This document contains information about how to sign up for and be registered for a CS undergraduate internship for the Fall or Spring semester or a summer session. If you have specific questions after reading this document, feel free to contact the CS Undergraduate Internship Coordinator directly at internships@cs.luc.edu.
First of all, having a CS approved internship allows you to earn up to a maximum of 6 total credit hours for all CS internship courses combined toward your “practicum” requirement; once you have received 6 internship “practicum” credits that’s all you can have. However, under exceptional circumstances you may be able to earn additional internship credits, they just won’t count toward your practicum requirement. Check with the Undergraduate Internship Coordinator and the Undergraduate Program Director  at upd@cs.luc.edu if you want to do this. Note that CS internships also count as “engaged learning” courses.
Here is a brief table giving an overview of the steps you need to go through to sign up for and be registered for a CS internship; these are described in more detail below:
	Step
	You
	Hirer (external or LUC)
	CS Department
	Comments

	1
	Review COMP 391 course description
	 
	Publish course info
	See description on the luc.edu/cs website

	2
	Secure an internship (check Handshake, LinkedIn, etc!)
	Advertise openings
	Advertise openings
	Securing the internship is your responsibility

	3
	Get CS approval – send the job description for review first
	 
	Review opportunity
	Does the internship complement your CS studies? Note that the opportunity you find does not have to be classified as an internship, it could even be full-time, and paid or unpaid

	4
	Fix any academic hold (or get the hold lifted temporarily) – a hold can delay or prevent registration
	 
	See the Undergraduate Program Director’s emails about academic holds!
	This may require payment on your part – work with the Bursar’s office to get the hold removed, at least temporarily

	5
	Assure credit hours fit within the semester or summer limit – this can also prevent registration
	 
	 
	See limits below

	6
	Fill out & email an MOU, including both signatures
	Jointly fill out MOU with you
	Review Memorandum of Understanding (MOU), also found on the luc.edu/cs website
	Scan/photograph/fill in the document and email it to internships@cs.luc.edu

	7
	 
	 
	Approve & register (done by Study Abroad if work outside the US)
	You cannot register yourself, this is done by the CS offices or Study Abroad

	8
	Fill in internship objectives in LOCUS – this is required!
	 
	Approve when done
	For safety / support and clarity about job – see details below

	9
	Perform the work!
	Oversee your work
	 
	There will be a Sakai CS Internship project site, but no “class”. Internships can even be virtual or overseas.

	10
	Provide status updates: how is the internship going, any issues?
	Provide status checks that everything is OK
	Review status updates in case any changes need to be made
	During the internship period

	11
	Create final CS reports (yours and employer’s)
	Briefly evaluate your performance
	Review reports and give internship grade
	By the end of the semester or summer session

	12
	“Engaged Learning” reflection – this is required!
	 
	 
	Include as part of your CS report – see information below


Steps 1 through 6 must be completed at least a few days before the end of registration for the semester or summer session when you will have the internship so we have time to register you for your internship – you cannot register yourself for a CS internship. Going forward, the CS Department will not consider internship registrations after the end of semester or summer session registration except under exceptional circumstances, and then not later than 1-2 days before the end of late registration for the desired term.
The first thing you need to do to prepare for an undergraduate internship is review the course description for COMP 391 on the CS website (step 1 above). This tells you the additional steps you need to go through in setting up an internship. Note that you are responsible for finding an internship opportunity either within Loyola or from an external hiring organization, although we are happy to advise you about how to find a position using resources like LinkedIn or Handshake (step 2 above). The position you find does not have to be classified as an internship as long as it complements your CS course of study and provides “real-world” experience using CS-related skills (step 3 above). The LUC Career Development Center is also happy to help with finding an appropriate internship.
Please make sure that any academic hold on your account has been lifted before applying to the CS Department for an internship – otherwise we will not be able to register you (step 4 above)! This, and exceeding your allowed number of credit hours in a semester or summer session (step 5 above), are two of the most frequent obstacles to CS internship registration (beyond finding a position).
Each earned internship credit hour requires 50 hours of work during the internship, so typical internships are for 150+ work hours = 3 credit hours or 300+ work hours = 6 credit hours. You must be sure that the number of credit hours you want to register for will fit in your allowed semester limit (step 5 above)! Typically, you can take up to 18 credit hours during the Fall or Spring semester, and if your cumulative GPA is 3.0 or better you can usually have your CAS advisor increase that limit to 21 credit hours in order to accommodate any extra internship hours; be sure do this before registration ends. (Note that there are other ways to earn CS practicum credit besides an internship; please see the CS academic information for your course of study at http://www.luc.edu/cs for details.)
To be registered for an internship, you should first email a brief description of the objectives and type of work you will be doing and how that fits in with your course of CS study to the Undergraduate Internship Coordinator so we can tell you whether this position will qualify as a CS internship (step 3 above). Once approved, you and your hiring organization will need to fill out a Memorandum of Understanding (MOU – a Word version of this document is on the CS website), then forward it (all pages) to the Undergraduate Internship Coordinator at internships@cs.luc.edu (step 6 above). This needs to happen by the end of the registration period for the summer session or semester when you want to be registered for the internship, and you can send that information as early as you want.
Note that some organizations may refuse to sign an MOU document – in that case we can usually use your offer letter as a substitute for their signature on the MOU; you must fill out your information in the MOU document and email both pages to the Undergraduate Internship Coordinator.
Once I receive your MOU information we will review it and either approve your registration in COMP 391 for your requested number of credit hours or else tell you what additional information we need, or what steps you need to go through (step 7 above). Ideally, we should receive the initial set of information for your requested internship at least one week before registration closes for that semester! Please note that a CS internship does not have to be in the Chicago area, it can happen anywhere, even overseas; it can also be virtual (several companies are doing virtual internships now). However, if you intend to do the internship somewhere remote from the hiring organization, be sure to send your contact information where we can reach you in case of questions!
If you intend to do an internship outside of the US you must work with the Study Abroad organization to get that work registered with them, here: https://abroad.luc.edu/ – you still need to complete all steps for a CS internship, but you will be registered in a Study Abroad course during your internship, not COMP 391. At the end of the internship, with approval, you will be given credit for COMP 391.
Here is the simple rule about which academic term an internship qualifies for: the work for an internship for a particular semester or summer session must start and end before the end of that period, and an internship report must be turned in by the last finals week of that semester or summer session (or soon after that – see below). An internship could already be in progress before the semester or summer session when it will be registered. Most of the work hours for the internship must be completed during the semester or summer session when the internship is registered – for example, if you work in an internship during both the Spring or Fall semester and a summer session then you must have the internship registered during the period which has the larger number of work hours, or else you must split the internship into two separate registrations, one for each period. This would be the case for a summer session internship which might overlap into the Fall semester, one for the Fall that might overlap into Spring, or one in the Spring that might overlap into the summer.
One other thing you must do once we approve your registration in COMP 391 is to fill in information on LOCUS about the internship (step 8 above). According to Loyola’s Academic Internship Program Manager, “All Loyola undergraduate students enrolled in an engaged learning course like an internship are required to enter their engaged learning site information and learning objectives in LOCUS to substantiate the experience. This information is used for institutional research, documentation, and risk management purposes. If you need assistance completing this entry, please follow the tutorial at https://luc.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=14e26ea4-e5e3-4ad6-bf24-ad0101076acb; or, contact experiential@luc.edu for help. 
If you need help writing objectives for your internship, please see this website: https://www.luc.edu/celts/programs/academicinternship/forstudents/enrolledinanacademicinternshipcourse/writinglearninggoalsforyouracademicinternship/.
It is critical that you provide this data in LOCUS so if something happens to you at a work site, Loyola can support you in the best way possible.
During your internship you must provide regular status checks about how the internship is going and your supervisor/manager must do the same (step 10 above). For a semester internship you and your supervisor/manager will fill in the Internship Progress Report Google Form a few times during the semester. Note: sometimes organizations block access to Google forms or do not allow use of such forms; in that case your supervisor/manager can just email me their current checkpoint information.
Here is a link to the status check Form: https://forms.gle/Us5DzqLG88cAKeXt5; please be sure to share the link with your manager and alert them to the required survey information date or dates.
At the end of the internship you will need to create an internship report and email it to the Undergraduate Program Director (the MOU has more details about content and number of pages), and your hiring organization must send me an email evaluating your performance during the internship (step 11 above). After receiving both items the CS Department will assign a grade for your internship. If you cannot provide those pieces of information by the end of the finals week of the semester or summer session that you’re registered in, you will need to fill out an Incomplete request for COMP 391 with a specified date when we will receive all the required materials, and on that date the Department will enter your final grade for the internship (note that there is an LUC time limit for when we need to receive the information in order to convert an Incomplete into a real grade). 
We must jointly agree on a date for you to send the required information to convert the Incomplete to a grade – you will include this information in the Incomplete request form, which you can find at the following link, and we will both need to sign it and submit it to the CAS offices: https://www.luc.edu/media/lucedu/registrationrecords/pdfs/UGRD_Request_for_Incomplete.pdf. 
Other than providing the initial MOU and job description, filling in the LOCUS information and status updates, and sending the final report and email, you only have to complete the work specified in the MOU during the semester or summer session in order to earn credit for your internship (step 9 above); there may be some additional Zoom sessions and activities using a Sakai Project site for a CS internship.
You are also required to include in your final internship report answers to a couple of questions about how your “Engaged Learning” activity during the internship connects to Loyola’s mission statement (step 12 above) – see the next page for details:


Loyola University Chicago’s mission statement
    “We are Chicago’s Jesuit, Catholic university – a diverse community seeking God in all things and working to expand knowledge in the service of humanity through learning, justice, and faith.”
In an effort to assess the Engaged Learning University requirement, we ask all students enrolled in an Engaged Learning course to complete this reflection:
Referencing Loyola’s mission statement above, include a few paragraphs in your final internship report that connect your in-class and out-of-class experience, responding to the following:
· How did you connect your in-class and out-of-class Engaged Learning experience?
· How did your Engaged Learning experience help you connect to the University’s mission?
· How did the Engaged Learning experience in this course affect your personal, intellectual, civic, and/or professional development?

If you have any questions about this CS undergraduate internship process, please contact the CS Undergraduate Program Director at internships@cs.luc.edu.
