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Program Overview 
The Southern Union State Community College (SUSCC) Academic Internship Program provides field-of-
study-related work experience for students who are pursuing a degree and/or certificates in one of the 
approved programs of study and establishes and strengthens the relationship between the Company 
and the College in order to ensure mutual reinforcement between college curricula and the world of 
work.  The program is an educational opportunity based upon a cooperative arrangement by the college 
and employers to provide practical work experiences for students. 
 
Program Objectives 

1. To provide qualified SUSCC students with supervised, work-based learning experiences through 
on-the-job work related to their field of study before graduation. 

2. To make available occupational experiences designed to assist interns in determining the 
professional fields for which they may be suited and identifying personal and professional areas 
of strength and opportunities for growth. 

3. To provide a no-obligation recruiting line of talent to the Company. 
4. To provide an avenue for the Company to express workforce needs and feedback regarding 

education and workforce alignment. 
 
Nondiscrimination Statement 
It is the official policy of the Alabama Community College System and entities under its control, including 
Southern Union State Community College, that no person shall be discriminated against on the basis of 
any impermissible criterion or characteristic, including, without limitation, race, color, national origin, 
religion, marital status, disability, sex, age, or any other protected class as defined by federal and state 
law.  (ACCS Policies 601.02 and 800.00) 
 
Equal Employment Opportunity 
Southern Union State Community College is an equal opportunity employer.  It is imperative that 
employers participating in the Academic Internship Program adhere to and embrace this culture of non-
discrimination and employment opportunity. 
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Eligibility Requirements 
Meeting the minimum eligibility requirements does not guarantee internship placement.  Additional 
factors that influence placement include, but are not limited to, position availability and requirements, 
and the hiring company. 
 
To be considered for participation in the internship program, an applicant must: 

• Be at least 18 years of age. 

• Be eligible for employment in the United States. 

• Currently have a 2.5 cumulative GPA or higher.  

• Have completed English Composition I with a C or better. 

• Have completed at least one math course (MTH100 Intermediate College Algebra or higher) 
with a C or better. 

• Have completed 12 credit hours at Southern Union State Community College.  Credit hours 
earned through dual enrollment may be counted towards the 12-credit-hour requirement. 

• Be enrolled in an approved program of study. 

• Have successfully completed the required coursework (see below) for the student's program of 
study. 

• Submit a program application packet consisting of the application, resume, instructor 
recommendation, and all college transcripts. 

  

 
Meeting the minimum eligibility requirements does not guarantee internship placement.  Additional 
factors that influence placement include, but are not limited to, position availability and requirements, 
and the hiring company. 
 
Note:  Transient students are not eligible to participate in the Academic Internship Program. 
  
  

Approved Program of Study Required Coursework 

Business Management & 
Entrepreneurship 

BUS100 Introduction to Business 
One additional program elective 

Business Management & 
Entrepreneurship - Accounting 

BUS100 Introduction to Business 
BUS241 Principles of Accounting I 

Information Systems 
BUS100 Introduction to Business 
CIS199 Network Communications 

Office Management & Support 
Technology 

BUS100 Introduction to Business 
CIS146 Microcomputer Applications 

Office Management & Support 
Technology - Medical Office Specialist 

BUS100 Introduction to Business 
OAD211 Medical Terminology 

Other To be determined based on Program of Study 
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Selection Process 
The following procedure will be followed in selecting internship participants. 

1. The College representative will contact students who have submitted a complete Academic 
Internship Program application packet and who meet the eligibility requirements via SUSCC 
email to schedule an in-house interview. 

2. After the in-house interview, students approved to participate in the Academic Internship 
Program must sign the Intern Memorandum of Agreement to initiate the Company match 
process. 

3. As internship opportunities are received, a College representative will submit the approved 
intern's application packet for the Company to review. 

4. Individual companies will make interview selections, interview, make employment selections, 
and provide job offers contingent upon individual company hiring practices, which may 
include drug screening and background check results. 

5. Companies and students will inform the College representative of internship offers and 
acceptance or rejection of offers. 

6. Placed interns will be enrolled in the Academic Internship Program (AIP 211) course.  The course 
will appear on the SUSCC transcript and interns will earn a Satisfactory (S) or an Unsatisfactory 
(U) grade. 
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Participation Requirements (Memorandum of Agreement) 

College Responsibilities 

• Designate a representative to work with the Company to serve as a liaison between the College 
and the Intern. 

• Inform eligible students of the internship opportunities. 
• Refer interested and qualified candidates to the Company. 
• Monitor the Intern's academic progress. 
• Inform the Company of any change in the Intern's progress and performance. 

Company Responsibilities 

• Designate a Company point of contact to maintain coordination with the College. 
• Serve as advisors working collectively and collaboratively to improve instruction curriculum and 

align program objectives with workforce needs. 
• Select the Intern referred by the College in compliance with EEO principles. 
• Provide job descriptions to the College in advance of the Intern assignment setting clear 

objectives and expectations for the position. 
• Assist Intern in establishing measurable learning outcomes for the Intern assignment. 
• Establish work schedules consistent with the Intern's class schedule providing a minimum of 15 

and a maximum of 25 hours of work per week. 
• Designate a mentor/supervisor for the Intern during the work period. 
• Orient the Intern to the Company's policies and procedures. 
• Provide meaningful, progressive, and diversified work assignments and experiences related and 

aligned to the intern's related instruction and career goals and which will prepare the intern for 
an occupation related to their program of study. 

• Provide the tools, materials, and equipment needed for the Intern to be able to complete the 
required assignments. 

• Compensate Interns at a level consistent with regular employees in a similar training situation. 
• Assure a safe and healthy work environment for the Intern. 
• Support completion of projects assigned by the College as part of the Intern experience. 
• Permit on-site visits by College representatives. 
• Evaluate the Interns and provide regular feedback, discussing behaviors to continue and areas 

that need improvement. 
• Conduct performance appraisals with the mentor/supervisor, the Intern, and the College 

representative at mid-term and at the end-of-term, at minimum. 
• Notify the College in writing of any change in the Intern's employment status. 
• Permit the Intern to complete his/her degree/certificate before offering the Intern a regular 

position. 
• Support career awareness and recruitment efforts for the field of study. 
• Give permission to use the Company's name in College marketing/promotional materials. 
• Meet any educational requirements set forth by the College recognizing the internship may be 

taken for academic credit. 
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Intern Responsibilities 

• Develop three measurable learning outcomes with the Company. 
• Complete the course learning activities as assigned. 
• Adhere to the Company's work schedule, policies, and procedures. 
• Assume personal and professional responsibility for actions and activities. 
• Use a courteous, enthusiastic, and professional approach to policies and procedures within the 

Company. 
• Meet academic performance, job performance, and conduct standards set forth by the 

Company and the College. 
• Provide the Company and the College with periodic progress reports on the quality of work 

assignments. 
• Work a minimum of 15 and a maximum of 25 hours per week. 
• Report any perceived safety hazards to the immediate Company supervisor in a discrete 

manner. 
• Notify the Company and the College in writing of changes in status as an Intern. 
• Attend an exit interview with the College providing constructive feedback relating to the 

internship experience. 
• Remain in the work experience, at minimum, for one full semester. 
• Meet other requirements of the internship program, as required. 
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Attendance Policy 
The attendance policy is based on a one-semester (15-16 weeks) internship assignment.  Interns with 
more than three absences may be terminated from the internship assignment and from the Academic 
Internship Program.  The employer has every right to release themselves from the student work 
experience and terminate the arrangement if the Intern accumulates more than three absences during 
the term.  Additionally, it is ground for release of a student from the internship experience if a student is 
repetitively tardy in arriving at the job site.  Interns are subject to the policies and regulations as stated 
in the employer’s employee handbook. 
 
Disability Statement 
Any individual who qualifies for reasonable accommodations under the Americans with Disabilities Act 
and/or Section 504 of the Rehabilitation Act (1973) should notify their supervisor and the College 
representative immediately. 
 
Harassment 
As an institution under the Alabama Community College System Board of Trustees, Southern Union 
State Community College (SUSCC) is committed to providing both employment and educational 
environments free of harassment/physical assault or discrimination related to an individual’s race, color, 
national origin, religion, marital status, disability, gender, age, or other protected class as defined by 
federal and state law.  Such harassment/physical assault is a violation of SUSCC and the Alabama 
Community College System policies.  Any practice or behavior that constitutes harassment or 
discrimination shall not be tolerated on campus or at any off-campus site, or in any division or 
department by any employee, student, agent, or non-employee on the institution’s property and while 
engaged in any institutionally sponsored activities. 
 
Academic Integrity 
Interns who violate College rules on scholastic dishonesty are subject to disciplinary penalties, including 
the possibility of dismissal from the Academic Internship Program.  For more information on academic 
integrity and student discipline, consult the Southern Union State Community College Student 
Handbook and Catalog, accessible at www.suscc.edu. 
 
Withdrawal Policy 
Any Intern withdrawing from an internship assignment or the College should first visit with the College 
representative and then the Company supervisor.    
  

http://www.suscc.edu/
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Outcomes 
Measurable Learning Outcomes (MLOs) will be developed by the student, with assistance from the 

College representative, the employer, and instructor, relevant to the student’s program of study.  MLOs 

are statements that clearly and concisely describe specific knowledge, skills, or abilities to be attained 

during the term. 

Internships for Course Credit 
Interns may receive course credit for the following programs of study, if approved by instructor. 
 
Business Management & Entrepreneurship 
Business Management & Entrepreneurship – Accounting 
Information Systems 
Office Management & Support Technology 
Office Management & Support Technology – Medical Office Specialist 
 

Credit is granted for the learning that takes place during the work experience, not only for the hours 

logged on the job. 

Course grades are issued by the instructor after having received input from the supervisor.  The final 

grade for the course will be based upon: 

• Completion of all required paperwork by the designated due dates 

• Employer evaluation of the student 

• On-site visitation by the instructor or other College representative 

• Completion of the Measurable Learning Outcomes by the student 

• Completion of the required hours for the number of credits earned 

A student may earn college credit while working for his or her current employer.  This is permitted only 

in limited situations where there are assurances that the student’s experience will complement the 

classroom experience, and that the internship experience will be different from those the 

student/employee has already experienced.  The College will follow all procedures for establishing an 

existing job as an internship experience so that the position meets all requirements for an effective 

internship learning experience.  In this instance, the College must verify that: 

• The work activity and the level of learning is relative to the requirements of the curriculum; and 

• Measurable Learning Outcomes for currently employed students must be written to increase 

the student’s skill level from their current job description. 

 

 

 

 

 

 


