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Internship Agreement Template 
 
Internship Requirements 

• Use the agreement to verify and approve their internship before beginning the course. No 
internships will be considered if the internship site supervisor has not signed the agreement. 

• Learning goals should reflect the necessary technical or soft skills for the field of work the 
intern intends to pursue. 

• Experiences provide students opportunities to develop professional skills, build a network, 
and explore workplace and industry culture.  

• A project or role that allows students to reflect on the experience in relation to their career 
goals. 

• Credits vary between 1-3 credits based on number of hours completed, with a minimum of 
60 hours of total time (internship hours and course hours) during the semester. This makes it 
essential to get started within the few weeks. 

 
How to Identify / Select a Site 

• Begin by thinking about where you have existing connections that will allow you to complete 
the requirements above. If you need assistance speak with faculty in your department or 
connect with the Center for Student Experience and Talent.  

• Explore potential positions from three angles: 
o Research agencies and organizations related to your areas of career and academic 

interest, and then reach out to them to inquire about opportunities. 
o Search internship listings and see if there are any listed in your areas of career and 

academic interest. 
o Collaborate with the Center for Student Experience and Talent and faculty to explore 

and identify opportunities. 
• Think through some of the logistics – What is the location? How will I get there? Do the hours 

match my availability? Will the position lead me to a professional network and build my skill 
set? 

 
How to Formalize a Site 

• Complete the included Internship Agreement Form with your site supervisor and make sure 
the necessary signatures are obtained. 

• Submit the form to your instructor by the Learning Agreement due date. All students must 
have a site secured before beginning the internship coursework. 

 

 

 

 

 

https://uwm.edu/set/internships/


Internship Agreement Form 

Employer Partner and Site Information  
  
________________________________________________          
 Student Name      
  
________________________________________________            
Internship Site    
 
______________________________________________________________________________        
Internship Address                                              City                                                   Zip 
  
The internship site is a (choose one):          Non-Profit            For-Profit              Government Agency    

     
___________________________           ______________________  _______________________  
Internship Site Supervisor                     Phone Number           Email  
  
Hourly Wage: _____________  

 

Weekly Site Schedule   
Please enter in an approximation of scheduled hours for each day of the week (ex: 11am-3pm. If hours 
or are irregular, please note.  
 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 
              

              

 
 
Notes: 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
 
 
 
 
 



Learning Goals  
Below are the Panther Edge Competencies. These professional competencies can be developed 
through internship and other forms of experiential learning.   

• Critical Thinking    
o Analyze and evaluate information to navigate complex situations, address 

challenges, and identify possible outcomes. 
• Strong Communication  

o Use appropriate methods to communicate effectively with transparency and 
empathy in a variety of settings.  

• Collaboration 
o Contribute to personal and professional environments through respectful 

cooperation and conflict management.  
• Equity and Inclusion    

o Practice cultural competency and advocacy to ensure people feel valued, 
respected, and understood in diverse contexts.  

• Professionalism   
o Ethically adapt within a range of environments to be a successful and authentic 

version of themselves. 
• Community Change Agency   

o Actively interact with the community to recognize opportunities for development 
and create meaningful progress.  

• Tech Savviness   
o Responsibly embrace established and emerging technologies.  

• Career and Community Leadership  
o Promote positive development as a role model by facilitating teamwork and 

taking accountability. 
• Self-Reflective Lifelong Learning   

o Examine personal experiences to identify strengths, tackle areas of opportunity, 
achieve goals, and cultivate curiosity. 

  
 
How does the internship experience address two or more of the learning goals? What specific 
tasks will facilitate such learning?  

____________________________________________________________________________________________ 

____________________________________________________________________________________________

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________

____________________________________________________________________________________________ 

 
  

https://uwm.edu/set/panther-edge/


How will this internship connect to your program of study and/or future career 
goals? (Note for internship placements with for-profit entities there must be a 
clear nexus between the internship position and the student’s intended degree)  

____________________________________________________________________________________________ 

____________________________________________________________________________________________

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________

____________________________________________________________________________________________ 

 
 
As an intern, I agree to the following statements (please initial):   
  
1. I will track and record my internship hours as determined by my instructor and 

internship side supervisor. If required, I will submit my total hours to my instructor by 
the set due date.  Initials: _________  

2. I will maintain professionalism during my internship. These means following workplace 
policies, communicating with my internship supervisor if I will not be able to adhere to 
commitments, represent UWM in a positive way, and complete assigned internship and 
course projects by due dates. Initials: _________  

3. I agree to check and reply to my UWM email address on a regular basis, as this is how 
my internship supervisor and instructor will communicate important messages.  
Initials: _________  

 

Signatures  
  
___________________________________________________             _________________________  
Student                            Date  
  
___________________________________________________             _________________________  
Supervisor                      Date  
  
___________________________________________________             _________________________  
Internship Course Instructor                               Date  
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