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For several years,  internship and cooperative educ a tion  practit ioners from  acr oss the  Massachusetts 
Community College system and beyond have asked questions  that eventually led us to develop this 
guide. Questions regarding the different models for internships and cooperative education that exist 
in Massachusetts and other states, faculty compensation, and internship/cooperative education 
credit transferability to upper level institu



iii | page 

 
 

Foreword  
 

Over  the  pa st two  years,  Massachusetts  Community  Colleges  internship, cooperative  education,  
and career  service  professio nals have  worked  toge ther in an  effort  to  develop  formal  guidelines  for 
experi ential  educ a tion,  with  a  focus  on internsh ip and cooperative  education (co -op)  programs.  
Experientia l educ a tion p rograms  are  recogn ized  as a  valuable  compone nt of a  stud e�Q�W�·�V educational 
experience a nd these  programs  can  serve as a  brid ge betwe en ac a demics  and  future  employment 
opportunities. As a result  of col laborative  meetings  an d  sharing  bes t pract ices  among  the 15 
Massachusetts  Commun ity Colleges,  the  MCC  Experient ial Edu c ation:  Internships and  Co operati ve 
Education , A Ha ndbook  for Practitio ners and  Administrators  was  drafted  in early  2011. 

 
This handbook  outlines �´best practices , success factors, federal  regulations , and legal  implications  
crit ical  for  practitioners  and  progr a m administrators to  understand  in design ing,  implementing, 
supervising,  and  assessing inte rnships and  c o�æops on each  of the  Commo n�Z�H�D�O�W�K�·�V�� �F�Rmmun ity  
college campuses ���µ�� �� Based  on 
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For the faculty , internsh ip  or c o�æop supervision may  offer  new  commun ity  partner  linkages and 
opportunit ies to  keep  abreast  of the  most  current  trends  and  emerging  needs of the  professional 
work  world.  Broad  exposure  to  the  operating  p ractices  of many  different  organizatio ns can  be 
gleaned  through  one  class of stude nts placed  thro ughout  the  comm unity.  Faculty  can  gain  
valuab le information to better  prepare  their  future  stude nts and  aid  in the  redesign  of course  or 
progr a m curricula.  
 
For the college , internsh ips and  c o�æops offer  a  robust teach ing  and  learning  vehicle  to  promote 
increased  academic,  car eer, and  personal  development  opportunities  for the success  of the  
students we  serve.  Internships  an d  c o�æops also contrib ute  to  strengthen  the  presence  of the  
college  in the comm unity  through  building  comm unity partnersh ips, spurring  recognition  of various  
academic depart ments,  and  estab lishing mome ntum  for  a stronger  workforce  developm ent,  
recruit ing  pipeli nes or re�ætraining needs . 

For the sponsoring  organ izatio n, an  internship  or c o �æop  offers  opportunities  for  real  work  projects to  
be  comp leted  while investing  direct ly in their  local,  future  tal ent  pool.  Organizations  ga in access to  
students  ear ly on 

e
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The table  below  summarizes the  fourteen  defined  CAS Standards  for  internship  and  cooperative 
educ a tion  p rograms.  (For the  comp lete  document  please  refer  to  Appe ndix F). 

 
 

 
 
 
 

CAS General Standards  

1. MISSION �æ Programs and services must  develop,  disseminate,  implement, and regularly  review 
their mission. 

2.   PROGRAM �æ The formal  edu c ation of students, consisting  of the curriculum  and the  co �æcurriculu m, 
must promote stude nt learn ing and devel o
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Early experi ential  educat ion theorists were  consid ered  �´�D�F�W�L�Y�L�V�W�V�µ in their  time, opposing  the  existing 
models  of traditional pub lic  and  private  educatio n.   Since the work of these early theorists, a variety of 
experiential  educ a tion  fields have  exploded  onto  the scene  and  ha ve  become  widely  valued  as an 
integral  part  of our modern educational systems.   This includes such programs as cooperative education, 
outdoor education, internships, service learning, and study abroad programs.  

 
Traditional,  classroom �æbased  education  enables  a  critical  foundation  for  experiential  learn ing  activities 
to  take  plac e.  Experientia l education  is cultivat ed
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Paulo Freire  later  co nte nded  that  tra ditional  classroom  educ a tion  was  dismissive of  the  vast 
learning  tha t takes  place  in the  crucib le of life.  He relegat ed traditional  teach ing  techni ques as 
operating  under  an  oppr essive "banki ng system co ncep t" where  stude nts are  perceiv ed m erely 
as empty ba nk acco unts, waiting  to  store and  file info rmation  de po sits from  their  teac hers.  The 
use of real  life examples  wo uld  allow  stude nts to  move beyond  passive  learning  recept a cles and 
equip  them  for  a  natural  flow of learn ing  from  one  experi ence to the  next,  �´coming  to  see the 
world  not  as a  static  reality  b ut as a  reality  in process,  in transformation"  (NSEE Found a tions 
Document  Committee,  1997, p.  4).  Classrooms  may  be  controll ed  environments,  but  not  so the 
real  world.  

 
David  Kolb built  upon  th is and  propo sed  that  "Learning  is the pro c ess whereby  knowl edge  is 
created  through  the  tra nsformation  of exper ience"  (NSEE Foundations  Document  Comm ittee, 
1997, p.  4).  To help  ed uc a tors, Kolb  proposed  a  framework to  organize  experience  so tha t 
meaning  and  knowledge could  be ma de  thro ugh  a  cyc le of exp laining wha t happe ned, then 
analyzing  the experience  fo r what  it means and th en reflecting  upon  how  this learning  wo uld 
shape  future  actions.  The learner  is empowered  to decide  for  himself  what  the  valid  lea rning 
points  are  and  what  is next
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2. Key Success  Fac tors 

The National  Society  for  Experiential  Education  (NSEE) actively  participated  in the  development of the 
fourteen approved CAS Profess ional Standards for Higher Education for experiential educati on 

programs,  includ ing  cooperative  educ a tion and  internships as published  in the  6th an d  7th  editions  (CAS, 
2009). 

NSEE keyed  in on eight  success factors  that  all  exper iential education  activities  should  have:  



15 | page 

NSEE Princip l
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3. Reflection  
Reflection is  a  crit ical  thinking  
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Repe rto ire of Reflec tion  Activities  
Expanding  the repertoire  of reflection  activities  is another  good  way  to  bett er draw  out  critical  thinking 
in students  doing  expe rienti a l ed uc at ion.  
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BRADLEY'S CRITERIA FOR ASSESSING LEVELS OF REFLECTION 
LEVEL ONE 

1.  Gives examples  of  obser ved behaviors  or c harac teristics of the  cl ient or setting,  but  provi des no  
insight  into  reasons behind  the  obse rvation;  observat ions tend  to bec ome  dimensional  and  
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4. Importan c e of Learning  Outc omes  and  Assessment  
Experiential educ a tion settings provide
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Planning  for  a  successful  inte rnship  or c o�æop requires  forethoug ht on the  part  o f 
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The following table  outlines  the  major  activities  and  timeframes  for  a  stud ent to  
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4. Transfer 
Presently,  there  are  a  small number  o f individual  inte rnship  an d  c o�æop academic  progr a ms at  various 
campuses  of the  Massachusetts Co mmun ity Colleges  which  hav e articulated  cred it to  baccalaureate 
institutions.  A key  objective  across  many  faculty,  p ractitio ners, and  administrators  is to  increase  suc h 
opportunit ies available  to  stud ents in the future.  
 
With  this in mind,  the  current  Associate  Commissioner for  Academic  and  P�æ16 Policy  of the Massachusetts  
Board  of Higher  Educat ion has released  the  following  statement  in support  of the  wo rk of the  MCCEE 
Committee  in develop ing  this ha ndbook:  
 
The Commonwealth  Hono rs Program  (CHP) is a  solid statewide  model  which  provides  
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6. Credit  
Students will work a minimum o f 45 hours per one credit hour.   The basis for this minimum is the assumption 
that one hour of academic credit involves 15 hours of instructional time plus 30 hours ehours 



25 | page 

 
 
The CAGUE rep ort identif ies the  �¶�·�D�V�S�L�U�D�W�L�R�Q�V and  �L�G�H�D�O�V�µ of the
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It is import an t for  the  success of the  internship  or c o �æop exper ience  that  each  party  assume appropriate 
responsibilities  to  ensure that  the  stude�Q�W�·�V experience  fulfills the  mission and  goal s of the  p rogram.  
 
Below  are  generally  accepted  areas  of respons ibility for  students,  faculty,  site supervisors, and 
experi ential educ a tion  c oordinators.  These statements  may  not  fully address  unique  situations  on 
individual  c a mpuses.  It is incumbent  on all  parties  to  recogn ize those  situations  and  act  accordin g ly. 
Internsh ips or c o �æops require a  co mbined  supervisory  effort  b etween  the  coll ege  and  the  internship host  
site for  the  stud ent  lea rning  experience.  

The CAS Sta ndards  (Ap pendix F) establish  further  guidelines  for  each  of the  roles and  activities summariz ed below.  
 
1. Student  Responsibil ities 
Pre�æInternship  or Co�æop  

It is the  �V�W�X�G�H�Q�W�·�V responsibility to  review  the eligibility  requirements and  comp lete  al l paperwork 
required  for  particip a tion.   Students should  familiar ize themselves  with  their  pro gram�·s tasks, as may be 
listed in  a  Planning  Timeli ne (Part  II. Planning:  Secti on 1) or  Student  Checklist  (Appe ndix B).  Significant 
work is involved  in identifying  inte rnships and co -ops  of inte rest, uti lizing the  co ordinator  and/or  faculty  
a s resources, cond ucti ng  informational interviews  with  prospective  organizations, developing  resumes 
and  cover letters,  imp roving  interv iew  skills, and  obtaining  referen c es, if required.  All activities  
outlined  above should  reasonably  occur  the  semester  prec eding  pa rticip a tion.  
 
Accepting  a Position  
Students are  encourag ed  to  search  more  than  one  a venue  for  a  position.  However,  once  
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 evaluation  of the  experience  and  assessment  of the  exte nt to  whic h desired  outcomes  were  

achieved  

 course  requi rements,  inc luding  criteria  fo r grading  
 

During  the  Internship  or Co�æop  
Academic  Assign me nts an d 
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3. Site Supervisor  Responsibilities  
Pre�æInternship  or Co�æop  

Position Description:  
The host site is responsible  to  provide  a  clear  job  description  of the internship  or c o�æop op po rtunity to  

the  stud en t, coordinator,  and/or  fa culty.  The ho st site is also responsible  to  provide  information on 
any  pre�æscreening  procedures  an d  require ments.  

 
During  the  Internship  or Co�æop  

Approval  of Learning  Objective s: 
The site supervisor  may collaboratively  develop  the terms  of  the  learning  objectives  with the  
stude nt, or may  simply  review  and  approve  the  learning  outcomes  a nd  associated objectives 
proposed  by  the  stud ent  in consultati on with  his or her  faculty.   The  site supervisor  agrees  to provide 
sufficient  job  activities  to  support  the  stude nt in ach ieving  the  de sired  learn ing  outcomes.  

 
Men toring,  Supervision,  an d Training:  
The site supervisor  or Human  Resources  personnel  should  prov ide  an  orienta tion to  the  wo rkpla ce  
and  staff  at  the  onse t of the  internship  or c o�æop.  This includ es pract ical  c onsiderations  and  any 

training  in safety  and  workplace  proce dures, just as a new  employee  would  receive.  
 

The supervisor  should  help students  to  understa nd  their job  responsibilities as  it relat es to  the 
organization, and  provide  mentoring  
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4. Coo rdinator  Responsib ilities 
Internsh ip  an d  c o�æop coordinators  work  on a  varie ty of program  administration,  student  developm ent 
and  placem ent,  faculty  d evelopment,  and  empl oy er relations  activities  th roug hout the  ac a demic  cycl e. 
 
Program  Administrat ion  

Program  Marketing:  
Coordinators  will generally  develop  and  market  inte rnship or c o�æop pro grams to students , faculty , 
college  administration , and the  employer  community .  This includes  the  creation  of al l print  and  
online  material s, handbooks,  and  reference  tools.  

 
Institutional  Coordinatio n: 
Coordinators  work  with  faculty  and  administrators  to  develop  policies,  p rocedures  an d  forms 
required  to  cond uct  the  operations  of the  intern ship  or co -op  program,  and  to facilitate  academic  
consistency and  credibil ity across  the  institution.  This may  include recomm end a tions or inputs  on 
program  development,  course  modificati o
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New internship/co -op  �V�L�W�H�� �V�S�R�Q�V�R�U�V�� �Z�L�O�O�� �Q�H�H�G�� �D�Q�� �L�Q�L�W�L�D�O�� �R�U�L�H�Q�W�D�W�L�R�Q�� �W�R�� �W�K�H�� �F�R�O�O�H�J�H�·�V�� �S�U�R�F�H�G�X�U�H�V����
academic requirements , timelines, and expectations.  Often, the host site Human Resources office will 
also need time to review and approve the legal document of the MCC Internship /C ooperative 
Education Agreement.  First�ætime employer sponsors may also require further education and 

consultation on designing and implementing an effective internship or co -op program, including 
establishing resource, space and supervision requirements as well as appropriate intern work tasks .  
Additionally, coordinators may need to work closely with potential employer sponsors to help them 
become more familiar with academic standards and the importance of learning objectives for the 
award of credit,  as �Z�H�O�O���D�V���I�H�G�H�U�D�O���U�H�T�X�L�U�H�P�H�Q�W�V���I�R�U���X�Q�S�D�L�G���L�Q�W�H�U�Q�V���D�V���S�U�R�Y�L�V�L�R�Q�H�G���I�R�U���W�K�H���´�H�G�X�F�D�W�L�R�Q�D�O��
�E�H�Q�H�I�L�W�µ�� �R�I�� �W�K�H�� �V�W�X�G�H�Q�W�V�� �X�Q�G�H�U�� �W�K�H�� �)�D�L�U�� �/�D�E�R�U�� �6�W�D�Q�G�D�U�G�V�� �$�F�W�� ���I�X�U�W�K�H�U�� �R�X�W�O�L�Q�H�G�� �L�Q��Part IV. Advisories: 
Section 5, and Appendix H).  

Coordinators may also invite host site organizations to campus or organize college wide fairs to better 





34 | page 

to  classes the  following  term.  A Social  Sec urity Card  is required  for  ta x pu rposes and  c a n be  applied  
for at  the  local  government  office  with  appropriate  docum entat ion from  your  campus Intern a tional  
Student  Center.   It can  take  3�æ4 weeks  after  applying  for  a  stude nt to  receive  their Social  Secur ity 
card  a t the ir home  a ddr ess, and  will no t be  valid  for any  emplo yment  off �æca mpus. 

 
Curricular  Practic al Training  (CPT) offered  as par t of the Academic  Prog ram:  
The Federal  CPT Work authorization p rogram  allows  an  eligible  F�æ1 stude nt to  particip a te  in a  paid 
internsh ip  or c o�æop off �æc a mpus  prior  to the  comp letion  of the ir Academic  Program  in a c cordance 
with  the  following  regulat ions: 

Eligibility:  An  F-1 student may  be  author ized  by the  DSO to  participate  in a  cur ricular  practical  
training program  that  is an  integral part  of  an established  curriculum.   Curricular  pract ical  training  is 
defined  to be alternative  work / study,  inte rnship, cooperative  edu c ati on, or any  o ther type  of 
required  inte rnship or pr act icum that is offered  by sponsor40i

t
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CPT Author ization:  

1. Approval:  The DSO or International Student Center  will approve and issue a new I �æ20 with 
notation of the internship on the back.  A student can begin their off �æ campus CPT a s of the 
employment date noted.  
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OPT Federal  Requiremen ts (USICE, 2011) 
1.   Be in lawful  F�æ1 sta tus for  tw o co nsec ut ive,  non �æESL semeste rs 

 F�æ1 stude nts are  not  eligible  to  work off �æcampus,  includ ing  pa id internsh ip  or c o�æop 
experi ences, at  all  during  the  first academic  year  (9 months),  except  for  rare 
circ umsta nc es of demonstrated  an d  unfo reseen  severe  economic  necessity.  

 F�æ1 students  maintain  lawful status by  being  enrol led  full�ætime and  in good  academic 
standin g .  Incomplete  gra des or withdr a wals from  a  previous  semester  will not  usually 
qualify  for  OPT authorization.  

 F�æ1 students  in English language  tra ining  progr a ms (ESL) are  ineligible  for practical  
training.  

2.   Pursue a  c o �æop or internsh ip  related  to their  field  of  study  
 Off �æcam pus empl oyme nt unrelated  to  their  field  of study  (such  as a  restaurant  or store, 
unless they  are  in a  Hospitality  or Business Manageme nt inte rnship)  requi res special 
authorization  and  is appr oved  only
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All of  the  regul a tions 
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Student Proc
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and award  of cr edit,  adequate  supervision  and  support,  maint enance  of student  privacy,  
appropriate work  consultation  for  student  evaluati on, and  a m ethod  of dispute  resolution.  
 
For the stud ent, basic  responsibilities to  the  college  and  the  host site  inc lude  appropr iate 
consultation  with  college  and  host site  person nel, accura te represent a tion of skills and 
experi ence,  respect  for  policies,  procedu res, and  professional eth ics to  perform  the  wo rk 
required,  an d  notif icati on of circ um stances that  may  impair  successful  comple tion  of the 
internsh ip  or c o�æop experi ence.  
 
For the host site , basic responsibilities to the college and student include non �ædiscriminatory 
access, an accurate representation of the job duties, adequate supervision, tools, and training to 
perform the work required, a reasonably safe environment, agreed upon compensation, review 
of and adequate opportunity for the student to meet



40 | page 

Liabil ity  Insurance  Reque sts 
Coordinators of internship or cooperative education programs can expect to be approached by 
employers, students, or faculty to respond to questions of professional liability insurance and risk:  

 
Student  Liability  Risk: 
Some host organizations  may  require  that  student  inte rns have  professional  liability  or ma lp ract ic e 
insurance  as an  add itional  layer  of protection  for  harm  or loss ca used by  the  stude n�W�·�V negl igence, 
errors or omissions, particularly  in unp a id internship /co -�R�S�·s. Practitione rs and  admini strators  should  be 
aware
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5. Internship  Programs  under  
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MASSACHUSETTS COMMUNITY COLLEGES  

Internsh
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Objective  This information  is important  to  obtain  agreement  for expe ct a tions of professional ism, 
reasonable  and  achievable  learn ing  outcomes,  availability  of wo rk hours, faculty  and  site 
supervisor  mentoring,  consultation  for  
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The prese nt sta teme nt is recommended  to  
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MASSASCHUSETTS COMMUNITY COLLEGES  

INTERNSHIP/ CO�æOP AGREEMENT 

 
PART A.  TO BE COMPLETED BY THE STUDENT AT:   (COLLEGE NAME)        
 
General Information  
 
�6�W�X�G�H�Q�W�·�V���1�D�P�H:               
                              Last                                        First                                                                   Student ID#  
 

Address :        City:    State:   Zip:   
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PART B.
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PART C. TO BE COMPLETED BY SITE SUPERVISOR:  �6�W�X�G�H�Q�W�·�V���1�D�P�H:_______________________________________________ 
 
General  Info rmation  
 
(Inte rnship ) Host Site Name:  _________________________________________________________________________________ 
  
Site Address: ________________________________________________________________________________________________  
 
Site Supervisor Name: ________________________________________  Title: ________________________________________  
 
�6�L�W�H���6�X�S�H�U�Y�L�V�R�U�·�V���3�K�R�Q�H���� ______________________________________  Email: ______________________________________  
 
(Inte rnship ) Start Date : ____________________________ & End  Date : ______________________ to  Fulfill _________hours 
  
Stud en t�·�V��(inte rnship) sch edule:  ____________________________________________________________________________  
 
How frequent ly will the  Site Supervisor be meeting  wit h the Stude nt? __________________________________________  
 
Will the stud ent  be  co mpen sated duri ng this (inter nship)?   Yes    No_____   
 
If yes, de scrib e:  ____________________________________________________________________________________________ 
  
Please state specifically the  stude n�W�·�V���Ney intern  duties and responsibilities duri ng this (internship ), or a ttach  a 

Job  Descripti on.               

               

                

(Internshig
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MASSASCHUSETTS COMMUNITY COLLEGES 

Student  Internship / Co�æop  Checklist  
 
 
 

Satisfying  the  terms  of the  Inte rnship / Co -op        Student Name:   ________________________________________
      
 
Pre-Internship  

�ˆ  Review  eligibili ty requ irements  or c ourse pre -requisites  for  your major  

�ˆ  Schedule  and  attend  an Inte rnship/ Co -op  Orientat ion  or meet  with  Facult y/  
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MASSASCHUSETTS COMMUNITY COLLEGES  

Internship/Co -op Course Syllabus  
(Course Title ) 

 
 

Faculty  Me mber:   ________________________________________________________________________________________ 

Office:   __________________________________________________________________________________________________ 

Office  Hours:_____________________________________________________________________________________________ 

Phone:   _________________________________________________ Email:  __________________________________________ 
 
COURSE DESCRIPTION 
A one  to  three�æcred it cou rse that  offers  students an opportunity  to learn  in work  settings  while obtaining  
pra ct ical  experi ence  in their  field  of study  so to  apply  an d  reflect  on the  co nnecti ons to academic  theo ry
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COURSE STRUCTURE ���F�R�Q�·�W�� 
Students will work  a  minimum  of 45 ho urs per  one  c redit  a t their  (inte rnship ) site dur ing  the  semester. All  
students  will be  evalu a ted  by  their  site supervisor  at  mid �æte rm and  at  the end  of the  semester.   Site supervisors 

will be  asked  to evaluate  the �V�W�X�G�H�Q�W�·�V performance  in writ ing.   A (faculty ) and/or (internship)  (coordinator ) 
will me et with  stud e�Q�W�·�V site�æsupervisor  to  discuss the  evaluation  at  the (internship)  site.  All logist ical  issues such 
as transpo rtation,  access  to  services  and  resources  must be discussed  wit h the (faculty ) and/or  
(internshi p )( coordinator ) prior  to  the  start  of the  field experi enc e. 
 
ATTENDANCE POLICY 
Atte ndance  a t class meet ings is ma nd a tory  unless other  arrang em ents have  b een  ma de  with  the instructor  in 
advance.   Work attenda nc e is a  reflection  of the  pro fessionalism and  perfor mance  exp ect ed of interns.   All 
stud ents must me et the  to tal hour  course  requirement  as well  as me eting  all  time comm itm ents they  have  
made  to  their inte rnship site. Please remember  that  you are  repre senting  the College  to  the industry.  
 
ROLES AND RESPONSIBILITIES 
Students are  required  to  complete  all  required  inte rnship docu ments an d  submit  on time.   The roles and 
responsibilities  required  fo r students,  site supervisors, faculty,  and/or  coordinators  are  detailed  on the MCC  
Internship/  Co �æop  Ag reement  for  ea ch  pa rty.  
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MASSASCHUSETTS COMMUNITY COLLEGES  

Site Supervisor Evaluation  of Student Progress 

 

 

Student:                                                                                      Comp a ny :        
  
I.D. No:                                                                                       Supervisor:    
 
Semester:  _____________________________________ ____      Coordinator:            

 

Instruct ions: Please  rank the  student's  per formance  accord ing to the  follo wing  scale,  indica ting  the  ranking on  
the  line to  the  right of each cate gory. Please  use the comments sect ion at  the  bottom  for clarification  or 
expan sion of any ranking. 

            RATING IDENTIFICATION 

 

5 �æ Outstanding  �æ Performance is exceptional in all 
areas and is clearly superior to others. 

4 �æ Very Good  �æ Results clearly exceed most position 
requirements. Performance is of high quality and is 
achieved on a consistent basis. 

 

3 �æ Go od �æ Competent levels of performance that consistently 
meet job standards. 

2 �æ Improve ment Needed  �æ Performance is deficient in certain 
areas and improvement is needed. 

1 �æ Unsatisfacto ry �æ Results
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MASSASCHUSETTS COMMUNITY COLLEGES 

Student Self�æEvaluation  

 

       Student: ____________________________________________     Comp any:  ______________________________________ 
  

I.D. No: ____________________________________________       Supervisor:   _____________________________________ 
 
Semester:   _________________________________________       Coordinator :  ___________________________________ 
 
 

Instruct ions: Please rank your  per formance  accord ing to  the  follo wing  scale,  indica ting  the  ranking on  
the  line to  the  right of each cate gory. Please  use the comments sect ion at  the  bottom
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MASSASCHUSETTS COMMUNITY COLLEGES 

Host Site Evaluation  of Inte rnship/ Co�æop  Program  
 
 

Comp any Name :   
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MASSASCHUSETTS COMMUNITY COLLEGES 

Student  Evaluati on of Inter nship/ Co�æop  Program  

 
Stude nt Nam e:                                                                                                  Da te:    

 
Program of  Study:                                          Faculty Supervisor:        

 
Placement  Site:                                          Work Period :       

 
Supervis�R�U�·�V Name:                                           Departm ent :       

Please an swer the  follow ing:  

 
1. Please rate the foll owing services:  (circle one)  

 
  Very  

  Satisfied  Satisfied  Neutral  Dissatisfied  

 
Not 

Applicable   
 App licati on Process 1 2 3 4 n/ a  
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MASSACHUSETTS COMMUNITY COLLEGES 

Sample  Learning  Outc omes & Objectives  Toolkit  
 
 
 

Introdu c tion 
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Learning  Outcome  Activities  Assessment  

1.   Develop  technical  skills 
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Consistent with the  institutional  mission, Intern ship  Programs (IP) must identify relevant  and  des irable 
student l earning  and developm ent outcomes from  among  the  six domains and related  dimensions. 
When creating  op portunities for student learning and de velopm ent,  IP must exp lore  possibilities for 
collaboration  with faculty members  and  other  collea gues. 
 
IP must assess relevant  and  des irable student l earning  and dev elopm ent outcomes and  provide  
evidenc e of their  impact on student learning  and d evelopm ent.  IP must arti c ulate  how they  contribute  
to or  �V�X�S�S�R�U�W���V�W�X�G�H�Q�W�V�· learning and de velopm ent in the  domains  not  specifically assessed.  

 
IP must be:  

 inte grat ed  into the  life of the  institution  
 intentional and coherent  
 guided  by t heories and knowledge  of learning  and de velopment  
 reflective  of developmental and dem ographic  profiles  of the  student  population  
 responsive to  needs  of individuals, diverse  and  spec
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Part 3. LEADERSHIP 
Because  ef fect ive  and eth ical  leadership  is essential  to the  suc c ess of all organizations,  Internship  
Program  (IP) leaders  with organizational authority for the  programs  and  services must:  

 
 articulate  a vi sion and mission  for their programs  and  services  
 set goa ls and objec tives ba sed  on the  needs of  the  population served  and d esired student 

learn ing and  develo pment outcomes  
 advocate  for their programs  and services  
 promote  campus env ironm ents that provide  meaningful  opportunities for stud ent learning, 

de velopment,  and inte gration identify and f ind mea ns to  ad dress individual, organizational, or 
env ironmental  conditions that foster or inhibit  mission ach ievement  

 advocate  for representation  in strategic  planning initiatives at
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To ensure goal ach ievement  of the IP experienc e, the  professional  development of staff a nd faculty 
membe rs engaged
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Staff m embers  must inform  users of programs  and services,  as well as officials,  of  legal  obligatio ns and 
limitations including constitution a l, statutory,  regula tory, and case  law;  mandatory  laws and orders  
emanating  from  fed era l, state/provincial,  and lo c al governm ents; and the  �L�Q�V�W�L�W�X�W�L�R�Q�·�V��policies . 
 
IP staff and fac ulty members  and  internship  site personnel  enga ge d  in internships must be  
knowl edgeable  about and respo nsive to  laws and regulations  that relate  to their respective  
responsibilities.  
 
IP must have  written  policies  on all relevant  operations, transact ions, or  tasks that may  have  legal  
implica tions. 
 
IP staff me mbe rs must neither parti c ipate  in nor condone any fo rm of haras sme nt or acti vity that  
demea ns person s or creat es an intimidating, h ostile, or offensive  campus  env ironment.  
 
IP staff me mbe rs must use reasonable  and info rmed  practices  to limit the  liability  exposure  of  the  
institution and its officers,  emp loyees, and agents.  IP staff me mbers must be  informed about 
institution a l policies regarding  risk mana ge ment,  personal liability,  and related insurance cov erag e 
options a nd  must be  referred  to external  sourc es if cov erage  is 
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recognize,  honor,  educate,  and p romote respect  about commonalties  and differenc es among  
pe ople  within  their historical and cultural  contexts.  IP must address  the charact eristics and needs  of a 
dive rse population when establishing a nd imp lementing  
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When IP provide  student acc ess to technology, they  must provid e: 
 acc ess to polici es that are  clear,  easy  to un d erstand,  and availa ble to all students acc ess to 

instruction or  tra ining on how to use  the  technology  
 acc ess to information on the  legal  and eth ical  implications  of misuse as it perta ins to 

intellectual  property,  harassment, privacy,  and so c ial networks  

 
Student violations of technology  policies  must follow established  institutional st udent  disciplinary  
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