






Draft an internship description that clearly explains the intern’s 

duties. A good description will structure the experience for 

the intern and for your organization to measure goals and 

accomplishments during the internship experience. A basic way 

to do this is to design a preliminary list of work activities that will 

fit the needs of your department or organization. Later, when the 

interns are selected and join your team, you will have a chance to 

review the work activities and modify them according to the 

interns’ knowledge and personal work and learning goals.

Consider including the following:

> The purpose of the internship and how it contributes to the 

organization’s overall mission

> The essential activities and job functions that will be required 

of the intern

> The name of the department or division where the intern 

will work

> The expectations regarding outcomes of tasks and/or projects

List of items to include when writing an 
internship description

> The physical and mental requirements of the internship— 

this may include any technical or job specific skills the intern 

would need in order to perform the internship successfully

> The length and required number of hours per week for the 

internship

> The supervisor responsible for mentoring and evaluating the 

intern’s progress

> Any training that will be provided

> The application and selection processes and who will be the 

contact for questions related to the description

Developing an Internship Program 
(Continued)

If you’re interested in posting an internship to our 

database, please use this template to prepare the 

description of your internship. 
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Memorandum of Agreement 
(legal document)

13. Provide a safe work/learning environment for students, including first aid and emergency medical care and referral to an

appropriate health care provider if needed.

IV. TERMS AND CONDITIONS:

1. The undersigned signatories each represents that he or she is duly authorized to execute this Agreement on behalf of his or

her respective Party. 

2. This Agreement is a contract made under the laws of the State of North Carolina and for all purposes shall be governed by and

construed in accordance with the laws of the State of North Carolina. 

3. This Agreement contains the entire agreement of the Parties and may not be terminated or modified in any way except by

written instrument signed by all of the Parties. 

4. This Agreement may be executed in one or more counterparts, each of which when so executed, shall be deemed to be an

original. Such counterparts shall together constitute and be one and the same instrument.

5. EMPLOYER shall indemnify and save harmless NC STATE, its officers, its agents, and its employees from all loss, cost, and

expense arising out of any liability or claim of liability for injury or damages to persons or property sustained or claimed to

have been sustained by any one whomsoever, by reason of the performance of this Agreement or by any act or omission of

EMPLOYER or any of its officers, agents, employees, guests, patrons, or invitees.

6. The State or NC STATE auditor shall have access to persons and records as a result of all contracts or grants entered into by

State agencies or political subdivisions in accordance with North Carolina General Statute §147-64.7 and Session Law 2010-

194, Section 21.

7. If NC State provides the EMPLOYER with “Personally identifiable information” from a student’s education record as defined

by the Family Educational Rights and Privacy Act (“FERPA”) and its implementing regulation 34 CFR §99.3, EMPLOYER hereby

certifies that collection of this information from NC State is necessary for the performance of EMPLOYER’S duties and

responsibilities on behalf of NC State under this Contract. EMPLOYER further certifies that it shall maintain the confidential

status of education records in their custody, and that it shall not re-disclose personally identifiable information as directed

by FERPA. Failure to abide by legally applicable security measures and disclosure restrictions may result in the interruption,

suspension and/or termination of the relationship with EMPLOYER for a period of at least five (5) years from date to violation.

If EMPLOYER experiences a security breach relating to this information or if EMPLOYER re-discloses the information,

EMPLOYER shall immediately notify NC State. EMPLOYER shall indemnify NC State for any breach of confidentiality or failure

of its responsibilities to protect the personally identifiable information. Specifically, these costs may include, but are not

limited to, the cost of notification of affected persons as a result of its unauthorized release of NC State data provided to

EMPLOYER pursuant to the Contract. 

IN WITNESS WHEREOF, the parties have executed this agreement in duplicate originals, one of which is retained by each of the 

parties. 

NORTH CAROLINA STATE UNIVERSITY  

By: 

Betsy E. Brown

Vice Provost for Faculty Affairs

Date: 

By: 

Name: 

Title: 

Date: 
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1  2  3  4  5

Comment: 

Decision Making/Problem Solving:

1  2  3  4  5

Comment: 

Self-Management Skills:

1  2  3  4  5

Comment: 

Teamwork Skills:

1  2  3  4  5

Comment: 

Professionalism Skills:

1  2  3  4  5

Comment: 

Leadership Skills:

1  2  3  4  5

Comment: 

What new technical skills or job knowledge has the intern gained so far? Please describe them here: 

Additional comments: 

Employer Signature: 

Employer's Three-Week Evaluation of Intern, Pt. 2

***Completed through database

Please indicate how well the intern has demonstrated each of the following skills (1=not at all, 5=very strongly). See page 6 for a more 

detailed description of the various skill sets.

Communication Skills:
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 If you are interested in posting an internship for your company and participating in the program:

> Go to the Horticultural Science Internship website at https://cals.ncsu.edu/horticultural-science/students/internships/

> Go to the For Employers section

> Click on Register a New Company and you will need to fill out the information below

Interested in Posting an Internship?

Company: 

Brief Description of Company: 

Website: 

Employer Contact Name:

E-Mail Address :

Please indicate if you would to host an intern during the Fall, Spring, or Summer 

Employer Contact Name:

Employer’s Address:

Phone Number:   Email:

Internship Position Title: 

Time Preference:	  PART TIME   (  HOURS PER WEEK)

 FULL TIME   NO PREFERENCE

Anticipated Salary or Stipend: 

Job/Project Description:  

Responsibilities: 

Major/Experience/Skills Desired: 

Application Deadline:  Internship Start Date:  Internship End Date:

.
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