
An	Internship	Guide	for	Employers	
 
                                                                                                    



Dear	Valued	Employer	Partner,	
		
Thank	you	for	your	interest	in	hiring	talented	Seton	Hill	University	students.			The	Career	and	Professional	
Development	Center	is	interested	in	developing	partnerships	that	benefit	employers	and	their	recruitment	efforts	as	
well	as	our	students.		Internships	are	important	in	the	professional	development	of	our	students.		In	fact,	students	in	
ALL	majors	at	Seton	Hill	must	complete	at	least	one	experiential	learning	opportunity	prior	to	graduation.	
		
This	Internship	Guide	for	Employers	contains	information	regarding	the	internship	process	at	Seton	Hill	University	
and	is	designed	to	assist	employers	with	developing	and	maintaining	quality	and	impactful	internship	programs.		This	
guide	provides	tools	to	help	create	new	programs	or	strengthen	existing	initiatives	and	includes	topics	such	as:	
		
¡  Goal	Development	
¡  Compensation	Planning	
¡  Student	Legal	Issues	
¡  Mentorship	
		
Our	goal	is	to	ensure	employers	have	the	resources	needed	to	establish	and	grow	their	programs	for	talented	student	
interns	as	well	as	to	provide	tools,	procedures,	and	frameworks	that	help	Seton	Hill	students	have	quality	internship	
experiences.	
		
In	addition	to	the	Internship	Guide	for	Employers,	the	Career	and	Professional	Development	Center	is	available	to	
help	employers	develop	quality	internship	practices	that	are	mutually	beneficial	to	employers	and	students.			
		
We	look	forward	to	working	with	you!	
		
Sincerely,	
		
Renée	Starek,	Director	
Career	and	Professional	Development	Center	
Seton	Hill	University	
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¡  Students	augment	their	work	experience,	hone	important	work	skills,	
develop	their	career	goals,	and	establish	connections	that	may	prove	
useful	throughout	the	span	of	their	careers.	

	
¡  Provides	the	opportunity	to	expand	and	connect	classroom	learning	

under	supervision	in	a	work-based	context.	
	
¡  Aids	in	developing	specific	skills	like	resume	building,	career	

readiness	skills,	and	soft	skills.	
	
¡  Helps	students	evaluate	potential	career	fields.	
	
¡  100%	of	Seton	Hill	University	Student	population	participate	in	

experiential	learning	via	internship	or	related	career	activity.	
	



¡  Internships	give	employers	access	to	a	pool	of	motivated	individuals	
who	bring	fresh	thinking	and	innovation	to	their	workplace.	

¡  Internships	can	also	serve	as	a	risk-free	pipeline	to	meet	the	
recruitment	needs	of	the	business,	organization,	or	agency.			

	

¡  Allows	for	employers	to	assess	prospective	candidates	prior	to	making	
a	permanent	hiring	decision,	improves	the	efficacy	of	the	decision-
making	process	and	increases	the	likelihood	of	a	successful	match.		

	

¡  Internships	provide	leadership	and	management	growth	experience	to	
the	business’	existing	staff	members	who	oversee	the	internship	
program	and	its	participants.			

	

¡  Internships	can	expand	the	visibility	of	the	business,	organization,	or	
agency	through	positive	public	relations	and	hiring	interns.	



	
§  Do	you	need	someone	for	a	specific	project?	
§  Is	general	support	needed	around	the	workplace?	
§  Do	you	want	the	intern	to	get	a	taste	of	everything	your	
organization	does?	

§  Will	you	pay	the	intern?	
§  Will	you	create	a	designated	workspace	for	the	intern?	
§  What	academic	background	and	experience	will	the	intern	need?	
§  Who	will	have	primary	supervisory	responsibility	for	the	intern?	
§  What	will	the	intern	be	doing	day-to-day?	
§  Will	there	be	special	events	for	the	intern	beyond	the	day-to-day	
work?	

	
	



¡  It	is	up	to	the	employer	to	decide	if	and	how	much	interns	will	be	paid.		Most	
determine	pay	based	on	student	class	level	and	types	of	responsibilities.	

¡  Per	the	US	Dept.	of	Labor,	the	Fair	Labor	Standards	Act	requires	“for	profit”	
employers	to	pay	employees	for	their	work.		Interns,	however,	may	not	be	
“employees”—in	which	case	compensation	is	not	required.		Employers	should	
note	the	best	practice	to	pay	interns	when	at	all	possible.	

¡  Courts	have	used	the	“primary	beneficiary	test”	to	determine	whether	an	
intern	or	student	is,	in	fact,	an	employee	under	FLSA.			

¡  In	short,	this	test	allows	courts	to	examine	the	“economic	reality”	of	the	intern/
employer	relationship	to	determine	which	party	is	the	“primary	beneficiary”	of	
the	relationship.	

	
¡  When	considering	intern	pay	rates,	it	is	recommended	that	employer	consider	

carefully	what	the	“average	wage”	for	interns	from	a	particular	university	or	
geographic	area	is,	the	cost	of	living,	the	opportunities	for	pay	that	students	
give	up	when	accepting	internships	instead	of	part-time	jobs,	and	what	types	
of	candidates	the	employer	would	like	to	attract.	
	



1.  The	extent	to	which	the	intern	and	the	employer	clearly	understand	that	
there	is	no	expectation	of	compensation.		Any	promise	of	compensation,	
express	or	implied,	suggests	that	the	intern	is	an	employee—and	vice	versa.	

2.  The	extent	to	which	the	internship	provides	training	that	would	be	similar	to	
that	which	would	be	given	in	an	educational	environment,	including	the	
clinical	and	other	hands-on	training	provided	by	educational	institutions.	

3.  The	extent	to	which	the	internship	is	tied	to	the	intern’s	formal	education	
program	by	integrated	coursework	or	the	receipt	of	academic	credit.	

4.  The	extent	to	which	the	internship	accommodates	the	intern’s	academic	
commitments	by	corresponding	to	the	academic	calendar.	

5.  The	extent	to	which	the	internship’s	duration	is	limited	to	the	period	in	
which	the	internship	provides	the	intern	with	beneficial	learning.	

6.  The	extent	to	which	the	intern’s	work	complements,	rather	than	displaces,	
the	work	of	paid	employees	while	providing	significant	educational	benefits.	

7.  The	extent	to	which	the	intern	and	the	employer	understand	that	the	
internship	is	conducted	without	entitlement	to	a	paid	job	at	the	conclusion.	
	



THE	BETTER	YOUR	JOB	DESCRIPTION,	THE	BETTER	YOUR	
CANDIDATE	POOL!		ITEMS	YOU	SHOULD	INCLUDE:	

	
§  Name	and	location	of	the	business	
§  Company	description/Mission	
§  Position	title	
§  Knowledge	and	skills	required	
§  Major/Degree	required	
§  Work	hours	and	days	
§  Description	of	duties	and	

responsibilities	
§  Duration	of	the	internship	

experience	
	

¡  Compensation,	academic	credit,	
or	both	

¡  Required	documents	to	apply:		
resume,	cover	letter,	writing	
samples,	transcripts,	letters	of	
recommendation,	etc….	

¡  Company	representative	with	
contact	information	

¡  Application	procedure	and	
deadline	

	



¡  College	and	university	Career	Centers	
§  Begin	to	establish	your	brand	on	campus	
§  Posting	through	career	management	systems	(i.e.	Handshake)	
§  Hang	catchy	posters	on	campus	
§  Email	sent	to	targeted	student	groups	
§  Include	in	campus	events	

¡  Faculty	contacts	
¡  Employer’s	website	and	social	media	platforms	
¡  Internship	and	job	posting	websites	
¡  Regional	Job	fairs	(i.e.	WestPACS,	WANT,	etc…)	
¡  Chambers	of	Commerce	mailings	to	employers	
¡  Industry	specific	conferences	

	



¡  Emphasize	the	professional	growth	for	the	employee	supervising	
the	intern	

¡  Share	the	internship	job	description	and	seek	input	
¡  Discuss	the	work	plan	and	tasks	for	the	intern	
¡  Discuss	training	and	everyone’s	specific	role	or	responsibility	to	

the	intern	
¡  Set	high	expectations	and	establish	an	expectation	of	

accountability	
¡  Create	a	medium	for	regular	communication	and	feedback	

between	the	supervisor	and	the	intern	
¡  Leave	some	room	for	flexibility	and	change.		All	intern	

assignments	should	support	the	student’s	learning	objectives.	



¡  Consistency	is	key	when	reviewing	application	materials	and	
conducting	interviews	

¡  Schedule	in	person	interviews	whenever	possible,	but	an	initial	phone	
interview	is	fine	if	you	plan	to	have	multiple	interviews	with	candidates	

¡  A	standard	list	of	questions	should	be	used	that	gauge	strengths,	
interests,	skills,	and	experience	of	candidates.		For	example:	

	
1.  What	do	you	know	about	our	business,	organization,	or	agency?	
2.  Why	are	you	interested	in	interning	here?	
3.  What	knowledge	or	experience	do	you	have	that	is	relevant	for	this	position?	
4.  What	strengths	and/or	weaknesses	do	you	see	in	yourself?	
5.  How	would	you	describe	your	ability	to	work	on	a	team?	
6.  How	does	this	internship	align	with	your	personal	and	professional	goals?	
7.  Do	you	have	any	questions	for	us?	



¡  Hiring	should	be	a	good	fit	for	the	employer	and	the	student.		
When	you	are	ready	to	make	your	final	selection,	notify	candidates	
with	any	of	the	following	information:	
§  Offer	letter/email	
§  Contract	(if	applicable)	
§  Placement	details	
§  Contact	information	for	workplace	supervisors	
§  Orientation	location	and	details	
§  Dress	code	and	work	schedule	
§  Parking	and	logistics	

¡  It	is	also	a	good	practice	to	inform	those	students	you	DID	NOT	
select.	



¡  Organizational	Background	
§  History/Values/Structure	
§  What	sets	your	organization	apart	
§  Population	targeted	by	the	work	
of	your	organization	

§  Common	acronyms	in	daily	work	
	

¡  Internship	Program	Structure	
§  Expectations	for	interns	
§  Pertinent	dates	and	events	
§  Guidance	for	interacting	with	
supervisors	and	coworkers	

§  Details	on	evaluations	

¡  Organizational	Culture	
§  Time	and	attendance	
§  Dress	code	
§  Holidays	and	closures	
§  Lunch	and	other	breaks	
§  Emergency	protocols	in	pay	
procedures	(if	applicable)	

§  Training	for	office	equipment	
§  Confidentiality/security	policies	
§  Tour	of	facilities	
§  Policies	on	personal	calls,	cell	
phones,	emails,	workplace	
behaviors,	etc…	



¡  Work	assignments	should	be	linked	to	the	student’s	career	goals	
and	learning	objectives.	

¡  Students	appreciate	clear	direction	and	frequent	feedback	
regarding	what	and	how	they	have	done.	

¡  It	is	important	that	interns	perceive	that	their	work	is	contributing	
to	the	organization	in	a	meaningful	way.	

¡  Key	points	to	providing	quality	work	activities:	
§  Create	challenging,	but	realistic	tasks	students	can	complete	in	a	
three	month	period	

§  If	needed,	work	with	the	faculty	supervisor	to	ensure	you	are	
meeting	the	learning	objectives	of	the	student	

§  Articulate	expected	outcomes	or	products	
§  Work	with	the	students’	particular	strengths	and	adjust	work	
accordingly	

	



¡  Student	will	look	to	you	as	a	mentor.		You	should	provide	all	for	the	
skills	necessary	in	an	effective	supervisory	relationship.	
§  Leadership,	Motivating,	Delegating	
§  Communicating	
§  Training	and	Evaluating	
	

¡  Meet	with	your	intern	regularly	to	provide	performance	feedback.	
§  Ask	them	to	report	on	status	of	projects	
§  Explain	how	their	work	is	contributing	to	the	organization	
§  Discuss	their	strengths	and	areas	for	growth	and	development	
§  Give	them	a	sense	of	future	projects	
	

¡  If	the	student	is	receiving	credit,	you	will	have	interactions	with	the	
faculty	supervisor.	This	person	should	be	made	aware	of	any	issues	
that	may	arise	so	that	he/she	can	help	to	find	a	solution.	



¡  In	addition	to	regular	meetings,	you	should	evaluate	your	intern’s	
performance	at	the	midpoint	of	the	internship	and	at	the	conclusion.		
Consider:	
§  Quality	and	timeliness	of	work	produced	
§  Ability	to	take	direction	
§  Work	habits	
§  Areas	for	growth	and	development	

¡  Encourage	your	intern	to	keep	a	portfolio	of	work	accomplished	during	
the	experience	(if	not	proprietary).			

	

¡  Consider	providing	the	student	with	a	letter	of	recommendation	at	the	
conclusion	of	the	internship	if	he/she	did	exemplary	work.	

¡  Return	all	necessary	evaluations	to	the	faculty	supervisor	by	deadlines	
given	so	that	a	final	grade	may	be	given	to	the	student.	



1.		Practice	reasonable,	responsible,	and	transparent	behavior	by:	
¡  avoiding	harmful	actions	by	embodying	high	ethical	standards.	
¡  clearly	articulating	and	widely	disseminating	your	organization’s	policies	

and	guidelines.	
¡  guaranteeing	equitable	services	for	all	constituencies	commensurate	

with	professional	association	standards	and	principles.	
¡  resolving	differences	and	address	concerns.	
¡  nurturing	sustainable	relationships	that	are	respectful	and	transcend	

transactions.	
	

2.	Act	without	bias	when:	
¡  advising,	servicing,	interviewing,	or	making	employment	decisions.	
¡  defining	what	constitutes	employment.	
	

3.	Protect	confidentiality	of:	
¡  all	personal	information	related	to	candidates	and	their	interviews,	and	

their	engagement	with	services,	programs,	and	resources.	
¡  student	information	related	to	professional	plans.	
	



4.	Ensure	equitable	access:	
¡  without	stipulation	or	exception	relative	to	contributions	of	

financial	support,	gifts,	affiliation,	or	in-kind	services.	
¡  in	the	provision	of	services	and	opportunities	without	

discriminating	on	the	basis	of	race,	gender,	gender	identity,	
ethnicity,	sexual	orientation,	religion,	national	origin,	disability,	
age,	or	economic	status.	

¡  by	proactively	addressing	inclusivity	and	diversity.	
	
	

5.		Comply	with	laws:	
¡  associated	with	local,	state,	and	federal	entities,	including	but	not	

limited	to	EEO	compliance,	immigration,	and	affirmative	action.	
¡  in	a	timely	and	appropriate	way	if	complaints	of	non-compliance	

occur.	
¡  and	respond	to	complaints	of	non-compliance	in	a	timely	and	

prudent	manner.	
	



On	behalf	of	Seton	Hill	University	Career	and	Professional	
Development	Center	we	are	excited	to	invite	you	to	join	Handshake	-	
a	modern	platform	for	college	recruiting.		Handshake	will	offer	your	
company	many	great	new	features	like:	
	
¡  Managing	all	your	on	campus	and	off	campus	recruiting	needs	at	

no	cost.	
	

¡  A	mobile	experience	-	update	your	job	postings,	view	applicants,	
and	more	all	while	on	the	go	using	Handshake's	responsive	design.	

	

Signing	up	is	very	easy	and	takes	less	than	5	minutes.		Follow	this	link	
to	get	started:		setonhill.joinhandshake.com	
	
Once	you	have	created	your	account	in	Handshake	and	it	is	approved,	
you	will	be	able	to	post	active	opportunities	within	your	organization	
for	students	and	alumni.	
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George	Carter	is	the	main	contact	for	employers	in	the	Career	and	Professional	
Development	Center.		However,	we	welcome	employers	to	reach	out	to	any	
staff	member:	
	
Renée	Starek,	Director,	Career	and	Professional	Development	Center	
rstarek@setonhill.edu	
(724)	838-4276	
	
George	Carter,	Assistant	Director,	Experiential	Learning	and	Employer	Relations	
gcarter@setonhill.edu	
(724)	552-4390	
	
Heidi	Schuman,	Assistant	Director,	Career	Development	
hschuman@setonhill.edu	
(724)	838-4286	


