Gerstacker Institute Internship Policies and Procedures 
In addition to the Gerstacker Code of Conduct, it is expected that you conduct yourself in a proper and professional manner while interviewing for and completing your internship. Internships enable you to work for a company so as to gain experience while you are still a student.  This is important since many companies use internships as a means by which they recruit and pre-screen potential full-time employees. 
To ensure that our students maintain and uphold the tradition and reputation of the Gerstacker Institute, all students are expected to follow the Internship Policies and Procedures throughout their four years in the Institute. It is anticipated that the ethics, standards and conduct you develop here will be continued throughout your professional career. 
When you accept an internship, you are creating a contract for work. You are expected to start and complete the job you agreed to take.  Under no circumstances are you to accept a second offer and renege on the original offer.  Should you do so, you may complete the internship, but it will not be counted towards Gerstacker internship credit. Upon your return to campus, you will no longer be permitted to participate on on-campus recruiting events through Gerstacker or Career Development.  You will also be expected to write the original organization a formal letter of apology.  A thorough review of the situation will be conducted and you may be removed from the Gerstacker program as result; at minimum you will be placed on probation for a semester. Removal from probation is contingent on completion of several Gerstacker-related activities, determined by the Gerstacker Director and Associate Director.   
Article I. Confirmation of Internships.

All Students must notify the Gerstacker Office when they have obtained their internship. Information to include is:
· Name of the Company

· Department within Company

· Location of the Position

· Name of the Supervisor

· Contact Info for Supervisor

· Title (if applicable) 

· Hire Date

· Start Date

· End Date

· Rate of Pay (if any)

Article II. The Role of the Gerstacker Office During Internships 
Prior to engaging in an internship, all paperwork must be completed through the Gerstacker Office as well as with the Registrar in order for Internships to count for Gerstacker credit. NO INTERNSHIPS WILL BE COUNTED RETROACTIVELY IF THEY ARE STARTED PRIOR TO THE PAPERWORK BEING COMPLETE. NO EXCEPTIONS. SERIOUSLY. 

You are also required to work with the Gerstacker office to organize a mid-point visit during your internship.  Additionally, both you and your supervisor are required to fill out on-line assessments at the mid-point and end point of the internship.  You are 100% responsible for completing these tasks (including getting your supervisor to complete their assessments).  Failure to do so will result in an incomplete internship which can jeapordize your standing in the Gerstacker program. 
Internships are a two-way street.  Students are expected to develop learning objectives with their supervisors (and share with the Gerstacker Office) prior to starting their internship or within the first week.  

It is the student’s responsibility to ensure these learning objectives are being met and assignments / tasks are being offered to reinforce these objectives.   If the internship is not progressing in the manner that meets these expectations, first discuss this with your supervisor and try and resolve it.  If you have met with your supervisor at least twice to discuss the matter and improvements are not being made, please contact the Gerstacker office and speak with the Director and / or Associate Director.  

Also, be sure to contact the Gerstacker office at any time if the following actions occur on the job:

1) You are being mistreated or harassed. You are placed in dangerous or uncomfortable situations. 

2) You are asked to perform questionable tasks or multiple tasks unrelated to the Learning Objectives or conduct business not directly related to the company you are working for. (Do not call us if you have a lot of “grunt work” to do – all jobs, internship or not, involve some grunt work.)

3) You are asked to use personal resources as your primary resource (your own cell phone, laptop, car, personal funds) for business use without reimbursement.  

4) You are asked to conduct personal business for your supervisor that is non-job / work related, such as running personal errands, cataloging family photos, childcare, etc. 

Article III. Personal Conduct at the Office
Interoffice fraternizing / dating is prohibited. This is a Gerstacker Policy and it supersedes any organizational policies that may be in place at the companies where you’re completing your internships.  Any student found dating a co-worker (including other interns) will be dismissed from Gerstacker.   Keep your professional and personal lives separate. Do not make dates in the office or discuss too many details of your personal life with co-workers. Do not engage in personal business during work hours (ie; checking Facebook, checking personal email, making personal phone calls, etc.).  Make sure your personal life is also protected – social media forums like Facebook should be set on Private settings, unable to be viewed by the public.
If you are under 21, you are not allowed to consume alcohol – period. This is grounds for immediate dismissal from the Gerstacker Institute.  If you are over 21, it is highly recommended not to drink with your supervisor or other coworkers, including during after-hours social time.  Never drink alcohol during a job interview or at lunch.  If you feel you must share a drink after hours with colleagues or clients, stop after one glass of wine / beer / mixed drink. Use your best judgment, regarding social cues and corporate culture.  Never have more than 2 drinks under any circumstance.  You will never be criticized for not drinking but you can earn a reputation that will last much longer than the internship (and can easily jeopardize your future career in an organization) by making the wrong choices when alcohol is involved. 
Article IV. Dress Code for Gerstackers
· All students are to dress in office-appropriate attire at all times. 

· Women: Dress shirts, blazer / jacket, knee-length skirts or longer; dress pants. No low-cut shirts or low-rise pants or fishnet stockings.  Clothes should be comfortable and not form-fitting.  Think professional and conservative, if in doubt.  
· Men: Ties (unless prohibited for safety sake), dress / button down shirt, professional / dress pants, button down shirts, dress pants or slacks, and dress socks.  Pants should fit properly, without being too baggy or tight. Shirts should have collars.  Think professional and conservative, if in doubt.  
· Business causal: Should your organization be non-traditional or allow you to wear business causal clothes, that does not provide free license to wear whatever you choose. You are still expected to dress appropriately and professionally.  Necklines, waistlines and skirt lines still apply to all. Chino or docker-style pants are appropriate, but cargo pants and t-shirts are not.  Use your common sense.  Try and dress along the same lines of your supervisor or your supervisor’s supervisor.  You can never go wrong with looking sharp. 

Article V. Work Standards 

Plagiarism is prohibited both at school and while on your internship. All work submitted is to be original. All research and findings are to be fully documented and cited. Any student found plagiarizing or being academically dishonest will be immediately dismissed from the Gerstacker Institute. The Gerstacker Institute adheres to and abides by the Albion College Policy of Academic Honesty. The matter will be brought to the attention of the College and appropriate College measures will occur.  (For the policy in its entirety, please refer to the Albion College student handbook Policy on Academic Honesty.) 
Honesty and Ethics: It is expected that all Gerstacker students will conduct themselves in an honest and ethical manner at all times. This means no deceptive acts of any kind including: lying, stealing or cheating or dishonesty in any form. These are extremely serious offenses and will result in immediate dismissal from the Gerstacker Institute. These acts may result in suspension or expulsion from the College. Questions of academic dishonestly are handled by procedures determined by the Albion College faculty and are contained within the academic information section of Albion College student handbook. 
Time Management: All Gerstacker interns are required to arrive at least 10 minutes early for any and all work assignments. “Clock watching” (leaving right at 5:00 when the work day is done) is a bad habit that can demonstrate a poor work ethic.  You are expected to complete a full day of work and should only leave early if the supervisor has permitted it.  If you find your internship does not have enough work to keep you engaged for the full 8 hours, speak to your supervisors about additional assignments, or take on extra work or training.  Extra time can also be used to plan the following day’s / weeks’ activities.  If the work you are asked to perform take more than 8 hours, you are expected to fulfill your work obligations. All Gerstacker students are expected to go above and beyond while on their internships.  Remember, the excellent work you perform on your internship will open many doors for you in the future as well as grow the fine reputation of the Gerstacker program.  However, one bad intern for one firm can often have long-term ill effects for you and all future interns and limit opportunities. 

During internships, students are expected to be 100% dedicated to their assignments. That means Gerstacker students should never take classes while performing a full-time internship (includes web-based courses, community college courses, Albion College courses, etc).  If the internship is part-time and the student wants to take classes, you must get the Gerstacker Director’s approval prior to enrolling in classes.  Internships are part of the Gerstacker requirements, so they should be treated like a class and additional coursework should not interfere with overall performance.  
Article VI. Memorializing the Results of your Internship
You are asked to keep an active account of your internship (it can be a journal, daily notes, a daily summary of work events, etc). The role this will play is not a personal diary, but rather a way to capture what you are experiencing and learning in the workplace. It is also a good way to capture the various tasks, results and outcomes week-to-week, which will make building your resume easier later.  The quality / value of it will result in how much time and attention you pay to it.  Garbage in, garbage out – so do be sure to note important details that will help build a stronger future resume. 
Additionally, it gives you a detailed account of what actions you’ve taken to improve the company you’re working for, capture ideas, capture lessons you’ve learned and note process improvements.  It can also be used to write down what you’re learning and the growth you’ve had as you develop into your professional self.  
Some things you may want to capture in this log:

· Daily tasks and goals met while on the internship (you should be able to state the results of tasks in a quantifiable way once you are done with your internship. For example, if you are asked to redesign a website, then you should note how many people worked on the project, the timeline, how you took it from point A to point B (the results) and the improvement / value it offered the company and if there were any other notable outcomes – such as in increase in site traffic, etc)
· Problems you’ve faced and how you’ve dealt with them

· What you’ve learned and how you’ve applied your classroom learnings to real world experience

· Ups and downs of learning a new skills and processes 

· How this experience is impacting your critical thinking and problem solving

· Impacts on self-motivation, leadership and ability to work on teams

· Stories of success (and failure) to use as examples for later interviews 
Article VII. Completion of Internships 
There are two final responsibilities you are required to complete once your internship is complete.  You need to complete these two tasks within 3 weeks of completing your internship.  First, go to: http://www.albion.edu/gerstacker/current-students/internship-forms/141-final-internship-evaluation-written-requirements and you will find instructions on what to do for the final internship evaluation written requirements.  Follow those instructions and turn in your final evaluation and written requirement.  The tools you have created during your internship should help you complete this task efficiently. 
Second, upon your completion of your internship, you are to immediately update all aspects of your professional resume. You are solely responsible for this and will not be reminded. Updates and all submissions are part of your internship responsibility. If you have not updated and submitted those updates to the Gerstacker Office upon completion of your internship, you will not receive credit for your internship.  
Article VIII. Corresponding with Gerstacker Office 
The Gerstacker Office is always looking for ways to promote our students and celebrate their accomplishments.  Please feel free to share stories / pictures and successes with our office at any point during your time on the internship.  We will be happy to post pictures and stories and create news articles with them. 
I have received a copy of the Gerstacker Internship Policies and Procedures. I understand it is my responsibility to read this document in its entirety:
	Student (Printed Name)
	Student Signature
	Date Signed

	
	
	


