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Introduction 
 
 An internship is a pinnacle experience that reinforces the skills and 
knowledge you have learned in the Healthcare Administration program.  The 
internship experience also allows you to IMPROVE your resume and strengthen 
your professional network. This experiential learning requirement is also necessary 
to maintain the standards of the profession and the integrity of degree that you 
have earned. 

 

 The internship requirement for the Healthcare Administration degree is 
REQUIRED.  The internship will not be waived.  If you feel that you are not able to 
complete the internship requirement, you should discuss other degree options with 
the advising office (http://www.byui.edu/student-development) or the faculty advisor 
listed in my.byui.edu 

  

The following manual will provide answers to nearly all your questions 
related to the internship experience; how to find an internship, how to apply for 
credit, registration, coursework, and evaluation.  Make sure you read and reference 
this manual regularly.   



 
 

Table of Contents  
 

Section                    Page 
 
1) Making the Most of an Internship…………………………………………… 1 

A) Considerations 
 
2) Looking for an Internship ……………………………………………………. 2-5 
 A) Requirements 
 B) What Does Not Count as an Internship 
 C) When to Look 
 D) Where to Look 
 E) International Internships 
 F) How Many to Apply For 
 G) How Many to Complete 
 
3) Securing an Internship………………………………………………………… 6 
 A) How to Ask for an Internship 
 B) Preparation for the Interview 
 C) Day of the Interview - Remember 
  
4) Applying for Internship Credit………………………………………………. 7-10 
 A) Application Instructions 

B) Internship Application Example 
 
5) Application Paperwork………………………………………………………… 11-13 
 A) For All Internships - Master Agreement 
 B) For Healthcare Facility Internships 
 C) For On-Campus Internships 
 D) For International Internships 
 
6) To Internship Supervisors……………………………………………………... 14-15 
 A) Internship Supervisor Expectations 
 B) BYU Idaho Employer Internship Evaluation form 
 
7) Internship Class…………………………………………………………………. 16-17 
 A) Registration 
 B) HS 498 Price 
 C) Class Requirements 
 D) Helpful Tool 
 
8) Healthcare Administration Internship Student Checklist………………… 18 



 
 

 

Section 1 
Making the Most of an Internship 

 
A) CONSIDERATIONS 
 

As you are searching for an internship, ask yourself these questions: 
 

• What do I want to do with my major? Does this internship specialize in a Healthcare 
Administration field that interests me? 

• Does the internship provide an opportunity for me to develop and gain new skills 
beyond learning in the classroom that will be marketable upon graduation?  

• Do I see myself working long-term for this organization or a similar organization? 	
• Will this internship be an applicable experience and make me valuable to future 

employers? 	
• Will I have a mentor within the organization as well as other networking 

opportunities?	
 

If the answers to these questions are “yes” and apply to what you would like 
to do (or at least what you think you would like to do) with your major (not 
after graduate school), then you are ready to move forward.  
 
Do not set yourself up for failure by trying to “check two boxes” when 
selecting your internship.  You may want to be efficient by completing an 
internship that also covers a prerequisite for graduate school, but you will be 
a better applicant by completing a thorough Healthcare Administration 
internship AND completing other experiences that fulfill PA, Med School or 
Dental School admission requirements. 
 
*Remember: If you’re not sure what you would like to do yet, that’s okay. 
But have an idea of what areas of Healthcare Administration you would like 
to learn more about. An internship is a great way to explore the many 
different opportunities in the Healthcare Administration field! 
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Section 2 
Looking for an Internship 

 
A) REQUIREMENTS 
 
PREREQUISITE CLASSES 

 
Must have taken prior to completing an internship: 

 HS 285, HS 375  
 

THE INTERNSHIP EXPERIENCE 
 
MUST DEAL WITH… 

• A legitimate Healthcare Provider Organization (not consulting, 
insurance, pharmaceutical sales, etc.) 

 
 

LENGTH OF INTERNSHIP   
• Minimum of 7 weeks AND 200 hours - 1 credit 
• Additional credits can be earned: 300 hours - 2 credits | 400+ hours - 3 credits 
• The hours must be completed within the semester that you are registered for 

credit for the internship 
 
B) WHAT DOES NOT COUNT AS AN INTERNSHIP 
 
Shadowing 

It won’t give you the full hands on experience you deserve from your BYU-I 
Healthcare Administration education experience. Please don’t short change yourself.  

 
Patient Clinical Hours 

Clinical work settings are one area of Healthcare, but does not focus on the 
Administrative aspects and day to day processes to help you with your future career. Also 
medical scribe opportunities do not count. If you wish to participate in these types of 
opportunities, we recommend keeping them separate from your internship experience. 

 
Past Experiences 

Internships need to be completed while registered for the Internship course. Past 
experiences that would have counted as an internship cannot count for graduation credit. 
If your current situation requires you to complete your hours over a period of time 
longer than 1 semester, please contact Sister Johns 
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C) WHEN TO LOOK 
 

Two (2) Semesters prior to the semester you would like to begin your 
internship.  
 

Searching for an internship and processing your application takes time. Too many 
students wait until their last semester to look for their internship. This poor planning 
sometimes causes a postponed graduation date. Make the necessary plans to complete all 
required classes prior to your internship to avoid delays. Students should aim to apply for 
the internship through iPlan no later than 1 semester prior to the semester they plan on 
doing their internship.  

 
D) WHERE TO LOOK 
 
Although we wish we had a magical list of all available internships, we do not. It is the student’s 
responsibility to line up his or her own internship experiences. However, we recommend the 
following resources to help find an internship that’s right for you. 
 

Networking 
 
Your personal network is your most valuable tool. Ask friends, relatives, fellow students 
and others you know if they are aware of any internship opportunities in the Healthcare 
Administration field. 

 

Companies/ Organizations/ Agencies that Interest You  
 
If you are interested in working for a specific company or agency after graduation, check 
their website for any internship listings they may have. If no listing is available, call 
their human resources representative and ask if they offer internships or know of 
individuals within the company or agency who may be interested in taking on an intern. 
Human resources should be able to answer your internship-related questions or point you 
in the right direction of whom to contact.  
 
If you receive directions regarding how and where to apply, don’t forget to ask for the 
full name and title of the individual who should receive your application. Your cover 
letter will be addressed to them.  

 
 

E) INTERNATIONAL INTERNSHIPS 
 
The following statement is BYU-Idaho’s policy on international internships 
effective April 23rd, 2019 
 
 Approval criteria BYU-Idaho encourages all students to seek domestic internships that 
lead to probable employment offers upon graduation. BYU-Idaho will generally approve an 
internship outside of the United States if the following conditions are met: 
1.  The requested internship is in a country that is not on the restricted travel list.  
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2.  The requested internship is sponsored by a U.S. Government agency, sponsored by the 
Church of Jesus Christ of Latter-day Saints, or sponsored by a large multi-national company 
with offices in the United States and the host country so there is a higher probability of a 
professional employment offer upon completion of the internship.  

3.  The sponsoring entity provides appropriate visa and permits 
4.  The internship experience does not primarily consist of providing humanitarian service 

(except some Healthcare Administration major students) or teaching English (except some 
TESOL minor students)  

5. The internship experience is paid, helping students offset high travel and living expenses and 
excessive debt 
 BYU-Idaho will also generally approve an internship outside of the United States if the 

applicant is an international BYU-Idaho student and the requested internship is in the applicant’s 
country of residence or in a country that is within the same region of the applicant’s home 
country and does not have travel restrictions or warnings. 

 Notwithstanding the above criteria, all international internships are subject to final approval 
by the Student Life and Academic vice presidents. University officials reserve the right to deny 
any internship application for safety, academic, or any other lawful reason. 
 

 Please visit the following link below to access the travel restriction list or 
type in Travel Restriction List to the BYU-I search bar 
http://www.byui.edu/financial-services/travel/travel-resources-and-tips/travel-restrictions-list 
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BYU-Idaho Resources 
 

Handshake: BYU-Idaho’s official database for internships and jobs 
https://byui.joinhandshake.com 
 
Alumni Network: BYU-Idaho’s alumni database. Search for alumni by location, major, 
industry, company, etc. to find contacts to network with.  
http://www.byui.edu/alumni 

 
Internship Service Missionaries: Volunteers from 11 different cities across the country 
dedicated to help students develop contacts and opportunities. 
http://www.byui.edu/career-services/networking/area-coordinators-missionaries 

 

LinkedIn BYU-Idaho Official Group: The official BYU-Idaho LinkedIn group with over 
12,000 members.  

https://www.linkedin.com/grps?home=&gid=42868&trk=anet_ug_hm 
 
Facebook Groups: Internship and job opportunities are frequently posted to these pages. 
Add and subscribe for suggestions and ideas. 
“BYU-Idaho Public Health Students/ Alumni” 
“P.H. Mentor”  
 
Healthcare Administration Internship Advisors 
BYU-Idaho Internship Advisors are prepared to help students in the right direction for 
their internships. They can discuss with you what other students have done, how to apply 
for an internship, and any other information that may or may not be included in this 
handbook. You can find their information on the second page of this handbook.  

 
Online Listings 
The following suggestions come from a Forbes.com article, “The 10 Best Websites for Finding 
an Internship” by Susan Adams. For more information see: 
https://www.forbes.com/sites/susanadams/2015/01/30/the-10-best-websites-for-finding-an-
internship/#2ea48d121b44 
 
Google     LinkedIn     Glassdoor     Internships.com     Internmatch.com     YouTern     Idealist 
 
Other Job Search Engines and Helpful Websites 
 
This is only the beginning of websites that may have internship listings. More listings may be 
available through other job search engines, or other Public Health websites such as the ones 
listed on the department webpage for jobs and certifications.  http://www.byui.edu/health-
services/public-health/degree-information/jobs-and-certifications  
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E) HOW MANY TO APPLY FOR? 
 

More than 1 Internship 
 
Don’t put all your eggs in one basket. If planning to do an internship during a particular 
semester, plan on applying to more than 1 with the understanding that not all interviews will 
result in an internship. Similar to looking for a job, applying to multiple internships will increase 
your chances of being accepted to a great opportunity that’s right for you.  As of January 2019, 
you may complete more than 1 internship and earn up to 6 internship credits (max of 3 per 
internship) toward graduation. 
 
 
F) HOW MANY TO COMPLETE? 
 

Only 1 Internship is Required for Graduation Credit, but  
More than 1 is Recommended 
 
It is highly recommended that Healthcare Administration students complete more than one 
internship experience during their time at BYU-Idaho. This will result in more experience hours 
to put on a resume and great opportunities to network with more Healthcare Administration 
professionals!    
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Section 3 
Securing an Internship 

 
A) HOW TO ASK  
FOR AN INTERNSHIP? 
No matter how you ask about the internship 
(either in person, by phone, or by email) be 
sure to include the following information:  

● Name 
● Where you go to school 
● Explain why visiting/ calling/ 

emailing  
● How you heard about the internship 

opportunity 
● If unsure, inquire who might be the 

best person to talk to about your 
internship 

● Leave contact information 
● Always have a resume and cover 

letter ready in case they ask for it 
● If visiting in person, dress in 

interview attire to make a good 
professional first impression 
(regardless if the first visit is for an 
interview or not) 

 

IF NO LISTING IS AVAILABLE… 
Call the HR Representative for more 
information on whom to contact   
 
 
B) PREPARATION  
FOR THE INTERVIEW 
Practice your interview skills, and review 
your resume and cover letter. The BYU-
Idaho Career Networking Center can assist 
you in these areas. Contact them to make an 
appointment.   

 
Career Networking Center 

(208) 496-9823 
cpmentors@byui.edu 

127A Manwaring Center 
8 AM – 5 PM | M – F 

 
C) DAY OF THE INTERVIEW 
REMEMBER…  

 

MANNERISMS 
● Dress in interview attire 
● Use proper titles to show respect (ie 

Mr., Mrs., Dr., etc.) 
● Be Friendly  
● Make eye contact 
● Shake hands  
● Smile 

 

BRING WITH YOU 
● Cover letter and resume  
● Knowledge about the company/ 

program you wish to intern with—
Find ways to praise it in the 
interview 

 
BE PREPARED TO 

● Address interview questions such as  
o What are your greatest 

strengths? 
o What are your greatest 

weaknesses? 
o Tell me a little about yourself 
o Why would you be a good fit 

for this position? Etc. 
*The Career Networking Center 
can suggest other questions to be 
prepared for.  

● Bring up your internship 
requirements to set the expectation 
(# of hours, # of weeks, start date, 
and end date) 

● Disclose that you are seeking a 
temporary internship position. 
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Section 4 
Applying for Internship Credit 

 
Congratulations! You secured an internship. You and your employer have agreed on a start date 
and end date, set an expectation of the number of hours per week, and a number of total weeks 
you will be working.  
 
Now you need to fill out the online BYU-Idaho Internship Application through iPlan. This will 
begin the process of being able to receive BYU-Idaho credit for your internship.   

 
A) APPLICATION INSTRUCTIONS 
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B) INTERNSHIP APPLICATION EXAMPLE 
 

Need help filling out the iPlan Internship Application? The pictures below show what the online 
application looks like. For more information on how to fill out the forms, see below the pictures.  

 
INTERNSHIP TYPE 
Standard 
Most internships are this type. Select this one if your 
internship doesn’t belong with any of the other types. 
 
Healthcare Facility 
For internships where a separate contract requires 
such things as background check, drug screening, and 
immunization records. Typically, this is in a hospital 
setting. BYU-Idaho will notify students of specific 
requirements for their facility. 
 
On-Campus 
For internships on BYU-Idaho campus 
 
International 
Any internships out of the country must provide 
additional documents and receive approval through 
the Executive Office.  You will need to submit some 
with your internship request and will be notified of 
additional requirements by the Internship Processing 
office. 
 
 
 
 
 
 
 

INTERNSHIP SEMESTER 
Internships must be completed by the end of the 
semester for which you are registered. All of your 
assignments and hourly reporting will be submitted 
through the HS 498 internship class you will register 
for. However, if your internship is outside semester 
dates, select the semester that contains your end date 
and keep a separate document to track your hours and 
reports. Once you have registered for the course, 
input all records kept. For a helpful record-keeping 
tool see Section 7-D of this manual. Remember past 
internship experiences cannot be counted for credit.  
 
COURSE NUMBER: HS 498R 
 
FACULTY COORDINATOR: Catherine Grant 
 
NUMBER OF CREDITS 
Minimum requirement is 1 credit – 200 hours. 
     More credit can be earned with more hours. 
     2 credits – 300 hrs | 3 credits – 350+ hrs  
 
MAJOR: Healthcare Administration 
 
DEPARTMENT: Health Services 
 
FACULTY COORDINATOR EMAIL:  
grantca@byui.edu 
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Internship location and Internship Supervisor contact information goes here. Your Internship 
Supervisor is the person at your job site who will be directing your work and evaluating you at 
the end of your internship. Typically, this is also the person who hired you as an intern.  
The Master Internship Agreement, a contract between the employer and the University, is 
automatically sent to your Internship Supervisor when your iPlan Application has been 
submitted. (See section 5-A for more information on the Master Agreement.)    
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JOB TITLE 
You won’t always know what your job title 
will be. If this is the case, make one up that 
generally describes your position. For 
example, “Healthcare Administration 
Intern”  
 
JOB DESCRIPTION 
This is where you describe HOW you will 
be fulfilling the Experience Requirements.  
The more detail the better. Your application 
may be denied if you are too vague, and you 
will be asked to re-submit the application 
with more detail.  
 
TOTAL WEEKLY HOURS 
On average how many hours will you be 
interning each week? This number is agreed 
on with your internship supervisor. The 
University requires a minimum of 10 hours 
per week. 

START DATE/ END DATE 
The internship must be a minimum of 7 
weeks. The start date may be prior to the 
start of the semester.  The end date must be 
on or before the last day of the semester.  
 
COMPENSATION 
This is up to your internship supervisor. 
Most internships will be volunteer/ unpaid. 
But if you will be paid, indicate your hourly 
rate here.  
 
TOTAL ANTICIPATED HOURS 
Must be a minimum of 200 hrs. This number 
must be in line with how many weekly hours 
you put down and the number of weeks you 
are planning on interning (as indicated with 
the start and end date). Total Anticipated 
Hours = weekly hours  x  # weeks. 
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Section 5 
Application Paperwork 

 
Certain internships require additional documentation to be included with the internship request 
form. The Internship Processing Office will notify interns through email if this is the case. 
*Please note: Students will not be authorized to register for their internship class until all 
paperwork has been submitted and processed.   
 
A) FOR ALL INTERNSHIPS- MASTER AGREEMENT 

All internships require an agreement between BYU-Idaho and the place where students 
will be interning. Most will be handled with the University’s Master Internship 
Agreement.  When the iPlan internship has been submitted, this document will be sent to 
the Internship Supervisor through email. The supervisor will review the document and 
select from 4 options to accept or decline the agreement. An example of this form is 
included on the next page. In some cases, Internship Supervisors/Employers will request 
to use their own type of Affiliation Agreement instead of BYU-Idaho’s. If this is the case, 
please notify the Internship Office.  This process may take up to several weeks to 
complete. (A copy of the Master Agreement is on the next page).   
 

 
B) FOR HEALTHCARE FACILITY INTERNSHIPS 

These internships have an Affiliation Agreement with the University which requires 
additional documentation to be submitted by the student. After the iPlan Internship 
Application has been submitted, an email will be sent to the intern asking them to provide 
such things as immunization, drug screening, and background check documents. If 
interns already have these documents when applying, they should submit them with their 
iPlan Internship Application in the Additional Documents section of the application. If 
the iPlan Internship Application does not allow the intern to submit the application 
without the documents, they can upload 2 blank documents in the Additional 
Documents section of the iPlan Internship Application. Those students will receive email 
instructions for supplying the necessary additional documentation.  **Not all internships 
in a clinical facility require these things, so be sure to ask your internship provider if you 
need the additional documentation. 

 
 
C) FOR ON-CAMPUS INTERNSHIPS 

After the iPlan Internship Application has been submitted, the intern will be notified by 
email of additional documentation that may be needed.  
 
 

D) FOR INTERNATIONAL INTERNSHIPS 
International Internships require additional documentation to be submitted with the 
internship request. After interns submit their iPlan Internship Application, they will be 
emailed about what additional documents they need to submit to the Internship Office.  
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MASTER AGREEMENT 
*Please note that this is just an example of what the agreement looks like. The agreement will automatically 

be sent out when you submit your internship approval form.* 

BYU IDAHO MASTER INTERNSHIP AGREEMENT 
Experience Provider  ______________________  Location ______________________   Date ____________ 
 
Contact  _________________________  Phone # _________________ E-mail _________________________ 
                                    (Please Print) 
       

1. PURPOSE.  In order to facilitate internship opportunities and educational experience for students, this 
Agreement is intended to govern the relationship between Experience Provider and BYUI with respect to 
student Interns from BYUI in an internship arrangement with the Experience Provider. 
 

2. GENERAL CONSIDERATIONS.   
 
2.1 An internship	is	a	cooperative	student	program	between	BYUI	and	the	Experience	Provider.		

The	Experience	Provider	will	provide	supervision,	facilities,	and	instruction	that	help	the	
BYUI	 intern	 acquire	 skills	 and	 knowledge	 related	 to	 their	 chosen	 field	 of	 study	 or	
occupation.	

2.2			 This	Agreement	is	effective	as	of	the	latest	Signature	Date	and	may	be	terminated	by	BYUI	
or	the	Experience	Provider	for	any	reason	by	providing	90	days	advance	written	notice	to	
the	other	party.		

2.3			 Experience	Provider	and	BYUI	shall	each	provide	a	contact	person	for	activities	related	to	
the	performance	of	the	Agreement.		Both	the	Experience	Provider	“Work	Supervisor”	and	
the	BYUI	“Faculty	Internship	Coordinator”	will	be	identified	with	email	contact	information	
in	the	Internship	Data	System.	

2.4	 BYU	 IDAHO	 and	Experience	 Provider	 agree	 to	 indemnify	 each	 other	 from	 any	 claims	 of	
liability,	 including	 reasonable	 attorneys’	 fees,	 due	 to	 their	 respective	 negligent	 acts	 or	
omissions	arising	 from	the	performance	of	 the	Agreement.	 	Each	party	 further	agrees	 to	
have	in	effect	insurance	coverage	to	adequately	underwrite	this	promise	of	indemnity.	

2.5			 Neither	BYU	IDAHO	nor	the	Experience	Provider	will	be	responsible	nor	held	liable	for	any	
claims,	 disputes,	 losses,	 damages,	 injuries,	 adverse	 events	 or	 outcomes	 arising	 out	 of	 or	
caused	only	by	the	other	party’s	actions,	inactions	or	negligence.		If,	however,	such	claims,	
disputes,	losses,	damages,	injuries,	adverse	events	or	outcomes	are	the	result	of	the	joint	
fault	 of	 both	 the	 Experience	 Provider	 and	 BYU	 IDAHO,	 the	 obligation	 of	 each	 party	 to	
indemnify	 the	other	hereunder	shall	be	 limited	 to	 the	extent	of	 the	 indemnifying	party’s	
respective	fault.	

2.6			 This	Master	Agreement	is	not	intended	and	shall	not	be	construed	to	create	the	relationship	
of	agent,	servant,	employee,	partnership,	joint	venture	or	association	between	BYUI	and	the	
Experience	Provider	and	their	employees,	Interns,	or	agents;	but	rather	is	an	Agreement	by	
and	 among	 two	 independent	 contractors.	 	 Each	 Intern	 is	 placed	 with	 the	 Experience	
Provider	in	order	to	receive	educational	experience	as	part	of	the	academic	curriculum.		In	
cases	where	an	internship	is	unpaid,	duties	performed	by	an	intern	are	not	performed	as	an	
employee	of	the	Experience	Provider	but	rather	in	fulfillment	of	the	academic	requirements	
of	the	educational	experience	and	are	performed	under	direct	supervision	of	the	Experience	
Provider’s	personnel.	 	To	 the	extent	allowed	under	state	and/or	 federal	 law,	neither	 the	
Experience	Provider	nor	BYUI	is	required	to	provide	worker’s	compensation	coverage	for	
the	Interns	participating	in	the	educational	experience.	

2.7			 The	parties	acknowledge	and	agree	that	it	shall	be	the	responsibility	of	each	Intern	to:		(i)	
comply	 with	 the	 Experience	 Provider’s	 policies	 and	 procedures;	 (ii)	 report	 any	 serious	
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problems	related	to	the	Experience	Provider,	including	safety	and	personnel	problems,	to	
the	Internship	Coordinator	at	BYUI	and	the	Experience	Provider;	and	(iii)	maintain	a	health	
insurance	 policy	 in	 effect	 during	 the	 full	 period	 of	 any	 internship	 with	 the	 Experience	
Provider.			

2.8			 This	Agreement	covers	only	that	location	listed	by	the	BYUI	Intern	as	the	Internship	Work	
Location.		(Note:		A	separate	agreement	will	be	required	for	each	different	location	of	
Experience	Provider.)	

	
3. RESPONSIBILITIES OF BYUI:  BYUI shall: 

	
3.1		 Provide	course	information	and	objectives,	and	ensure	that	each	participating	Intern	meets	

academic	and	other	qualifications	that	are	consistent	with	the	objectives	and	requirements	
of	BYUI	program;	

3.2			 Make	 reasonable	 efforts	 to	 ensure	 that	 each	 Intern	 from	 BYUI	 is	 aware	 of	 Intern’s	
responsibilities	to	abide	by	the	terms	of	Section	2.7;	

3.3		 Provide	 an	 administrative	 framework	 and	 a	 teaching	 faculty	 adequate	 in	 number,	
qualifications,	 and	 competence	 to	 develop	 and	 carry	 forward	 its	 instruction	 and	
supervision;	

3.4			 Ensure	that	for	each	internship,	the	Internship	Coordinator	of	BYUI	(i)	maintains	ongoing	
contacts	 with	 the	 Intern	 and	 the	 Experience	 Provider,	 (ii)	 discusses	 the	 specifics	 and	
expectations	of	the	internship	with	the	Intern	and	the	Experience	Provider,	(iii)	monitors	
the	 Intern’s	 progress	with	 the	 Intern	 and	 the	 Experience	 Provider,	 and	 (iv)	 advises	 the	
Intern	relative	to	a	program	of	study	related	to	the	internship	experience;	and	

3.5			 Provide	liability	insurance	to	cover	damage	or	harm	caused	by	the	Intern	in	the	amount	of	
$1,000,000	per	person,	per	occurrence,	$3,000,000	in	the	aggregate.	

 
4. RESPONSIBILITIES OF THE EXPERIENCE PROVIDER.  The Experience Provider shall:  

	
4.1			 Provide	planned	and	supervised	opportunities	for	each	Intern	to	perform	tasks	to	acquire	

and	practice	various	skills	based	on	objectives	compatible	with	those	of	BYUI’s	program;	
4.2			 Orient	 the	 Intern	 to	 the	 Experience	 Provider’s	 rules,	 policies,	 procedures,	methods,	 and	

operations;	
4.3			 Evaluate	the	Intern’s	performance	and	notify	BYUI’s	Internship	Coordinator	of	any	cause	of	

dissatisfaction	with	or	of	any	known	misconduct	on	the	part	of	the	Intern;	
4.4			 Comply	with	all	the	federal,	state,	local,	and	municipal	laws,	ordinances	and	codes	applicable	

to	the	Experience	Provider;	
4.5		 If	 applicable,	 pay	 the	 Intern	 the	 agreed	 upon	 rate	 of	 compensation	 for	 the	 term	 of	 the	

internship	and	fulfill	all	 legal	requirements	related	to	Experience	Provider’s	independent	
contractor/employment	relationship	with	the	Intern;	and		

4.6 		 Accept	the	primary	responsibility	for	supervision	and	control	of	the	Intern	at	the	internship	
site.	

ENTIRE AGREEMENT.  This Agreement constitutes the entire agreement of the parties with respect to the subject 
matter of the agreement.  It expires three (3) years from the latest signature date. 
For	Internship	Experience	Provider	 	 	 For	Brigham	Young	University	
Idaho	
 
________________________________________	 	 _Internship	&	Career	Services,	BYU	Idaho_________						
Company/Organization	
	
_______________________________________________________	 	 ________________________________________________________	
Name	
	
_______________________________________________________	 	 _Director,	Internship	&	Career	Services____________	
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Title	
	
_______________________________________________________	 	 ________________________________________________________	
Signature	
							 
							 

Section 6 
To Internship Supervisors 

 
Thank you for giving one of our BYU-Idaho students this great Healthcare Administration 
Internship opportunity! Our Healthcare Administration students are eager to learn from you and 
excited to gain some experience in your field of expertise.  
 
To ensure that our students gain the most from their experience interning with you, we have 
included these Internship Supervisor Expectations as laid out in the BYU-Idaho Master 
Agreement. We hope as you strive to uphold these expectations that you will be impressed with 
the work our students can offer.  
 
A) INTERNSHIP SUPERVISOR EXPECTATIONS 
 

• If you are a new internship site for BYU-Idaho, you will receive an email with a link to 
our Master Internship Agreement.  Please follow the link to accept the agreement.  If 
your organization requires that we use your Affiliation Agreement instead please notify 
the Internship Office at internships@byui.edu  

 

• Provide planned and supervised opportunities for each Intern to perform tasks to acquire 
and practice various skills based on objectives compatible with those of BYU-Idaho’s 
program 

 

• Orient the Intern to the Experience Provider’s rules, policies, procedures, methods, and 
operations 

 

• Evaluate the Intern’s performance and notify BYU-Idaho’s Internship Coordinator of any 
cause of dissatisfaction with or of any known misconduct on the part of the Intern. (A 
copy of the online BYU-Idaho Internship Employer Evaluation is on the next page in 
Section 6-B). 

 
• Comply with all the federal, state, local, and municipal laws, ordinances and codes 

applicable to the Experience Provider 
 

• If applicable, pay the Intern the agreed upon rate of compensation for the term of the 
internship and fulfill all legal requirements related to Experience Provider’s independent 
contractor/employment relationship with the Intern 

 

• Accept the primary responsibility for supervision and control of the Intern at the 
internship site. 
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B) BYU-IDAHO EMPLOYER INTERNSHIP EVALUATION FORM 
 
Please rate your intern using a scale from 1-5 or Yes/No  
 
• Overall, how do you rate this intern? 
• If you have had interns from other organizations, how comparably does 

this intern from BYU-Idaho perform? 
• Please rate the intern's performance in the following categories.  

o Immediately contributed value in their position 
o Proactively seeks opportunities to learn 
o Acts with integrity 
o Behaves respectfully toward coworkers 
o Works well in a team 
o Exhibits leadership capabilities 
o Communicates well verbally 
o Communicates well in writing 
o Demonstrates organizational skills 
o Effectively manages time 
o Solves problems well 
o Exercises good judgment 
o Has the technical skills to perform the job 
o Is innovative 
o Is detail-oriented 
o Is punctual 
o Is dependable 

• Would you recommend this intern to another employer? 
• Will you be offering (or have you offered) this intern a permanent 

position? 
• How likely are you to hire another BYU-Idaho student as an intern? 
• How likely are you to hire a BYU-Idaho student or alumnus as a full-

time employee? 
• Are you interested in reposting this position with BYU-Idaho? 
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Section 7 
Internship Class 

 
A) REGISTRATION 

Once you have faculty approval and the Master Agreement has been accepted, you will 
be authorized to register for the HS 498 class. This process is the same as registering for 
other courses.  

 
B) HS 498 COST 

Internship credits are exempt from tuition charges. However, an administrative fee equal 
to 1 credit hour at the current rate of tuition will be charged for an internship course. The 
fee is in addition to any tuition charges for other classes. Fees are charged independently 
of tuition and are not subject to the 12-credit tuition cap. Internships for 2 or 3 credits are 
the same price as a 1 credit internship.  

 
C) CLASS ASSIGNMENTS 

The HS 498 course involves a number of assignments that need to be submitted regularly 
throughout the internship. These involve weekly reporting of hours, an initial report, bi-
weekly experience summaries, a final report, and evaluations. For more information, 
please refer to the HS 498 syllabus.  
 

D) HELPFUL TOOL 
 An optional helpful tool has been provided on the next page to help interns keep track of 

their hours and record notes they wish to include in their reports. 
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Week 

 

 
Dates 

 
# Hours 

 
Report Notes 

 
1 
 

   

 
2 
 

   

 
3 
 

   

 
4 
 

   

 
5 
 

   

 
6 
 

   

 
7 
 

   

 
8 
 

   

 
9 
 

   

 
10 
 

   

 
11 
 

   

 
12 
 

   

 
13 
 

   

 
14 
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Section 8 

Healthcare Administration Internship Student 
Checklist 

	

� Consider	job	interests	in	the	Healthcare	Administration	field		
� Keep	an	eye	out	for	opportunities.		
� Discuss	opportunities	with	your	peers	or	check	the	BYU-Idaho	
Healthcare	Administration	Alumni	Facebook	page.	

� Complete	required	courses:	
o HS	285	
o HS	375	

� Look	for	an	internship	at	least	2	semesters	before	the	semester	
you	wish	to	do	an	internship	

� Internship	must	be	with	a	legitimate	Healthcare	Provider	
Organization		

§ Job	Shadowing,	Secretarial	Duties	and	Clinical	Hours	do	
NOT	count	as	an	internship.	

� Have	specific	resume	for	each	internship	job		
� Apply	for	several	internships	
� Practice	interview	skills		
� Secure	your	internship	with	the	internship	provider	
� Apply	for	internship	Credit	with	BYU-Idaho		
� Register	for	HS	498	
� Complete	weekly	assignments	in	iLearn 


