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Introduction 
This handbook outlines much of the information you will need to progress through the preparation and 
participation in an internship. It is your responsibility to be familiar with this information and act on 
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1. Planning for the Internship Experience 

 
a. Early Planning (Freshman/Sophomore) 

 
▪ Review and consider financial viability when considering the timing of the internship. 
▪ Schedule courses to complete pre-requisite course requirements prior to application 

period. A course in Microsoft Office is strongly recommended. 
▪ Consider your career goals and what type of internship experience might best help you 

prepare for your desired position after graduation. 
▪ Note which courses in your program interest you the most, and which health care settings 

you prefer. 
▪ Talk to other students about their internship experiences. 

 

▪ Join HOSA, STELLAR and/or Sigma Phi Omega and discuss options with student members. 
▪ Discuss ideas with your academic advisor and/or instructors. 

b. Later Planning/Applying (Junior/Senior) 

 
▪ Submit an internship application (prior to the stated deadlines) with the Health 

Services/Health Administration Department. 
o Internship applications are available online at 

https://usisurvey.az1.qualtrics.com/jfe/form/SV_9XHJYqSZilwiKmW 
 
2. Overview of the Internship Experience 

 
a. Purpose/Goals 

 

The major purpose of an internship is to provide you with professional experience outside of the 
classroom that is consistent with your career goals. It provides you an opportunity to integrate 
and apply what you have learned in your coursework to enhance your academic and professional 
development. 
 
The goals of this experience are to: 

▪ provide relevant and practical professional experience 
▪ enhance understanding and application of health management or health education 

principles, concepts, and procedures 
▪ establish professional contacts within the healthcare community 
▪ strengthen oral and written communication skills 
▪ strengthen presentation ability 
▪ strengthen interpersonal skills 
▪ strengthen critical thinking and problem-solving skills 

 
 
 
 

https://usisurvey.az1.qualtrics.com/jfe/form/SV_9XHJYqSZilwiKmW
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HA481/HA482 Requirements Below: 

See Pre-requisites  

*Maintain a 2.75 GPA 
*Successful completion (C or above) of Gero 215, HP 115, HP 211, HP475, and PH 284 
 

▪ Please note that Health Services and Health Administration students are expected to 
complete an internship over two separate semesters. You will need to click on the link 
below to fill out and submit your application.  

https

https://usisurvey.az1.qualtrics.com/jfe/form/SV_9XHJYqSZilwiKmW
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Students applying for internships in a health profession setting need to be aware that they will be 
expected to complete the Castle Branch Profile including physical exam, verification of 
immunizations and/or titers, TB test, flu shot, Background check, Drug Screen and other clinical 
requirements.  ¢Ƙƛǎ ǿƛƭƭ ōŜ ŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜȄǇŜƴǎŜΦ 

STEP 2: SECURING YOUR INTERNSHIP PLACEMENT 
As part of your internship, you will be required to select possible placements from a list that will 
be provided as part of the HP475 course.  After selecting your site and meeting with a possible 
preceptor, you will need to then make an appointment with the Career Services and Internships 
Department
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Health Administration students are required to complete a total of 7 credits and 350 

hours of internship experience over two semesters.  Health Administration students may not 
complete their internship in one semester.  Any second experience requires a second set of HA 
481/482 Work Agreement documents. 
 
“Contact hours” (350 hrs.) must be completed on site at the agency and/or under the supervision 
of a qualified Preceptor. Internship-related work performed at home (such as class assignments) 
does not count as “contact hours.” 
 
Class time requirements are not counted as “contact hours.” 
 
For example:  A 150 hr. internship should be completed on site at 10 hrs. weekly for 15 weeks.



mailto:jlfein@usi.edu
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Professional Conduct 

 
        Code of Conduct 

 

Conducting yourself in a professional manner with the highest standards of personal ethics is an 
absolute requirement. Violations of professional conduct and/or generally accepted standards of 
ethical behavior will be grounds for termination from the internship with assignment of a not 
passing grade. 
 

As an intern you will be expected to behave in a professional and ethical manner. Your conduct 

should be honorable, productive and represent the university in a manner such that hosts will 

want more USI students to follow.  

The College of Nursing and Health Professions (CNHP) has adopted a Social Media Policy. It is 

expected that all interns abide by this policy. Failure to do so will mean an administrative 

withdrawal from the internship experience and subsequent course. (See the Social Media Policy 

as a part of your Castle Branch Profile Information). You will read, sign and date the Social Media 

Policy as a part of the Castle Branch Profile. 

The following is expected of you as you participate in your internship and represent USI in the 

community. 

¶ Assert yourself and your ideas in an appropriate and tactful manner.  Engage in active 

problem solving. 

¶ Be fair, considerate, honest, trustworthy, and cooperative when dealing with coworkers. 

DO NOT gossip. 

¶ Communicate - keep people informed in a useful succinct way, listen, and ask questions 

¶ Do not conduct personal business during work hours (This is the use of any emails, cell 

phone, internet, or appointments) 

¶ Be observant - watch how people organize their thoughts, share them and how they 

respond to communications both positive and negative.  

¶ Remain drug and alcohol free. 

¶ Maintain confidentiality of work-related projects and personnel. 

¶ Familiarize yourself with and adhere to, relevant organizational arrangements, 

procedures, and functions – this includes OSHA and HIPAA requirements. 
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¶ Follow through on commitments 

¶ Be positive and look for opportunities to lend a hand or contribute. 

¶ Keep an open mind. Practice developing Global Perspective by being an informed 

participant. 

¶ Seek feedback from your supervisors, accept suggestions for corrective changes in 

behaviors and broaden your perspectives. Continuously strive to improve performance. 

 

 

Required Internship Components 
 

       Internship Weekly Activity Tracking Form (see Appendix II) 
 

The internship tracking form is a detailed account of your daily activities: a record of your 
internship dates, hours, and significant learning exercises, noting gaps between what you are 
learning and what you expected to learn. 
 

¶ Entries may briefly summar





 

Page 

http://www.aupha.org/
http://www.hhs.gov/ocr/privacy/
/health/about-the-college
http://www.naceweb.org/home.aspx
https://www.osha.gov/
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APPENDIX I:  
Castle Branch Profile Instructions, Policy & Procedures 
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Please go the website indicated below to order your Castle Branch Profile and choose your code: 
 

To place your order go to: 

https://portal.castlebranch.com/UE96
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Measles, Mumps & Rubella (M MR)  
One of the following is required: 
• 2 vaccinations OR 
• Positive antibody titer for (lab report OR physician verification of titer results required) for all 3 

components. 
 

Varicella (Chicken Pox) 
One of the following is required: 
• 2 vaccinations OR 
• Positive antibody titer (lab report OR physician verification of titer results required) OR 
• Medically documented history of the disease that has been verified by a physician or nurse 

practitioner and contains their signature. 
 
Hepatitis B 
One of the following is required: 
• 3 vaccinations AND a positive antibody titer (lab report OR physician verification of results 

required) OR 
• Positive antibody titer (lab report OR physician verification of results required) 
 
Tuberculosis (TB) 
One of the following is required: 2 step TB skin test (2 separate TB Skin Tests within 1-3 weeks apart within 
the past 12 months), OR QuantiFERON Gold blood test within the past 12 months (negative laboratory report 
OR physician verification  of negative  results required),  OR T-Spot  TB blood test within the past 12 months 
(negative laboratory report or physician verification of negative results required), OR If positive results, provide 



/health/about-the-college/
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Click on the (+) to show the drop-down instructions for each  
requirement.  This is where you will upload your documents that  

you have scanned on your computer. 
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APPENDIX II: 
Internships Forms 

HP480, HA481, HA482  
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It is the policy of the Health Services/Health Administration Program, and the College of Nursing and Health Professions 
that those students intending to complete HP480 or HA481/482 internships must meet minimum specific training and profile 
requirements prior to beginning an approved internship. 

 

1. USI HP480, HA481, HA482 Specific Training and Profile Requirements: 
    The following information provides a review of the specific training and profile requirements for students wishing to   
    complete an internship in HP480, HA481, HA482: 
 

 

/health/about-the-college/
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HP480 or HA 481, HA482 INTERNSHIP LEARNING GOALS 

 
Internships are most productive when students articulate and record their learning goals at the beginning of 
the work experience.  First, determine what learning you hope to gain from the internship.  Then, discuss 
with your supervisor to make sure the position will offer you the opportunity of achieving these goals.  At mid-
term, we will evaluate the progress of your goal achievements. 
 
To be meaningful, goal statements must be:  

➢ Specific 
➢ Measurable 
➢ Verifiable 
➢ Achievable 
➢ Agreed upon 

 
List five goals below which you wish to achieve as a result of participating in this internship experience.   
These learning goals should be discussed in you final paper. 
 
GOAL STATEMENTS: 
 
1. _________________________________________________________________________ 

 
_________________________________________________________________________ 

 
2. _________________________________________________________________________ 
 

_________________________________________________________________________ 
 

3. _________________________________________________________________________ 
 
_________________________________________________________________________ 

 
4. _________________________________________________________________________ 

 
_________________________________________________________________________ 

 
5. _________________________________________________________________________ 

 
_________________________________________________________________________ 
 

 
 
Name__________________________________________ Today’s Date__________________ 
 
Host Signature __________________________________ Date _________________________ 
 
Work Site_______________________________________ Semester Internship____________ 

Post to Course Blackboard Site 
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HP480 or HA481, HA482 JOB DESCRIPTION SAMPLE FOR INTERNSHIP 
 
Title of Preceptor:  
 
Title of Project:  
 
Skills (needed for this project): 
 
 
 
Additional Skills (desired for internship): MS Publisher, music, Excel  

 

 

Brief Description of Company:   
 
 
 
 
 
Description of Responsibilities (may include but not limited to):  
 
 
 
 
Project description: 

 

 

 

 

 

 

 

 

Post to Course Blackboard Site 
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APPENDIX III: 
Expectations for Preceptor 

 

(Documents will be mailed to contracted preceptors) 
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USI STUDENT INTERN PRECEPTOR GUIDE 

mailto:kmsullivan1@usi.edu
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Expectations for Preceptor 
HP480 or HA481, HA482 Internship Work Agreement Form 
The student must submit the signed agreement form to the Health Services/Health Administration 
Department before they can register for the HP480 or HA481/HA482course. 
 
Contact Hours/Credit Hours 
Students must complete two internships of 150 or 200 hours each over two separate semesters.  
 
Contact hours must be completed on site at the agency, and/or under supervision of the Preceptor. 
Internship-related work performed at home does not count as “contact hours.” The student is to keep 
record of their time and activities on the tracking form. The Preceptor is encouraged to sign and date the 
form weekly. 
 
It is usually best when interns can be onsite at least twice per week. This provides them with substantial 
exposure to the agency so that they can become acquainted with agency personnel and to maximize their 
learning opportunities.  
 
Preceptor Responsibilities/ Expectations 
 

▪ Develop meaningful and challenging experiences relating to the intern’s academic and career goals 
as per Goals/Project Form. 
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9ȄǇŜŎǘŀǘƛƻƴǎ ƻŦ LƴǘŜǊƴΩǎ tǊƻŦŜǎǎƛƻƴŀƭ /ƻƴŘǳŎǘ 
All interns must conduct themselves in a professional manner (dress, personal hygiene, and minimal use of 
personal electronic devices). During the winter months, The University of Southern Indiana may designate a 
snow day. Interns are expected to follow the agency’s work calendar (national holidays) not the university’s 
holidays. However, if travel conditions are unsafe, they should notify you that they cannot be present.  

STUDENTS MAY NOT ATTEND YOUR INTERNSHIP SITE ON A DAY THAT THE UNIVERSITY IS CLOSED! 
 
Agency Policies 
Interns should be provided a copy of appropriate policies on discrimination, harassment, etc. 
 
Termination from the Internship Program 
Please contact the Internship Program Instructor immediately in the event of violations of professional 
conduct and/or generally accepted standards of ethical behavior.  
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APPENDIX IV: 

Health Administration Internship Reflection Report Instructions 
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APPENDIX V: 
Policies 

 

Infection Control Policy 

INFECTION CONTROL:   The College of Nursing and Health Professions maintains policies and procedures on infection 

control. The policies and procedure found within the Infection Control policy are designed to prevent transmission of 

pathogens and must be adhered to by all students and faculty in the College of Nursing and Health Professions when 

participating in clinical education experiences.  See link below. 

HIPAA Compliance Policy - Health Information Privacy Policies & Procedures ς See link below 

Notice of Privacy Practices ς See link below 

These policies can be found in the CNHP Handbook. The handbook is located on the CNHP website listed under “About 

the College.” 

https://www.usi.edu/health/about-the-college/ 
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