WARTBURG COLLEGE

Student 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 You Submit in Handshake

Meet with your faculty sponsor (usually your academic advisor) to:
* Discuss internship/field experience goals

* Develop & review learning objectives

* Confirm any required coursework

Submitting Your “Experience”
Internship or Field Experience Quick Steps to Submit & Track

1. Log into Handshake, Single Sign-On (Sign In | Handshake)
2. Go to Career Center — Experiences — Request an Experience
3. Complete the Form
* Choose an Experience Template (Internship of Field Experience)
* Site Details
* Dates & responsibilities
* Learning objectives
* Course registration info
4. Submit for Approval
Routed to your faculty sponsor, site supervisor, and internship coordinator
5. Watch Your Email
* Receive updates as each person approves
* Respond to any change requests
6. Access Your Learning Contract
Finalized contract available in your Handshake account

Student Tips for Success

* Submit Early: Deadlines are posted on the academic calendar. Allow 6 days for approvals.
» Double-Check Info: Confirm dates, contact info, and course codes.
» Stay Engaged: Communicate with your faculty sponsor and site supervisor.

Need Assistance?

Jo Dorrance
Associate Director of Internships—Career Connections Center—Saemann Student Center

jo.dorrance@wartburg.edu


https://app.joinhandshake.com/login
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