✅ Academic Internship Orientation Checklist
This checklist helps students prepare for an Academic Internship course. Please follow each step carefully to ensure a successful and timely experience. If you need assistance or disability-related accommodation, contact Disability Access Services as early as possible.

🔹 1. Initial Planning Meeting
Meet with your Academic Advisor or the Cooperative Education Coordinator at the beginning of your second year or no later than one quarter prior to enrolling in a internship course.
Important Notes
🔍 You are responsible for finding your own internship. Start early—this is often the most time-intensive step.
👩‍💼 Current employment may qualify if the internship includes new responsibilities that support new learning.
🎓 Confirm how many internship credits your program requires.
⏱️ Each academic credit requires 33 total work hours at the internship site.
🔑 Enrollment Permission Codes are issued only after your internship is confirmed.

🔹 2. Meeting with the Cooperative Education Coordinator
Before registering, meet with the Cooperative Education Coordinator to review program requirements and complete the enrollment process.
What You’ll Do
✅ Confirm the number of required credits and total work hours.
💻 Review course structure and expectations in Canvas (the online learning platform).
✍️ Complete and discuss the following:
Learning Contract
· Includes essential information about you and your employer.
Learning Objectives
· Developed collaboratively with your worksite supervisor.

🔹 3. Bachelor’s Programs
Admission into the Bachelor’s program is required before enrolling in the 499 course.
	Course Code
	Program
	Credits Required
	Faculty Contact

	BASM 499
	Business Management
	5 credits
	Ashley Farnsworth

	ECED 499
	Early Childhood Education
	10 credits
	Consult Alexis Meyers

	ENVC 499
	Environmental Conservation
	3 credits
	Madeleine Dupuy

	BASM 499 (HCM)
	Healthcare Management
	5 credits
	Jessica Hatcher



🔹 4. Associate Degree Programs
Commonly Managed by the Cooperative Education Coordinator
	Course Code
	Program Area
	Credits
	Timeline

	AT 199
	Automotive Technology
	1 credit
	After 3 quarters

	BUS 199
	Business
	1 credit
	2nd year, 3rd quarter

	DATA 199
	Data Management
	3 credits
	2nd year, 2nd or 3rd quarter

	DSL 199
	Diesel Power Technology
	1 credit
	After 3 quarters

	ENVC 199
	Environmental Conservation
	5 credits
	With department chair approval

	MIT 199
	Multimedia Interactive Technology
	1 credit
	After 2nd quarter with approval

	WT 199
	Welding Technology
	1 credit
	After 3 quarters



Managed by Faculty in Specific Departments
	Course Code
	Program Area
	Credits
	Timeline
	Faculty Contact

	BREW 199
	Craft Brewing
	5 credits
	As scheduled
	Tony Savoy

	CUL 199
	Culinary
	1 credit (Year 1, Q2) 4 credits (Year 2, Q3)
	As listed
	Krystyna Livingston

	FIRE 199
	Fire Protection Technology
	1 credit
	2nd year, 3rd quarter
	James Mirabile

	HSERV 200
	Human Services
	4 credits (multiple quarters)
	1st & 2nd year designated quarters
	Patricia Morris & Rose Ness

	MT 199
	Marine Maintenance Technology
	1 credit (Year 1, Q3) 2 credits (Year 2, Q3)
	As listed
	Matthew Mardesich



📌 Tips for Success
✔️ Start searching for internships early.
 ✔️ Maintain regular communication with your Advisor and Co-Op Coordinator.
 ✔️ Track deadlines, required hours, and paperwork carefully.
 ✔️ Check Canvas frequently for course updates and assignments.
 ✔️ Request accommodations early if needed to ensure full access and support.

If you have questions at any stage of the process, please reach out. Early communication helps ensure a smooth and successful Cooperative Education experience.


