
internship
In an internship, a student can learn experientially at a social institution, cultural organization, community-based organization or corpora-
tion.  The student gains firsthand work experience, learning about the activities in a particular setting, developing skills and knowledge 
that may lead to later employment, and exploring connections between academic ideas and practical knowledge. Internships are typically 
unpaid positions, although students in paid positions are permitted to receive credit.

arranging an internship
Internships require the approval of both the faculty adviser and the director of external programs.  To locate internship opportunities,  
students can consult with the director and look through the internship listings that are available at the Gallatin office (1 Washington Place, 
8th floor).  The faculty adviser may also suggest a particular internship, the student may pursue his or her own search process, or the 
student can also consult with NYU's Wasserman Center for Career Development.  Once the student has found an internship that seems 
appropriate to his or her goals, the student should meet with the director of external programs to help secure the internship.  Students 
who find their own internships must provide the director with the name and location of the internship and the on-site supervisor.

the on-site supervisor
The student/intern is essentially an employee of the institution or organization where the internship takes place, and the on-site supervisor 
is the person to whom the student is directly responsible.  The on-site supervisor is responsible for overseeing the student's day-to-day 
work and providing guidance and feedback.  During the course of the semester, the director of external programs may make a field visit 
to meet with both the student and the on-site supervisor.  In addition to supervising the student's work, the on-site supervisor has two 
other responsibilities:

1.   At the beginning of the semester, the on-site supervisor must submit a confirmation letter (on official letterhead) to the director of external programs, 
detailing the student's internship responsibilities and work schedule.  
2.  At the end of the semester, the on-site supervisor must complete a two-page performance evaluation of the student.  The supervisor's performance 
evaluation will be forwarded to the adviser and will be considered when the faculty adviser determines the final grade.  

the role of the adviser
In addition to approving registration for the internship, the faculty adviser is the grading instructor.  The adviser should meet with the 
student at the beginning of the semester to discuss the required assignments (a daily or weekly journal, a two-page learning contract, a 
progress report and a final analytical paper), to set the due date for these assignments, and to arrange a schedule of meetings to discuss 
the student's progress in the internship.  At the end of the term, an anecdotal grade report is e-mailed to the adviser requesting a brief 
description and final evaluation of the student’s work to accompany the assignment of a letter grade.  The student's grade will be based 
upon the journal, the paper, and the on-site supervisor's evaluation.

the student’s responsibilities
In addition to performing the work duties of the internship position, the student has the following responsibilites:

1.  During the internship the student must keep a daily or weekly journal, describing the mission and daily workings of the agency or institution, the 
activities required of the intern, and the student's reflections on the internship as a learning experience.  This journal will be submitted to the adviser at 
the end of the semester (or earlier, if the adviser would prefer) and will be considered when the adviser determines the final grade.
2.  By the end of the second week of classes, the student must negotiate a learning contract with the adviser and supervisor, and submit a copy to the 
director of external programs. 
3. The student attends two workshops (one early in the semester and the other in mid-semester): the first workshop  offers strategies to help maximize 
the learning experience, and the second offers suggestions for the form and content of the final paper.
4.  In midsemester, the student must submit a progress report to the director, assessing his or her own progress toward meeting goals.  
5.  At the end of the semester, the student must submit an analytical paper to the faculty adviser.  The analytical paper, usually 10–20 pages, may analyze 
themes or issues connecting the student's experience with academic and professional concepts and theories, or it may explore an academic inquiry 
relevant to the internship. 

registration procedures
Approval Process

Enrollment in an internship requires the approval of the Gallatin School.  Students should bring the completed proposal form to the Gallatin Office 
where it will be reviewed by the director of external programs.  Upon approval, the director will give the student the 4-digit access code required for 
registration.  The student may then register for the internship on Albert, or in person if Albert is not available.   Please note: the student is responsible 
for the registration process.

Deadline for Submitting the Proposal
Students must adhere to the following deadlines for submitting an internship proposal to Gallatin: 
 Fall and Spring semester:  the end of the first week of classes
 Summer Session:   the first day of classes of the session



internship proposal
name  semester & year of registration

univ id N  please check:  graduate

address  phone 

  date submitted to gallatin 

 nyu e-mail address  @nyu.edu adviser 

number of units   (Variable: 2–6.  Credits are determined by the number of hours worked each week; one credit 
typically requires 3–4 work hours per week during the fall and spring semesters, and 7–9 work hours per week during the six-week sum-
mer sessions.)

description of internship  (Describe the responsibilities, special projects, or activities of your internship position.)

student’s learning goals  (Explain what you hope to learn or accomplish through the internship.) 

 

Student’s Signature

 Date

adviser’s approval

 

Adviser’s Signature Date Adviser's E-mail Address (or best way to contact)

gallatin school approval
  course & section number

 c  number     permission number   
Director of External Program's Signature                                       Date

gallatin school of individualized study     Telephone:  (212) 998-7370 
1 WASHINGTON PLACE . New York, NY 10003      Fax:   (212) 995-4150

    GALLATIN OFFICE COPY   STUDENT COPY    ADVISER COPY

name of organization 

supervisor 

supervisor's phone 

supervisor's e-mail 
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