visit the Center for Career Development and
Life Design in West or email careercenter@hollins.edu.

Registering your internship for academic credit
INTERNSHIP GUIDELINES
•

January internships receive four credits and
140 total hours must be completed. Semester
internships including Summer internships are
either 70 total hours (two credits) or 140 total
hours (four credits) dependent on credit hours
sought.

•

All interns, internship supervisors, and faculty
sponsors must agree upon the goals, duties,
and responsibilities of the intern before
beginning. Internships in which students
perform only routine tasks such as filing and
photocopying are not accepted for credit.
Refer to the Remote Work Plan on the CDLD’s
website for information on structuring an
internship and defining goals for January.

•

All internships must have an academic or
reflective component which must be submitted
to the faculty sponsor upon the completion
of the internship. The intern must meet with
their faculty sponsor at the end of the semester
to report on their internship and submit any
assigned work.

•

Although rare, some internships are paid.
In that case, the student must work with
their faculty sponsor to make sure that the
internship qualifies as an experiential learning
opportunity.

•

A student cannot intern with any firm or
organization where they have been employed
or interned before unless their supervisor
can verify that the duties will be significantly
different from their prior work.

•

Some 4 credit internships may be split into
two 2-credit internships over the course of the
full academic year due to the nature of the
work.

•

Students are allowed to complete a maximum of
16 internship credits toward graduation.

ONLINE REGISTRATION

Internship registration must be done in
Handshake. Click here or see next page for
instructions on how to register internships in
Handshake. You should only start the registration
process after you have discussed the internship
experience with your supervisor, faculty sponsor, and
advisor.

Evaluation Forms
•

•

Evaluation forms will be automatically sent to
supervisors ten days before the last day of term
but it is up to you to remind your supervisor
to review the evaluation with you at the end of
your internship.
You will also receive a student evaluation via
Handshake to reflect on your experience. The
student evaluation form will be automatically
sent to you ten days before the end of the
term.

SUMMER INTERNSHIPS

Students have two options for registering summer internships for credit.

OPTION 1
Students can register for two or four credit
internships over the summer. The first two
credits are free and a four credit internship
is $500. This option is suggested if you
don’t have room in your fall schedule.
Students cannot exceed 22 credit hours
during the fall semester.

OPTION 2
Students may still register their summer
internships to be applied to fall semester
so internship credit fees are covered by
financial aid. The paperwork will still be due
by the summer registration deadline listed
above. You will need to make sure that you
don’t exceed the 22 credit limit.

INTERNSHIP REGISTRATION THROUGH HANDSHAKE
The first thing you should do before finding an internship and registering it for credit is review Hollins University’s
internship guidelines and resources located in this guide. Before you register your internship, be sure to communicate
with your faculty sponsor and advisor (this can be the same person but does not have to be) making sure they are aware
of your internship, have given their approval and discussed with you the academic work required. It is also important
to make sure your faculty sponsor is clear on how many credits you will be receiving and the desired grade form (Pass/
Fail, Grade) before you initiate registration. Once you have discussed the internship with your faculty, complete the
steps below in Handshake to register for academic credit.

STEP BY STEP GUIDE FOR STUDENTS REGISTERING INTERNSHIPS IN HANDSHAKE
•

Log into Handshake

•

Click on “Career Center” in the top right corner next to your initials.

•

Click the “Experiences” box on the Career Center dashboard.

•

Click “Request an Experience”.

•

Fill out the form with the details of your internship. Here’s some tips for completing this form:
• In the Details section, select Experience Type based on whether you are registering for a January
or semester internship and your status. NOTE: there are special experience types for first-year and
F-1 students. F-1 students, please refer to the Special Instructions for F-1 Students for additional
instructions.
• Enter the dates of your internship. Note: January internships should take place for the entirety of
the January short term.
• Job Type should be set as Internship.
• Under “Employment Type,” you will enter the status of your internship noting whether it is fulltime, part-time, or seasonal. NOTE: January internships MUST be full-time for 35 hours per week
for a total of 140 hours completed during the month.
• You will enter the names and emails for your internship supervisor, your faculty sponsor, and your
faculty advisor. If your sponsor and advisor are the same, you will still need to enter the faculty’s
name in both sections.

•

When finished completing the form, click “Request Experience.” Once we have received your request,
the center will review, and initiate the start of the approval process. The center’s approval sends the
information to the employer, requests their details and acknowledgement, and then they approve.

•

After employer approval is complete the system will automatically send the experience to your faculty to
submit their approvals and academic assignments. NOTE: Faculty identified as both sponsor and advisor
will receive TWO links to approve for both roles.

•

Once faculty members have approved, the Career Center will process and submit to the Registrar.

•

Questions about registration through Handshake? Contact careercenter@hollins.edu.

Please monitor the status of your experience in Handshake after you have requested, allowing at least 48 Business
Hours for the Career Center to approve your request. The Center may leave comments and questions for your
attention within the experience.

INTERNSHIP APPROVAL SEQUENCE
Student requests
registration in
Handshake

CDLD receives and
initiates approvals
to begin

Employer
submits details of
internship

Faculty sponsor
reviews, approves,
and submits credits
and grade mode

Faculty advisor
approves and
CDLD submits to
Registrar

HOLLINS UNIVERSITY INTERNSHIP WORK PLAN SAMPLE
All internships should focus on student learning and growth. By creating a work plan for internships, it provides
structure and defines the goals and themes for the experience. The following example can be used as a template to
create a work plan for the student intern. Refer to Employer Internship Guide for blank form.

SAMPLE TEMPLATE
DURATION OF INTERNSHIP:

Week 1

January 2022

Theme(s)

•

Orientation

Goal(s)

•
•
•

Become familiar with the office and staff
Understand company mission, vision, & values
Get access to administrative and computer systems.

•
•
•
•

Conduct an office tour, or virtual tour, and introduce intern to your staff
Host a company ‘meet and greet,’ or an online group meeting for remote interns
60-minute meeting with supervisor to discuss company mission, vision, and
values and how the internship fits in
60-minute meeting with HR to go over administrative systems

Theme(s)

•

Learning goals and project plans

Goal(s)

•
•

Develop overarching learning goals for the internship and define project plan
scope
Train on company protocols and understand how to accomplish tasks for projects

•
•
•

60-minute meeting with supervisor to finalize learning agreement and work plan
Complete online training module(s) for new employees on company protocols
Create a draft of the work product related to the first intern project

Theme(s)

•

Building Confidence with Work Tasks

Goal(s)

•
•
•

Finalize first intern project
Develop communication plan for giving and receiving feedback on work products
Expand the intern’s network of colleagues in the office

•

30-minute meeting with supervisor to go over notes and edits to first intern
project
Discuss how to best give and receive feedback going forward
Set aside two hours of dedicated work time to finalize first intern project
Schedule a coffee chat, or virtual call, with an office colleague in related
department.

Task(s)

Week 2

Task(s)

Week 3

Task(s)

•
•
•

ADDITIONAL WORK PLAN TIPS
•
•
•
•

Defining
Terms
THEME
The subject or
overall sense
of the current
week

GOAL
A specific,
measureable,
and actionable
item to
accomplish

TASK
The action(s)
an intern, or
supervisor, will
take to achieve
stated goals

Keep going - continue this structure for each week of the internship. Ideally, plan it out early on.
Collaborate - Work with the student intern to create the plan to help increase ownership over the work.
Be flexible - work plans can change over time, and that’s okay. Regularly update them as needed.
More guidance - check out our Remote Internship Guide and Student Paperwork for more information on
supporting student interns.
• Questions? Contact Center for Career Development and Life Design, at careercenter@hollins.edu

HOUSING: Rules, policies, and etiquette for living with Hollins alumnae,
parents, and friends during your internship
Hollins Housing Policy
Students are representing Hollins University while completing an internship for academic credit.
Students should behave impeccably when staying with others during the course of an internship. Show
appreciation and respect toward your host, their family and pets as well as their home and property.
A person who has agreed to be part of the Career Advising Network housing program is under no
obligation to accept a student and may withdraw their name from the database or update the Center
for Career Development and Life Design at any time that her home is no longer available.
All Hollins students are responsible for arranging their own housing and transportation for semester
internships or job interviews. If you wish to stay with an alumna, you can obtain names and housing
information through the Career Advising Network; however, you must complete the Housing Policy form
and make a request for housing information. Contact the Center for Career Development and Life Design
for more information.
Remember, it is the student’s responsibility to initiate and maintain communication with any person who
chooses to open their home to a student. If there is a charge for housing, make sure the fee is paid in full
before your departure date.

ETIQUETTE RULES FOR ALUMNAE HOUSING
•

Have firmly established arrival and departure dates (including time and mode of transportation).
Advise your host at least two weeks in advance of these dates. Discuss whether there will be a fee for
your stay. Arrange your daily schedule to conform to preferences stated by your host. Do not ask your
host to change plans for you.

•

Make your own bed every day until you depart. Ask what you should do with used linens when you are
ready to leave.

•

Do not scatter your belongings. Keep your possessions as neat and organized as possible.

•

Remove personal items from the bathroom, unless it is your own private bathroom. Keep it neat (wipe
the sink after each use, keep the toilet seat down, do not leave wet towels lying on the floor.)

•

If you are allowed kitchen privileges, make sure you understand the rules of the house and be
considerate. Ask your host family if they need help in the kitchen.

•

Ask permission to use the phone and keep calls short. Do not make long distance calls on your
hostess’s phone.

•

Treat the children, pets, friends, and property of your hostess with respect.

•

If you break something, advise your host immediately and offer to replace it.

•

REFRAIN from smoking in a nonsmoking house.

•

Present your host with a “house gift” or thank-you note (at the very least) to thank them for their
hospitality.

CAREER READINESS: Competencies for a Career-Ready Workforce
The National Association of Colleges and Employers (NACE) launched its Career Readiness Initiative
in 2015 to address a fundamental need for new college graduates and the professionals who serve
their career development needs and recruit them into the workforce: a shared understanding of what
is needed to launch and develop a successful career, a common vocabulary by which to discuss needs
and expectations, and a basic set of competencies upon which a successful career is launched. Learn
more at naceweb.org/career-readiness-competencies.
CAREER & SELF-DEVELOPMENT

Proactively develop oneself and one’s career through continual personal and professional learning,
awareness of one’s strengths and weaknesses, navigation of career opportunities, and networking to
build relationships within and without one’s organization.
COMMUNICATION
Clearly and effectively exchange information, ideas, facts, and perspectives with persons inside and
outside of an organization.
CRITICAL THINKING
Identify and respond to needs based upon an understanding of situational context and logical analysis
of relevant information.
EQUITY & INCLUSION
Demonstrate the awareness, attitude, knowledge, and skills required to equitably engage and include
people from different local and global cultures. Engage in anti-racist practices that actively challenge
the systems, structures, and policies of racism.
LEADERSHIP
Recognize and capitalize on personal and team strengths to achieve organizational goals.
PROFESSIONALISM
Knowing work environments differ greatly, understand and demonstrate effective work habits, and act
in the interest of the larger community and workplace.
TEAMWORK
Build and maintain collaborative relationships to work effectively toward common goals, while
appreciating diverse viewpoints and shared responsibilities.
TECHNOLOGY
Understand and leverage technologies ethically to enhance efficiencies, complete tasks, and
accomplish goals.

WHAT IS CAREER READINESS?
Career readines is a foundation from which to demonstrate requisite core competencies
that broadly prepare the college educated for success in the workplace and lifelong career
management.

PERSONS TO CONTACT with internship questions or concerns
PATTY BROKKEN		

		
AMBER BECKE		
University Registrar			
Career Center Coordinator		
Hollins University				
Hollins University
Box 9708
Box 9628				
Roanoke, VA 24020				Roanoke, VA 24020			
540.362.6016
540.362.6364				
540.362.6690 (fax)
540.362.6096 (fax)			
beckeae@hollins.edu			
brokkenpe@hollins.edu

