


Life Sciences: Undergraduate Internships

Circle Course: BIO 484 PLB 484 MIC 484 MBB 484
http://sols.asu.edu/ugrad/internships.htm

Checklist of Procedures (Save checklist until 1-7 are done)
Internship Credit/Site Contract Hours Required

Academic Credit Total Internship Contact Hours
1 Credit 45 Hours

2 Credits 90 Hours

3 Credits 135 Hours

An undergraduate student in the School of Life Sciences may earn 484 Undergraduate Internship credit.
The student must enlist the cooperation of two people: the Life Sciences internship coordinator and the
Internship Site Supervisor. The grade is pass/fail basis, and based upon the job Site Supervisor’s evaluations,
the journal, and the work log.

1. ldentify Internship Opportunities

You may obtain an internship by exploring local or out-of-state opportunities. Look on bulletins boards. Ask faculty
and advising staff. It is highly recommended to register with Career Services to access on campus interviewing
opportunities and the web internship job listing. Consider taking internships at agencies or businesses that interest
you and can provide you with the opportunity to enhance academic learning and implement your career goals.

2. Meet the Life Sciences Internship Coordinator in LSC 206

You may obtain an internship packet at LSC 206. Contact possible Internship Sites. If you are applying for an
existing internship, fill out the 1.) Application, 2.) The Internship Release form, the 3.) The Internship Contract and
4.) The Consent to the Release of Information Memo. Return the forms to the Life Sciences Internship Coordinator.
If you are selected for the internship, the Life Sciences Internship Coordinator will provide you with the appropriate
line number to register for the internship class. If you wish to start a new internship, fill out the same forms listed
above.

3. Meet the Cooperating Agency

During this meeting, you will work out your specific job responsibilities. Give the employer a copy of the
internship packet: the 1.) Application, 2.) Internship Release form; and the 3.) Internship Contract. If you are
selected for an ongoing internship or starting a new internship, you must get the Site Supervisor’s signature on the
contract and return it to the internship coordinator before you start the internship.

4. Meet with the Life Sciences Internship Coordinator

Return completed forms and review the goals and duties you set with your Site Supervisor with the Life Sciences
Internship Coordinator. Set dates to turn in work log, journals, and evaluations. Have the Life Sciences Internship
Coordinator sign the Internship Contract.

5. Inorder to get credit, you must obtain a line number from the Life Sciences Internship Coordinator in
LSC 206. You must give the Internship Coordinator, the Site Supervisor, and Yourself a copy of the
signed Contract before the end of registration for the term you wish to intern. Only then may you sign up
for your credits!

6. Schedule a Midterm Interview with Site Supervisor and Life Sciences Internship Coordinator.

Meet with your Site Supervisor and get written Mid — Semester evaluation by the seventh week of class in the fall or
spring semester, or second week of summer session. Have your Site Supervisor sign your evaluation, journal and
work logs.

7. Schedule an Exit Interview with Site Supervisor and Life Sciences Internship Coordinator.

Meet with your Site Supervisor and get written Final evaluation, signed journal, and work logs by designated dates.
Both your Site Supervisor’s evaluations and your evaluations (Student and Performance Evaluations) of the
internship are returned to the Life Sciences Internship Coordinator.



Sample Reflective Journaling Questions:
What is the best thing that happened today/this week?
What is the most difficult/satisfying part of your work? Why?
What do you think is your most valuable/valued contribution?
Did you receive any compliments/criticisms? What did you learn from theses?
Tell about a person there whom you find interesting/challenging to be with.

How do people treat you? How do they view your role? Is this congruent or in
conflict with how you see your role?

Were you confronted (directly or indirectly) with a question of values, a moral dilemma?
How did you think about this conflict?

How did issues of race/ethnicity, social class, and gender influence what happened while
working at your internship site today/this week?

Tell about something you learned as a result of a disappointment or even a failure.
(Remember failure is a personal growth opportunity.)

Think back on a moment when you felt especially happy or satisfied in your placement.
What does this tell you about yourself?

Were there any issues/situations that you had problems with that discussed with your
Site Supervisor?

How is all this relevant to readings, discussions, and what you have learned in general during
your academic studies?

How does this experience connect to your long-term goals?

What kind of person does it take to be successful at the kind of work that the agency does?
Could you do this?

What are you getting out of your internship?
What is the agency/community getting out of your internship?

How has this internship changed since you first began (e.g., different activities, more or
less responsibility?

What do you feel is your main contribution?
What did someone say to you that surprised you?

What compliments have you received and what do they mean to you?
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ARIZONA STATE UNIVERSITY

INTERNSHIP RELEASE FORM

Activities:

Name of student:

Student’s date of birth:

| am signing this release so that I can participate in the activities described above in connection
with the School of Life Sciences Internship Program at Arizona State University.

| agree to assume the risk that unexpected events may occur and result in harm, injury, or illness to
me while | am participating in these activities or in connection with transportation to and from
destinations or finding food or lodging. | agree to indemnify ASU and not to sue ASU for any
harm or damage associated with my participation if the harm or damage is not due to the
negligence or fault of ASU.

If | require emergency medical treatment, please contact:

Name of Emergency Contact Person:
Home Phone:
Work Phone:

If the emergency contact person | have listed is not available, please contact:
Doctor:
Phone:

If neither my emergency contact person nor my doctor are available at these phone numbers, |
consent to the provision of emergency medical treatment to the extent that the treatment is
necessary in the medical opinion of the doctor rendering the treatment.

In the agreement, ASU means Arizona State University Main Campus, the Arizona Board of
Regents, the State of Arizona and their employees and agents.

Signature of student
Date:

*Return this form and contract to Life Sciences Internship Coordinator.



ARIZONA STATE UNIVERSITY
Internship Contract

, ASU 1.D. on this date

(Print or type Student Name)
agrees to an internship with for total contract

(Print or Type Company/Community Site)
hours, to begin on and to be completed by

(Date)

Based on contract hours designated, the internship will carry semester hours of academic
credit. -
Site Supervisor Telephone

(Print or type name of Site Supervisor)

Internship Schedule: In the space below, designate the scheduled days of the week and approximate
times the intern normally would b expected to be on the job.

Monday Thursday

Tuesday Friday

Wednesday Saturday
Sunday

The intern and the organization agree on the following (or attached general job description or
statement of goals/objectives. (As specifically as possible, this statement should indicate what the intern

will be expected to do or accomplish during the internship in order to meet both organizational and academic
goals.

(Intern Signature) (Site Supervisor Signature) (ASU Intern Coordinator Signature)

(Print Name) (Print Name) (Print Name)
*Copies of this contract should be given to 1. The intern 2. The site supervisor,
3. Life Sciences Internship Coordinator



ARIZONA STATEUNIVERSITY
CONSENT TO THE RELEASE OF INFORMATION
STUDENT NAME:

STUDENT IDENTIFICATION NUMBER:

EDUCATIONAL RECORD (S) TO BE RELEASED: Disciplinary Records.
MAY BE MADE: AUTHORIZED RECIPIENTS (S):

Life Sciences Internship Coordinator

Life Sciences Internships

Mail Code 4701

PURPOSE OF THE DISCLOSURE: Confirmation of disciplinary standing.

By presenting a signed and dated copy of this Consent to Arizona State University
“ASU,” Student consents to the release by ASU of the Records to the Authorized
Recipient(s) for the Purpose identified above. The Student further agrees that ASU
may discuss the information contained in the Records with the Authorized
Recipients. This Consent applies to educational records that may otherwise be
Protected under the Family Educational Rights and Privacy Act of 1974, as
Amended, 20 U.S.C. 1232g.

STUDENT SIGNATURE:

DATE:

MAIN CAMPUS

OFFICE OF STUDENT LIFE
PO BOX 870512, TEMPE, AZ 85287-0512
(480) 965-6547 FAX: (480) 965-9608
www.asu.edu/studentlife/



PERFORMANCE OF COMMUNITY SITE
Circle choice of numbers 1 through 5

(A Great Deal Not at All)
1. How challenging was your work? 1 2 3 4 5
2. Were your tasks/assignments clear? 1 2 3 4 5
3. Were your tasks/assignments interesting? 1 2 3 4 5
4. Were persons at your site helpful? 1 2 3 4 5
5. Were you given adequate orientation/training? 1 2 3 4 5
6. Did your site provide you with enough work? 1 2 3 4 5
7. How relevant was your classroom learning to your internship placement? 1 2 3 4 5
8. Please rate your experience with the following:
(Positive Negative)
Supervision 1 2 3 4 5
Acceptance and support 1 2 3 4 5
Recognition of your efforts 1 2 3 4 5
Work environment 1 2 3 4 5
9. Did your program fulfill your initial expectations? Yes somewhat no
10. Are you thinking of continuing to work at this site, or engage in any
other internship? Yes somewhat no

11. Would you recommend to your friends that they take an internship course? Yes somewhat no

12. Can you think of any suggestions as to how your site can improve the
experience for future internship students?

PERFORMANCE OF INTERNSHIP COORDINATOR Circle choice of numbers 1 through 5
(A Great Deal Not at All)
1. Did you get enough information and assistance from the
Internship Coordinator? 1 2 3 4 5
2. Was the registration process clear? 1 2 3 4 5

3. Did the orientation process clarify for you the different roles of the
Internship Coordinator and Site Supervisors? 1 2 3 4 5

4. Do you think you were placed appropriately? yes no
If not, please explain?

5. Were the written materials you were given clear and understandable? 1 2 3 4 5
What would you add to them or change?

6. How did the Internship Coordinator rate in the following areas?
Availability to answer questions 1 2 3 4 5
Guidance in choosing appropriate internship site 1
Assistance in contacting sites 1 2 3 4 5
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