Policies and Procedures for Academic Internships at Cal State Northridge

ACADEMIC INTERNSHIPS: The following policies and procedures apply to course-based academic internships, which currently are offered by 33 CSUN departments/disciplines for academic credit of between one and three units per internship experience. 

Internship policies and procedures are designed by the individual academic departments but adhere to the provisions of the current CSUN Policy on Academic Internships. This policy is available through the Faculty Senate office, on the Academic Affairs website and in the University Catalog (p. 607 in the print version and as Appendix A-16 online).  The policy, adopted in 1992, defines academic internship; delineates requirements, credit and hours; describes evaluation processes and requires an orientation to experiential learning concepts, among other provisions.
 
I. Communication
	A. Complete information about risk management issues surrounding academic internships is 	easily accessible through the CSUN Office of Insurance and Risk Management: 
www-admn.csun.edu/risk/riskweb_08/internships/risk-managing-internships.pdf
· Links to this site are accessible from the Academic Affairs website, the Undergraduate Studies website and the Educational Policies Committee website, which also have the “Policy on Academic Internships” described above.
B. Annually, prior to the start of the Fall semester, each academic department that offers internships reminds its faculty and staff about both the academic and risk policies and related documentation requirements.
· Included in the memo are links to the relevant website(s) and a reminder of the need to have a formal contract with the internship site on file with Purchasing and Contracts Administration. 
	C. At the start of the Fall semester each year, the Office of Undergraduate Studies 	reminds department chairs and college administrators of internship requirements, including 	information about the Office of Insurance and Risk Management website.
II. Monitoring and Enforcing Compliance
· Proper retention of completed and signed internships documentation is subject to verification by the College Dean’s Office through spot checking with their Departments’ chairs or administrative support personnel.
· Such sampling is done annually in June of each academic year. Any findings of non-compliance are shared with the chair of the department in question.  As warranted, College deans discuss the issue at the first meeting of the Dean’s Advisory Council the following Fall.

Future Developments in Academic Internship requirements and administration: The University currently is examining both the Policy on Academic Internships and the method of recordkeeping and documentation through two committees comprising faculty, administrators and Information Technology personnel. The Office of Insurance and Risk Management serves as consultant. 
	A. The first committee, which expects to bring its work to the Educational Policies 	Committee and Faculty Senate by the end of AY 2010/11, is revising the Policy on 	Academic Internships to address academic issues of credit hours, student learning 	outcomes, written learning agreements and expanded orientation requirements. 
	B. The second committee has development an RFP for an administrative website that will 	drive/control:
· critical protocol management (e.g. student orientation, resume preparation) 
· approved documents (contracts, risk-management agreements)
·  site visitation management and data collection (employer, student, faculty)
·  maintenance and management to support internships on campus  
C. Core modules and a prototype site are being developed on CSUN’s test server this Spring. 	 
· The RFP process is expected to be completed and the design contract awarded in March 2011. 
· The core modules and prototype should take approximately two-to-three months to develop, followed by a month of prototype testing. 
· Each department and/or College will be able to tailor its individual site from the prototype. 
· Sites should be capable of full function by Fall 2011.
Once the work of both committees has been approved and adopted, all relevant documents, memos, websites and the University Catalog will be changed to reflect the new policies and procedures. 
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