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Memorandum of Understanding 

Participant Agreements

Student Intern

The intern agrees to fulfill the following program objectives: 

· Duration: student intern will participate in the program to completion.  Once internships begin students are expected to be go to site until term is over.
· Transportation: intern will arrange his/her own transportation to and from the intern site. 

· Hours worked: student will record hours worked and stay committed to hours at site. 

· Professional Dress:  student will wear either ACCE uniform or professional dress adhering to the rules and expectation of internship site.

· Work Habits: student will demonstrate good attendance, exercise maturity, appropriate dress, proper business etiquette and professionalism.
· Initiative: student will seek additional responsibilities in the organization to enhance learning experience.
· Internship Log: student will write weekly logging learning moments, activities and reactions to experiences.  Submit the logs to the coordinator by appointed dates.

· Project: Student will work on a project while at internship.  The project must be able benefit both workplace and student. 
Worksite Mentor
The mentor agrees to fulfill the following obligations:

· Supervision: Mentor will provide supervision on Wednesdays or designate a proxy.
· Attendance: Mentor will verify student attendance. Mentor will notify internship coordinator when student is absent without notice or any other situation requiring attention.

· Assessment: Mentor will fill out evaluation at end of term.
· Internship Plan: Mentor will work with student and internship coordinator to develop a meaningful yet challenging project.
Coordinator

The coordinator agrees to fulfill the following program responsibilities:

· Academic Progress: Coordinator will work with student and school personnel to monitor student’s learning progress
· Site Visits: Coordinator will make contact with the worksite mentor to review quality of the internship and the intern’s development in the program, to suggest necessary changes in approach, and conduct site visits.
· Projects: Coordinator will work with student and mentor to design and manage an internship project for the student intern.
Internship Challenge

This program is a demanding experience requiring patience, mature judgment, the ability to function independently, communication skills, and a lot of effort.  The program lasts at least eight or sixteen weeks and may go on longer if agreed.  Some internships may meet service-learning requirements as well.

By signing below you are agreeing to fulfill your role as described here in this document.

_________________________________________
__________________________________________ 

Student Signature



Date             
Mentor Signature



Date


_________________________________________________
___________________________________________________

Coordinator




Date

Coach (optional)




Date
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