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What Is an Academic Internship at Clark? 

An academic internship is a credit-bearing, 
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approved, you are still able to pursue a non-credit internship. Find the petition here: 
https://www.clarku.edu/offices/academic-advising-center/resources/ 
 
You will need to 1) fill out the petition form above, 2) get your faculty to sign, 3) send to advising@clarku.edu and get a 
signed copy back, and 4) return the form to cservices@clarku.edu with all signatures. 
 

APPLICATION DEADLINES 

The Qualtrics application for each semester becomes available a few weeks before each semester. You can secure 
your internship and faculty sponsor before the application is available (see below).  
 
The application DEADLINE is one week before the drop/add deadline for each semester. This allows Career 
Connections Center staff time to process your application, and gives you time to supply any information they 
discover is missing or incomplete.  
 
Find the drop/add deadline for each semester on the academic calendar page of Clark’s website: 
https://www.clarku.edu/offices/registrar/academic-calendars/. 
 
Special considerations:  

 International students needing CPT should apply earlier when possible, to allow time for ISSO to process their 
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Internship Organization Criteria 
 The organization must be in a business-zoned area, which means the internship is in a public setting and 

not a private home.  

 You must have a schedule that allows you to work a minimum of 140 hours on-site throughout the 
semester for each unit you wish to receive (one unit = one class worth of credit). This is equivalent to 
approximately 10 hours per week for a 14-week semester. Only the hours completed during the semester 
will count. You must record all hours on the time sheet, and the cumulative hours must be approved by 
your Site Supervisor at the end of the semester.  

 No more than 25 percent of your internship duties may be clerical in nature.  
 

Can I Receive Credit if It Is a Paid Internship? 
As long as your internship meets the internship organization criteria (above), you may be paid and receive credit 
for your internship. 
 

SAFE INTERNSHIPS DURING COVID 

Clark recommends remote/virtual internships 
Whenever possible, your internships should be remote or virtual during the COVID-19 pandemic.  

On-site internships require workplace safety plans  
If your internship is on-site, or partially on-site, your sponsoring organization must have a workplace safety plan 

which is broadly similar to the Healthy Clark COVID Plan and which follows all relevant CDC, state, and local 

guidelines relative to the COVID-19 virus. In order to have your on-site internship approved for academic credit, 

you will need to provide a written version of your organization’s workplace safety plan (either a document or link 

to their website) OR upload proof that you have received a full vaccine dose.  

Evaluating your organization’s workplace safety plan 
By accepting the internship, you are ultimately responsible for determining if the organization’s workplace safety 

plan follows Clark’s Healthy Clark COVID Plan and meets your own comfort level for in-person interaction.  

If your on-site internship becomes unsafe 
If you begin an on-
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 Meets with you on a daily or, at a minimum, a weekly basis to provide constructive feedback on your work 
and help you prioritize tasks 

 Completes a mid-semester and final evaluation from the Career Connections Center, assessing your 
performance 

 
Once you have found a Site Supervisor, you will be asked to provide all internship information on your online 
application; an email will then be sent to your Site Supervisor for verification.  
 

Step 2: Identify a Faculty Sponsor 
A Faculty Sponsor must be a full-time Clark faculty (or part-time with department chair approval) who works with 
you throughout the internship to ensure academic validity and to evaluate the success of the internship from an 
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experience/academic-internship-program/. Allow yourself a couple of hours to gather the necessary information 
and complete the open-answer portions of the application.  
 
Required uploads: 

 Professional resume 

 Copy of your most recent transcript; unofficial is acceptable 

 Faculty Sponsor Approval Form 

 On site internships: copy of (or website URL for) the workplace safety plan for your sponsoring 
organization 

 
How long does approval take once I apply?  

 Once your application is complete and has been submitted, please allow 3-4 days for application to 

process. Updates regarding your internship will be sent to your Clark email account.  

 
What is the application deadline? 

 The Academic Internship Program follows the academic calendar, including the add/drop deadline set by 

the Registrar's Office. We strongly encourage you to submit your Academic Internship Program 

application one week or more prior to the add/drop deadline, so that we may process your application in 

time and avoid the late registration fee of $100. 

 International students needing CPT: we recommend applying at least 10 days ahead of the start of your 

internship, to allow time for both the internship application approval and the CPT application.  

 

Step 5: Register for Credit  
After your internship has been approved by the Career Connections Center, you will be given a add/drop form 
which you will then use to register the internship for credit. Internships typically carry a course number of 298 (or 
2940 over the summer) in the academic department of your Faculty Sponsor. As a reminder, it is your 
responsibility to enroll before the end of the add/drop period. 
 
Spring/Fall Internship Registration 
Once your application has been approved by the Career Connections Center, you will need to complete the 
add/drop form provided in your approval email and bring the form to the Registrar’s Office to complete the 

internship registration before the add/drop deadline. Please be sure to include the name of your Faculty Sponsor as 
well as the amount of credit approved.  
 
Summer Internship Registration 
Once your application has been approved by the Career Connections Center, you will receive an email with 
additional instruction to enroll into your course. Please see summer tuition notes, below. 
 

SUMMER ACADEMIC INTERNSHIPS 

The application procedures for summer internships are the same as those for the academic year; however, there 
are a few important differences: 
 

1. Choose between three summer semesters. You have the option of Full Summer, Module I, and Module II. 

All three require the same number of hours, but the Modules offer a compressed timeline and Module II 

has a later registration deadline. Please see Clark’s Academic Calendar for details.  

a. Note: Summer 2021 only has one Module, June 21 – August 6.  

 

2. You may be required to pay tuition for summer courses.  
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Fifth Course  
Sophomores, juniors, and seniors may, with the permission of the College Board, add a fifth course to their 
program at no additional cost. Eligibility criteria must be met before permission for a fifth course is given. 
Download and submit a College Board Petition for Specific Action to the Academic Advising Office. 
 
Please note: You do NOT need to submit a petition if your total credits are less than 5 units for a given Fall or 
Spring semester
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