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Memorandum of Understanding
Between Andrews University, Community & International Development Program (CIDP)
	and
	     


We hereby agree that the named parties will collaborate as partners in providing an internship for Andrews University graduate student/s, as part of their requirements for the Masters of Science in Administration: Community and International Development degree.

The Community and International Development Program (CIDP), represented by the program director, is responsible for:
1. Assisting students in identifying internship agencies/organizations, based on (a) students’ profiles, (b) students’ proposals for a concentration topic, respectively an area of interest for the internship, and (c) students’ achievements and prior working experience, if any;

2. Organizing periodic activities or meetings between various development agencies, for public debates, workshops or training sessions, to which the internship agency/organization will be invited, when geographically possible;

3. Taking responsibility in mediating conflicts between the student and the agency/organization, and supporting the agency/organization’s decisions in situations in which a termination of the internship is decided;

4. Working together with the student and the agency/organization for promoting excellence in research and program development, and providing the expertise for conducting or supporting such projects, as needed (or requested).

	The partner agency/organization,
	     

	represented by  
	     
	will be responsible for:


1. Providing all needed information regarding the mission and the policies of the agency/organization to CIDP at Andrews University;

2. Providing an intern/student profile based on the agency/organization’s profile and needs, and the types of projects in which the student could be involved;
3. Organizing an interview and conducting the selection process;

4. Providing adequate supervision to the students, during their internship, including weekly meetings and discussions based on the students’ individual learning plans;

5. Discussing the student’s learning plan with the student, and deciding a detailed schedule related to the learning objectives included;

6. Providing the students with access to various information and activities that will build their practical expertise in the area of their choice as pertinent to the agency/organization’s profile;
7. Guiding the student in a professional manner and allowing the student the avenue for sharing concerns, asking questions, expressing opinions related to their internship;

8. Filling out the evaluation forms provided by the CIDP program, as well as recommending the grade for the student’s internship based on his/her performance. The completed evaluation forms are due at the end of the internship;

9. Participating in organized sessions on issues related to internships, or other research issues of interest for both parties, as invited;
10.  Addressing any issues regarding student’s performance and work ethics first with the student, then with the program director, for ensuring the due process in conflict resolution, and/or in making a decision regarding the change or termination of the internship;
11. Providing the CIDP Director with a report of the student’s performance, the fulfillment of learning objectives, and his/her professional and ethical conduct. The required form for this report will be provided by the student, and it must be signed and dated by the field instructor, and emailed, mailed or faxed directly to the CIDP director. 
The student, placed or in the process of being placed in a particular agency/organization, will have the following responsibilities:
1. Identify an agency/organization of interest for the internship;

2. Set up a time for an interview with the agency/organization representative;

3. Present herself/himself in a professional manner (punctuality, appearance, behavior) during the interview and following placement, all through the internship;

4. Provide all forms that were given to her/him by the academic program director to the field instructor / internship supervisor;

5. Discuss the learning plan with the internship supervisor, and decide upon a schedule of activities for meeting the learning objectives, as discussed;

6. Decide upon a weekly schedule for her/his practicum, together with the supervisor, and respect that schedule all through the internship. For any unpredicted absences or late arrivals, the student has the responsibility to contact in advance the practice supervisor, and to make arrangements with the practice supervisor for making up for the times missed. Missing days without notice, as well as frequent lateness or tardiness could lead up to the termination of placement and failure for the related class, and ultimately the program;

7. Get informed about organizational policies and regulations, as well as project rules, prior to being directly involved with the projects;

8. Attend supervision meetings on a weekly basis, and discuss all issues and concerns with the supervisor during those meetings;

9. Maintain good contact between the University and the agency/organization by keeping both informed about events of interest to both parties;

10. Promote excellence in professionalism, research and program development, through performance during the internship.
Any emergency situation will be handled by the agency, and paid for by the student (e.g., emergency transportation in case of accidents, health matters, etc.; emergency calls on behalf of the student, etc.).

Liability issues, during the internship, are covered by Andrews University, as the interns are Andrews University students. However, for any additional volunteering hours, Andrews University is not carrying any responsibility.

An internship may end by completion of the requirements, or by termination of placement. Termination of placement would occur either at the student’s request, based on serious incongruence between learning requirements and the actual placement; or at the agency’s request, based on serious matters regarding professionalism and student’s behavior, and /or lack of compliance with internal rules and regulations. Any request for termination of placement will be discussed with all parties involved, and acted upon as a joint decision.

This Memorandum of Understanding was agreed upon by the CIDP Director, and agency/organization representative:
	
	     

	Agency Representative
	Date


	
	     

	CIDP Director
	Date


Mioara Diaconu, Ph.D., MSA, MSW
Director, Community & Int’l Development Program 
Andrews University

Berrien Springs, MI. 49104-0030

E-mail:
mioarad@andrews.edu
Phone:
(269)471-6675

Fax: 
(269)471-3108
ADDENDUM
Based on the above signed agreement between the Community and International Development 
	Program at Andrews University and 
	     

	on (date)
	     
	and on the selection process conducted by the agency/ 


organization, the following student(s) will complete their internship at this agency/organization, 
	during (dates) 
	     


Student’s Name:






Student’s Signature:

	1
	     
	
	

	2
	     
	
	

	3
	     
	
	


The student’s signature on this form show his/her commitment to the responsibilities attached to this internship placement. Any future issues, related to the student’s involvement with the agency/organization will be tracked back to this form, based on which the student commits to excellence during the set time of his/her internship. 
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