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Internship Program Policies 
 
Students par t ic ipa t ing in  academic in ternships ( for  credi t  o r  t ranscr ip t -notat ion)  must  be aware  of  and 
respec t  a l l  po l ic ies as ou t l ined in  the  Phi lade lphia Univers i ty  Student  Handbook,  as we l l  as unders tand and  
observe the po l ic ies of  the i r  respec t ive  work s i tes.   V io lat ions of  any pol ic ies,  he ld by the Un ivers i ty  and/or  
the s tudent 's  employer ,  w i l l  resul t  in  sanct ions being imposed as ind icated in  the  Student  Code of  Conduct .  
 

In  addi t ion,  s tudents  par t ic ipa t ing  in  academic in te rnships must  observe the  fo l lowing  po l ic ies :  
 
Academics 
Students a re expec ted to  fo l low course  out l ines and to submi t  ass ignments in  a t imely  and  thorough manner .   
A l l  undergraduate in te rnship s tudents must  main ta in a 2 .5 g rade  point  average (GPA) wh i le  par t ic ipat ing in  
the In ternship Program. Students who fa i l  to  main ta in the min imum GPA dur ing the f i rs t  in ternship  te rm may 
be den ied  enro l lment  for  a  second in ternship term,  even  i f  the f i rs t  i n ternship was successfu l ly  completed.    
 
Work Experience 
As sta ted  above,  to  ensure tha t  the s tudent  receives proper  c redi t  or  t ranscr ip t  no tat ion for  in ternship work,  
min imum employment  s tandards  mus t  be  met .   A  par t - t ime in ternship s tudent  mus t  comple te an average o f  a t  
least  12 hours  of  work  per  week  for  12 weeks ,  resul t ing in  a min imum of  144 hours o f  emp loyment .   A fu l l -
t ime in ternship s tudent  must  work an average of  a t  leas t  35  hours per  week for  12 weeks,  resu l t ing in  a 
min imum of  420 hours of  employment .   I f  min imum employment  s tandards are not  met ,  the s tudent  may be 
denied  credi t  and /or  t ranscr ip t  no tat ion for  the In ternship.   A l l  s tudents who do not  meet  these s tandards by 
the end o f  the in ternship  term are requi red to meet  wi th  the  des igna ted Facul ty  In te rnsh ip Advisor  fo r  
evalua t ion.  In ternships must  involve s tudents  work ing in  a profess ional  set t ing under  the superv is ion and 
moni to r ing  of  prac t ic ing p rofess iona ls .  Student  work responsib i l i t ies  and ro les should  a l ign wi th  those 
descr ibed on the S tudent  Descr ip t ion and Development  P lan,  as  completed by the in ternship  superv isor  
dur ing  the regis t rat ion p rocess.  Should these ou t l i ned responsib i l i t ies  or  ro les  ( inc lud ing  s tar t  dates ,  number  
of  hours worked,  e tc . )  change a t  any point  dur ing the in ternship,  the s tudent  is  expected  to contact  Career  
Serv ices and/o r  the i r  facul ty  in te rnsh ip adv isor  IMMEDIATELY.  
 
Resignation/Termination from an Internship Work Experience 
Students who res ign f rom thei r  in ternship  pos i t ions  pr ior  to  the  end  of  the  academic  term or  are  for  any 
reason  termina ted f rom thei r  In te rnsh ip employment  mus t  IMMEDIATELY in form the Career  Serv ices  Cente r  
and the Facul ty  In ternship Advisor .   The d i rector  and Facul ty  In ternship  Adv isor  w i l l  dete rmine,  through 
d iscuss ion  wi th  the s tudent  and employer ,  whether  fu l l  or  par t ia l  cred i t  for  the in ternship  course may  be 
granted.  
 
Professionalism and Professional Expectations 
Dur ing  the  t ime a s tudent  is  work ing,  s /he is  considered an employee of  the  company for  which  s /he works.   
As such,  s tudents are subject  to  the i r  employer ’s  ru les and  regu lat ions .   Employers a re responsib le  for  
adv is ing s tudents  of  the pol ic ies govern ing  the company’s  work ing  condi t ions,  hours ,  ho l idays and any other  
mat ters  concern ing  employment .   S tudents are expected  to  con form expl ic i t ly  to  these ru les and regulat ions,  
and are subjec t  to  the same d isc ip l inary codes employers apply  to  regular  employees.   In  addi t ion,  s tudents  
may be  sub ject  to  act ion by the Univers i ty  for  ser ious v io la t ions in  the  workplace .  
 
Sat is factory  per fo rmance dur ing in ternship employment  w i l l  inc lude:  

  Attendance  and  punctua l i ty  dur ing  agreed upon hours o f  work  
  Acceptable  per formance of  the technica l / sk i l ls  based aspects  of  the  job  
  Conforming  to an employer ’s  d ress  codes  
  Adher ing to  an  employer ’ s  personne l  po l ic ies  
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Absence from work 
Phi ladelph ia Univers i t y  has assured  i ts  in ternship  employers that  s tudents are responsib le and thei r  work 
at tendance  wi l l  be  regula r  and  punc tua l .   Students  must  not i fy  the i r  emp loyers prompt ly  in  case o f  i l l ness o r  
other  emergenc ies requ i r ing them to  be  absent  f rom work.   I t  is  a lso a t  the employer ’s  d iscret ion to  a l low the 
s tudent  to  take vacat ion t ime.   In ternsh ip s tudents  are expected to adhere  to  the  hol iday  schedules o f  the i r  
in ternship  employers,  ra ther  than the Univers i t y 's  (should they be d i f fe rent )  when they  are  work ing .  
 
I f  the s tudent  is  i l l  or  absent  f rom work for  a  pro longed per iod o f  t ime (5  or  more days) ,  s /he must  repor t  that  
absence to  the Career  Serv ices  Center .   In  the event  that  an ex tended absence f rom work does not  a l low the 
s tudent  to  complete the min imum hour  and week requi rements of  the  program, the s tudent  must  meet  wi th  
the Facul ty  In ternship Advisor  for  evaluat ion of  the ind iv idual  s i tuat ion.    
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