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Overview of the Internship Site Process

Thank you for your interest in hosting a Cal State East Bay (CSUEB) student as an intern for
academic credit. At CSUEB, we are required to collect information about the position(s) you
wish to offer our students for academic credit.

We use the CalStateS4 system to collect this information. In conjunction with Handshake,
we provide a streamlined workflow that allows you to offer our students both pre-approved
credit-bearing internships or report internship information necessary for us to award credit
after you have selected a student to fill your internship position.

Post Internships in Handshake

Handshake is the recruiting platform for CSUEB students
and alumni. Handshake uses cutting edge technology to
assist students with identifying and connecting with
employers, posting careers and open internships, event
information, and more. Employers can use Handshake as a
recruitment tool, to identify qualified candidates for open
positions and manage on-campus recruitment activities.

Handshake

Get the job done

(UL STTE
FAST BAY

Xising in the East

This online career development management system
includes:

e Thousands of Job and Internship listings

e Resume, cover letter and transcript upload, storage, and

submission

e On-campus interview scheduling, workshops and =™
employer information sessions Basic information

» Registering for CSUEB Career Fairs and hosting i OO vt
employer sponsored events STTEEEE

e And much more...

Use this link (https://csueastbay.joinhandshake.com/edu/employers)

to create an account or login to Handshake. If you decide to post
your internship for academic credit in CalStateS4, please let us
know via email internships@csueastbay.edu as we can designate
that the position is pre-approved for academic credit.

For assistance with getting started, please visit the Handshake support
Rage.

Cal State East Bay Internships - Employers
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Create a Partnership with Cal State East Bay

The Career Empowerment Center (CEC) welcomes partnership
agreements with external employers. If your organization is
interested in establishing an official partnership with Cal State
East Bay, please complete our Employer Interest Form.

Become an Approved Site - Register in CalStateS4

First time hosts begin by completing the Request to
Initiate Partnership (RTIP).

Once the form has been completed and submitted a

member of the CEC team at Cal State East Bay will

review your submission. Please allow 3 to 5 business
bl Al days for this review. You may receive follow up emails
C— from our team requesting clarifying information if
required.

Contact GComplete

Requirements

Partnering with California State University East Bay
Thank ng with CSUI forward 10 explofing a potential parntnership with your rganization.

Approved internship sites will receive an email inviting
the identified site supervisor to create an account. With
this account the site supervisor will be able to submit
future academic internship opportunities quickly and
simply for approval.

The Internships Program in AACE predominantly suppons career building, pre-professional intemshi P wiith for- profit and eor porate entities.

CalStateS4: Unpaid Internships

We encourage all internships to include some form of payment. The Department of Labor, under the Fair
Labor Standards Act, provides general information to help determine whether interns and students working
for “for-profit” employers are entitled to minimum wages and overtime pay. If your organization is offering an
unpaid internship, we require a signhed Memorandum of Understanding (MOU) to ensure Cal State East Bay

students are protected while working for your organization.

Once the RTIP has been approved to proceed, you will receive an email asking you to sign a Learning Activity
Placement Agreement. You can find a sample of the agreement here.

Do not sign this sample agreement as an official copy of the electronic MOU will be issued to you (or the

appropriate person you identify) via email. The MOU is electronic and can be signed and returned online.
Once we receive your signed agreement we will approve your opportunity for posting in CalStateS4.

Cal State East Bay Internships - Employers
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CalStateS4: Adding New Opportunities

If you have additional academic internship opportunities now, or in the future, you can submit
them using the existing account once it is approved and you have created your password. If
you need assistance with accessing this account, send an email to
internships@csueastbay.edu. Instructions on adding a new opportunity for approved sites can
be found on our website.

Please allow 2 to 3 business days for your opportunity to be reviewed. A member of the CEC
team will reach out to you if any clarification is required. Once approved, students will be
eligible to receive credit for this opportunity.

FPORTNNN\

CalStateS4: Adding New Contacts

Use this option when:
1.You have additional people who want to register academic internship opportunities
for your organization for Cal State East Bay students, or
2.You know that your organization has already partnered with Cal State East Bay for
academic internships but you don’t have an account

Navigate to our New Contact page and complete the form. A team member will review
the request and will reach out to you if any clarification is needed.

Cal State East Bay Internships - Employers
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Employer FAQs

Q: A student has asked me to complete a Request to Initiate Partnership, but my site was previously
approved?

A: If the internship is for a previously posted opportunity, ask the student to locate your site under Sites in
CalStateS4 and view your available opportunities. If the opportunity is posted and available the student
can complete the placement process. If you are offering the student a new opportunity that has not been
approved or the opportunity posted is not for the correct term, your site contact will need to add the
additional opportunity.

Q: How can | extend an opportunity for a current student intern?

A: Create a new offer letter or send an email to internships@csueastbay.edu and include pertinent
information about the opportunity: internship dates, compensation details and hours/week, job title and
description (if different from previous), and point of contact. If the internship opportunity is not already
listed in CalStateS4, your site contact will need to add the additional opportunity.

Q: How many hours can a student intern work?

A: Students are allowed to work up to 20 hours per week during the Fall and Spring semester and 40
hours per week during the Summer term. Students are eligible to work overtime during the summer, as
long as the internship site abides by federal guidelines when asking a student to work more than 40
hours per week.

Q: My internship site cannot complete the RTIP. What are my options?

A: The Request to Initiate Partnership is required for students seeking an internship for academic credit. If
your company is unable to complete the RTIP, a member of our staff can complete it on your behalf. Send
an email to internships@csueastbay.edu for assistance.

Q: What internship opportunities are restricted for Cal State East Bay Students?

A: Internship opportunities listed as an Independent Contractor (1099 positions), Administrative or Sales
Lead Generation positions, Marijuana/Cannabis positions, positions outside of the United States and
positions that lack training, leadership and supervision.

Q: Does Cal State East Bay provide funding for unpaid internships?

A: The Career Empowerment Center has funding through an endowment to provide summer internship
opportunities to Cal State East Bay students. More information about this program can be found on our
Community Service Internship Program website. If your organization is interested in providing funding for
Cal State East Bay students working unpaid internships, please consider becoming an Employer Partner.

Cal State East Bay Internships - Employers
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Overview of the Student Process

Students must follow this process to secure academic credit for their internship experience
using CalStateS4

..o | L a Step 1: Check for Prerequisites

e\ _ Students need to make sure they are eligible to

_ h—\ ' 4 e ERR enroll in the internship class offered by the major
r—— department, class prerequisites, and enrollment
criteria. They may need to contact the class
instructor and/or major advisors to confirm.

Step 2: Find an Internship

There are many ways for
students to find an internship!
These include searching job
aggregators and company
websites, using personal contact,
and career events. The Career
Empowerment Center
recommends using:

Handshake Help Center

What can we help you find?

CalStateS4: Create an Employer User

https://app.calstates4.com/csueastbay Account, Join a Company, and Related articles
. . . . How to Post a Job
Database of all internships for academic Connect with Schools i St it ot
. Employers
credit offered at Cal State East Bay @ o
Q@ tmonthage - Updated
How to Create a New Company
join Handshake and streamline your hiring process? Review our best Frofile

H a n d S h a ke: .::cfiil;;‘s;iil;mw ltilhe :tshpskbalo:t to crealte giiur a:cougnfand get :tartad. i Registering for an Employer

Account with a Generic Email
https://csueastbay.joinhandshake.com/edu/ e a
employers

Platform used to advertise open jobs and
internships to college students and alumni

Parker Dewey:
https://www.parkerdewey.com/
Platform that offers microinternships to

college students Cal State East Bay Internships - Students
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Step 3: Internship Approval Process

Student Internship Site Request

Clone this custom form

STUDENTS SHOULD ONLY SUBMIT THIS FORM AFTER MEETING WITH AND CONFIRMING
PLACEMENT WITH THE AGENCY OR ORGANIZATION.
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm not listed on this site, i

= sfully compilet

Once the student has identified an internship,
the CEC needs to approve it for academic
credit. If the internship site is not previously
approved and in the CalStateS4 system, the
student must submit a Student Internship Site
Request form at: https://app.calstates4.com/
csueastbay/student-internship- site-request

m After completing the form, the internship site
""': contact will receive an instructional email
e requesting that they register their internship
Complete and submit through the CalStateS4 system by completing
a Request to Initiate Partnership.
Our processing time is 3-5 business days. If
the opportunity is not posted after 5 business
days, the student can email
internships@csueastbay.edu to check the
status.
Step 4: Complete Internship Class Intake Forms
Student Safety, Learning, and Liability Form
o= -
Once the internship has been approved, the R
student can complete the placement process:  swessowers
o Log|n to Ca| State S 4 an d Con‘t|nue the can:'ogg?;g%;;%for;uper.mmmpmmmm.prmee..su.eaummr;nm...mcumpnormunmmmg.
placement process -
¢ Once all forms have been completed, the ko e s i 7 )
student will receive an email confirmation S e

Cal State East Bay Internships - Students

Spring

Complete and submit
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Step 5: Internship Course Placement in CalStateS4

The faculty teaching the internship course for academic credit will review the request for
enrollment and will approve or deny the request. Students are encouraged to reach out to
their major department if they have questions about the internship course. Once the course
intake request is successful, the final step is to assign the internship course to complete
placement.

Step 6: During & After the Internship

Students should plan to complete a timelog of responsibilities and duties while actively
working the internship.

After the internship, students and the internship site can submit an evaluation on the
internship experience.

Internship Point of Contacts

General Inquiries -
Email: internships@csueastbay.edu
Email: careercenter@csueastbay.edu

Internship Coordinator - Cherié Meredith
Email: cherie.randolph@csueastbay.edu

Director, Career Empowerment Center -
Clark Boothby
Email: clark.boothby@csueastbay.edu

Assistant Director, Employer Partnerships &
Engagement - Elizabeth Saucier
Email: elizabeth.saucier@csueastbay.edu




