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Instructions for Students to Complete the Application Form 
and Reflection Paper 

 
All students registering for an internship must complete the appropriate paperwork in the semester 
prior to the actual internship/externship or practicum and before the beginning of the next semester. 
The student, working with the Office of Career Development or on their own, should identify an 
organization willing to have the student as an intern.  
 
If you are doing more than one internship, you should strive to intern at different places. For instance, if 
your first year you intern at the Toyota Plant in Princeton, Indiana, your next year you should intern 
somewhere else. If this is not possible, if you desire to work at the same organization for multiple 
internship, your internships should be very different from each other. 
 
Prior to your registration in the Internship, you must meet with your faculty supervisor to create the 
intended student learning outcomes for your internship. Your performance in the internship will be 
evaluated against these learning outcomes. The learning outcomes should address discipline-specific 
functional areas, technical skills, written and oral communication skills, analytical/critical-thinking skills, 
leadership abilities and interpersonal skills. The space for the learning outcomes/objectives is on page 1 
of the internship/externship/practica application. 
 
Either before working with your faculty advisor or after, students should have their work supervisor 
complete page 2 of the application. The description of job duties should be detailed and should be more 
than filing, answering phones and running errands. The internship should resemble a job that an entry 
level employee would be asked to learn and perform. 
 
In addition to this form, all students enrolled in Internships for a given semester will be required to 
communicate with the faculty supervisor weekly via email or Brightspace, and write and submit a 
reflection paper based on your experiences in the internship. The reflection paper should be no less 
than 3 pages. Please talk with your advisor about the optimal length of a reflection paper. 
 
Your reflection paper should address the following points: 
 
  • What were your expectations going into the Internship? 
 
  • Did the Internship meet those expectations? 
 
  • What was the most important thing(s) you learned as a result of completing this internship? 
 

• In addition to the name of your organization, what does your organization do? What 
products/services does it provide? How many people are employed? Is it a local, regional, national or 
international organization? How did you find out this information? 



 
  • Did you fit in with the people you worked with? Did you experience problems relating with 
others? Did you feel left out of office/organization experiences or were you included? 
 
  • At work, what theories did you recognize in action from your discipline?  For instance, if you 
are a Business Administration student, and your internship consisted of working with the customers of 
your employer, did you notice if your organization is more customer-focused or sales-focused? What led 
you to your conclusion? 
 
  • If you did not recognize any specific theory what does this indicate about the connection of 
your academic discipline with the work environment? Please provide detailed examples. 
 
  • Would you do this internship again? Would you recommend students from KWC do an 
internship at this organization? Please provide specific examples, either positive or negative to 
substantiate your statements. 
 
 


