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Introduction 

 The USC Upstate College of Education, Human Performance, and Health (CoEHPH) 

HPH Internship and Field Experience Handbook includes policies and procedures underlying 

and governing all internship and field experiences related to the Human Performance and Health 

Department (HPH).  In addition, this handbook serves as a reference for university, community 

organizations, and businesses as well as Upstate students involved in internship and field 

experience opportunities.   

 

Personnel Involved in Internships or Field Experiences  

To clarify terminology used in the HPH Internship and Field Experience Handbook, note the 

following definitions: 

 

1. Intern – An Upstate student who is currently enrolled in an internship or field experience 

course. 

2. University Supervisor – A faculty member (including adjuncts) from USC Upstate 

responsible for collaborating with the internship partner and intern 

3. Partner Administrator – The administrator employed at the organization or business the 

intern is completing their internship or field experience 

4. Cooperating Partner – The individual employed at the organization or business directly 

working with and responsible for the intern 

5. Dean of CoEHPH – The individual in charge of faculty and students in the College of 

Education, Human Performance, and Health 

6. MOU – Stands for the Memorandum of Understanding that must be signed by the 

Internship Partner before an internship may begin (One MOU is required per site) 

 

Selection of Internship or Field Experience Sites 

 The internship and field experiences are very important to a student’s preparation for their 

career.  Students are encouraged to have an idea of where they may or may not want to complete 

their internship and/or field experience hours.  The university supervisor and department chair 

will work very hard to try and find a place the Upstate student would like to complete their 

internship and/or field experience hours.  The university supervisor and department chair will also 

work with the Upstate student to try and discover places that they can complete their internship 

and/or field experience hours if the student needs help.  Upstate students that do not provide input 

into where they would like to be placed for their internship or field experience will automatically 

be assigned an internship or field experience site.  Internship or field experience sites can only 

become Internship Partners if they complete a MOU before the student’s internship experience 

begins.  Internships and field experiences need to be within 50 miles of the University of South 

Carolina Upstate unless otherwise agreed on by the chair of the Human Performance and Health 

department and the university supervisor. 
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Conflict of Interest 

 Upstate students will not be placed at an internship or field experience site where a conflict 

of interest may occur.  Such conflicts of interest include (but are not limited to): 

 

1. Interning at a place they are currently working and getting paid to work there 

2. Interns are not allowed to count volunteer hours at a place they may intern at before the 

official internship beginning date unless otherwise agreed upon by all parties 

3. Family member working at internship location 

4. Internship and Field Experience should not be taken at the same site unless previously 

approved 

5. Hours cannot be virtual 

6. Internship and Field Experience should not be taken in the same semester 

 

Qualifications of Internship or Field Experience Partners 

 Community organizations or businesses who serve as an Internship or Field Experience 

Partners must: 

 

1. Sign a MOU and send it back to the department chair 

2. Be willing to communicate with the university supervisor when needed 

3. Provide some type of confirmation of completion of intern’s hours 

4. Offer opportunities for interns that are meaningful, provide them with opportunities to 

learn, and better prepare them for their careers 

 

Qualification of University Supervisor 

 University Upstate faculty members (including adjunct faculty) will act as university 

supervisors responsible for the supervision of interns.  University supervisors will be assigned to 

their respective internship course and have a minimum of two years’ experience in their respective 

fields. 

 

Internship and Field Experience 

 Internship courses are intended to provide USC Upstate internship and field experience 

students with first hand work experience.  These experiences allow internship and field experience 

students to connect theory and practices discussed throughout their professional programs.  

Internship and field experiences also serve as preparation for internship and field experience 

students’ career.  Internship and field experiences will include:  planning, interaction with the 

public, basic paperwork, participating in meetings, office work, professionalism, and much more.  

Performance in the internship and field experiences is evaluated by the university supervisor. 

 

General Competencies Developed During Internship and Field Experience  

 Though specific requirements may vary, the following competencies are fostered by 

internship and field experiences: 
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1. Describe the nature of the organization or business as determined through observation 

2. Describe the characteristics of the individuals you work with as determined through 

observation 

3. Participate in diverse settings including those with different socio-economic status, cultural 

and linguistic backgrounds. 

4. Identify the various resources available to their communities 

5. Engage in reflective thinking as a part of their internship experience 

 

Documentation and Evaluation 

 HPH students are required to document their internship and field experience hours.  The 

university supervisor will give you specific directions on how the student is to document their 

internship hours.   

 

HPH Internship and Field Experience 

 HPH internship and field experiences are the capstone learning experience in our HPH 

programs.  Interns and field experience students are expected to act professionally at all times. 

 

The Internship and/or field experience is designed to: 

1. Give the interns, under the guidance of a competent professional, first-hand experience 

working in your future profession 

2. Allow interns to apply theoretical content and professional knowledge acquired during 

coursework at the University 

3. Provide the interns the opportunity to work side-by-side with professionals in their chosen 

field of studies 

4. Allow the interns to practice and develop their skills needed to be true professionals in 

their future professions 

 

The length of the USC Upstate internship and field experience varies depending on the 

course.  These are the required number of hours for the internship and field experiences: 

CHME U489:  Community Health Internship 400 hours 

EDCF U458:  Internship    540 hours 

EXSC U390:  Field Experience   100 hours 

EXSC U480:  Internship    200 hours 

 

Interns are expected to create a working schedule with the internship or field experience partner 

that works for both the internship or field experience partner and the intern.  Once a schedule has 

been determined, the intern is expected to keep to the schedule hours unless the internship or 

field experience partner in cooperation with the intern agree to changes in the schedule.  HPH 

students are strongly encouraged to take their seminar (EXSC U499 or CHME U499 depending 

on major) the same semester they are completing their internship hours.  In order to provide the 

intern with a diverse experience, interns are prohibited from interning with any organization or 

business where a conflict of interest may exist (see “Conflict of Interest” section). 
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Roles and Responsibilities of the Cooperating Administrators 

 The cooperating administrator is responsible for coordinating the placement of the intern 

or field experience students and monitoring their progress.  The cooperating administrator also 

works with the university supervisor.  Specific responsibilities of the cooperating administrator 

include: 

1. Conducting an orientation meeting with the intern during which the intern is informed of 

the organizations policies and procedures and a tour of the facility 

2. Introducing the intern to all of the employees and partners of the organization at the 

appropriate time 

3. Conducting conferences with the intern concerning their progress on several occasions 

during the placement 

 

Roles and Responsibilities of Cooperating Partners 

 Effective cooperating partners provide positive role models for interns while they 

encourage interns to develop an individual style working.  Communication with the intern is vital.  

Feedback concerning planning, performance, self-assessment, and professionalism should be 

provided by the cooperating partner on a daily basis.  As skills develop, the intern should assume 

increasing responsibility for all parts of the internship experience.  Specific responsibilities of the 

cooperating partner include: 

1. Be familiar with the HPH Internship and Field Experience Handbook and provide 

leadership to the intern based upon the HPH Internship and Field Experience Handbook 

2. Prepare/introduce other employees, partners, customers of the organization for the arrival 

of the intern 

3. Acquaint the intern with the availability of needed records, necessary paperwork, 

technology, etc.  necessary for the success of the intern 

4. Provide the intern with a desk or table for their professional use 

5. Familiarize the intern with schedules and routines 

6. Provide the intern plenty of opportunities to observe professionals in various settings 

7. Provide the intern with a schedule for the gradual assumption of daily duties and 

responsibilities 

8. Approve plans, work, paper work, etc. created and implemented  

9. Provide regular and continuous feedback to the intern concerning all aspects of the 

intern’s responsibilities 

10. Involve interns in meetings, in-service activities, conferences, other professional activities 

related to the internship and/or field experience 

11. Observe and evaluate the intern at least two times during the internship and/or field 

experience 

12. Communicate with university supervisor on a regular basis concerning the progress of the 

intern 
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Roles and Responsibilities of University Supervisors 

 The university supervisor provides the primary link between the internship partner and the 

CoHPH.  The university supervisor assumes direct responsibility for the intern and works closely 

with the cooperating partner and cooperating partner administrators to ensure the progress and 

well-being of the clients or customers impacted by the intern.  Duties and responsibilities of the 

university supervisor include: 

1. Serve as the primary liaison between the university and the internship or field experience 

partner 

2. Visit the intern a minimum of three times during the internship experience 

3. Conduct conferences regularly with the intern in order to provide both constructive 

criticism and positive reinforcement 

4. Communicate regularly with the cooperating partner concerning the progress of the intern 

5. Conduct a three-way conference at the beginning and conclusion of the internship and/or 

field experience 

6. Complete at least two formal assessments 

7. Complete at least two de-briefing meetings based upon the formal assessments 

8. Complete a Summative Evaluation and discuss during the last three-way conference 

9. Follow the removal procedures when necessary 

10. Submit a grade for the internship and/or field experience 

11. Submit to the department chair all required materials by a determined due date 

 

Roles and Responsibilities of the HPH Intern 

 For the intern candidates, the internship and field experience provide an opportunity to 

synthesize and apply knowledge and skills accumulated during college coursework.  Interns are 

expected to be positive and cooperative and to understand that the welfare of their clients are their 

primary responsibility.  Responsibilities of the interns include: 

1. Provide a meaningful experience on a regular basis for their clients 

2. Actively seek suggestions and advice from the cooperating partner and to be receptive to 

constructive criticism 

3. Work cooperatively with fellow employees, clients, and cooperating administrators 

4. Develop a plan with the cooperating partner for gradual assumption of greater duties 

5. Be reflective in the internship that they are doing 

6. Adhere to the daily schedule of the cooperating partner including working with clients, 

attending meetings, being present at internship or field experience-related training sessions, 

etc. 

7. Adhere to the calendar of the partner organization as opposed to the calendar of the 

University 

8. Notify the cooperating partner and university supervisor well-before missing internship in 

case of absence or in case of leaving internship due to an emergency 

9. Maintain the role of an intern, only acting as a fill in employee when appropriate 

10. Employ discipline that demonstrates respect for your clients – NEVER engaging in or 

serving as a witness to corporal punishment 

11. Behave, speak, and dress in a professional manner 
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12. Communicate with cooperating partner, cooperating administrator, university supervisor, 

and clients in a professional manner at all times 

13. Recognize that neither employment nor additional course work should interfere with the 

responsibilities associated with internship 

14. Attend co-requisite courses and orientation sessions 

15. Complete any assigned work by the university supervisor and turn it in on time 

16. Complete all internship requirements prior to the Celebration and Recognition Meeting 

   

Intern Dress Code 

 Its important to understand that getting dressed for work is different than getting dressed 

for school or everyday activities.  The goal of dressing for your internship is to blend in with 

everyone else.  It is not so much about personal style as it is about representing your internship site 

and USC Upstate.  If there is a dress code in place at the internship, the intern is responsible for 

being aware of it and following the dress code. 

 

Schedule for Internship and Field Experience 

 Arrangements for the intern to gradually assume more responsibilities must be determined 

on an individual basis between the cooperating partner, university supervisor, and the intern.  It is 

desirable for the intern to have as much experience during their internship experience as possible.  

 

 In an ideal situation, the intern will gradually assume responsibility for internship or field 

experience site responsibilities.  This allows the intern time to gain some mastery over needed 

skills and techniques essential for the internship or field experience.  Gradual transition from the 

cooperating partner to the intern also makes the transition from cooperating partner to intern 

smoother for the clients or customers.  A similar approach is desirable as the intern returns 

responsibilities to the cooperating partner. 

 

Absence of a Cooperating Partner 

 Should a cooperating partner be absent from work, the partner organization will provide a 

qualified substitute to work with the intern.  If agreed upon by the cooperating administrator and 

the intern, the intern can be eligible to serve as the substitute for the cooperating partner. 

 

Absence of the Intern 

 Interns are expected to be present at the work site each day of the internship or field 

experiences.  Attendance at a professional conference may be allowed if approved well in advance.  

If an intern must be absent, three individuals must be notified before the beginning of the work 

day for the partner organization and preferably the day before the absence – the cooperating 

partner, the university supervisor, and partner administrator (when required).  If a personal 

emergency should occur which necessitates the intern leaving the internship or field experience 

site, the cooperating partner and the university supervisor must be notified.  Should the intern be 

absent from internship or field experience for an extended period, individual arrangements will be 

made for the intern to make-up days/hours missed.  All missed days/hours, unless approved and 

considered professional development by the department chair, must be made up at the end of the 
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internship or field experience.  This includes leaving early and/or arriving late to assigned 

internship or field experience site. 

 

Covid Information 

Students who show symptoms of COVID (fever, cough, shortness of breath) or who test 

positive for COVID-19 should not report to their internship site.  If the intern tests positive for 

Covid, they should inform USC Upstate Health Services (864-503-5191), the cooperating partner, 

cooperating administrator (when required), and the university supervisor. Students with academic 

concerns while in quarantine or isolation should contact Susannah Waldrop, Executive Director of 

the Student Success Center (smw22@uscupstate.edu, 864-503-5414).  

 

Internship and Field Experience Evaluation 

 At the conclusion of the internship and field experience, the intern will receive a grade.  

Determination of the final grade is the responsibility of the university supervisor; however, careful 

consideration will be given to the evaluations conducted by cooperating partners.  If an intern 

earns an incomplete (I) for their internship experience, they have one year to make up the 

incomplete unless otherwise determined by the university supervisor.  Only hours completed 

during the internship will count towards the interns’ number of hours earned for this course.  Prior 

work experience or degrees do not count towards the number of hours earned for internship or 

field experience. 

 

Informal Evaluation 

 Continuous informal (formative) evaluation makes a significant difference in the 

performance of the intern.  Every day, either at the conclusion of the work day or during down 

time, the intern and the cooperating partner should meet together to critique job performance and 

to consider alternatives for improvement.  The cooperating partner is encouraged to be candid but 

supportive.  It is important not to lose sight of the fact that internship is a learning experience.  The 

expectation is that the Cooperating Partner Internship Evaluation form be completed and shared 

with the intern every 2 weeks (see Appendix A). 

 

Formal Evaluation 

 The university supervisor is strongly encouraged to create and utilize a formal evaluation 

assessment that will fairly assess the intern during their internship or field experience.  It is also 

strongly encouraged that one of these two formal evaluation be completed by the cooperating 

partner and university supervisor and presented to intern during the final three-way interview.   

 

Evaluation of Program and Personnel 

 In order to monitor the effectiveness of the internship or field experience, interns, 

cooperating partners, cooperating administrators, and university supervisors are strongly 

encouraged to provide the department chair with feedback about the experience.   

 The information gathered from this feedback form the basis for changes made in the 

programs that utilize internship and field experiences.  Such feedback could be responsible for 

addition of new classes, change in pre-internship content, etc.  Revisions of the programs are a 



10 
 

continuous process as different needs become apparent.  In making revisions, input is sought from 

all involved in the internship and field experience:  university supervisors, cooperating partners, 

cooperating administrators, and interns. 

 

Removal of an Intern from an Internship and Field Experience 

 The College of Education, Human Performance, and Health will enforce the following 

policy concerning the removal of an internship or field experience candidate.  This policy will 

cover removal prior to the end of the semester.  The criteria for evaluating interns is based on the 

goals and objectives agreed upon by the faculty and published in this manual.  These goals and 

objectives are incorporated in the unit’s informal and formal evaluations.  Judgements concerning 

the effectiveness of interns will be based on these criteria.  Cause for early removal from an 

internship or field experience will be based on deficiencies in any of the following areas: 

1. Effective work habits 

2. Useful work site management skills 

3. Content knowledge 

4. Oral and written communications skills 

5. Ethical and professional behavior (including health problems that jeopardize others within 

the normal confines of the work site) 

 

Evidence for less than satisfactory performance may be documented by, but not limited to, any  

of the following:  Informal or formal evaluations and/or three-way conferences.  Interns may also 

be removed immediately upon the request from the cooperating administrator or organization 

representative.  If a student is removed from the internship site, the intern will start at 0 hours if 

they are allowed to be placed at a second site.  Students will not be given a third chance to be 

placed at an internship.  A second chance to be placed could be a possibility if agreed upon by the 

university supervisor and the chair of the HPH. 

 

I.  Process 

The following procedures and practices will be followed when an intern has been identified as 

performing below a satisfactory level. 

1. The intern must be observed and evaluated by at least two USC Upstate CoEHPH faculty 

members 

2. The intern must be observed and evaluated by the cooperating partner and when possible 

an additional employee of the organization or partner administrator 

3. The intern will be observed by a university faculty member at least twice a week until 

performance reaches a satisfactory level or a decision is made to remove the intern 

4. A copy of all evaluations, with recommendations for change, will be provided to the intern 

and cooperating partner 

5. At least one three-way conference will be conducted with the intern, cooperating partner, 

and university supervisor.  Documentation should include suggestions for improvement.  

The conference should be conducted at least one week prior to withdrawal of the intern 

6. The intern must be notified in writing that removal from internship will occur unless 

significant improvement is made in internship and/or field experience performance 
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7. Ineffectiveness in one area might be serious enough to cause removal even though 

improvement occurs in other areas 

 

*An intern will be removed immediately upon request from the cooperating administrator or 

organization representative.  This will occur even though the processes above may or may not have 

been completed.  Interns removed immediately from internship will be dismissed from the 

CoEHPH. 

 

II.  Removal Grade 

A conference involving the intern, the dean or associate dean of CoHPH, department chair, 

and/or university supervisor will be conducted upon removal.  After removal the following grades 

may be assigned: 

1. Removal from internship with the assigned grade of “U” or “F” 

2. Removal from internship with the assigned grade of “I” 

a. A grade of “I” (incomplete) will result in the intern repeating the entire semester of 

internship.  A contract will be developed to ensure identified deficiencies will be 

addressed 

 

III.  Student Appeal 

If the student chooses to appeal removal from directed teaching, the student should proceed as 

follows:  

1. A written appeal must be submitted to the CoEHPH Appeals Committee through the 

Dean of the College of Education within one calendar week after removal 

2. The appeal must be submitted to the CoEHPH Appeals Committee by the Dean within 3 

days of receipt 

3. Upon action by the committee, a written recommendation must be sent to the student and 

the Dean of the CoEHPH 

4. The student may appeal further by following the USC Upstate Appeal Process Policy 
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Human Performance and Health 

Cooperating Partner Internship Evaluation Form 

 

Intern’s Name:  ______________________________________________________________________ 
 
Evaluator’s Name:  ___________________________________________________________________ 
 
Organization:  _______________________________________________________________________ 
 
Date:  _____________________________________________________________________________ 

 
Please check the spaces below that best describe the student’s performance.  This should done every 2 weeks. 

 
Relations with Others (Disposition 3)  

o Exceptionally well accepted 

o Works well with others 

o Gets along satisfactorily 

o Some difficulty working with others 

o Has serious issues with interpersonal skills 

 

Judgement (Disposition 1) 

o Exceptionally mature 

o Above average decision making 

o Usually makes the right decision 

o Often uses poor judgement 

o Consistently uses bad judgement 

 

Ability to Learn (Disposition 1) 

o Learns very quickly 

o Learns readily 

o Average learning rate 

o Must be instructed repeatedly 

 

Capacity to Accept Feedback (Disposition 5) 

o Utilizes feedback to improve performance 

o Listens to feedback and applies some of it 

o Disregards feedback 

o Consistently argues or debates feedback 

 

 

 

 

 

 

 

Attitude Toward Work/Initiative (Disposition 4) 

o Outstanding enthusiasm 

o Very interested and industrious 

o Average diligence and interest 

o Somewhat indifferent 

o Definitely not interested 

 

Dependability (Disposition 4) 

o Completely dependable 

o Above average dependability 

o Usually dependable 

o Neglectful or careless at time 

o Unreliable 

 

Quality of Work (Disposition 2) 

o Excellent 

o Very good 

o Average 

o Below average 

 

Pre-Requisite Knowledge/Skills (Disposition 2) 

o Excellent command of fundamentals 

o Well above average 

o Average for an intern 

o Unsatisfactory 
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Circle the best answer for the intern during their internship experience: 

 

Attendance:  Excellent Good  Adequate Fair Poor 

 

Punctuality:  Excellent Good  Adequate Fair Poor 

 

Overall Performance: Excellent Good  Adequate Fair Poor 

 

Please provide us any additional comments about the performance of the intern:   

 

 

 

 

 

 

 

 

Cooperating Partner Signature:  _____________________________________________ Date:  ________________ 

 

University Supervisor Signature:  ____________________________________________ Date:  ________________ 

 

Intern Signature:  ________________________________________________________ Date:  ________________ 
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Appendix B 

University Supervisor Internship Evaluation Form 
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Human Performance and Health 

University Supervisor Internship Evaluation Form 

 
Intern’s Name:  ______________________________________________________________________ 

 

Evaluator’s Name:  ___________________________________________________________________ 

 

Organization:  _______________________________________________________________________ 

 

Date:  ______________________________________________________________________________ 

 
The questions on this evaluation align with the Career Readiness Competencies identified by the National Association of 

Colleges & Employers as critical for a successful transition from college to the workplace.  This form is intended to help interns 

learn more about their strengths and the areas they might need to focus on in order to be maximally successful in the 

workforce after graduation.  The cooperating partner or university supervisor may complete this evaluation.  This formal 

evaluation form should be used for the final three-way interview.  Please rate the intern in the following areas: 

 

Disposition 1:  Critical Thinking Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

1.  Shows a sincere interest in understanding the 
organization, their role, and their assigned tasks 

    

2.  Practices sound judgment based on an analysis of 
available data and information 

    

3.  Demonstrates creativity in approaching tasks, solving 
problems, and overcoming obstacles 

    

4.  Seeks out resources and/or asks for help when 
unsure about how to proceed on tasks 

    

5.  Able to learn easily and does not have to be 
continuously instructed on how to do daily tasks 

    

 

Comments: 

 

 

 

 

 

 

Disposition 2:  Competence Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

6.  Clearly and efficiently conveys ideas orally to persons 
inside and outside the organizations 

    

7.  Communicates ideas clearly in writing in a manner 
suited to the intended audience 

    

8.  Manages their own emotions and works to 
understand and empathize with others 
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9.  Takes initiative and seeks opportunities to contribute 
 

    

10.  Quality of work is satisfactory     
 

11.  Completes work on time and is a productive 
member of the team 

    

 

Comments: 

 

 

 

 

 

 

Disposition 3:  Teamwork Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

12.  Builds constructive working relationships with 
individuals from a range of backgrounds 

    

13.  Demonstrates inclusiveness, sensitivity, and respect 
for individuals’ differences 

    

14.  Contributes effectively to collaborative projects 
 

    

15.  Adapts well to emerging requests from mangers, 
coworkers, and customers 

    

 

Comments: 

 

 

 

 

 

Disposition 4:  Professionalism Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

16.  Demonstrates respect for organizational staff, 
policies, and norms 

    

17.  Maintains a regular schedule, makes up missed 
hours, and is punctual and present 

    

18.  Organizes and prioritizes work, manages time, and 
sees tasks through from start to finish 

    

19. Dresses in a way that respects the organization, USC 
Upstate, and themselves.    

    

20.  Utilizes respectful language and tone for the 
professional setting 

    

21.  Displays enthusiasm about performing daily duties 
and tasks, working with colleagues, and helping clients 
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Comments: 

 

 

 

 

 

 

Disposition 5:  Career-Management Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

22.  Accepts constructive feedback from others and is 
able to learn from mistakes 

    

23.  Self-advocates in a professional manner 
 

    

24.  Can identify their strengths and weaknesses 
 

    
 

 

Comments:  

 

 

 

 

 

Please describe the intern’s progress towards their goals. 

 

 

 

 

 

What do you perceive to be the intern’s professional strengths?  If possible, please give specific examples/stories 

to illustrate the intern’s strengths. 

 

 

 

 

 

What areas of growth could improve the intern’s success in your field?  If possible, please give examples. 

 

 

 

 

 

Cooperating Partner Signature:  _____________________________________________ Date:  ________________ 

University Supervisor Signature:  ____________________________________________ Date:  ________________ 

Intern Signature:  ________________________________________________________ Date:  ________________ 

 


