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DIRECTIONS FOR INTERNSHIP PAPERWORK 

 
To ensure that each student has a similar experiential education experience please follow the steps 

below in order. 

 

All paperwork will need to be turned in on time. The information will be shared with both ICCD 

and the Faculty Advisor. 

 

1) The student will need to complete the Internship Application / Register for credits (if 

necessary) 

 

2) The student will then meet with the Internship Site Supervisor and submit a position description 

or complete the POSITION DESCRIPTION sheet. Return it to the Insalaco Center within the 

first two weeks of the semester. The job details will be sent to the Internship Faculty Advisor. 

          

3) The student and Internship Faculty Advisor meet to discuss the internship opportunity and 

complete the LEARNING OBJECTIVES sheet. Return it to the Insalaco Center within the 

first two weeks of the semester. 

 

4) The student will be emailed two mid-semester evaluations: one for the student to fill out and 

one for the Internship Site Supervisor to fill out. These evaluations are due approximately mid-

way through the internship. The date can be found by looking at the academic calendar to see 

when midterm grades are due.  Once the Insalaco Center receives these evaluations, ICCD will 

then distribute copies to the Internship Faculty Advisor so that he/she can use them to help 

determine the grade. 

 

5) The student will be emailed two final evaluations: one for the student to fill out and one for the 

Internship Site Supervisor to fill out. These evaluations are due at the end of the internship or by 

the last day of classes, whichever comes first. Once the Insalaco Center receives these 

evaluations, ICCD will then distribute copies to the Internship Faculty Advisor so that he/she 

can use them to help determine the final grade. 

 

 

 

If you have any questions please call Joe Donahue at 570-674-6184 or email him at 

jdonahue@misericordia.edu 

 

 

___________________________________        _______________________________________ 

Faculty Advisor                                   ICCD 


