Reset Form

THE UNIVERSITY OF IOWA
INTERNSHIP PROGRAM APPLICATION
Name: University [D#:
(listed on the back of your University ID Card)
Department: Campus Address: Campus Phone:

Employed 50% time or greater in a non-grant funded position for a period of at least two years

Eligibility is based on: 4 has shown growth in current position.

Position and date of first Ul appointment:

Present Ul position and date of appointment:

This application is for: ~ Fall Semester: ,:I Spring Semester: D Academic Year: ,:l] Calendar Year:
(August — May) (July — June)
20% l_l 10% of full time employment D Other — please attach sheet with desired time commitment

Internships provide opportunities to expand knowledge and skills in areas such as budgeting, long-range planning, health
care, communication, and program development. Participants may choose areas that interact with students, faculty, or
staff.

The following information MUST accompany this application:

1. Resume.

2. Description of developmental interest. Include preferred departmental areas and type of work experience desired.
3. Explanation of how this experience will assist in achievement of career goals.

Signature of applicant: Date:

The University of lowa requests this information for the purpose of registration in UI Learning & Development courses. No persons outside the
University are routinely provided this information. If you fail to provide the required information, the University may not consider your application.
The University of lowa prohibits discrimination in employment, educational programs, and activities on the basis of race, national origin, color,
creed, religion, sex, age, disability, veteran status, sexual orientation, gender identity, or associational preference. The University also affirms its
commitment to providing equal opportunities and equal access to University facilities. For additional information on nondiscrimination policies,
contact the Office of Equal Opportunity and Diversity, (319) 335-0705 (voice) and (319) 335-0697 (text), 202 Jessup Hall, The University of lowa,
Iowa City, lowa 52242-1316. Individuals with disabilities are encouraged to attend all University of lowa-sponsored events. If you are a person
with a disability who requires an accommodation in order to participate in this program, please contact UI Learning & Development in advance at
(33)5-2687.

If the Internship occurs during the applicant’s working hours, the supervisor’s permission is required (see below).
If the Internship occurs during the applicant’s non-work hours, the supervisor will be informed.

Supervisor’s Name Phone Number

If “unable to approve” is checked below, a statement must accompany the application explaining the reason for the
response. The explanation should describe how the ability of the unit to meet its responsibilities will be impaired if the
internship is granted.

Supervisor’s Signature Date: I approve this request D

Supervisor’s Printed Signature I am unable to approve D
(documentation attached)

Campus Address Phone:

Please notify your HR Unit Representative of your internship application.

|:| Yes, my HR Unit Rep has been notified of my internship application.

HR Unit Representative’s Name

Return completed application to UI Learning & Development, 121-51 USB



THE UNIVERSITY OF IOWA
INTERNSHIP PROGRAM INSTRUCTIONS

The University of lowa’s commitment to professional development and equal opportunity is exemplified by this
internship program. A major goal is the professional development of staff, including those from groups underrepresented
in the University community. The program enables participants to gain insight and experience in areas that interest them
but which may differ from their work responsibilities. Staff are encouraged to pursue avenues that will result in their
professional growth.

The expectation is that the skills gained in this program will be beneficial to the University and to the employee.
Department administrators consider the knowledge gained from the experience to be an asset to the department as well as
to the employee.

Departments throughout campus are available as placement sites for participants in this program. Staff have gained
knowledge in areas such as health care, student services, academic departments, or business areas. Opportunities to
participate in skill-building or knowledge-building activities within The University of lowa setting are available to all
50% time or greater staff who have been employed at the University for a period of at least two years.

Applicants may designate the department and area in which they wish to gain experience, or they may designate specific
skills they wish to develop. Examples of past projects undertaken by participants include developing a slide show,
compiling a needs assessment for departmental staff, assisting in grant writing, collecting data for budget preparation and
writing an orientation manual. Experiences have ranged from participating in departmental meetings, interviewing staff,
editing a newsletter, to program planning and development. Examples of past internship sites include University
Relations, Internal Audit, University of lowa Hospitals and Clinics, Student Services, ITS, Ul Foundation, Learning &
Development, Central Microscopy Facility, and Human Resource Services.

Eligibility Requirements

All professional and scientific and merit University of lowa staff members who meet the following qualifications may
apply for an internship:

1. Applicant must be a current University of [owa employee who holds a regular appointment of 50% time or greater.
Staff paid by grant funds are not eligible to participate in an internship during their regularly scheduled work hours.

2. Applicant must have been employed by the University for two consecutive years by the date of application.

3. Applicant must have shown growth in his/her current University position.

How to Apply

Application forms are available to interested individuals throughout the year. Mail applications to Ul Learning &
Development, 121-51 USB.
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