
 

Review an Academic Internship Experience - Faculty  
 
After a student submits an internship Experience through Handshake, a program administrator (Tina 
Hickman) will review the internship details for obvious errors (Ex. term and internship dates, incorrect 
instructor, etc.). If approved, a workflow is assigned that sequentially routes the internship Experience to 
the Site Supervisor, the faculty instructor, and the Department Chair.  Each reviewer has a deadline of 
three days to approve or deny with comments.  Internship agreements for international students 
completing internships in the U.S. are also sent to Christy Burke. 
  
Step 1: You will receive an email notification when an internship Experience requires your approval. Click 
on the link in the email to review the Experience. You do not need to create an account in Handshake, 
simply click on the link. Your prompt response is critical. 
 

 
Step 2: Review Experience details carefully (see screenshot on next page). 

 If all details are correct, select “Approved”. 

 If any details are incorrect, select “Declined” and provide comment(s) regarding the reason for 
declining the Experience, including any corrections that the student must make.  These 
comments are sent to the program administrator who will notify the student via Handshake.  The 
student will receive an e-mail and must provide a comment addressing the issue(s).  The program 
administrator will edit the Experience with the necessary change(s) and resume the review 
process. 

After an internship Experience has been approved by all reviewers, the Experience status will change to 
Approved.  The Career Center administrator will mark the Experience Begin and the status will change 
to Ongoing.  Once a final grade for the internship is submitted, the CC administrator will change the 
status to Complete. 
 



 


