The In's and Out's of Summer Internships
Registering the internship with the CDC

It is always a good idea to register your internship with the CDC. You can pick up a packet at the front desk of the CDC with all the forms you will need. One of the reasons they require you to fill out the Registration Form and your sponsor the Confirmation Form is to make sure that all terms are in agreement and in writing. If problems arise, the CDC can intervene on your behalf with proof of a prior agreement.

Registering also lets them know where you are during the summer and they can send you invitations to employer and alumnae receptions, which are great networking events.

Transcript notation: what and why

Transcript notation is how Mount Holyoke College officially recognizes student internships. Upon successful completion of your internship, your internship will be noted on your transcript. Future internship employers and recruiters know right away that the College sanctioned the internship. To receive the transcript notation, the following criteria must be met:

· The internship involves a minimum of 240 hours of work, at least 20 hours/week, usually 30 to 40 hours/week, over 6-12 weeks for the summer/academic year OR a minimum of 13 days at 5-8 hours/day for January and is completed successfully.

· The internship consists of substantive and supervised work related to your academic major, minor, area of concentration, or the liberal arts experience.

· The student must develop Learning Goals for their internship, and complete a Mid-Internship Report, Informational Interview, and Final Report of her experience by the designated deadline. (All forms are in the internship packet found at the CDC)

· The sponsor writes an evaluation of the student's performance.
What to pack:

A formal outfit


Kitchen Supplies* (if not supplied for you, pots,

Alarm clock



pans, dishes, Tupperware, silverware, napkins, cups)

Answering machine


Laundry bag and detergent

Backpack/Day bag


Padlocks (desk, laptop, and bike)

Baskets (for toiletries and storage)
Phone card

Bed sheets



Refrigerator/microwave*

Bedspread, blanket, and pillow
Room decorations**

Bike




Snacks

Campus map/directions

Stereo system (CD player, radio, MP3 player,

Computer, printer, and cables

headphones, CDs, etc.)

Desk lamp



Telephone and cord/cell phone

Fan (portable)



Television and cables

Flip-flops



Towels

Games (cards, board games)

Toilet paper*

Hangers



Trash can*

Iron




Umbrella






VCR or DVD player (with cables)

*If not supplied for you or if needed. You should always ask what would be provided.

**Check fire safety codes

What to leave behind:

Appliances




Grills

Ashtrays




Halogen lamps

Candles and incense



Heaters

Draperies




Pets

Ask Questions:

· Transportation - Know the city transportation system. Ask for bus, subway, metro schedules, ect. Get a map of the city and know your way around and how to avoid dangerous areas.

· Money - Have cash or travelers checks with your to cover your expenses for the first few weeks of your internship. Most banks will not cash out of town checks and can take as long as a week to ten days to establish a new checking account. If you are getting paid be aware of the pay schedule, you may have to wait two or three weeks till your first check. Travelers check is the safest option and are accepted everywhere.

· Prescriptions - If you use prescriptions, try to get enough to last the entire length of your stay, out-of-town prescriptions are not always honored, and may be a lot more expensive in a big city.

· Information - Never be afraid to ask questions about housing, job schedules, transportation, food, ect. You do not want to go to another city unprepared and unaware of your working situation. Going a few days early with a friend to orient you with the neighbor/campus is always a good idea. Avoid traveling alone at all cost; bringing a partner is safer and usually more enjoyable.

Azanda Seymour, Assistant Director of Internships

aseymour@mtholyoke.edu

Handouts:

http://www.mtholyoke.edu/offices/careers/intern/handouts.htm

Internship Page:

http://www.mtholyoke.edu/offices/careers/intern/ipo.htm
