English Department Internship Guidelines

College of William and Mary

Applications must be submitted no later than one week before the start of the internship OR of the first semester during which the student will receive credit, whichever comes first.
All students wishing to apply for internship credit must complete the “Application for Internship” form, at

http://www.wm.edu/as/undergraduate/forms/InternshipApplicationCredit.pdf
In addition, you must submit a copy of your degree evaluation.  It should be clear from this that you have fulfilled at least half of the requirements for the English major, and have at least a 3.0 major GPA. 

Once your application is approved by the Chair of the English Department Undergraduate Program Committee, you must submit a letter of agreement between you, the agency, and the supervising faculty member. This letter will describe the agency's expectations of the student intern, including:
A. The number of hours per week the student will be working. This is related to the number of credits the student is receiving for the internship and should be approximately along the following lines:
1 Credit 

2 Hours per week 
30 Hours per semester

2 Credits 

4 Hours per week 
60 Hours per semester

3 Credits 

6 Hours per week 
90 Hours per semester

Note: The amount of time the student spends per week on internship responsibilities is flexible. The student can work more hours in one week and fewer in another so long as the total hours for the semester meet the required number of hours as outlined above.

B. The tasks or duties for which the student will be responsible.

C. The name of supervisor(s) or other personnel who will be communicating with and coordinating the student's duties.

D. A description of the analytic or research component of the internship and any additional written work (such as journal entries or response papers) that the student will complete to earn internship credit.

The letter should include the signature of the person in authority to offer this internship opportunity and the signature of the supervising faculty member.

Agency Responsibilities

1. During the course of the internship, should the agency have any complaints about the student's performance or wish to terminate the internship agreement, the supervisor will contact the supervising faculty member immediately.

2. Upon completion of the internship, the agency will submit a letter indicating whether the student fulfilled the responsibilities for the internship as described in the letter of agreement.

Student Responsibilities

1. Before doing the internship, the student will submit an “Internship for Academic Credit” form to the Office of the Dean of Undergraduate Studies, signed by the external supervisor and the supervising faculty member.

2. During the course of the internship, should the student have any complaints about the conditions of the internship or wish to terminate the internship agreement, the student will contact the supervising faculty member immediately.

3. Upon completion of the internship and all accompanying written work, the student will submit a final report of her/his internship experience to the supervising faculty member.
