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Date: ________ _ 

Career and Pre-Internship Application 

Name: _________________ Student ID# _________ _ 

Personal Information: 

Email Address: ____________________________ _ 

Major/ Field of Study: ________________________ _ 

Minor/ Field of Study _________________________ _ 

Are you a: First Second Third Fourth year student or a Graduate APS student 

Expected Graduation Date: ________________________ _ 

Are you seeking an: Internship Part-Time job Full-Time job 

Are you an international student on an Fl Visa who will be participating in CPT? Yes No 

When do you plan on doing your Internship: Fall Winter Spring Summer 

Career Goals and Aspirations: 

What are your career goals or aspirations? __________________ _ 

What industry or industries are you interested in pursuing a career in? _______ _ 

What specific job titles or roles are you interested in? ______________ _ 

Career Development and Leadership Programs: 

Are you interested in participating in career development and leadership programs 

offered by the Office of Career Development and Leadership? Yes No 

Which specific programs are you interested in? _________________ _ 

Additional Information: 

Please provide any additional information or comments that you believe are relevant to 
your career development and leadership goals. 
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Example Calendar Timeline for Applying to Graduate School 

Please note that specific dates may vary depending on the application deadlines 
of the programs you are interested in. Adjust the timeline accordingly based on 

your target application deadlines. 

1 Year Before Application Deadlines: 

September /October: 

Research potential graduate programs and their school website. 

Attend virtual or in-person graduate school fairs or information sessions. 
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Identify professors or potential recommenders to approach for letters of recommendation. 

November /December: 

Narrow down your list of potential graduate programs. 

Begin studying for standardized tests (e.g., GRE, GMA T, TOEFL). 

Start drafting your personal statement. 

9-10 Months Before Application Deadlines: 

January/February: 

Register for standardized tests (if you haven't done so already). 

Continue studying for the tests and consider taking practice exams. 

Refine your list of potential graduate programs and gather application materials. 

March/April: 

Reach out to potential recommenders and discuss your plans for graduate school. 

Request official transcripts from your undergraduate institution(s) 

Finalize your list of graduate programs and their respective application deadlines. 

7-8 Months Before Application Deadlines: 

May/June: 

Complete any required standardized tests. 

Begin drafting your personal statement, tailoring it to each program. 

Start working on your Resume or curriculum vitae (CV). 

July/August: 

Finalize your personal statement, Resume/CV, and any additional application essays. 

Begin the on line application process for each program. 

Research financial aid options and scholarships. 
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4-6 Months Before Application Deadlines: 

September /October: 

Continue submitting online applications, ensuring all required materials are included. 

Follow up with recommenders to ensure they submit their letters on time. 

Check the application status for each program to ensure your materials are received. 

November /December: 

Complete and submit any remaining applications 

Review your financial aid options and deadlines. 

Prepare for interviews, if applicable, by researching potential questions and practicing 
responses. 

2-3 Months Before Application Deadlines: 

January/February: 

Track the status of your applications and ensure they are complete. 

Schedule and prepare for any interviews or admissions tests the programs require. 

Continue researching financial aid and scholarship opportunities. 

March/April: 

Receive admission decisions from the programs. 

Evaluate offers, financial aid packages, and potential funding opportunities. 

Make a final decision on the program you will attend and submit any 
necessary deposits or acceptance forms. 

May/June: 

Notify the programs you will not attend to free up spots for other applicants. 

Begin making arrangements for housing, financial aid, and any other logistical requirements. 

Prepare for the transition to graduate school. 

Remember to double-check the specific deadlines for each program you 

apply to and adjust the timeline accordingly. Stay organized, keep track 
of important dates, and give yourself ample time to complete each step 
of the application process. 

**The digital document will feature convenient checkmark boxes, allowing 
you to easily track and mark your progress as you complete tasks 
throughout the entire application process. ** 
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NCWU REGISTRATION & DROP/ ADD FORM 

Name: ______________ ID# _____________ Email: ____________ _ 

Cell Phone: _________ Home Phone: __________ Work Phone: __________ _ 

Semester (Check one): Fall Spring Summer 1 Summer 2 Summer 1 & 2 Year: _________ _ 

COURSE(S) BEING DROPPED 

Start & End Last day of 
Course# Title Section Sem. Hrs Dates Instructor Attendance 

COURSE(S) BEING ADDED 

Start & End 
Course# Title Section Sem. Hrs Dates Instructor Location 

Semester hours before schedule change: ____ _ After change: ______ _ 

PAYMENT METHOD, 

I understand that dropping /not attending class could reduce or eliminate my Federal/State aid. including loans. institutional grants. and 
scholarships. 

Students. please read and initial the following: 

____ I understand that dropping below 6 credit hours will disqualify me for this loans. 

____ I understand that dropping below 9 credit hours will disqualify me for this NCNBS 

Add: Additional Tuition Charges: ___ _ Payment Type: ______ _ 

By this schedule change, I accept full responsibility for all academic, financial. and social obligations as stated in the NCWU Catalog. 
Certification: I understand that the U. S. Department of Education provides regulations governing the awarding and disbursement of 
federal financial aid. These regulations have impacted my financial aid disbursements due to dropping a course. being dropped for 
non-attendance. withdrawing, or receiving an unearned "F'" for one or more of my courses at North Carolina Wesleyan University. 
Without confirmation of future attendance, our records will indicate that you have ceased attendance and a Return to Title IV 
calculation will be performed. 

Please check one· 

____ I DO plan on attending the session class/classes that begin later in this semester. 

____ I DO NOT plan on attending the session class/classes that begin in this semester. 

Student Signature: ______________________________ Date: _________ _ 

Advisor Signature: ______________________________ Date: _________ _ 

Processed by: _______________________________ _ 

Office Use Only: 

D $50.00 non-refundable tuition 
D Student responsible for full payment of class: D yes 
D Late Registration Fee 

Total Amount$ Invoice Number: 

Ono$ __ _ 

Processed b : 

Date: _________ _ 

Jenzabar Input 

Initials ___ _ 

Date 

9/06/2022 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NCWU Internship Roles and Responsibilities 
(lhis ai;>plies to all internships completed for academic credit) 

Date: ______________ _ 
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Student Name: ____________ Student Signature: ___________ _ 

Internship Host/Supervisor: 

1. Develop an intern position description and compensation plan based on 

organizational needs, available resources, and interest in providing student(s) with a 
learning-based opportunity. (See next page for additional considerations on this 

topic.) 

2. Review internship applicants and hold meetings/interviews to select intern(s). 

3. Enter into an agreement with NCWU to supervise the selected student intern(s). 

4. Provide on-the-job training, support, and necessary equipment for the intern. 

5. Offer periodic feedback to the student intern(s) about his/her performance. 

6. Consult with the NCWU Office of Career Development and Leadership or designated faculty 

7. member regarding the interns' progress (as necessary). 

8. Verify the reported intern(s) work hours and sign time-logs. 

9. Conduct an interim and final evaluation of the interns' performance and submit these 
forms to the NCWU Office of Career Development and Leadership or a designated 
faculty member. 

NCWU Internship Instructor or Designated Faculty Member: 

1. Conduct an internship orientation meeting with the student(s) to review internship/workplace 
etiquette. 

2. Supervise completion of the Internship Contract and all enrollment-related forms 
before intern hours begin. 

3. Create a syllabus for the student(s). defining all academic assignments to the student 

and reviewing all as they are submitted. 

4. Coordinate with the internship site supervisor and the student(s) to ensure all are 

clear on agreed-upon roles and responsibilities. 

5. Monitor internship progress by maintaining contact with the supervisor and intern(s) 
and making visits to the internship site when possible 

6. Serve as an ongoing resource for students and internship site supervisors. 

7. Collect interim and final evaluation forms (supervisor evaluations and student self-evaluations). 

8. Submit the final grade to the Registrar's Office. 

NCWU Student: 

1. Receive internship approval from the Office of Career Development and the 
designated faculty member who will serve as the internship course instructor. 

2. Meet the schedule agreed upon by the internship host/supervisor and the intern. 

3. Fulfill the internship functions agreed upon at the start of the internship. 

4. Complete all internship workplace assignments on time and to the best of 
your ability (seeking clarification/additional instructions when needed). 

5. Consistently exhibit professionalism in appearance (dress/grooming) and behavior 
(positive attitude, open-mindedness/growth mindset, a sense of personal 

responsibility, respect/common courtesy, communication, initiative, critical 
thinking/problem-solving). 

6. Keep in regular communication with the NCWU instructor to report on internship 
progress and any concerns. 

7. Complete all academic assignments made by the NCWU instructor, including 
meetings (as needed), written assignments, evaluation forms, and other items. 
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Additional Information for Organizations Planning Internships: 

Experiential learning experiences offer students opportunities to better understand the 
world of work world from a practical perspective. 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 host organizations the opportunity to guide and 
evaluate talent.''1 

Considerations for organizations hosting interns: 

1. Organizations shall develop intern duties/responsibilities that are related to each 
students' learning objectives. The responsibilities need to be structured so as to 

offer relevant work exposure to practical learning experiences. 

2. Experiences shall remain focused on promoting career, academic, and personal 

development. As such, general clerical tasks such as filing, answering phones, filing, 
and running errands should be kept to a minimum (no more than approximately 
20% of the total internship experience). 

3. Responsibilities carried out by interns shall include observations and applications of 

workplace practices that are coupled with supervision and mentoring. In addition, 
there must also be ongoing collaborative reflection of the experiences by both 
parties (in addition to the required written evaluations). 

4. Organizations should coach the intern on industry related and soft skill development.1 

5. Organizations must provide interns with adequate supervision in a reasonably safe 
environment. The environment must also be free of discrimination and harassment 

of any kind.2 

6. Organizations are encouraged to provide hourly or stipend pay when possible. This 

allows for internships to be accessible to a greater number of students since many are 
not able to afford an unpaid internship (as the time needed typically requires 
resignation from a paid part-time job). Thus, paid opportunities allow for increased 

equity in students accessing invaluable work-based learning opportunities. 
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7. While unpaid internships can certainly be viable work-based learning opportunities for 

students who can afford them, these experiences are not to be simply considered "free 
help". The U.S Department of Labor has crated guidance on this topic, which is 
available at https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-i nternshi ps 

Sample outline for drafting internship position descriptions and postings: 

Title of the internship position 

Location where the intern would work 

Name, position, and qualifications of the intended supervisor 

Description of internship (list of job functions the intern will perform) 

Ideal majors for this role 

Qualifications/skills required 

Paid or Unpaid 

Ideal weekly work schedule 

Ideal start date 

Duration of opportunity 

How to apply 

Any other relevant information 

Employer Guide to Structuring a Successful Internship Program 
https://career.bryant.edu/resources/files/Rl%20Employer%20Guide%20Good%201nternships%2 

0are%20Good%20 Business2%20C32odf 
Develop an Effective Internship program: USC University of Southern California 

https//careers.usc.edu/emplovers/recruit-interns/learn-how-to-develop-an
effective-internship- proqram/#typicalinternshipproqramcharacteristics 



 

☐ ☐ ☐ ☐

□ □ □

   ____________________________ 
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NCWU Internship Contract 
This form is to be completed by the student and signed at the bottom by all parties (in the order 

they are listed). 

Student Info: 

Name: __________________________ Student ID#: ____________ _ 

Phone: ___________________ Email: _____________________ _ 

Local Address: 
(residence hall & rm lf_s:u street & If) (city) (state) (zip code) 

Emergency Contact (name & phone#): ______________________________ _ 

Class Year During Internship (check one): FR SO JR SR Anticipated Graduation Month & Year: ______ _ 

Major(s): ___________________________ Minor: 

Internship Enrollment Info: 

Semester & Yr: ____ Course#: ____ # of Credit Hrs: __ Faculty Sponsor: _____________ _ 

Internship Site/Location Information: 

Company/Org. Name: _____________________________________ _ 

Address: 
street) (city) (state) (zip) 

Internship Site Supervisor Information: 

Name:--------------------------------------------

Title: 

Phone: _______________ Email: _________________________ _ 

Internship Position Details: 

Beginning Date of Internship: _____ Ending Date: _____ Hrs. per wk.: ____ Paid Or Unpaid: ____ _ 

Internship Work Schedule (days & times): ______________________________ _ 

Attach a typed description of the internship to include a summary of the functions you will perform at the site. 

(This should be obtained from your internship site supervisor and, ideally, written in a bulleted job description format.) 

Internship Goals & Objectives: (Write below or attach a typed response.) 

Internship Transportation Plan: (disregard if the internship is on campus) 

I have access to a vehicle. Someone has agreed to provide regular transportation Other: __________ _ 

Student Signature: ______________________________ Date: ______ _ 

Intern Site Supervisor Signature: _________________________ Date: ______ _ 

Intern Faculty Sponsor Signature: _________________________ Date: ______ _ 

International Student Services Signature: ______________________ Date: ______ _ 

Approved by NCWU Associate Provost: ______________________ Date: ______ _ 



 

 

(a) 

(b) 

 

 

(a) 
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6. Working Without Authorization: I understand that I may not lawfully begin my 
placement or employment until an ISSO advisor has granted CPT authorization 
and I have received my CPT form 1-20. To do so constitutes a serious violation of 
my immigration status. 

7. Authorization is Employer and Date- Specific: I understand that CPT is 
authorized for specific employer/placement company and location and that I may 
not work for (or be placed at) any other employer during this period without an 
amended CPT authorization from the ISSO. I also understand that the 
authorization is date-specific and that I may not begin work until the start date of 
the CPT authorization and I must stop working on or before the end date of the 
authorization. 

8. There is no cost for approval of CPT: Summer CPT will have a fee accrued for the 
NCWU course credit that will be received. 

I understand that it is my responsibility to submit all course 
requirements in order to pass this class. I will communicate to the 
ISSO advisor and instructor if I have any problems with submitting my 
assignment in a timely manner. 

Acknowledgment: 

I have reviewed the information on both pages of this form and acknowledge that I 
understand it and will abide by the rules and procedures outlined here. I am 
submitting this form to the ISSO as a formal request for Curricular Practical Training 
(CPT} authorization. 

Date: _____________________________ _ 

Printed Name of Student: ____________________ _ 

Student's Signature: ______________________ _ 

You may print, sign, and scan back to Dawn Turner (DTurner@ncwc.edu) or sign 
and return a paper copy. 
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