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INTRODUCTION 
 

Thank you for expressing interest in North Seattle College and the Internship program. This packet 

provides some guidelines about the internship process and helps provide a framework for creating an 

effective internship program within your organization.   

 

Internships are beneficial in several ways: 

 

 Internships are a  valuable way to help train the future workforce 

 Internships allow employers to evaluate potential employees 

 Interns can bring new ideas and fresh perspectives to existing workforce 

 Internships support students and provide an opportunity to give back to the community 

 Support of internships can increase employer visibility in education 

 Internships are a way to engage  an available, motivated, and inexpensive resource  

 

Please contact the Internship Coordinator at 206.934.3734 or carla.thompson@seattlecolleges .edu for 

more information.  We look forward to partnering with you!     

 

 

NSC Programs with a Required Internship 

Component: 

 

 Administrative Assistant (certificate  

& AAS) 

 Customer Service (certificate) 

 Project Management (certification) 

 Nanotechnology (AAS) 

 Heating Ventilation & Air 

Conditioning (certificate) 

 Accounting (AAS) 

 Computerized Accounting Tech 

(certificate) 

 Bookkeeping (certificate) 

 International Business (BAS) 

 

 

 

NSC Programs with Internship as an Optional 

Elective: 

 

 Business (AAS) 

 Medical Receptionist (certificate) 

 Network infrastructure & Security 

Support Specialist (certificate) 

 Information Technology (certificate) 

 Communication, Business & Media 

(certificate) 

 

 
Note:  Internships are a great way for students in any 

discipline to get hands-on experience in an occupation 

of interest.  Key for earning credit is the internship must 

relate to student area of study and the student must be 

registered in a CWE internship course. 
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DEVELOPING AN INTERNSHIP OPPORTUNITY 

 

STEP ONE: CREATE AN INTERNSHIP DESCRIPTION 

Write a description for the internship position that includes specific duties, tasks, and 

responsibilities.  Identify basic skills Intern must have to succeed in the position and outline 

potential areas of learning for student.  If the internship position is an unpaid one, check the 

Washington State Labor and Industries website for information on regulations regarding 

uncompensated internships.  (www.lni.gov)  

STEP TWO:    IDENTIFY A SITE SUPERVISOR 

Determine within your organization who will guide the Student Intern and act as their Site 

Supervisor and primary mentor.  Pinpoint specific resources that the Intern can utilize (such as 

desk space, computer, parking, etc.) 

STEP THREE: POSTING YOUR POSITION 

Connect with the Internship Coordinator (IC) at North Seattle College and complete the 

Internship Request form.  The IC will review your position, clarify details as necessary and 

submit your request for posting on Employer Job Board, www.seattlecolleges.edu/careerhub/. 

Work with IC to identify the NSC program that best matches the type of intern you are seeking. 

STEP FOUR: SELECTION PROCESS 

Go through the application process.  If you choose to have the internship office screen and 

forward applications to you, be aware that all students who meet the minimum qualifications 

listed in the internship description will be forwarded.  The employer must make final decision 

about the best candidate for the position.   The other option is to have students contact the 

employer directly.  

STEP FIVE: INTERNSHIP BEGINS 

Student Intern begins internship.  Any required documentation for the internship course will be 

provided by the student.  The internship instructor will contact employer twice during the 

internship period.  An in-person site visit by the internship instructor may also be requested. 

 

 

http://www.lni.gov/
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INTERNSHIP: START TO FINISH 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INTERNSHIP TERMS 

 Employer Job Board (College Career Hub, aka Interfase) 

o Free job posting site for employers that is utilized by students and alumni of the NSC District 

to find full-time, part-time, internship, and volunteer positions 

 Internship Coordinator (IC)/ Internship Instructor (Faculty) 

o NSC employee who serves as central connection point for information about internships for 

both employers and students.  IC also conducts employer outreach, site visits, and 

coordinates internship related events on campus.   

 Internship Instructor (Faculty)  

o Instructor guides Student Intern through creation of Learning Outcomes, meets with 

Student Intern throughout internship process.   Also communicates with site supervisor to 

ensure optimal experience by both employer and student. 

 Site Supervisor 

o Employee from the company/organization, who trains, guides, supports and evaluates 

performance of student intern through duration of internship agreement period. 

GETTING 
STARTED

• Intern and site 
supervisor 
complete the  
Training 
Agreement, a 
draft position 
description. 

• Student drafts 
learning 
objectives and 
discusses with 
site supervisor. 

• Site Supervisor 
gives feedback, 
approves, and 
signs TA/LO . 
Final version to 
be approved by 
instructor.

START TO 
MIDWAY 
THROUGH

• Student and 
Supervisor 
negotiate 
schedule

• Student Intern 
begins work

• Instructor will 
check in with 
Site Supervisor 
during the first 
few weeks of 
the internship. 
Site supervisor 
will conduct  a 
Midterm 
performance 
evaluation.

NEARLY 
FINISHED

• Student Intern 
requests Exit 
Interview with 
Site Supervisor 
and gives Site 
Supervisor a 
Final Employer 
Evaluation to 
complete

• Site Supervisor 
completes 
Employer 
Evaluation prior 
to meeting with 
Student Intern.

FINISHING UP

• Site Supervisor 
gives Student 
Intern feedback 
regarding 
performance in 
Exit Interview , 
and approves 
and signs 
Timesheet

• Site Supervisor 
completes 
internship 
commitment, 
hires Student 
Intern, or 
requests 
another 
Student Intern 
as needed



North Seattle College  Employer Information Packet 
Internship 
Program  

  
 

5 
 

 Student Intern 

o NSC student who will complete internship hours at the host company/organization.  Student 

Interns require a minimum of 99 work hours for 3 credit internship course (33 hours per 

credit).  At least 50% of internship duties must relate to student’s area of study.   

 

INTERNSHIP DOCUMENTS (supplied by student intern) 

 Training Agreement 

o Document written by Student Intern that describes goals for the internship experience; 

Signed by Student Intern, Internship Faculty, and Site Supervisor.  

 Learning Objectives 

o Document containing detailed learning objectives written by student, supported by site 

supervisor and approved by internship instructor.  These represent important learning link 

between education and work site application. 

 Timesheet 

o Record of completed hours to be approved and signed by Student Intern and Site Supervisor 

upon internship completion; Students complete between 66 – 297 hours of internship 

depending on individual program requirements.  

 Employer Evaluations 

o Completed by the Site Supervisor at the midway and end of the internship; Includes 

comments and observations regarding the Student Intern’s job and performance.  

 Exit Interview 

o Requested by Student Intern when internship hours are nearly complete; Site Supervisor 

should complete Employer Evaluation and grade progress on Learning Objectives prior to 

this interview.  Supervisor and student then review evaluations and final Timesheet should 

be signed. 

 

STUDENT INTERN INSURANCE COVERAGE 
 
DAMAGE LIABILITY COVERAGE 
 
NSC covers students under its damage liability policy during the quarter in which he/she is an intern as 
long as the student is registered in the internship course.    Students are responsible for speaking to the 
Internship Coordinator about the registration process.   
 
Paid interns are required to be covered by L & I insurance.  If the internship is unpaid, employers are 
encouraged to pay a fee (approximately 7 cents per hour) to the Washington State Labor and Industries 
to provide Interns with coverage.  Applications for Elective Coverage can be found on the L & I website.    
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FREQUENTLY ASKED QUESTIONS 
 
Q: Do Student Interns have to be paid? 
 
A: Internship is an investment in the future workforce. Thus, financial compensation is strongly 
suggested and required by law for certain organizations, depending on the structure of the internship 
position. More information can be found at the Department of Labor and Industries website 
(www.lni.gov). 
 
Q: What if the internship is not working out? 
 
A: The Internship Coordinator will work to promote a positive internship experience by: 

1) Having Student Interns and Site Supervisors communicate expectations using the TA/LO 
documents prior  to starting the position 

2) Following up with the employer midway through the process to identify any potential issues. 
 
If the employer wishes to terminate the agreement, s/he can do so at any time and is also under no 
obligation to hire a student intern upon completion of hours. A Letter of Recommendation is a 
suggested gesture of appreciation for the student intern’s work.  If the intern was placed by the college, 
employer is expected to contact the Internship Coordinator prior to termination. 
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APPENDIX: INTERNSHIP FORMS 

 

All required internship forms will be supplied by the college. 

 

Training Agreement (TA) 

 

Position Description Form  

 

Learning Objectives (LO) Includes College District approved grading scale 

 

Midterm Timesheet  

 

Midterm Performance Evaluation  

 

Final Timesheet  

 

Final Performance Evaluation 
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