Instructions for Obtaining Academic Credit for Your Internship College of Business Administration

1. If you believe you meet the requirements for obtaining academic credit, download the necessary forms from the
School website: http://coba.georgiasouthern.edu/depts/acc/Currstud/currstud.htm. The first step is to obtain official
authorization to complete an internship for academic credit from the College of Business Administration (COBA). Com-

plete the COBA Internship Authorization Form and submit it to the COBA Student Services Center in BA 1101 if you How To Ea rn

are an undergraduate student or to the COBA Graduate Studies Office in BA 1133 if you are a graduate student. Once

your authorization form has been approved you may continue with the next step. Academic Cred it
2. Complete the Student Internship Consent Form to certify your eligibility and understanding of the terms and con- fOr an InterHShip

ditions of the internship. An internship with your current employer will be permitted provided both of the following
conditions are satisfied: i) the internship is in a different area (i.e. department or division) of the company from your
current job and ii) your internship duties will be significantly different than the duties of your current job. An internship
in your family-owned business will be permitted provided you are not active in the management of the company.

3. Have a firm representative: a) complete the Sponsoring Company Internship Registration Form; and b) read and ’
sign the Internship Agreement Form. You may e-mail these two forms to your internship employer; however, the forms -
will need to be signed manually so make sure your employer has your mailing address.

4. Bring all of your paperwork to your department internship coordinator who will serve as your faculty sponsor. The
coordinator will review the various specifics of your planned internship. A complete package contains the following

forms:
(1) COBA Internship Authorization Form
(2) Student Internship Consent Form 5
(3) Sponsoring Company Internship Registration Form -
(4) Internship Agreement Form

5. The faculty sponsor will complete the Internship Course Registration Form which you will take to the appropriate
administrative office where you will be registered for the appropriate internship course(s). Note that you must pay
tuition for the internship credit hours just as you would for any other academic credit hours.

6. Asyou are working, document your internship experience as specified in the Student Internship Consent Form.

Three weeks prior to the week of final exams (or earlier provided you have worked the minimum number of hours EORGIA
needed to earn your academic credit - 135 hours for three semester hours or 270 for six semester hours) you should G
submit your Final Report to your faculty sponsor according to the instructions provided in the Internship Consent i SOU'”'_IERN
Form. Complete the Student Internship Feedback Form and ask your work supervisor to complete the Firm Evaluation " i
of Intern Performance Form. Attach both forms to your final report and submit the entire report to your faculty spon- 4 e« UNIVERSITY
sor.

SCHOOL OF ACCOUNTANCY
7. Your faculty sponsor will evaluate your Final Report and submit your internship grade via WINGS during the week Room 2203
of final exams. Business Administration Building

Tel: 912-681-5678
http://coba.georgiasouthern.edu/depts/acc/
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College of Business Administration Internship Program

Introduction

An effective internship program is a vital part of
achieving the college’s strategic goal of providing
businesses with quality graduates. Although the
administration of internships is based primarily in
the departments, some consistency across de-
partments is important to both students and em-
ployers. Thus, the College of Business Admini-
stration (COBA) has established the minimum
requirements to obtain academic credit for a in-
ternship. There may be additional departmental
requirements that must be met as well.

Definition

An internship is defined as a fixed term work ex-
perience with clear learning objectives. Specifi-
cally, an internship provides you the opportunity to
apply concepts and theories learned in the class-
room to practical situations and problems under
the supervision and guidance of a practicing pro-
fessional. The internship may be full or part time,
paid or unpaid. Academic credit may be awarded
for successful completion of an internship pro-
vided the guidelines specified in this policy and
the academic requirements stated in the university
catalog have been met.

Internships vary from co-ops in the following ways:

e Academic credit may be awarded for intern-
ships, but not for co-op experiences.

e  Work performed during an internship must be
applicable to your program of study.

e Internships require an evaluation beyond the
evaluation you will receive from your intern-
ship employer. For academic credit to be
awarded, a faculty member who teaches in
your discipline must evaluate the value added
by the internship to your program of study.

Internship Locations

Although the School of Accountancy actively re-
cruits firms to participate in its internship program,
ultimately you are the one who will have to find
your own internship opportunity. Internships
are developed by getting to know the firms during

on-campus recruiting events, by interacting with them in pro-
fessional meetings, by submitting applications through firm
websites, and by leveraging the contacts of your professors,
friends, family members, and others.

Internships may be completed virtually anywhere. You are
not limited to companies in the Statesboro/Savannah area,
nor to companies only in the state of Georgia. You should
keep in mind, however, that where you complete an internship
may depend on your ability to meet your living expenses at
the internship location. Remember, that while interning you
may continue to incur living expenses in Statesboro (such as
rent on a 12-month apartment lease), and you will also be
paying tuition and fees to Georgia Southern.

Internships with a current employer are permitted only when
the internship is in a different area (i.e. department, division)
of the business than the employee’s current job and the in-
ternship duties are significantly different from the duties of the
current job.

Internships in a family-owned business, where the student is
a member of the family, are permitted only when the student
is not active in the management of the business. A family-
owned business is defined as one owned/operated by an im-
mediate family member (parent, grandparent, sibling, or
spouse).

Getting Ready for Your Internship

Remember the value an organization receives from sponsor-
ing an internship depends on what you know the day you be-
gin the job! Most of the training you receive will be on-the-job
training so you will need to be prepared to hit the ground run-
ning. In the weeks or months leading up to your internship,
you should read up on current practice-related issues, polish
up your relevant computer skills, and work on any other skills
you might expect to use on the job!

Documentation

A written agreement outlining the responsibilities and expec-
tations of all parties should be completed prior to the start of
the internship. The agreement must be signed by the student,
the on-site supervisor, and the appropriate departmental rep-
resentative(s). Documentation of all COBA internships is the
responsibility of the departmental internship coordinator.

Minimum Requirements

To participate in the college’s internship program, you must
meet the following requirements:

Undergraduate Students

®  have completed at least eighty (80) semester hours;

e  be admitted to the BBA program;

e  have completed at least two courses in the major; and
®  have an overall GPA of 2.5 or higher.

Graduate Students

®  Good graduate standing (overall graduate GPA of 3.0
or higher); and

(] Permission of school director

Credit Hours and Registration

Undergraduates may earn a maximum of six semester
hours of internship credit but only three hours may be ap-
plied to their major. Any additional hours of credit earned
must be used as a free elective. Graduate students may
earn only three semester hours of internship credit.

You are required to work:

e aminimum of 135 hours to receive three (3) semester
hours of course credit.

e a minimum of 270 hours to receive six (6) semester
hours of course credit.

The internship hours must be worked during the semester
in which credit is awarded. You will be allowed to register
for a maximum of fifteen (15) semester hours (including
internship hours) during the semester of your internship.

Grading

Internships will be graded on an “S/U” basis and therefore
will not affect your GPA. A significant academic assign-
ment will be a major part of every COBA internship experi-
ence. This assignment may be a specific project or project
report, a paper, and/or a presentation that will require the
student to extend his or her knowledge of a specific con-
tent area appropriate to his or her major. The departmental
faculty will determine what constitutes a significant aca-
demic assignment for a given content area and the specific
assignment should be documented and approved by the
Faculty Sponsor and the Departmental Internship Coordi-
nator. The assignment will serve as a major component for
evaluation and awarding of academic credit for the intern-
ship.




