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 Graduate Internship Guidelines
Employer/Student Internship
Students seeking to pursue an internship will utilize various resources such as NSU’s Office of Career Development, your professional networks, or various websites to secure a position. Many companies will hire you for an internship, paid or unpaid, based on your HCBE enrollment without registering for a specific internship course. However, International students must register for an internship course to gain work experience whether paid or unpaid. 

Academic Internship Courses 
Internship courses must be degree applicable to a student’s curriculum in order for the student to register for the class. Academic internship courses are 3-credits and are awarded a letter grade counting in your GPA. 

Graduate 
ACT 5780, CHS 5500, ENT 5899, FIN 5580, MGT 5680, MKT 5280, PUB 5941, REE 5899, SPT 5980. The appropriate internship course must be part of your program requirements. (NOTE. Programs from years prior to Catalog 2017-18 may have restrictions.) Prerequisites: 12 credits in program (excluding prerequisites, ACTP/ACT 5001, ACTP/ACT, 5004, ACTP/ACT 5006, ACTP/ACT 5007, ACTP 5008, ACTP/ACT 5009, ACTP/ACT 5010, FINP 5001, FINP/FIN 5008, QNTP/QNT 5000, QNTP 5002) and maintain good academic standing.  You will need to complete documentation no later than one month before a term starts. Refer to the following link for your registration dates. Keep in mind the term registration dates. 
https://www.business.nova.edu/current-students/academic-calendars.html 










Internship Approval Process
	Internship Location Secured
	Need Assistance Obtaining an Internship Location

	· International Students must verify with Office of International Affairs, that they have met all F1 student requirements to proceed with CPT approval. 
· Graduate: http://www.nova.edu/internationalaffairs/students/forms/cptgp.pdf
· Meet with your Academic Advisor to determine if an internship course is applicable to your degree and if you have elective credits available. Your Academic Advisor will also be able to advise you if you have satisfied the credit and GPA requirements based on your degree level. 
· For international students only. Complete the first portion of the CPT form (Parts I, II, and III) and leave the document with your assigned advisor. 
· If you have already identified your internship position you will then meet with your Academic Contact. 
· You will need to submit the following forms to the Academic Contact:
· Student Agreement Form
· Employer Agreement Form
· For International Students Only: Employer Offer Letter. Student must retain an additional copy of the letter to be attached to the CPT form at the completion of this process. 
· If the position is approved by the Academic Contact you will be assigned an instructor for your internship. 
· You must first meet with your assigned instructor before you become eligible to register for the internship course. The CRN will be made available to you by the Advising Department within 72 business hours after your instructor has submitted the request to the Academic Program Manager to have the internship class created.
· International Students: Notify your advisor once you have registered for the internship class. Your advisor will return the CPT form to you for submission to the Office of International Affairs. Attach a copy of the Employer Offer Letter to the CPT Form.
	· International Students must verify with Office of International Affairs, that they have met all F1 student requirements to proceed with CPT approval. 
· Graduate: http://www.nova.edu/internationalaffairs/students/forms/cptgp.pdf
· Meet with your Academic Advisor to determine if an internship course is applicable to your degree and if you have elective credits available. Your Academic Advisor will also be able to advise you if you have satisfied the credit and GPA requirements based on your degree level.
· For international students only. Complete the first portion of the CPT form (Parts I, II, and III) and leave the document with your assigned advisor. 
· Visit NSU’s Office of Career Development to meet with a Career Advisor to identify an organization in which you can secure an internship position. You will be helped with your resume and position search. Please call 954-262-7201 to set up an appointment.
· You will then meet with the Academic Contact for your program of study. 
· You will need to submit the following forms to the Academic Contact:
· Student Agreement Form
· Employer Agreement Form
· For International Students Only: Employer Offer Letter. Student must retain an additional copy of the letter to be attached to the CPT form at the completion of this process.
· If the position is approved by the Academic Contact you will be assigned an instructor for your internship. 
· You must first meet with your assigned instructor before you become eligible to register for the internship course. The CRN will be made available to you within 72 business hours by the Advising Department after your instructor has submitted the request to the Academic Program Manager to have the internship class created.
· International Students: Notify your advisor once you have registered for the internship class. Your advisor will return the CPT form to you for submission to the Office of International Affairs. Attach a copy of the Employer Offer Letter to the CPT Form.




Huizenga College of Business & Entrepreneurship
Academic Internship Contacts (as of 8/2018)
	Contact
	Program Of Study

	Dr. Andrew Felo
Email: af878@nova.edu 
Phone: 954-262-5279
	Accounting  Concentration



	Dr. Tom Tworoger
Email: tworoger@nova.edu
Phone: 954-262-5135
	Entrepreneurship Concentration 

	Dr. Albert Williams
Email: albewill@nova.edu 
Phone: 954-262-5286
	Finance  Concentration

	Dr. Bryan Deptula 
Email: bdeptula@nova.edu 
Phone: 954-262-5108
	Management  Concentration

	Dr. Bay (Kathleen) O’Leary
Email: koleary@nova.edu
Phone: 954-262-5173
	Marketing  Concentration


	Dr. Yuliya Yurova
Email: yy21@nova.edu 
Phone: 954-262-5130
	Process Improvement, Supply Chain Management, Enterprise Informatics, and Business Intelligence Analytics Concentrations (MBA)

	Dr. Fred Forgey
Email: fforgey@nova.edu
Phone: 954-258-3630
	Real Estate Development Concentrations (Grad)

	Nancy Olsen 
Email: onancy@nova.edu
	Sport & Recreation Management  Concentration


	Dr. Francois Sainfort
fsainfort@nova.edu
Phone: 954-262-5074
	Complex Health Systems Concentration

	TBA
	Public Administration 
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Internship Terms and Conditions
This agreement between the Huizenga College of Business and Entrepreneurship at Nova Southeastern University and the student has been developed because NSU has a high degree of interest in the success of our students while in their internship program. The purpose of the Huizenga College internship is to ensure that course learning outcomes are achieved: perform specific job functions in the field of choice under supervision; apply specific academic knowledge, skills, and values to tasks in the work setting; and apply a successful strategy for achieving professional personal goals. 

Section A: Student Responsibilities 

1. The student acknowledges that the internship accepted is not formal employment and meets the NACE (National Association of Colleges and Employers) guidelines for defining a legitimate internship: an experience which integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. 
2. The student understands that a university-sponsored internship requires current enrollment at NSU in good academic standing and meeting specified credit and GPA requirements. 
3. The student agrees to adhere to the NSU code of conduct and all university policies and procedures while participating in the internship. http://www.nova.edu/cwis/studentaffairs/forms/ustudenthandbook.pdf The student will also observe standard business etiquette practices. 
4. The student agrees to work under the guidance of a professional staff member designated by the organization during the course of the internship. It is assumed that the student understands that dialog with the Supervisor concerning position duties and performance expectations is a vital part of the internship. 
5. During the internship period, the student is expected to comply with all the organization’s standard policies and procedures. This includes confidentiality regarding information and data of the organization. 
6. Registration for the appropriate internship course requires prior authorization by the Academic Contact. The student cannot begin working at an internship for credit prior to registration. The term starting date is the first day of the internship unless previous arrangements have been made with the Academic Contact. Retroactive credit is never given. Students must maintain educational activity throughout the duration of the registered semester. 
7. Assignments will be submitted through Canvas, the Web-based course-management system used by NSU, within the student’s specific internship course. 
8. Quitting an internship after signing this agreement makes a student ineligible to apply for another internship. 




Section B: International Students: 

1. International students with F-1 Visas must meet specific requirements before employment authorization by NSU’s Office of International Affairs. 
2. Full-time in Huizenga College students may intern with an organization on a paid basis for one semester, with the option of an extension for the following semester, through the CPT (Curricular Practical Training) Program and internship course registration. International students may not begin their internship prior to the start of the semester.
3. Prior to issuance of the CPT employment authorization, the student must submit an Offer Letter of Employment from the company indicating the duties of the position with starting and ending dates of the internship. 
4. International students realize that they alone assume responsibility for remaining in legal status under INS (Immigration and Naturalization Service) Regulations during the period of an internship. 

Section C: Termination of an Internship: 

1. Communication between the internship course professor, the internship organization, and the student is vital to the success of the internship. 
2. An internship may be terminated by the internship course professor in some rare cases, such as absenteeism, insufficient supervision, student incompetence, unprofessional behavior from supervisor or student, or a medical/family emergency. 
3. Concerns of any nature need to be brought to the attention of the internship course professor or the Academic Contact during the first four (4) weeks of the internship relationship in order to be considered as a basis for a termination. 

☐ By checking this box, I state that I understand and agree to abide by the student agreement above. 
Date: Click or tap to enter a date.
Student Name: Click or tap here to enter text.
Organization Name: Click or tap here to enter text.
Internship Start Date: Click or tap here to enter text.
Supervisor Information: Click or tap here to enter text.
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Email: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Attach a copy of the internship position description as provided by the organization to the completed packet submitted to your Academic Contact. 
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Return prior to onset of internship.

Organization’s Name: Click or tap here to enter text.
Division/Area: Click or tap here to enter text.
Supervisor’s Name: Click or tap here to enter text.
Intern’s Name: Click or tap here to enter text.
Internship Starting Date: Click or tap here to enter text.
Internship End Date: Click or tap here to enter text.

This agreement is between the Huizenga College of Business and Entrepreneurship at Nova Southeastern University (NSU) and the sponsoring organization. The focus of NSU’s Internship Program is to facilitate work experience and foster quantitative and qualitative skills reflecting the standards of academia and professional development of the student. 
Your participation exhibits your interest and commitment to the internship program and to the growth and development of NSU students as business professionals. 

Section A: Role of Nova Southeastern University 

1. During the internship period, the Academic Contact will act as the intermediary between the student and organization regarding administrative and academic requirements. 
2. Certify the student's academic eligibility to participate in an internship assignment. 
3. Maintain communication with the Supervisor and clarify NSU policies and procedures. 
4. Maintain organization confidentiality of any information related to the internship. 
5. Uphold any additional policies and procedures that are mutually agreed upon in advance in writing between NSU and the Supervisor. 

Section B: Organization Responsibilities 

1. A NSU graduate business student who participates in the Internship Program is not considered to be employed at a formal job, but rather is temporarily hired for the strict purpose of an internship. An employment offer may not follow the internship. 
2. The internship is 16 weeks during the fall and winter semesters and 14 weeks during the summer with a minimum of 200 hours. An intern may work full-time, but the internship period will remain the same. 
3. The employer recognizes that the student may be attending classes full-time on campus (2 or 3 days per week, evenings, or on weekends), and thus internship hours need to be flexible to fit the school schedule and academic workload. 
4. The employer must designate a professional supervisor who will guide the intern on a daily basis. 
5. The Supervisor agrees to submit at least one report evaluating the student’s performance. 
6. The organization will provide a safe working environment and foster professional and ethical business conduct. The organization will be responsible for the safety of the student during the internship period. 
7. The organization will assign duties that are career-related, developmental, progressive, and challenging. The organization will provide a copy of the job description to be attached to this document. 
8. For Paid Positions Only: agrees to pay a stipend to the student based on past experience, the demands of the internship position, and the number of hours the student will work. Select this box to indicate that this is a paid position. ☐

Section C: Termination 

1. Concerns of a dissatisfactory nature should be brought to the attention of NSU immediately. 
2. In rare cases, an internship may be terminated by NSU (i.e. absenteeism, insufficient supervision, unprofessional behavior from supervisor or student, or a medical/family emergency). 

Section D: U.S. Department of Labor, Fair Labor Standards Act 

According to the U.S. Dept. of Labor, Wage and Hour Division, “If an employer uses interns as substitutes for regular workers or to augment its existing workforce during specific time periods, these interns should be paid at least the minimum wage.” http://www.dol.gov/whd/  Fact Sheet #71. 
If your internship is unpaid and you are a “for-profit” private sector employer, consult the Fact Sheet for the specific criteria which need to be met. 

I agree that I am acting as a representative of the organization and accept the above mentioned responsibilities and regulations as outlined by Nova Southeastern University’s Huizenga College for the purpose of the Internship Program. 


_____________________________________________           ____________________ 
Organization Representative                                      Date



Employer Offer Letter Instructions

· FOR INTERNATIONAL STUDENTS ONLY

· Enter the information in the text boxes outlined in the letter. 

· Print letter on organization letterhead. 

· Letter should be signed by a Human Resources Representative or by the supervisor who will guide the student during the internship.

· Attach the Employer Offer Letter to the completed CPT form and submit the documents to the Office of International Affairs. 






















Nova Southeastern University
Office of International Affairs
3301 College Avenue
Fort Lauderdale, Florida  33314

Click or tap here to enter text. is pleased to extend an internship offer to Click or tap here to enter text. for the period starting Click or tap to enter a date. through Click or tap to enter a date.. During this internship, the student will be working with our organization Choose an item..
The internship duties include Click or tap here to enter text. 
Click or tap here to enter text. realizes that the student will be registered for an internship course and agrees to support the student in fulfilling all the academic responsibilities that are part of the course.
FOR PAID POSITION ONLY:   Click or tap here to enter text. agrees to pay a stipend to the student based on past experience, the demands of the internship position, and the number of hours the student will work. 
 The student understands Choose an item. is not considered an employee and that an employment offer may not follow the internship. 
Sincerely,


Click or tap here to enter text.
Click or tap here to enter text.	
Phone: Click or tap here to enter text.	
Email: Click or tap here to enter text.
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