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http://education.odu.edu/chs/academics/human_services/HumanServicesInternship.shtml
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Introduction to the Internship: 

 
The internship experience provides the student with an opportunity to assume responsibilities, under supervision, in 
an actual work setting. 
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• Family Guidance. A study 
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!
General Policies for Internship 

 
The internship experience is typically a voluntary arrangement with no financial remuneration required by the 
University or Agency for services provided in the course of fulfilling internship duties; however, some agencies may 
offer stipends to interns. 

!

Duration of the internship is typically for 1 academic semester (approximately 15 weeks total). Students will be 
allowed to begin their internships only after (1) completion of ALL other required coursework, (2) all necessary 
paperwork and completed forms have been submitted to the HMSV Internship Coordinator by the required date, and 
3) the Internship Coordinator approves the proposed internship site and verifies that the experience is appropriate for 
fulfilling program requirements. 

 
Internship hours shall be in accordance with agency work hours and shall total approximately 27 clock hours per 
week for a minimum total of 400 hours. It is understood that these hours may occasionally vary according to the 
needs of the student and the agency. Of the 400 clock hours needed, 100 must be in direct and face-to-face service to 
clients. Students need to make adjustments in their schedules during the summer semester to ensure the minimum 
number hours are met for the shorter semester. 

 
The internship must be experiential in nature and appropriate to an under-graduate level human services intern. That 
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Deadlines for Internship Applications are as follows 
• March 15th app due for fall internship. Paperwork due early July. 
• July 15th app due for spring internship. Paperwork due early Nov. 
• Nov. 15th app due for summer internship. Paperwork due early April. 

!
These deadlines are NOT flexible, so plan accordingly. If a student decides to change his or her semester of internship, 

http://www.odu.edu/chs/academics/human-services/bs-human-services
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• Students are expected to abide by the Old Dominion University Honor Pledge and the Code of Student 
Conduct. 

• Students should experience the full range of responsibilities in the internship, with emphasis on human 
services duties. 

• Students are expected to fully document all sources used in work submitted for classes. Failure to do so is 
considered plagiarism. 

• Students are expected to know and abide by copyright laws. 
• Students are expected to respect the rights of other students and

http://www.odu.edu/chs/academics/human-services/bs-human-services
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Odu.edu/cds for 

http://www.odu.edu/academics/academicrecords/...of.../prior-learning
http://www.odu.edu/cds
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• Give constructive feedback to peers 
• Receive constructive feedback from peers/ faculty/ supervisors/ advisors 
• Respect others’ opinions 
• Openness to inclusion and community 
• Work well with others during group assignments/ tasks 
• Adherence to all the NOHS Ethical Standards for Human Service Professionals 
• In-person, phone, written, and electronic communications are professional polite/ respectable 
• Interactions with instructors and supervisors are professional and respectful 
• Attention to personal hygiene, always including dressing professionally for the setting, and avoiding clothing 

that is revealing, disheveled, or inappropriate 
• Maintain appropriate professional boundaries (e.g., dual/ multiple relationships, not working with family/ 

friends) 
• Suitability for the profession of human services 

 
The Internship Class 

 
A course is offered concurrently with the field experience and is designed to help students relate methodologies and 
concepts to the work setting. It affords the student an opportunity to share his or her reactions to assignments, 
adjustments to the organization, and the supervision process. Alternative methods of dealing with problem-solving 
situations are also explored. Attendance at these sessions is mandatory. For distance learning students this class is in 
real time on-line. 

The course is a structured learning experience and may utilize such methods as: 
 

• Group discussions (face-to-face or via virtual classroom). Each week, students are given an opportunity to 
report observations, share experiences, and raise questions concerning issues they have encountered. 

• Role-plays or simulations. 
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• Reports on assigned readings. 
• 
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14. Conduct 
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The grade of incomplete (I) may not be given to allow the student to do additional work in order to meet field 
instruction course requirements more adequately. The grade of Incomplete (I) requires an agreement in writing 
between the Site Supervisor, the instructor, and the student about how the internship requirements will be met and 
in what time frame. An Incomplete Grade Form must be completed and filed 

http://www.odu.edu/equity
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Appendix A 
 
Professional Conduct in the Human Services Program and Internship 
 
The NOHS Ethical Standards for Human Service Professionals (NOHS, 2015) emphasizes that both human 
service professionals-in-training, as well as human service educators, have a responsibility to address any 
physical, psychological, or emotional problems that might prevent them from achieving competence and 
performing adequately and ethically (see Standard 35). The HMSV faculty take a serious view of the supervision 
of student professional development. Completion of this program equips students to become human service 
professionals. Our concern for the quality of the students enrolled in our program who may eventually enter 
helping professions may at times lead us to question the ability of specific students to function at a satisfactory 
professional level.  
 
The HMSV program requires students to conduct themselves as professionals-in-training. As such, students are 
expected to act in a manner that displays the highest regard for clients, faculty, supervisors, advisors, and other 
students. Students are also expected to demonstrate personal qualities that are required for professional helpers 
(e.g., ability to listen empathically and accurately, ability to engage effectively with a wide diversity of clients 
and settings, ability to work in an effective manner with other research, medical, legal, educational, and helping 
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• Treat all clients, staff, supervisors and faculty with respect 
• Take initiative at the site concerning involvement in fieldwork activities 
• Demonstrate professional courtesy when taking personal calls and/or using electronic media 
• Complete required documentation in a timely manner 
• Interact with peers appropriately  
• Give constructive feedback to peers       
• Receive constructive feedback from peers/faculty/supervisors/advisors 
• Respects others’ opinions  
• Openness to inclusion and community   
• Works well with others during group assignments/tasks  
• Adherence to all the NOHS Ethical Standards for Human Service Professionals       
• In person, phone, written, and electronic communications are professional/polite/respectable   
• Interactions with instructors and supervisors are professional and respectful  
• Attention to personal hygiene, always including dressing professionally for the setting, and avoiding clothing 

that is revealing, disheveled, or inappropriate 
• Maintains appropriate professional boundaries (e.g., dual/multiple relationships, not working with 

family/friends)   
• Suitability for the profession of human services 
 
Social Networking Policies
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violations of departmental or program policies, ethical codes, or internship site program policies.  
 
 
Remediation strategies faculty may engage include but are not limited to: 
 
• Consult about student with other faculty 
• Talk with student about perceived problem 
• Increase informal communication and interactions with student 
• Assign readings related to human services, supervision, or skills 
• Complete a plagiarism tutorial and test 
• Submit papers for plagiarism checking 
• Review professionalism Webinars or other resources 
• Write a personal conduct statement 
• Increase supervision of interns work on site 
• Obtain tutoring 
• Provide a referral for personal counseling 
• Provide a referral for psychological or psychiatric assessment 
• Assign a peer mentor for trainee to shadow 
• Shift internship work caseload 
• Assign a co-helper 
• Require to repeat coursework 
• Require to repeat internship in human services 
• Write a letter of concern 
• Develop a written remediation plan 
• Counsel out of the program or field 
• Dismiss from the program 
 
Fitness for the Profession Procedures 
 
When a concern has been identified, the following procedures are followed to ensure the student’s continued 
success in the program: 
 
First or Minor Concerns: Professional Development Plan (Instructor or Supervisor) 
 
If a student is found to be lacking in academic progress or professional conduct, a Professional Development Plan 
may be initiated by either the student’s course instructor, site supervisor, or Program Director directly. A 
Professional Development Plan is a non-punitive agreement that identifies the concerns, outlines specific 
strategies for improvement, and provides a timeline for completion. The Plan allows students to address the 
concerns informally without further penalty. The Professional Development Plan is initiated and monitored by the 
Professionalism Committee and is signed by the student and the Program Director. A copy is retained by the 
student and Program Director. 
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Action Plan. Once the CAP expectations are agreed upon and signed, the student’s progress is monitored by the 
Professionalism Committee. A copy is signed and retained by the student, Advisor, and Program Director. 
Refusal by a student to sign and/or comply with a CAP will initiate the possibility of program dismissal (see next 
section).  
 
If, as part of the CAP criteria, a student is asked to retake a course, it is the student’s responsibility to notify the 
Program Director of their grade via email immediately following the posting of grades for that course. Failure to 
do so could delay graduation.  
 
If the Program believes the situation has been rectified during a probationary period, the student will be allowed 
to continue in the program. If the situation is not rectified, the student may be dismissed from the Program. 
 
Continued or Severe Concerns: Program Dismissal (Instructor/Supervisor, Program Director, Department 
Chair, and College Dean) 
 
Any student who demonstrates an inability or unwillingness to comply with a Professional Development or 
Corrective Action Plan or demonstrates other severe concerns during their program of study can be dismissed 
from the program regardless of their status. Likewise, students who are found to be in severe violation of any 
university, department, program, and/or ethical policy may be dismissed from the program. A student will be 
informed in writing (e.g., instructor evaluations, professional development plan, CAP, email) or in person (e.g., 
meeting with instructor/supervisor and/or Program Director) of any serious concerns about their behavior in 
terms of professional conduct. When program dismissal is being considered, a meeting will be held with the 
Professionalism Committee, Program Director, and College Dean of Student Affairs. The student may also bring 
one person of support to the meeting. 
 
The hearing will be facilitated by the Professionalism Committee and will follow the format below:  
1. Introductions will take place 
2. 2.

 

2

.

2.

2.
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3. (Indicate expectations in clear terms): 
 
 
 
Achievement of Criteria (How will completion be reported/documented and by/to whom?):    
 
 
 
**Add additional Items as Sections*** 
 
 
 
 


