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INTERNSHIP & CO-OP PROGRAM:  Employer Best Practices and Expectations
The internship/co-op placement process simulates a real job search. Employers register with the program by creating an account on Handshake career information management platform, completing the Employer profile, and then posting your internship or co-op opportunity.  Upon approval by CBAT Career Services, employers designate whether students email resumes to the employer or apply online for internship/co-op consideration.  Employers evaluate all candidates, conduct interviews, and, upon finding the right candidate, make their selections for hire, informing our office.   Some additional details about program process follow:

1. Students, in consult with employer site-supervisors, work together to complete an experiential learning form, which must be approved via email by the student’s academic department chair/faculty supervisor and the site supervisor.  Once approved, the student will be able to register for academic credit for the internship/co-op.  Credit hours vary by department. Students may or may not register for academic credit for the internship, depending on each intern’s program of study.
2. Internship/co-op rates of pay range from $10.00-$24.00 per hour; the employer determines the pay rate, which must not fall below federal minimum wage.  For Fair Labor Standards Act compliance information, please visit:   http://www.dol.gov/whd/regs/compliance/whdfs71.htm.  (Non-profit internships may be paid or unpaid; all other internships/co-ops are paid.)   

3. Site Supervisors meet with the student on a regular basis (weekly or bi-weekly) throughout the internship/co-op to monitor progress, answer questions, and provide feedback. Please note:  The student should not be the “expert” in an internship/co-op placement; it is incumbent upon the employer that the student’s site supervisor have background/skills in projects/work assigned to the student.  In addition, the employer must provide the student with sufficient work/projects to complete over the academic term as well as the tools and workspace to complete projects.
4. The employer and site supervisor must provide a safe working environment, meeting industry and/or OSHA standards for safety as well as CDC and/or state COVID 19 protocols for interns/co-ops. 
5. Credit hours may vary by department, determining how many hours a student may work on a weekly basis.  Depending on department and individual course loads, students may work as little as 10 hours per week OR up to 30-40 hours per week per academic term.   In summer, students often work 40 hours per week.
6. The Site Supervisor completes an intern/co-op evaluation form at the end of the student’s internship/co-op. 

For a complete overview of our internship/co-op program, please visit www.etsu.edu/cbat/careerservices and click on “Internships--Employers” on the left navigation.  To create an account and advertise an opportunity to our students on our platform, scroll down to Getting Started and follow the steps for Handshake.    We are excited to partner with you on behalf of our students!
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East Tennessee State University desires to maintain an environment which is safe and supportive for our students and to reward performance solely on the basis of relevant criteria. ETSU expects our prospective employers to comply with all existing laws pertaining to fair employment practices, equal opportunity, and prevention of all forms of harassment.

East Tennessee State University is an equal opportunity employer, and encourages our prospective employers to support applications from women, minorities, veterans, older workers, individuals with disabilities, and applicants from various national origins and ethnic backgrounds. 7.8.2020
