EMPORIA STATE

UNIVERSITY
Office of STUDENT LIFE

Internship Agreement Form

This agreement is entered into on the (Date: mm/dd/yyyy)
between Emporia State University and (Host/Organization)
and (Student Name)

for the purpose of experiential learning (such as internships, practica, job shadowing, observations, and
other high impact experiences). For the purposes of this agreement, the internship site where the high impact
experience takes place is referred to as the “Host”. The educational institution that will direct the learning
experience and outline the academic requirements is “Emporia State University/ESU”. The student who will
complete the experience is referred to as the “Student Intern.”

RESPONSIBILITIES AND EXPECTATIONS

A. STUDENT INTERN RESPONSIBILITIES
Throughout the duration of the high-impact experience, the Student Intern agrees to the following
responsibilities and requirements:

1. Arrive to the Host site on time and ready to perform professionally.

2. Follow all dress codes, policies, and procedures as designated by the Host and the University.

3. Request permission for all planned time off and notify the Host Supervisor as soon as possible in the
event of illness, following the Host’s sick leave protocol.

4. Complete the total number of hours required within the specified time frame and fulfill all
internship/program/course requirements in a timely manner.

5. Conduct oneself in a professional, cooperative, and respectful manner while at the Host site.

6. Inform the Host Supervisor and ESU Internship Coordinator/Faculty Supervisor of any changes in the
agreement.

7. Maintain regular communication with the ESU Internship Coordinator/Faculty Supervisor and complete
all academic requirements, including evaluation forms and enrollment for academic credit, if applicable.

8. Notify and gain approval from the ESU Academic Advisor to participate in the experiential learning
experience.

B. HOST ORGANIZATION RESPONSIBILITIES
As a Host of a Student Intern, I/we agree to provide the Student Intern with career-related experience and
agree to the following:

1. Provide appropriate orientation and training, a clear set of expectations including site location(s),
schedule, rate of compensation (if applicable), Host organization handbook, and harassment and
discrimination policies.

2. Ensure a safe work environment and provide the tools or equipment necessary for the Student Intern
to complete assigned tasks effectively.

3. Train and supervise the Student Intern, including assigning an on-site mentor to support the intern



throughout the experience.

4. Assign meaningful, career-related responsibilities and offer consistent and constructive feedback to
support the Student Intern’s learning.

5. Support the Student Intern in developing and achieving learning objectives that benefit both the intern
and the Host organization.

6. Monitor Student Intern performance and complete a final evaluation at the conclusion of the
experience.

7. Communicate with the ESU Internship Coordinator/Faculty Supervisor about any changes in the
Student Intern’s status, concerns, or potential termination.

8. Report any incidents of discrimination or harassment involving the Student Intern to the ESU
Internship Coordinator/Faculty Supervisor, the ESU Title IX Coordinator, and the Student Intern.
Reports may be submitted to www.emporia.edu/titleix or report@emporia.edu or directed to 620-341-
5518. Reporting requirements may vary depending on the nature of the violation.

Comply with all Federal and State regulations.

10. Acknowledge that this agreement shall prevail over any other agreements with the Host organization

for the purpose of this experience.

Furthermore, I/we agree that both Emporia State University and/or the Host organization may remove the
Student Intern from an assignment at the request of the University or the Host organization.

POLICIES

As a part of this experiential learning experience, the Student Intern will receive information on
policies and procedures of both Emporia State University and the Host. The Student Intern
agrees to follow all policies of both Emporia State University, and the Host as referenced below:

1. Tagree to follow all policies and procedures outlined by the University and the Host.

2. Thave participated in the pre-internship orientation with my ESU Internship
Coordinator/Faculty Supervisor.

3. During the pre-internship orientation, I received information on Emporia State University’s
policies regarding EEO/non-discrimination regulations, sexual harassment, grievance
procedures, reporting process, and the Student Code of Conduct.

4. My ESU Internship Coordinator/Faculty Supervisor provided an overview of online resources
including the University Manual and specific policies regarding the above regulations.

5. Ireceived information on the reporting structure for both Emporia State University and the
Host in the event that policy violations occur during this experiential learning experience.

6. Iwill request information from my Host Supervisor for policies related to
EEO/non-discrimination regulations, sexual harassment, reporting process, and grievance
procedures.

7. Tagree to immediately report policy violations and/or other concerns to the Host Supervisor,
the ESU Internship Coordinator/Faculty Supervisor, and the Emporia State University
Title IX Compliance Officer. Reports of discrimination, harassment, and other Title IX or
general discrimination and harassment inquiries can be submitted to www.emporia.edu/titleix
or report@emporia.edu. Other questions can be directed to Ph. 620-341-5518. Depending on
the policy violation, reporting may or may not involve each of these parties listed above.

TERMINATION
I understand that the Student Intern’s opportunity to participate in a high impact learning experience at the
Host is at the discretion of the University and at the ultimate discretion of the Host, and that either the
University or Host may, upon written notice to the Student Intern and to the other party, immediately
withdraw the Student Intern at any time from the internship based upon any criminal or fraudulent activity
on the part of the Student Intern, perceived lack of competency on the part of the Student Intern, Student



Intern’s failure to comply with the rules and policies of the University or the Host, Student Intern’s failure
to comply with the terms and conditions of this Agreement, or for any other reason for which either the
University or the Host reasonably believes it is not in the best interest of the program for the Student Intern
to continue.

WAIVER OF LIABILITY & HOLD HARMLESS AGREEMENT (Student Intern Only)

As a Student Intern, I hereby agree to hold harmless Emporia State University, its Board of Regents, officers,
administrators, employees, representatives, and/or other agents, for any injury, damage, or loss of property
sustained by me or persons other than myself, arising out of, or in connection with, or due to negligence, fault,
or otherwise, during any part of my participation in the aforementioned program.

In addition, I release from all liability the aforementioned parties against loss, damage or expense from any
and all claims, demands, actions, or causes of actions that may occur while en route to or from the internship
site, or participating in any programs associated with this internship program.

EMPORIA STATE UNIVERSITY HARASSMENT AND DISCRIMINATION

Emporia State University seeks to maintain a campus culture in which embracing diversity, equity, and
inclusion is a core value lived by all members of the Emporia State community. Emporia State prohibits
all forms of discrimination including all types of harassment, sexual violence, and all other types of
violence. As such, Emporia State is committed to creating internship partnerships with agencies that
create an environment free from harassment and discrimination.

See the Emporia State University Policy Manual for assistance, definitions, and all University policies at
https://www.emporia.edu/about-emporia-state-university/discrimination-harassment-response-

By signing below, all parties affirm that they have read and understood the conditions of this agreement.
The Student Intern acknowledges they are at least 18 years of age and agrees to comply with all
University and Host policies, including those outlined above. All parties agree to cooperate with the
guidelines and procedures of Emporia State University and the office of Student Life.

Student Intern Signature:

Date:

Printed Name:

Host Organization Representative Signature:

Date:

Printed Name:

Title:

Organization Name:

ESU Internship Coordinator/Faculty Supervisor Signature:

Date:

Printed Name:




