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DEFINING 
AN INTERNSHIP

Owner / CEO Company

The National Association of Colleges and Employers (NACE) defines internships as:

“a form of experiential learning that integrates knowledge and theory learned in the
classroom with practical application and skills development in a professional setting.
Internships give students the opportunity to gain valuable applied experience and make
connections in professional fields they are considering for career paths; and give
employers the opportunity to guide and evaluate talent.” 

This guide was developed in support of students seeking an internship as a career
pathway to a future career. The workforce landscape is changing, and students must
have the necessary tools to be successful no matter their career path. 

Research has proven internships are effective in helping individuals gain experience
and insight into prospective careers. This guide lives at the intersection of a
committed partnership between a GO Virginia grant, Virginia Career Works -
Piedmont Region, employers, educators, and students. 

We encourage you to adapt and adjust this guide to fit the needs of you and your
diverse students. Additionally, we invite you and your students to take advantage of
our other tools available on our website to support their career goals as they begin
to enter the workforce. 

www.vcwpiedmont.com
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TYPES OF
WORK-BASED LEARNING?
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Work-Based Learning (WBL) consists of school-coordinated workplace experiences in
partnership with local businesses and organizations based on student career
interests and goals. WBL students apply classroom instruction in a real-world
business or service-oriented work environment. It is essential to be aware that
various types of work-based learning opportunities are available, each with unique
characteristics and requirements. Understanding these different types of work-
based learning will help you make informed decisions and choose the option that
aligns best with your career goals, interests, and life situations. 

An apprenticeship is an intensive one-on-one
training program where individuals learn a
specific profession or trade through hands-on
experience, close supervision, and sometimes
classroom instruction. Unlike an internship, an
apprenticeship demands more commitment and
intensity.

Cooperative education, also known as a co-op,
combines classroom learning with real-world
work experience. It is similar to an internship but
is more seamlessly integrated into the school
curriculum. Co-op education offers extended
duration of experience compared to internship. 

An externship program provides students
with brief real-world industry experiences
through a collaboration between schools and
businesses. It is similar to internship but has
much shorter time duration.

Service learning is an educational approach
where students gain valuable learning
experiences by engaging in community service.

Apprenticeship

Externship

Co-op education

Internship

www.vcwpiedmont.com

Service Learning

Job shadowing is a form of training that allows
students to follow and observe  professionals to
understand their day-to-day activities in the
worksplace.  

Job shadowing

An internship is a temporary position offered by
a company or organization to provide practical
experience and training to students or recent
graduates. Types of internships are explained in
the following page. 
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TYPES OF
WORK-BASED LEARNING?

For-credit internship No-credit internship

A for-credit internship is an academic program that
focuses on a specific topic and grants college credit
to participating students. It is typically integrated
into university coursework or a specific class. 

Typically, internships do not provide college credit
by default, making them no-credit internships. If
you desire university credit for your internship,
specifically search for for-credit internships.

On-location internship Virtual internship

On-location internship requires physical presence
at a specific location. 

A virtual internship, also known as a remote or
online internship, allows participation without being
physically present.

Full-time internship Part-time internship

A full-time internship is an internship where the
intern works for a standard full-time schedule,
typically around 35-40 hours per week. I

A virtual internship, also known as a remote or
online internship, allows participation without being
physically present.

Semester internship Summer internship

A semester internship is an internship program
lasting and corresponding with a full college
semester.

A summer internship is a program that takes place
during the class-free summer months between
school years. 

Paid internship Unpaid internship

Some internships, being job-like experiences, often
come with compensation, typically in the form of a
paid internship. 

An unpaid internship is not financially
compensated.  It's important to note that there are
legal restrictions on the tasks and workload
assigned to unpaid interns, so it's crucial to be
aware of your rights in such situations.

Source: 
Types of Internship, The Balance, 2020 
 https://www.thebalancemoney.com/internship-vs-externship-5115708_
 25+ Types of Internships to Understand Before You Make Your Choice,
Goodwall Blog, 2020                
(https://www.goodwall.io/blog/types-of-internships/)
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WHAT ARE THE
BENEFITS?

Students Employers

Learn about different 
career paths of interest.

Create a pipeline of trained talent for
future recruitment.

Invaluable networking opportunities
that support future employment.

Build a network with schools and
career centers for future employee

references.

Gain valuable experience and
exposure to specific fields.

Nurture the local workforce and
community to develop next

generation of skilled workers in field.

Develop skills necessary for 
success in careers.

Help staff develop their leadership
skill by letting them coach the interns 

Experience firsthand the day-to-day
job duties in the chosen field

Assess and develop talent for 
long-term retention.

Exhibit and hone soft skills which can
be transferred to future roles.

Obtain fresh perspective, new ideas
and up-to-date knowledge 

from the interns.

Earn income/credit/certification
 while pursuing career goals.

Provide cost-saving option for
employers through wage-matching

programs, etc.
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VCW — PIEDMONT'S
EXPERIENTIAL/ 
WORK-BASED LEARNING
VCW — Piedmont identified some core elements for students' success in experiential
learning opportunities. The five (5) E's objective think about our regional's workforce needs
and cross-pollinates with both the Kolb Learning Cycle and 4-H's Experiential Learning
Model. At the intersection lies the success of Virginia's Piedmont Region students developing
their career paths. 

Engage

ENGAGE EMPOWER

ENCOURAGE

EDUCATE

EXECUTE

students in their
experiences by investing

into their interests. 

students of the various
opportunities they can

explore.

 students during
successes and

challenges.

 students to take charge
of their career journey. 

plans and courses of
actions for progress

towards career
success.

www.vcwpiedmont.com
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LIFE SKILLS 
MODEL 
Targeting Life Skills Model 
The Targeting Life Skills Model developed by Patricia Hendricks (1998) of the Iowa 4-H
supports positive growth and development of youth. VCW-Piedmont support utilizing this 
4-H model to influence holistic career pathway building. The soft skills are valuable to
success in an internship. Employers look for these skillsets when assessing candidates. 

www.vcwpiedmont.com
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UNDERSTAND THE 
INTERNSHIP PROCESS 
Know what to expect
By familiarizing yourself with the internship process, you will be able to develop skills
for future job processes, but also learn what to expect when starting your career
journey. 

Experience (During)  

Pre-Assessment

Post-Assessment 
Evaluation with employer/supervisor
Reflection with school
Career Journey Next Steps

Career Interests Survey 
Resume and/or Cover
Attending Career Fairs  
In-person or virtual interview
Work Sample (if applicable) 

Orientation 
Work on Projects 
Apply knowledge to work 
Ongoing Feedback and Check-ins 

www.vcwpiedmont.com
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Connect tasks and competencies to workforce application 
Students engage with a variety of tasks and competencies in the classroom. Develop
communication skills and a portfolio of skills and certifications to present to
prospective employers. Know and show your worth. 
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HONE SKILLS FOR THE
WORKPLACE

Skills
Soft Skills

on-the-job
training

real life
experiences

www.vcwpiedmont.com
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Obtaining an internship is a process similar to obtaining a career. Students should
be prepared for the process from getting their application materials prepared to
interviewing. 

09

PREPARE FOR AN
INTERNSHIP

Prerequisites for interns Onboarding items for interns

Fill out an application. Technology

Write a resume and/or a cover letter. ID/Badges

Attend internship seminars/ academy. Parking

Submit transcripts or waivers. Tour of workspace

Get a physical examination (if applicable). Materials and equipment needed

Request early release waiver. Human Resource (HR) paperwork

Plan on relocation and transportation. ADA Compliances

Emergency protocols

Other company related processes

www.vcwpiedmont.com
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Research internships, career pathways and target companies.

Update your resume 

Write a cover letter

Gather supporting documents like transcripts and lrecommendation.

Note application deadlines and set reminders.

Prepare a portfolio if applicable.

Proofread all application materials.

Submit applications online as instructed.

Follow up with an email expressing continued interest.

Prepare for interviews 

Dress appropriately.

Keep track of applications and follow-up actions.

Evaluate internship offers 

Start an internship

10

CHECKLIST FOR 
INTERNSHIP 
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Application Process

Orientation

Review company's mission, values, and structure

Introduce yourself to team members and staff

Overview company policies and procedures

Explore training and other resources

Ensure information of the following items are provided

Parking

Work Station

Specific Work Day/ Time

Office Hours/ Break/ Lunches 

Equipment Policies 

Computer Use Policy

Pay period/ pay information

Emergency Protocol

ID/ Badges

ADA Compliance 

Computer Use Policy

Other Company Related

processes

https://vcwpiedmont.com/


Interns should feel supported and safe through the internship experience. Support
is available through the school counseling department, VCWP liaison, and your
workplace mentor. The internship experience will cultivate confidence in both
personal and professional growth. 
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MAKING THE MOST OUT OF 
INTERNSHIP EXPERIENCE

Share your successes
and challenges

Ask for feedback
to maximize
internship

experience 

Share about projects
you've worked on

Share your experiences
with prospective interns

Share any necessary
support for success

Review goals and
progress set prior
to the internship 

www.vcwpiedmont.com

Identify gaps
and barriers
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Journal on your experience. Identify the successes and challenges of the internship
with employer, school, and liaison. This exercise puts into perspective your
experience and can ignite future opportunities.  
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REFLECT ON 
INTERNSHIP EXPERIENCE

Potential Questions to consider in reflection: 
Did I meet the goals I set prior to the internship? Why or why not?
What were some successful moments during my internship?
What new skills or knowledge did I acquire during the internship? How do I plan
to utilize them in my future career?
Did I feel challenged during your internship?
Did I engage in any networking opportunities or build professional relationships
during my internship?
Did this opportunity give me enough insight into this potential career option? Did
it confirm or change my perspective on my chosen field?
What would I do differently next time?
Will I recommend the employer to other people?
What are the next steps I will take in pursuing career interests?

Take more classes in career interest field
Enroll in a training program
Apply for another internship or entry level position
Explore other opportunities

www.vcwpiedmont.com
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Virginia Career Works - Piedmont Career Pathways Guide
www.vcwpiedmont.com/employers/career-pathways-guide/

Virginia Talent + Opportunity Partnership (VTOP) Employers Resource
www.virginiatop.org/employers

National Association of Colleges and Employers (NACE) Position Statement: US
Internships

www.naceweb.org/about-us/advocacy/position-statements/position-statement-
us-internships/

US Department of Labor Wage and Hour Division Fact Sheet #71: Internship
Programs Under the Fair Labor Standards Act 

www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships

Virginia Department of Education Career and Technical Education High-Quality
Work-Based Learning Guide, Revised April 2022

https://www.doe.virginia.gov/teaching-learning-assessment/k-12-standards-
instruction/career-and-technical-education-cte/hqwbl

4-H Impact: Targeting Life Skills Model 
https://extension.purdue.edu/4-H/about/impact-targeting-life-skills.html
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ADDITIONAL 
RESOURCES
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APPENDIX I 
CAREER INTEREST SURVEY
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APPENDIX II
SAMPLE APPLICATION
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APPENDIX III
RESUME TEMPLATE
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APPENDIX IV
COVER LETTER TEMPLATE
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APPENDIX V
INTERNSHIP AGREEMENT
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APPENDIX VI
ORIENTATION CHECKLIST
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APPENDIX VII
EVALUATION FORM
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