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[image: Cartoon bee with megaphone]Note to all students: Please read this manual carefully and thoroughly! Every quarter it seems we have PSY majors who are frantically trying to enroll in PSY 4940 Internship, but who haven’t read this manual. Unfortunately, they make unnecessary errors and experience unnecessary hassles and delays in the process of securing an internship for PSY credit. Don’t let that be you! 
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BASIC STUFF YOU MUST KNOW FIRST!
[bookmark: _Hlk162431820]What is a PSY internship?
PSY 4940 INTERNSHIP integrates practical experience in the workplace with academic theory. It enables students to participate in a psychological setting in a “hands on” capacity by working in that setting. Students apply learned concepts and methods while under the direction of faculty and on-site supervisors. Students explore career options or obtain career-related professional work experience before graduating.
[bookmark: _Hlk162431835]Why should I enroll in PSY 4940 Internship?
[image: Businessman in thumbs up]An internship provides experiential learning, extending beyond classroom theory and knowledge. It often offers the opportunity to serve the community. It provides invaluable experience for today’s job market and may help students interested in applying for graduate school to be more competitive candidates. In some cases, students can get paid for their work as interns. Students also develop confidence in their developing work skills and their overall professional identity.  Finally, internships serve as great opportunities to connect with psychology professionals in desired disciplines and network with them. 
[bookmark: _Hlk162431851]When can I do a psychology internship?
As an SPU student, you may participate in the internship program as a Junior or Senior Psychology major, after completing at least one quarter (or 12 credits) as a matriculated student at SPU. PSY students must wait until their junior or senior year because the internship is an advanced experience that builds on course preparation in psychology. For example, if you are seeking a placement working with individuals struggling with mental illness, it will help to have successfully completed the course, Psychological Disorder. If you are seeking an internship working with children, a course in Developmental Psychology is recommended.
[bookmark: _Hlk162431867]What are the requirements for an internship?
1. An internship setting, and the activities students perform, must be psychological in nature. In other words, interns must not be completing work that is exclusively administrative in nature (such as filing or other paperwork). We want you to have an experience that involves entry-level work in the field of psychology.
2. Internship requirements also include supervision by an on-site supervisor, with whom the intern meets at least ½ hour per week, in either a group or a one-on-one setting. An ‘on-site’ supervisor is a person who works at the organization where the internship is conducted. In order to provide this supervision, supervisors must also have successfully completed at least master’s level training in psychology or a related field (such as human resources, education, or social work) or they must have comparable work experience (such as five years in their field). 
On-site supervisors must also provide ongoing feedback to the intern and a final evaluation of the intern’s work. At the end of the quarter, interns give their supervisors evaluation forms to complete about the intern and return to the faculty advisor. 
3. The site must provide at least 50 hours of experiential learning during the 10-week quarter.
4. You must attend the campus course, and complete Canvas assignments, in addition to the work you do at your internship site. 
Do I need to attend the internship class meetings?
[bookmark: _Hlk162431888]YES! [image: A red pencil and a word

Description automatically generated]It is your responsibility to ensure that you are able to enroll in PSY 4940 Internship and attend class. Check the Time Schedule and Banner for times and locations of PSY 4940 during a particular quarter. Because of the PSY department’s attendance policies for classes, students cannot enroll in two PSY courses meeting at the same time during the same quarter. 
[image: Thumbs Up O Fox]Wait a minute. I already have a job where I do psychological work. Can I turn this into a PSY internship?
[image: Strong O Fox]Good for you!  We’re glad you are already progressing on a professional trajectory toward your desired vocation! And yes, students have sometimes been able to utilize their current jobs as PSY 4940 internships. If a job fulfills the requirements for the PSY 4940 internship (read earlier in this section), then it is possible to use your work hours toward internship credit. In addition, sometimes students find new jobs that meet the PSY internship criteria as well. Hey, if you can make some money while you earn internship credit, then more power to you! 
Just be aware, however, that a job may have additional requirements of you beyond those of the PSY 4940 Internship. As an employee, you will need to fulfill those requirements, too. 
[bookmark: _Hlk162431915]Can I earn PSY 4940 Internship credit for work I’ve done before the quarter when I enroll for credits?
No, it’s not possible to earn PSY 4940 credit retroactively. You can only earn internship credit for hours completed during the quarter you are enrolled. This is because research underscores the importance of learning exercises (such as written reflections) during the work experience to promote vocational development. While working at your internship, you will be enrolled in PSY 4940 Internship, where you will participate in class discussions; read articles, book chapters, and websites; watch videos; and write several reflections. These are designed to help you consider issues involving professional identity in psychology-related work. 
[bookmark: _Hlk162517974]Can I do an online internship?
Yes, just as long as the internship experience fulfills the requirements for an internship as specified earlier in this section. Online experiences which do not include a psychology-related organization, psychology-related work, appropriate supervision time with a qualified person, and sufficient hours will not be accepted for PSY 4940 Internship credit.
[bookmark: _Hlk162518013]I’m an international student. Are there any special procedures I need to complete to do a PSY 4940 Internship? 
Yes, there may be special procedures involved for you to earn PSY 4940 Internship credit. For example, depending on the situation, some students may need to acquire certain permissions, such as a Curricular Practical Training (CPT) authorization. We encourage PSY majors who are international students to work closely with SPU’s International Student Services department to determine what is necessary for them to receive permission to complete a PSY 4940 Internship.
[bookmark: _Hlk162431944]I was thinking about doing my internship in another country. Is that possible?
Technically, no. This is because PSY 4940 Internship addresses ethical and legal issues that impact human service and psychology-related work specifically within the United States. For example, the ethical code of conduct you will learn about in class is based on guidelines from the American Psychological Association. In addition, students read about qualifications for certification and licensing for different psychology-related jobs listed on the Washington State Department of Health website. Faculty for the PSY 4940 Internship course are themselves trained in the ethical and legal requirements of the American Psychological Association and of Washington state. If a student were to work at an international site, they would need supervisors and faculty who are trained and have experience working within the ethical and legal guidelines of that specific nation.
However, there is one unusual strategy in which a student might complete an internship in another country which could then possibly apply toward their PSY major. In very rare situations, students may enroll in international universities for a quarter or semester, and while at these universities, they may complete an internship course comparable to SPU’s PSY 4940 Internship course. If this international course does offer a similar learning experience, there is a possibility (but not a certainty) that upon successful completion of the course, the student could transfer in these credits to fulfill SPU’s PSY 4940 Internship credits. Because the student is officially enrolled in the university where the international site is located, these international faculty and supervisors should be aware of the ethical and legal issues while the student works in that area of the world.
In these situations, it is the student’s responsibility to obtain all necessary information about the international coursework (including a syllabus for the course, as well as information about course credits, hours completed at a site, and supervision) and to complete any required paperwork to transfer credits. We advise students interested in this possibility to work closely with their academic advisors in the Office of the Registrar to learn more about the credit transfer processes.
How many PSY 4940 Internships credits can I earn?  
PSY majors in their junior or senior year can take 1-5 credits of PSY 4940 internship each quarter, for a maximum of 15 credits overall. Keep in mind that a minimum of 3 internships credits meets a requirement for the psychology major. Read more information about credits in the following section.
[bookmark: _Hlk162431966]Internship Hours to PSY 4940 Credits
5 hrs average /wk (50 total hours of internship/quarter) = 1-2 credits (When you apply for this level of internship, please specify whether you want 1 or 2 credits in your Handshake application. Either is acceptable for 50 hours. We allow students to choose 1 or 2 credits for 50 hours because either 1 or 2 credits may fit better into their courseload for a quarter.
7.5 hrs average /wk (75 total hours of internship/quarter) = 3 credits (This is the minimum number of hours/credits required for the major in Psychology) 
10 hrs average /wk (100 total hours/ quarter) = 4 credits  
12.5 hrs average /wk (125 total hours/quarter) = 5 credits
Why do I sometimes see different internship hours/credits information across campus?
[image: ]From other sources and departments on campus, you may sometimes see different calculations for internship hours by credit. This is because the PSY internship hours/credit differ from those for other majors. As a PSY major, please use the hours/credit table above.

SO HOW DO I FIND AN INTERNSHIP AND ENROLL IN PSY 4940 INTERNSHIP?
[image: Person on bridge navigating map]Finding an internship and enrolling in PSY 4940 takes time. You will need time to update your resume, investigate potential internship sites, contact those sites, and allow sites the time they need to contact you, interview you, and work with you to complete the necessary paperwork. You will need time for your internship application to move through the approval process and to allow the Registrar to enroll you in Banner for the course.
We suggest you start looking for internships at least 2-3 months prior to your desired internship quarter! It may seem daunting to spend that much time securing your enrollment in PSY 4940 Internship, but it’s one of the most important parts of the internship experience. This process teaches you what it is like to look for a job in a particular profession. We hope it prepares you for job searches after college. 
[bookmark: _Hlk162431994]Where do I find potential sites? 
The PSY department keeps a list of organizations where prior students have completed their PSY 4940 Internship credit. You may consult that list. It is available on the SPU Psychology webpages. Just look for information about internships and you should be able to find this list.
[bookmark: _Hlk162351549]As a SPU student, you also have access to our online Handshake program. This program offers employers the opportunity to post their internship/work experiences and students the opportunity to review them. It can be found at Handshake | Seattle Pacific University (spu.edu). You may also put the word “Handshake” in the SPU website search bar and find the program there. 
Sometimes students also find internships in their community through volunteer programs. Any volunteer or job opportunity can be used for PSY internship credit as long as the work experience meets the requirements for a PSY 4940 Internship (see the previous section, Basic Stuff You Must Know First!). If you are wondering where you might find volunteer opportunities, one of the many possible ways to find these is found at VolunteerMatch - Where Volunteering Begins
You may also contact a wide variety of organizations and community sites to create an internship for yourself. Over the years, SPU PSY students have developed internships at hospitals, clinics, YMCAs, YWCAs, schools, tutoring centers, senior centers, human resource departments, church ministries, animal behaviorist centers, etc. 
We encourage you to consider off-campus opportunities to expand your exposure to psychology as it is applied in different settings, but there are also possibilities of working with an on-campus SPU department. For example, students have been able to arrange internships working as resident assistants in our dorms, or working in the learning center, in multiethnic programs, in university ministries, in the human resource department, or in the office of safety and security. For these internships, it is important that the student engage in work that might be psychology-related in some way.  
Wherever you search for an internship site, just keep in mind that the experience must fulfill the PSY 4940 Internship requirements as specific in the previous section, Basic Stuff You Must Know First! 
[bookmark: _Hlk162432116]How do I contact a site?
Before you contact a site, update your resume. You’ll want to have that available to give to a potential supervisor. Also, review the information about the site that is available to you (online, for example, at the organization’s website). Consider why the site interests you and what educational strengths and personal skills you may have to offer them. 
[image: Woman on phone viewing paper]In your emails and phone calls to the site, be professional and positive. Let potential sites know who you are, your academic year, and your major in psychology. Tell sites why you are interested in working with them, that is, what you like about their site. Let them know a few details about what education and skills you can bring to them. Ask if you may meet with someone who can help you secure an internship and work with you as a supervisor. If you are calling, it may be helpful to write down a few notes for yourself before you dial.
Remember that supervisors must have at least a master’s degree in psychology (or a related field, such as social work, sociology, education, human resources, etc.) or comparable work experience (such as 5 years in the field). And they must meet with you in supervision (either in a group or individual setting) for at least ½ hour weekly. Send an updated resume of your prior work, training, and skills to the potential site supervisor.
If you have more questions about this early part of the process, the Center for Career and Calling may also have some good tips to offer you.
[bookmark: _Hlk162432152]Oh no! I’ve contacted several possible sites but none have returned my calls or emails. What do I do?
Oftentimes, staff at possible internship sites are busy. A potential supervisor may be interested in working with an intern but have a desk full of current administrative tasks they must complete. So, they may take awhile before they return your email or phone call. 
[image: Different types of clocks]We advise students that a week after you make an initial contact, you may need to contact the site again. This is part of the reason why this whole process of securing an internship takes time. 
[bookmark: _Hlk162432181]For example, if you have emailed your resume and expressed your interest to a site one week, then try calling the next week. If you called the first week, send an email as a friendly reminder the next week. Be patient and pleasant and perseverant. 
I heard from an organization and have an interview with a potential supervisor! How do I prepare?  
[image: Businesswoman at job interview]Congratulations! Getting an interview is a big step in the process of securing an internship. There are many things you can do to help you prepare for the interview. The Center for Career and Calling provides many helpful resources about this process, so you may want to consult with them if you have questions about how to present yourself or what questions you may need to address on an interview. 
When you meet with a potential supervisor, talk about why you want to do an internship there, what you value about the organization, and why you believe you would be a good fit for the site. What skills do you offer? Are you a good communicator? Do you speak more than one language? Do you have data analytic skills? [image: Person with idea concept]Are you passionate about working with children or concerned about social justice issues? Have you completed courses in Psychological Disorder or Developmental Psychology or Learning and Behavior? Are you organized, hardworking, responsible, and ethical? Overall, be professional and personable; be sure to show interest in the work that the site conducts. 
Let the supervisor know also that they will need to provide ½ hour of supervision for you each week (in either a one-on-one situation or a group setting). They will also be asked to complete a brief survey form evaluating your performance at the end of the quarter. 
[bookmark: _Hlk162353024]In addition, before your interview, the PSY department recommends that you consult the online job/ internship program on Handshake. On the Handshake page Handshake | Seattle Pacific University (spu.edu), scroll down to the “Students and Alumni” button and click. On that page, click on Career Center and on Experiences. Then click on Submit an Experience, and under Experience Template, locate the PSY Internship template (which also may be described as a “learning contract”). When you have clicked on this item, you will see the information the Handshake program requires for the form. This is helpful for you to know before you meet with a potential supervisor so you can ask, for example, about the supervisor’s email contact information and their background education and work experience. 
[image: A red pencil drawing a red line

Description automatically generated]Be sure to learn about the supervisor’s email, background education and work experience. You will need this information when you apply to earn credit for PSY 4940 Internship.
[bookmark: _Hlk162432261]Wow! I found a site, met with a potential supervisor, and we arranged an internship for me! Now I want to enroll in PSY 4940 internship. So, why won’t Banner allow me to register for the internship online?
[image: OMG Bee]Prepare yourself for a little surprise. Unlike other PSY credits you earn toward the major, students do not enroll for PSY 4940 Internship credits on Banner! 

Instead, students apply for an internship through SPU’s Handshake program, using the PSY Internship template form. 


When is the Handshake application due?

[image: A red pencil drawing a red line

Description automatically generated]If you want to complete an internship in a specific quarter, you must submit a completed and correct application through Handshake by the first day of that quarter (at the latest)!
[bookmark: _Hlk162432307]What are some tips for correctly completing the Handshake application?
To avoid delays, or rejection of your application, be sure to provide accurate and complete information to ALL queries on your Handshake application. 
Below are also a few ideas to help you fill out two specific sections on the PSY Learning Contract in Handshake. These sections are called Learning Objectives and Learning Activities.
Learning Objectives
In this section, describe what you hope to learn from this internship—the skills you hope to acquire and the knowledge base you hope to develop. Your objectives should build on your psychology training and be discussed with your on-site supervisor. Examples of objectives include:
· to obtain a basic understanding of the role of a case worker in a homeless shelter;
· to gain a sense of whether a career in school counseling is a good fit for your strengths;
· to observe and support the treatment of children in a psychiatric ward; 
· to develop communication skills in a clinic setting; 
· to learn how a non-profit organization functions and serves its community; or
· to understand how Human Resource departments serve organizations, etc.
Learning Activities
In this section, you list the SPECIFIC tasks you will complete to meet your Learning Objectives. Consult with your on-site supervisor to establish these activities. One of these activities must be a weekly supervision meeting (1/2 hour per week, either in a group setting or one-on-one) with your on-site supervisor.
[bookmark: _Hlk162432344]What happens once I submit my Handshake application? How am I enrolled in PSY 4940 on Banner?

Once a student’s Handshake application is submitted, it is sent electronically to various persons and departments for approval, including the site where the student applied. After you submit your application, we recommend that you let your site supervisor know the approval form should be arriving in their email and ask them to check their junk mail periodically if they don’t see it. 

The site supervisor approves the application first, and then it returns to SPU for approval by the PSY Director of Internships. The Director will check that all internship requirements are addressed. If there is a problem, the Director will contact you to learn more. 

Finally, if the application is completed correctly and approved by both the site supervisor and the PSY Director of Internships, it reaches the Office of the Registrar. This office enrolls you in the PSY 4940 Internship; you don’t do this yourself. This process can take a couple of weeks, so again this is why you need to plan early. 

So, to ensure your application moves through the approval process smoothly, it is critical that students complete every section of the application accurately and on time, by or before the first day of the quarter in which they hope to enroll for PSY 4940 Internship.
[bookmark: _Hlk162432389][image: People in jeans sitting on grass near brick building, person in foreground working on laptop, three others in group behind]Ok, so my Handshake application has been completed and submitted. I’m just waiting for my final approval and enrollment by the Office of the Registrar in PSY 4940 Internship. Is there anything else I can be doing in the meantime? 
Of course! First of all, check the details on SPU’s Time Schedule to see when the on-campus class meetings for PSY 4940 Internship will be held. Be prepared to attend class faithfully. Attendance is part of your grade for the course. 
Secondly, you can check periodically on the progress of your Handshake application approval. According to the Center for Career and Calling, you may do this by logging into your Handshake account, clicking on Career Center, Experiences, and then View Details. At this point, you should see Approvers. This section should give you information about who has received an email with your application and who has reviewed and approved it.
If your site supervisor has trouble finding the email from Handshake, please ensure that you have the correct contact information listed on your Handshake application and then ask your site supervisor to check their junk folder. If you have other questions about the Handshake application or approval process, you may contact SPUCareerCenter@spu.edu . According to the SPU Center for Career and Calling, each student is accountable to make certain this process is completed successfully to earn academic credit. 
Once you are enrolled, you will also be listed in the Canvas course for PSY internships. Be careful to read all information on the Canvas module and keep up with various assignments on Canvas during the quarter.
Do I need to attend the on-campus course while I am waiting for my Handshake approval and enrollment in PSY 4940?
[image: A red pencil drawing a red line

Description automatically generated]Sometimes, the quarter begins, but a student’s Handshake application is still in the approval process. If you are not officially enrolled in PSY 4940 Internship by the beginning of the quarter because the approval process is not complete, contact the faculty member teaching the class. Let that person know you are in the approval process for enrollment. Request a syllabus for the course and begin course assignments. If you have questions about starting the course, ask your professor. And remember: You are required to attend the on-campus seminar even while you wait to be approved and enrolled for PSY 4940 Internship. 

IMPORTANT GUIDELINES, INCLUDING SAFETY AND ETHICAL PRECAUTIONS
As a PSY 4940 intern, it is expected that you will follow the rules and regulations of the site organization and will report to the internship site at agreed upon times and dates. Failure to adhere to the site’s policies may result in the loss of the internship and/or a reduction in the PSY 4940 course grade. Interns are also expected to maintain the community expectations and behavioral standards of SPU while working at an internship site. These are described in the Seattle Pacific University Student Handbook.
Interns also meet on campus for a seminar with the Director of PSY Internships approximately every other week throughout the quarter. Meeting times and places for this on-campus course experience can be found in SPU’s Time Schedule. 
The Director of PSY Internships wants to support PSY interns and ensure that interns have rich and rewarding learning experiences. If interns have concerns or questions about their internships between their normally scheduled meetings, they are encouraged to contact the Director of PSY Internships as soon as possible. If, for any reason, interns believe they are receiving inadequate, unethical, or non-professional treatment at their internship sites, they are expected to report this immediately to the Director of PSY Internships. The Director can meet with interns individually, as needed, to assist interns with these concerns.
[bookmark: _Hlk162432449]SAFETY AND ETHICAL PRECAUTIONS
Seattle Pacific University is not responsible for the conditions or the events that occur at various sites, and we do not influence the internship training or experiences students have while working at their sites. SPU is not liable for events occurring at, or as a result of working at, internship sites. 
However, we want students to understand that they are not required to participate in activities at sites that are dangerous in order to earn internship credit. If students are asked by sites to perform duties which seem risky or inappropriate, they may choose not to complete those requirements without suffering grade or credit losses in the course. Instead, interns are required in these situations to inform the Director of PSY Internship as soon as possible.
Consider the following safety and ethical precautions when securing an internship site:
· Internship sites must the meet minimum requirements for the type of work conducted and for supervision. Beyond these requirements, however, the selection of sites is at the discretion of the intern. As an intern, you may want to consider safety issues regarding the locale of your site. Interns are not required to select sites that are in high-crime neighborhoods or that feel risky for other reasons. Be aware of the parking and lighting around your site and take any precautions you need to make regarding parking or other travel plans (buses, etc.). You may also want to restrict your work to times when more staff are available at your site or during daylight hours.

· While at an internship site, keep in mind that clients, due to a variety of factors, may behave in ways that are unexpected or even aggressive. Be alert and ask your supervisor whether this situation may occur and how to respond. (Clients are defined here as persons who are receiving services from an internship site. In some cases, clients may also refer to the parents, relatives, or others associated with those who are receiving services from the site.)

· Interns are advised not to use client names or identifying information outside of the site, or with persons not authorized by the site to have this identifying information. Interns are advised instead to discuss issues related to client confidentiality with supervisors at the beginning of their internships. When completing written assignments for the PSY 4940 Internship course, interns may use false names and/or details which obsure the identity of the individuals served at the internship site.

· Interns are advised not to visit client residences without the presence of staff members or outside the context of official site business. 

· While at the internship site, interns are advised not to meet with clients, or family members of clients, for any other reason than to conduct intern responsibilities. 

· Interns are advised not to transport clients in their cars to any location. 

· Interns are advised not to be at clinics or agencies without the presence of staff members.  

· Interns are advised not to give their personal contact information to clients at intern sites (including last names, home addresses, email addresses, social media account information, etc.) Interns may want to change their privacy settings for social media accounts prior to starting their internships. Interns are also advised to discuss these matters with on-site supervisors. 

· Interns are advised not to meet with staff off-site or for any reason other than intern responsibilities. 
This list is not exhaustive of the types of situations that may require interns to take safety or ethical precautions. If your site supervisor, or any other site staff, is concerned about your unwillingness to participate in certain activities due to safety or ethical concerns, or if you suffer some harm at your site, please let the Director of Internships or your PSY 4940 internship professor know immediately. We are willing to be an advocate for you and to problem-solve with you around these issues.
Although it is unlikely that interns will have problems at their sites with these issues, we want you to be informed of them and to know that your PSY 4940 internship professor is a resource for you if you have questions or concerns. We want you to have a productive, enriching, positive experience as an intern!
Welcome to the PSY 4940 internship!
[image: ]
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