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ACADEMIC INTERNSHIP PROCESS 

BEFORE THE INTERNSHIP 

 

    

 

 

 

 

 

DURING THE INTERNSHIP 

 

 

 

 

 

 

 

 

1. The student checks with 

the Dean’s Office if he/she is 

eligible to take INT 4300 

based on his/her degree plan 

2. The Dean’s Office 

sends the list of students 

eligible to take INT 4300 

to the internship unit 

3. The internship unit 

organizes and informs 
students about a series of 

workshops  

4. Students attend 

the series of 

workshops 

5. Each student identifies a 

firm where the student could 

do his/her internship 

6. The student, the firm’s 

representative and the 

internship unit chair sign the 

« convention de stage » 

7. The student signs the 

internship agreement with the 

School of Business 

Administration (SBA) 

8. The internship unit assigns an 

academic supervisor to the student 
based on his/her field of internship 

9. The student starts 

his/her internship for 

8 weeks minimum 

10. The student submits bi-

weekly progress reports to 

his/her academic supervisor at 

the end of the second, fourth, 

sixth, and eighth week. 

 

11. The academic supervisor 

sends his/her feedback on the 

bi-weekly progress reports to 

the student by the end of the 

third, fifth, and seventh week  

 

12. The student submits a 

French report to his/her 

employer as specified in the 

« convention de stage » 

13. The employer fills out the 

evaluation form assessing both 

the student’s report in French 

and the quality of his/her daily 

work 

14. The student makes sure 

his/her employer has 

submitted a copy of the 

evaluation form by fax to the 

internship unit by the last day 

of the internship 



AFTER THE INTERNSHIP 
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The academic supervisor sends 

his/her feedback on the last bi-

weekly progress report to the 

student by the end of the first 

full week of the Fall semester 

15. The student submits the 

original evaluation form in a 

sealed envelope to the 

internship unit by the end of the 

first full week of the Fall 

semester 

16. The student submits hard 

copies of the French and 

English reports to the 

internship unit by the end of the 

second full week of the Fall 

semester 

17. Academic supervisors are 

given the first batch of 

internship reports for grading 

(students graduating in the Fall 

semester) 

The academic 

supervisor 

accepts the 

report  

18.c The academic 

supervisor has to 

provide evidence 

supporting his/her 

decision 

The internship unit 

checks the evidence 

presented by the 

academic supervisor 

Sufficient 

evidence   

19. The student will 

not be able to present 

his/her work and fails 

the course  

18.a As it is. 

He/she assigns 

a grade 

18.b With 

minor or major 

revisions 

20. The student submits 2 

hard copies to the internship 

unit and a soft copy to 

his/her academic supervisor 

The academic 

supervisor  suggests 

major revisions to be 

made to the report 

The student has one week 

to make the changes and 

submit 3 hard copies to 

the internship unit and a 

soft copy to his/her 

academic supervisor 

The academic 

supervisor accepts 

the report and 

assigns a grade 

19. The student will 

not be able to present 

his/her work and fails 

the course  

21. The internship unit 

establishes a schedule for 

the presentations and 

assigns to each student a 

presentation committee 

made up with his/her 

academic supervisor and 

another SBA faculty 

22. After the presentation takes place, 

each presentation committee 

communicates the presentation grades to 

the internship unit 

23. Academic supervisors are given the 

second batch of internship reports for 

grading (students graduating in the 

Spring and Summer semesters) 

24. 17 trough 22 apply to the second 

batch of students 

25. The internship unit sends the 

students’ overall performance to 

enrollment services 

20. The student will be 

able to present his/her 

work in front of a 

committee 


