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STUDENT INTERN  INFORMATION  
Name: ________________________________         ID#: ______________________           Cumulative GPA: __________ 

Address: _______________________________________________________________________________________ 

E-mail: ________________________________         Phone: ________________________   ____________________ 

Emergency Contact: ____________________         Relation to Student: ______________   Phone: ___________________ 
 

University Faculty Internship Supervisor Contact 

Name: __________________________________________ 

Address: ________________________________________ 

________________________________________________ 

Phone: __________________________________________ 

Fax: ____________________________________________ 

E-mail: __________________________________________ 

 

Agency Internship Supervisor Contact 
Agency Name: ____________________________________ 

Address: ________________________________________ 

________________________________________________
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the part of the Student Intern, perceived lack of competency on the part of the Student Intern, Student �,�Q�W�H�U�Q�¶�V���I�D�L�O�X�U�H���W�R���Fomply with 
the rules and policies of the University or Agency, Student �,�Q�W�H�U�Q�¶�V���I�D�L�O�X�U�H���W�R���F�R�P�S�O�\���Z�L�W�K���W�K�H���W�H�U�P�V���D�Q�G���F�R�Q�G�L�W�L�R�Q�V���R�I���W�K�L�V��
Agreement, or for any reason for which either the University or Agency reasonably believes it is not in the best interest of the  
program for the Student Intern to continue. The Student Intern may also be subject to disciplinary action, which could result in                               
suspension from the University in addition to failure in the course. Any Student Intern who is terminated must notify the Faculty 
Internship Supervisor immediately; 

6. Understanding that tasks performed by Student Interns are part of a planned and scheduled program of work and that absence 
from work necessitates re-



R
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INTERNSHIP AGREEMENT PROCEDURES [ID PC-004-IA]  
EFFECTIVE JULY 2013 
PROCEDURES AND DISTRIBUTION OF INTERNSHIP AGREEMENT: 
 

 
A. ANY CHANGES TO THE OFFICE OF ATTORNEY GENERAL (OAG) APPROVED RADFORD UNIVERSITY 

INTERNSHIP AGREEMENT MUST RECEIVE PRIOR APPROVAL BY THE DIRECTOR OF PROCUREMENT 
AND CONTRACTS, OR DESIGNEE, BEFORE PROCEEDING TO NEXT STEP. CONTACT PROCUREMENT 
AND CONTRACTS (540) 831-5419.  

 
B. ACADEMIC AREA (COLLEGE/DEPARTMENT) PROVIDES INTERNSHIP AGREEMENT TO STUDENT 

INTERN 
 

1) STUDENT INTERN COMPLETES INTERNSHIP AGREEMENT  
2) STUDENT INTERN OBTAINS APPROVAL FROM ACADEMIC AREA TO SEEK APPROVAL OF THE 

AGENCY 
3) STUDENT INTERN SIGNS INTERNSHIP AGREEMENT 
4) STUDENT INTERN OBTAINS SIGNATURE OF AGENCY REPRESENTATIVE 
5) STUDENT INTERN RETURNS COMPLETED INTERNSHIP AGREEMENT TO ACADEMIC AREA 

(COLLEGE/DEPARTMENT) 
6) UNIVERSITY FACULTY INTERNSHIP SUPERVISOR SIGNS INTERNSHIP AGREEMENT 
7) UNIVERSITY FACULTY INTERNSHIP SUPERVISOR SENDS INTERNSHIP AGREEMENT TO 

DEPARTMENT CHAIR OR DEPARTMENT ACADEMIC INTERNSHIP COORDINATOR TO SIGN  
8) DEPARTMENT CHAIR OR DEPARTMENT ACADEMIC INTERNSHIP COORDINATOR SIGNS 

INTERNSHIP AGREEMENT THEN RETURNS ORIGINAL TO UNIVERSITY FACULTY INTERNSHIP 
SUPERVISOR  

9) UNIVERSITY FACULTY INTERNSHIP SUPERVISOR:  
a) -  REGISTERS STUDENT INTERN FOR COURSE ,  

- PROVIDES STUDENT INTERN WITH A COPY OF INTERNSHIP AGREEMENT,  
- RETAINS A COPY OF THE INTERNSHIP AGREEMENT, AND  
- �6�(�1�'�6���2�5�,�*�,�1�$�/���,�1�7�(�5�1�6�+�,�3���$�*�5�(�(�0�(�1�7���7�2���5�(�*�,�6�7�5�$�5�¶�6���2�)�)�,�&�(�����3�2�%��������������  

OR, 
b) -  RETAINS A COPY OF THE INTERNSHIP AGREEMENT 

- GIVES ORIGINAL TO STUDENT INTERN  
- STUDENT INTERN TAKES ORIGINAL �,�1�7�(�5�1�6�+�,�3���$�*�5�(�(�0�(�1�7���7�2���5�(�*�,�6�7�5�$�5�¶�6��

OFFICE TO REGISTER FOR COURSE, 
c) SENDS A COPY OF THE INTERNSHIP AGREEMENT TO PROCUREMENT AND CONTRACTS 


