
WARTBURG COLLEGE  
Faculty Sponsor Handout  
Internship & Field Experience Registration Instructions  
Effective Fall 2025  

 

Overview  
Beginning Fall 2025, the Career Connections Center will process all for-credit internship and field experience learning 
contracts electronically through Handshake. Students, faculty sponsors, site supervisors, and coordinators will follow the 
steps below to complete approvals.  

 

Before Students Submit in Handshake 
Students must meet with their faculty sponsor (usually their academic advisor) to: 
• Discuss internship/field experience goals 
• Develop & review learning objectives 
• Assign any required coursework 

 
After Students Submit Their “Experience” Internship or Field Experience 
Quick Steps to Review & Approve 

1. Check Your Email  
Look for an email from Handshake titled: “Experience Approval Request” 

2. Click the Approval Link  
The email contains a direct link to the student’s submission 

3. Review the Experience  
• Internship/Field Experience details 
• Learning objectives 
• Dates & responsibilities 

4. Approve or Decline  
• Click “Approve” if everything looks good 
• Click “Decline” to request changes (add comments) 

5. You’re Done!  
No login required—your response is automatically recorded 

**The student will have access to their completed learning contract in their Handshake account. 

 

Faculty Sponsor Tips for Success 

• Encourage Students to Submit Early: Deadlines are posted on the academic calendar. Students should allow 6 days 
for all approvals. 
• Check for Accuracy: Confirm dates, contact info, and course codes. Mistakes may delay the experience start. 

 

Need Assistance?  
Jo Dorrance 
Associate Director of Internships—Career Connections Center—Saemann Student Center 
jo.dorrance@wartburg.edu 

 


