
Internship for Credit Application Guide 
 

Frequently Asked Ques�ons 
Who is eligible for an internship for credit? 
Students who are sophomores or above and have secured an internship offer. The internship can be paid 
or unpaid and must be related to your major.  

 

How do I get credit for my internship?  
Once you have secured an internship offer, you will apply for credit through Handshake. This applica�on 
will have to be approved by Career Development, and then will be reviewed by your site supervisor, 
faculty supervisor, program mentor (previously known as faculty/academic advisor), program 
coordinator/division chair, and finally, the registrar. This process can take as litle as one day, but it’s 
important that you read this document thoroughly so that you have all of the components of the 
applica�on. Each hour of credit requires at least 30 hours of work at the internship. You can only pursue 
a total of 12 credits during your �me at OU. Please note that internship credits are billed just like 
regular course credits.  

 

In order to get credit, do I just complete the internship? 
There is also an assignment you have to complete at the end of the internship. There are different 
assignments for Hammack School of Business students and other departments.  

Hammack School of Business All other departments 
• Paper: academic in nature (requires 

outside sources) 
• 1-4 credits = 5 pages 
• 5-8 credits = 10 pages 
• 9-12 credits = 15 pages 

• Reflec�ve journal 
• Presenta�on 

• Summer intern  present 2nd 
week of fall 

• Fall intern  present last week of 
classes 

• Spring intern  present as part 
of LASS 

• Paper 
• Every credit you pursue = 5 pages 

of content (1 credit  5 pages, 2 
credits  10 pages, etc.) 

 

 

 



Definitions: 
Division Chair/Program Coordinator: The faculty member that is in charge of your major’s division. This 
informa�on can be found at www.oglethorpe.edu/faculty/ 

Faculty Supervisor: This is a faculty member that is supervising internship experiences related to your 
major/area of study. This may be the same person as you program mentor but is not always.  

Site Supervisor: Your direct supervisor at your internship. This person works for the organiza�on you are 
interning with.  

Program Mentor/Faculty Advisor: This is a faculty member that acts as an advisor for your major/area of 
study. This is DIFFERENT from your Student Success advisor.  

 

Steps to Apply for Credit 
1. Speak with your faculty supervisor to have your paper topic and objec�ves approved. You MUST 

do this before star�ng your applica�on. If you don’t know who your faculty supervisor is, contact 
your department program chair. 

2. Send the internship site agreement to your site supervisor to complete and sign.  
3. Apply for credit on Handshake.  

a. Navigate to Career Center on the Handshake Homepage 
b. Click Experiences 
c. Click Submit an Experience 

i. Ensure that you click the correct term and experience type for your internship 
ii. Pay aten�on to the ques�on about work authoriza�on and ensure that you 

answer accurately 
4. Once you have submited the general applica�on, go back to the Experience and add the 

following: 
a. Atach your updated resume and signed site agreement  
b. Fill out your 3-5 learning objec�ves 

5. Be sure to check your Oglethorpe email for updates on the approval process. It is your 
responsibility to keep up with any requested changes, updates, or notes from the registrar. 
Even a�er you have received your final approval email, please check Oasis to ensure that you 
have been enrolled for the amount of credits you expected.  

 

 

 

 

 

 

http://www.oglethorpe.edu/faculty/


Visual Guide to Handshake Application 
3. Applying for credit on Handshake.  

a. Navigate to Career Center on the Handshake Homepage 

 
 

b. Click Experiences 
 

 



c. Click Submit an Experience  

 

i. Ensure that you click the correct term and experience type for your internship 

 

 

 

 

 

 

 



ii. Pay aten�on to the ques�on about work authoriza�on and ensure that you 
answer accurately 

 

 

4. Once you have submited the general applica�on, go back to the experience and add the following: 

a. Atach your updated resume and signed site agreement  
b. Fill out your 3-5 learning objec�ves 

 

 

 

a. 

b. 
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