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EXS 496 – INTERNSHIP IN EXERCISE SCIENCE 
Western Kentucky University 

School of Kinesiology, Recreation & Sport 
-Exercise Science- 

 
Supervising Faculty Member:  *See Topnet for instructor of record* 
Prerequisite(s): EXS 296, EXS 412 (pre- or co-requisite), declared EXS major, and GPA > 2.5 at registration  
Credit Hours:  6 Credit Hours 
 

Course description: –Comprehensive practical experience in a selected Exercise Science environment. Development of 
practical skills with on-the-job experience. Students will be responsible for their own transportation to designated or assigned 
sites.  

Course information:  As a part of the Exercise Science curriculum, you will participate in a culminating experience by 
completing 300 hours for the EXS 496 Internship in Exercise Science (6 hr.). The term, “Internship,” refers to a supervised, 
short-term, full-time educational work experience with an approved agency, organization, or institution. An Internship allows 
a student to develop professionally through a work experience under the guidance of leaders in a field.  This is required to 
give you practical experience in various job settings related to the field of Exercise Science. These experiences will allow 
you to develop and enhance skills required in settings in which you are interested. Also, you should view the internship as 
the opportunity to determine if the experience at the specific site might represent a desirable career route.  Your faculty 
advisor and/or Faculty supervisor will make the final decision as to the most appropriate site for you. 

You will be advised to enroll in EXS 496 in your final semester.  Because most internship sites will provide opportunities 
for a great deal of hands-on experience, you will be advised to have completed most of your 400 level courses before enrolling 
in EXS 496.  The 400 level courses you have completed will vary based on your individual progress in the Exercise Science 
program.  The program coordinator, your advisor and the instructor for the course will determine what exceptions or special 
circumstances are appropriate when enrolling in EXS 496.          
 
Learning outcomes:  Your Internship site is an extension of the curriculum where the experience affords you an 
opportunity to apply your theoretical knowledge and technical skills in a practical manner, gaining valuable pre-professional 
in-service training, which will better enable you to perform with a higher level of skill and confidence. The learning outcomes 
(LO) for your internship are: 

LO1: Demonstrate in-depth knowledge and understanding of the theories related to Exercise Science; use this to then 
construct well-rounded, safe and effective programming 
LO2: Demonstrate professional skills through the practical experience of conducting fitness assessments, running 
computer analysis of data, teaching, and conducting fitness/wellness labs, etc. 
LO3: Utilize your abilities in critical thinking in written and oral communication  
LO4: Cultivate intellectual self-reliance 

 
Student Evaluation: Each student completing EXS 496 will be evaluated by the supervising WKU faculty 
member based on: 

A) Forms and Google Form: Submitting appropriate forms (CPR certification, HPSO Liability Insurance, 
Progress Reports, etc.) on or before the stated deadlines.  

B)  Progress Reports & Portfolio: This will outline and describe activities/projects/experiences 
accumulated during the Internship experience. Details may vary based on faculty supervisor. 

C) Student Final Performance Appraisal from the Agency Supervisor: The final written and verbal 
evaluations from site supervisor at the Internship site - An evaluation will be sent to your supervisor 
via e-mail using an electronic survey format toward the end of your Internship hours.
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GRADING POLICY 
 
Agency Supervisors will provide a Midterm and Final Evaluation of the Student (forms may vary based on faculty 
supervisor, examples are provided below). These ratings will be taken into consideration when the WKU Faculty 
Supervisor determines the final grade. Students complete ALL required forms and assignments to the Faculty 
Supervisor prior to receiving a grade. 
 
The following list indicates the assessment and relative weight of each assessment (this may vary based on faculty 
instructor): 
 
 
  ITEM                            Weight  
 

Completing 300 Hours       30% 
Weekly Reporting Quizzes      10% 

 Mid-term Evaluation by Supervisor     10% 
 Final Evaluation by Supervisor      20% 
 Portfolio        20% 
 Student Evaluation of Internship Site, Supervisor, & Advertisement 10% 
          100% 
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EXS 496 Internship- Check-list 
FOLLOW THE BELOW STEPS – IN ORDER 

 
¨ The DUE DATE for Internship site, HPSO Liability Insurance, and CPR/AED is the Friday before Finals Week of the 

semester before the semester you plan to take EXS 496.  For example, if you plan to take EXS 496 in the Summer or Fall, 
you must submit the information/paperwork by the Friday before Finals Week of the Spring semester.  Or, if you plan to 
take EXS 496 in the Spring semester, you must submit the information/paperwork by the Friday before finals week in the 
Fall semester.        

o Internship Site:  Begin searching for you Internship site early.  It is optimal to begin the process of searching 
for an Internship site approximately of three (3) months prior to the beginning of the semester in which you 
plan to enroll.  Please note, three (3) months is optimal, but not always necessary.  For example, plan early in 
the Fall semester by searching for a site and getting the required documents ready to be able to submit on or 
before the deadline so you can complete your hours during the Summer session or Spring semester.  Another 
example, plan early in the Spring semester by searching for a site and getting the required documents ready to 
be able to submit on or before the deadline so you can complete your hours during the Fall semester.     

§ An Excel spreadsheet with a list of approved Internship sites is provided on the EXS webpage. 
http://www.wku.edu/exs/practintern.php or directly here.     

§ If you find a site not on this list please email the Faculty Supervisor for approval.  Include the name 
and contact information of the site along with a description of what you plan on observing.  Please 
include a web link for the facility in your email.  It is up to you to make an effort to contact the potential 
sites where you are interested in conducting your observation hours and follow-up, if necessary.               

o Purchase HPSO Liability Insurance:  More information about purchasing HPSO Liability Insurance is 
located later in this Handbook/syllabus (page 4 below). 

o Obtain or renew CPR/AED certification: Additional information about CPR/AED certification is located 
later in this Handbook/syllabus.   

 

¨ Submit Internship site information, CPR certification, and HPSO Liability Insurance to Google Forms:   use the 
Google link below OR click GOOGLE FORM to submit.  Read the instructions carefully when submitting site information 
and documents using Google Forms.  You must have a Google Account for this course and you will need to sign into 
Google to complete the EXS 496 Google Form.        
 
To submit, you may click the link or cut and paste into to your web browser. https://goo.gl/forms/bvg63HQszCbQjFFo1  

 
¨ Register for the EXS 496 course via Topnet when you are scheduled to register for courses during priority registration. 

Once you enroll in the course, you have until the Friday before Finals to submit the required information.  When you are 
registered for the course, you understand that you will have the required documentation (Internship site, HPSO Lability 
Insurance, Form 1, and CPR/AED) submitted on or before the due date.         
 
**FAILURE TO SUBMIT YOUR CPR, HPSO LIABILITY CERTIFICATE, AND SITE INFORMATION BY THE DUE DATE, 
MAY RESULT IN BEING DROPPED FROM THE COURSE BY THE INSTRUCTOR.   
 

¨ For the semester in which you are enrolled in EXS 496, the instructor will notify you when the EXS 496 Internship 
Blackboard Course site is available.  
 
YOU MUST ADHERE TO THE DUE DATES TO ENSURE YOU WILL BE ABLE TO CONDUCT YOUR INTERNSHIP HOURS 
IN THE SEMESTER YOU PLAN TO ENROLL.    
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INTERNSHIP GUIDELINES 
 

1) When obtaining an Internship site, it is your responsibility to inquire about their requirements for you to perform Internship hours at 
their facility.  You are responsible for ensuring all requirements are completed before beginning your Internship hours.  Not all sites 
have the same requirements, inquire with your site of interest to ensure you are prepared to start your Internship.  When setting up 
your site, you will need to inquire what they require for you to be an internship student at their facility.  All required documents for the 
site are to be submitted to the faculty supervisor via email prior to starting your Internship hours. You may not start your Internship 
hours until you have completed the requirements and submitted the required documentation to the faculty supervisor.  Also, be 
prepared to submit the required documents to your site, upon request.  You are responsible for any cost associated with the internship 
site requirements.   

 
Some examples of site requirements include:  

a. Immunizations (must be current and remain up to date)   
b. Background check   
c. Drug Screen (you can start by contacting your Primary care physician or inquire with WKU Student Health) 

  
2) Affiliation agreements with Internship Site and WKU  

a. Does your Internship site of interest have an affiliation agreement with WKU?  
b. Do they need / require one?  Check the signed Form 1 offer letter and communicate with WKU faculty member. 
c. One example, the Medical Center and WKU have an affiliation agreement.  
d. Contact the faculty supervisor if your site will need an affiliation agreement.  This process typically takes a great deal of time 

complete and will need to be initiated and completed with ample time prior to starting your Internship hours.  You cannot 
collect hours without an affiliation agreement (if required)         

 
3) You will log 300 clock hours at your Internship site. 

a. You may NOT start your Internship hours before the official start date of the course on Topnet.       
b. Review the syllabus for how your grade will be affected by not completing your 300 hours. No incompletes will be given 

unless arranged before the start of the semester. Opportunities to pursue an “incomplete” for the internship is completely at 
the discretion of your WKU faculty member. 

 
4) If you intern at a site you work at or have previously worked at. The job duties of the Internship student MUST BE DIFFERENT 

from those offered previously. You are at the site to learn new skills, simply performing your already mastered skills does not make 
you more marketable.   

 
5) Internship students shall be subject to the work schedule of the Internship site.  You understand that you will schedule your Internship 

hours outside of your WKU courses and that attending your Internship hours is not an excuse for missing scheduled courses during the 
semester. 300 hours is the minimum required for your WKU course. Your site might require more – this must be negotiated when 
evaluating and choosing your site. 

 
6) In case of unexpected circumstances (such as illness or emergency) affecting attendance during the Internship assignment, the student 

shall notify the EXS 496 Faculty supervisor and the Agency Supervisor as soon as possible.   
 

7) If you are having any issues or concerns with the site or the personnel at your site, please contact the faculty supervisor immediately.  
Professional expectations are a two-way street, we expect you to be professional at all times and you should expect the same from 
your site supervisor and professionals you are shadowing.          

 
8) Travel/lodging expenses are the responsibility of the student during the Internship experience.  

 
9) Failing to meet the qualifications set forth in this handbook may result in the termination of the Internship experience. An independent 

decision by the student to terminate the Internship without approval of the Faculty supervisor may result in a failing grade.  Always 
communicate with your WKU faculty member! 

 
10) Internship students officially enrolled in the EXS 496 Internship course represent Western Kentucky University, the School of KRS, 

and the Exercise Science Program. Failing to meet the standards set forth in this EXS 496 handbook and the WKU student handbook 
may result in a failing grade and/or disciplinary action taken.  https://www.wku.edu/handbook/   

 
11) You are required to wear an official WKU Exercise Science Polo shirt for your Internship. Typically, it will be the EXS Polo and 

Kakis UNLESS the Agency Supervisor requires a specific uniform for you to be able to perform the duties of your Internship.  Check 
with your supervisor and your site mentors and ask them what they recommend/require.  You are representing WKU, the EXS 
program, and yourself.  Your professional conduct and dress should meet the highest of standards.  
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12)  The University accepts no responsibility for workers compensation, hospitalization, background checks, or medical services 
associated with the Internship.   

 
 

RESPONSIBILITIES AND EXPECTATIONS 
 

INTERNSHIP STUDENT 
 

1. To conform with the policies set forth in this manual and those pertaining to the agency staff. 
2. To plan thoroughly and in advance for all assignments. 
3. To do the best possible job in carrying out all assignments. 
4. To submit all documentation to the Faculty supervisor in a timely fashion. 
5. To prepare for periodic Agency Supervisor/Internship Student conferences. 
6. To be well groomed and appropriately dressed. 
7. To notify the Agency Supervisor well in advance in cases of absence from work. 
8. To be prompt, tactful, friendly, courteous, and respectful to all. 
9. To be present in the moment- leave your cell phone in your bag or car.  
10. To consult the Agency Supervisor when confronted with problems he/she cannot satisfactorily solve by 

himself/herself. 
11. To complete assignments and responsibilities as outlined in the “Internship Student/Agency/ 

University Contract”. 
12. To represent the University in a professional manner at all times. 
13. **To conform and attend to any international requirements/paperwork that must be completed if you are an international 

student. See your international advisor the semester before you plan to intern** 
 
 
AGENCY SUPERVISOR 
 

1. Is responsible for student’s orientation to the program, the staff, and for helping the student understand the 
supervisor’s job as it relates to the agency. 

2. Will provide a job description to the student prior to the internship. 
3. Will establish a schedule of experiences for the student prior to the internship. The minimum requirement 

consists of a weekly outline highlighting major events of each week. 
4. Will evaluate the work of the student in a constructive, objective and tactful way 
5. Complete a mid- and final evaluation, with comments, and submit it to the Faculty supervisor. 
6. Will require the highest standards in performance of all internship work. Where serious issues arise, the Agency 

Supervisor will contact the Faculty supervisor for informational purposes and for assistance. 
 
 
FACULTY SUPERVISOR 
 

1. Assist intern students and placement site by providing appropriate materials and processing internship 
paperwork and requests. 

2. Visit intern at least once. If the intern is far from campus, your instructor will telephone/teleconference with the intern 
and supervisor in lieu of visit. 

3. Electronic communication (email, blackboard, remind) as needed throughout the internship experience. 
4. Assign grades based on intern assignments, performance, and supervisor input. 
5. Conduct evaluation to enhance the curriculum and internship experience, and create information exchanges to assist 

with career and educational opportunities. 
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HPSO Liability Insurance 
 
Purchase HPSO liability insurance. Regardless of the semester in which you plan to enroll in Internship, proof of liability 
insurance is required. This insurance must be in effect throughout the entire Internship. If your selected Internship site 
provides insurance coverage for you do not have to purchase your own liability insurance. However, the facility must 
provide a signed letter stating you are covered under their policy. You are responsible for ensuring that the liability will 
remain current throughout all of your Internship hours.  DO NOT SUBMIT LIABILITY INSURANCE THAT EXPIRES 
DURING YOUR INTERNSHIP.  

The University accepts no responsibility for workers compensation, hospitalization, background checks, or medical 
services associated with the Internship.  

The directions for obtaining HPSO insurance for EXS 496 Internship are:  

a) To obtain this insurance, go to www.hpso.com and click "Apply Now" at the top of the page. The click 
"Professional Liability Insurance Quick Quote." For question #1 enter the appropriate information; for question 
#2 enter "Exercise Physiologist"; for question #3 enter "No"; and for question #4 enter "Student" Click 
continue, and on the next page click “Online Application.” (Applying on-line in much quicker than applying 
through the regular mail.) 

b) The rest of the form is self-explanatory. The insurance will cost approximately $35 - $45 and it is good for 12 
months. 

c) Towards the end of the form, you will see an option that says “Sign me up for HPSO e-Billing.” Under that, click 
YES. That will allow HPSO to email you the copy of your insurance confirmation once it is processed. Under 
that, where it says “Would you like to receive confirmation by fax?” click NO. 

d) After that, you will see where to enter your credit card information. 

You are responsible for ensuring that you have the correct policy and that your policy will be active during the time you 
are performing your Internship hours. See example Certificate of Insurance below.     
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CPR/AED Certification 
 
You must have your current CPR/AED certification and keep your certification current throughout your 
Internship and throughout the Exercise Science program.  Safety certification is recommended, but not required. 
American Heart Association or American Red Cross certifications are acceptable.  Failure to maintain current 
CPR/AED certification could result in a failing grade for the course.  CPR/AED re-certifications and 
certifications are offered on campus by Dr. Whitley Stone (whitley.stone@wku.edu). For more information 
click http://www.wku.edu/exs/practintern.php 

Some examples of CPR certification cards 
 
 

          
 

                                   

Front of card  Back of card  
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DRESS CODE 
 
For the dress code, you are required to wear an official WKU Exercise Science Polo shirt, with logo for your 
Internship UNLESS your Agency Supervisor requires another uniform. Here are the steps for you to purchase a shirt.  

 
1. BlueCotton. Address and Phone number can be located via the 
web address below.   https://www.bluecotton.com/helpcontact.html 
 
2. You will purchase a Black Polo with the 
UNDERGRADUATE EXERCISE SCIENCE logo for around $26.00 + 
tax. The shirts are very nice! ASK FOR THE UNDERGRADUATE 
EXERCISE SCIENCE LOGO! Do not order the Master's Kinesiology 
program logo. These shirts are REQUIRED for your Internship 
experience as well, so you will have to purchase one eventually.  
 
3.  You are representing WKU, the EXS program, and 
yourself.  Your professional conduct and dress should meet the 
highest of standards.  Comfortable shoes are fine---no flip flops or 
sandals.   
 
 
  
 
 
 
 

Check out the shirts here:  https://www.bluecotton.com/proof/proof14647-EX.jpg     
 
Close up:  http://www.bluecotton.com/proofs13/Aug/116710wkuexcerciseUNDERGRADPROOF.jpg 
 

Here is a sizing chart:  http://shop.russellathletic.com/info/sizeGuide 
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PROGRESS REPORTS 
 

DUE DATES WILL BE POSTED ON BLACKBOARD COURSE PAGE 
 
To keep the Faculty Supervisor up-to-date (and you accountable) in staying on top of your weekly time 
sheets / hours logged and your weekly reflections on your Internship experience, you will be required to 
submit weekly reports and update your portfolio throughout your 300 Internship hours.  These weekly 
reports will be found on Blackboard and will also prompt you to build your bulb portfolio website.  
 
For these assignments, you will upload the following to your bulb page: 

• Your weekly time sheets / hours logged (with a running tally of hours completed).  You will make your 
own time sheet, unless your site provides one for you.   

 

•  Your weekly reflections which should include specific details of each week and what you have learned 
and what you able to experience by observing. Include the good the bad and the ugly…You are there 
to observe and to get a better idea of the day to day responsibilities of the career you are observing. 
Your weekly reflections should include an image of you at your site. Details and guidelines will follow.  

 

 
These do not have to be the final versions of these documents. Eventually, final versions of these 
documents will need to be included in your portfolio. The Progress Reports should simply be "works in 
progress." 
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Blackboard Portfolio Requirements 
Due date will be posted in the Blackboard course page  

 
You will need to submit a portfolio by sharing a link to your Bulb site (See Blackboard Assignment for Instructions). At 
the end of the semester, you are required to submit an extensive portfolio of your experience via Blackboard.  Your 
grade comes from both your on-site Agency supervisor's evaluation of you and from your portfolio.  YOU NEED 
TO PUT A GREAT DEAL OF EFFORT INTO YOUR PORTFOLIO and ensure that you clearly validate your 
experience and how it has further established your realistic goal to pursue your career choice or how it has directed 
you in a positive manner toward some career path.  Each of the assigned documents in the portfolio need to look 
very professional and organized.  

Instructions for What to Include in your Portfolio. 
Follow the instructions and troubleshooting guide on Bulbapp.com. The brief tutorial below will get you started. 

1. Start by creating a bulb account.  

2. Once an account has been created, consider following any tutorials the 

platform offers. You are WELCOME to improve upon your instructor’s 

bulb page! 

3. Update your header information by telling us who you are and adding a 

professionally appropriate photo 
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4. Start creating content pages titled: 

a. Internship Information 

b. Professional Goals 

c. Professional Resume 

d. Log of Internship Hours 

e. Weekly Journal Entries & 

Documentation 

f.     2 Page Paper of Intern Experience 
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5. Minimal Page Requirements 

a. Title Matching #4’s list 

b. Header Picture 

c. Content addressing respective page requirements 

(outlined below) 

6. When publishing, make sure to publish each page publicly 

 

Bulb Page Required Content 
1. Internship Information 

a. Please add a high-quality picture of yourself at 
your internship site. In the photo, you should: 

i. Be wearing either your Exercise Science 
polo or the required attire/uniform for your internship site. 

ii. Have the facility in the background of the picture. 
iii. Have someone take the photo for you (no selfies) 

b. Tell Me Information About Your Site: 
i. Name of the facility and its physical address: 

ii. Name of your coordinator or site supervisor: 
iii. Phone number for your coordinator or site supervisor: 
iv. Email for your coordinator or site supervisor: 

2. Professional Goals 

a. This is your chance to express what you want to do with your career beyond your resume... 
b. Here are a few prompts you should use to start the conversation. You are welcome to expand 

beyond this list: 
i. Are you going to start a job or do you have a job lined up? 

ii. Are you going to start a graduate program? 
iii. Have you applied for a job? If so, where and what is the position? 
iv. Have you applied to a graduate program? 
v. Are you going to take any professional certification exams? 

vi. What has your internship done to help you pursue your professional goals? 
vii. What are your short- and long-term professional goals? 

viii. Now that you are going to be an Exercise Science graduate, where do you plan to be in 
5-10 years professionally? Geographically? 

ix. What did you plan to do professionally when you enrolled at WKU? 
x. Have you decided to do something different for, career wise, after graduation? What is 

your career path now? 
xi. If you plan to do something different (not directly related to Exercise Science, that is 

great! tell me about it...) 
xii. Feel free to add any additional details, tell me your story... 

3. Professional Resume 

a. Research the various resume templates and create a well-organized resume that represents 
your academic and professional experience. You will continue to update your resume 
throughout your academic and professional career. Put time and effort into submitting a 
resume that you would submit for a job or for a graduate program.   
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b. After uploading your resume document, write a comment that includes your permanent email 
address and social media handles. 

4. Professional Goals 
a. Take time to eloquently describe your short- and long-term goals. Tell us what you 

specifically want to do professionally upon graduation. 
b. Prompts will be provided by your instructor. Use those prompts to get you started- you do not 

have to answer all the prompts and you can address other topics not specified. This is your 
chance to tell us your story and dreams. 

5. Log of Internship Hours 
a. You need to record your daily internship hours and keep a running tally. You should keep 

your site supervisor informed of your hourly progress along with your WKU faculty member. 
Post images or PDFs here to document your weekly progress.  

b. You can use Word or Excel to document your time. If your site provides a time sheet, use it! 
6. Weekly Journal Entries & Documentation 

a. Your internship will be full of memorable experiences that may escape your recollection if 
you don’t write them down! 

b. You will answer prompts through Blackboard reporting quizzes, but take this opportunity to 
do a video/photo journal of your experiences at your site. Provide a short (2-3 sentences) 
descriptions of your images.  

c. This is a very short example of what a Week 1 report might look like: 
i. Week 1: Date X-Y- # hours collected 

ii. “This week I went through orientations at my site. My orientation was delivered by my 
site supervisor and a new hire at their facility. I learned about general expectations, 
code of conduct, and what my daily responsibilities would be. My site supervisor was 
very approachable and welcoming to my observation and I think I'll have a chance to 
learn a lot from this semester!” 

 

d. Take time to record your experiences here in visual form! 
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e. Include evidence of anything in which you participated, programs you designed, classes you 
taught, activities that went on during your time at the Internship site.  

f.     Include pictures, video, scanned in documents etc. -- add as much as you would like! 
g. Examples include: pictures/video* of the facility, pictures of you performing your 

responsibilities, video interview of your supervisor or clients, treatment plans, brochures, 
exercise prescriptions, etc. Make sure to give us a description of what the photo/video reflects! 

h. Please take a look at the bulb video tutorial for adding video and pictures to your bulb 
Internship portfolio.  

i. *Please follow all facility guidelines in regards to taking pictures and video in regards to 
patient privacy and HIPPA regulations. Ask your supervisor about the policy and what is 
acceptable in regards to taking pictures or videos before attempting to do so. 

i. You DO NOT have to have a client/patient in the picture. 
 

7. 2-Page Paper of Internship Experience 
a. This is a Final Synopsis of Your Internship Experience 
b. Include a two-page paper summarizing your experience (i.e. why you chose that particular 

site, what you liked/disliked, what you learned, whether that particular type of job still 
interests you as a potential career path, etc.).  

c. Upload a Word or PDF document to your bulb site. Keep in mind that a future employer may 
read this as an example of writing. Make sure you are presenting yourself in the best possible 
way! 
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The instructor will have the Internship Blackboard site available for students approximately 2 to 5 days before the start of 
class or sooner.  FORM 1 will be posted on Blackboard and you will print FORM 1 and take to your site the first week of 
class.  Then, you will upload FORM 1 to Blackboard by the end of the first week of class by 5:00 PM CT.            
 

Form 1 
 
 

EXERCISE SCIENCE 
SCHOOL OF KINESIOLOGY, RECREATION & SPORT 

WESTERN KENTUCKY UNIVERSITY 
 

INTERNSHIP STUDENT / AGENCY AGREEMENT 
 

There should be three copies of this form completed. 1) Maintain a copy of this document for your records. 2) Provide a copy of the 
completed agreement to your Agency Supervisor. 3) Submit an electronic .pdf copy to your Faculty supervisor via Blackboard. 
 
The following agreement between __________________________ (Internship Student) and ___________________________ 
(Agency Supervisor) representing ________________________ (Agency), discussed and agreed upon this ____ (day) of _____/_____ 
(month/year), constitutes an agreement for an Internship 
during the _________ semester to fulfill the 300 clock hours Internship requirement. 
 
I.  Agency Supervisor responsibilities: 

A. Complete the midterm and final evaluation of student within 3 days or receipt. These forms are already available to the 
student (complete midterm between 15-175 hours and final after 300 hours) 
 

II. Agency responsibilities to Internship Student: 
A. The professional growth and development of Internship Student is the primary consideration.  
B. Expose the student to as many administrative areas of the Agency as possible.   
C.   Allow attendance at staff and/or event planning meetings when appropriate. 

 
III. Requirements of the Internship Student: 

A. Strive to become familiar with the total operation of the Agency through discussion, observation, participation, and 
evaluation.   

B. Represent Western Kentucky University and the Agency in a professional manner at all times. 
 
The Internship requirements of Western Kentucky University will be adhered to – and in such cases in which disagreements arise in 
regard to principles, practices, and philosophies of the Agency – a satisfactory solution will be determined in consultation with the 
Faculty supervisor, the Internship Student, and the Agency Supervisor. 
 
* The Faculty supervisor should approve any other Agency agreements before signed. 
 
Realizing this is an agreement and not a binding legal document, we agree to work together towards its satisfactory completion for the 
mutual benefit of all concerned. 
 
_____________  _____________________________________ ____________________________ 
        Date   Internship Student (signed)       Internship Student (printed) 
 
_____________  _____________________________________ ____________________________ 
        Date   Agency Supervisor (signed)       Agency Supervisor (printed) 
 
Internship Site Supervisor Information: 
Company Name: ________________________________________ 
 
Title of Supervisor: ______________________________________ Certification/liscensure(s) held: __________________ 
 
Years with the business: ________      Years in the profession: _________ Email: ______________________ 
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Offer Letter from Internship Site 
To be completed by site supervisor 

 
Date Completed: _______________ 
 
Student Name: _________________ 
 
Start and end dates of internship: _____________________ 
 
Number of hours per week to be worked ________ (cannot exceed 40hr/week) 
 
Address of Internship Site: _______________________________________________________________________ 
         Street    City  State  Zip 
 
 
Brief description of duties to be performed: 
 
 
 
 
 
 
Does this site need an affiliation agreement completed? ____ Yes or ____ No 

• If “yes” who should we send the affiliation agreement to?  
o Name: ________________________ 
o Title: _________________________ 
o Email: ________________________ 
o Phone: ________________________ 

 
 
 
We agree to cooperate with Western Kentucky University in achieving the curricular purposes of the training for this student. If any 
questions or concerns should arise, I will reach out to the student’s WKU instructor as soon as possible. 
 
 
 
 
____________________________________  ____________________________________ 
          Signature of Site Supervisor              Printed Name of Site Supervisor 
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EXERCISE SCIENCE PROGRAM - WESTERN KENTUCKY UNIVERSITY FORM 1 
EXS 496 INTERN/AGENCY/FACULTY SUPERVISOR CONTRACT – 

MEDICAL CENTER – PHYSICAL THERAPY 
GIVE A COPY OF THE COMPLETED CONTRACT TO YOUR AGENCY SUPERVISOR AND YOUR FACULTY SUPERVISOR. MAINTAIN A COPY FOR YOUR RECORDS. 

 
The following contractual items between_________________________________and________________________________ 

(Internship Student)  (Agency Supervisor)             

representing _____________________________, and _____________________of the WKU Exercise Science program, 

constitutes a binding contract for the Internship during the ______________semester to fulfill 300 Internship hours. 

• Agency Supervisor student evaluation responsibilities: 
• Complete the online “Student Final Performance Appraisal” (1 week prior to Internship’s end) 
• Maintain open communication with the Faculty supervisor if a need or issue arises regarding the student  

• Agency responsibilities to Internship Student (Internship Objectives): 
• The personal and professional growth and development of Internship Student is the primary consideration. 
• Under the supervision and at the discretion of the Agency Supervisor/Physical Therapist, Internship students may gain pertinent hands-on 

experience by: 
• assisting patients with performing basic exercises prescribed by PT or PTA   
• setting up patients on exercise equipment i.e. Treadmill, Cycle ergometer, etc.   
• applying hot and cold packs  
• performing Electric Stimulation, Ultrasound and Hivamat on patients 
• assisting with patient transport     
• attending staff and board meetings when appropriate 
• participating in other relevant duties and experiences as directed by agency supervisor  

• Status of the Internship Student: 
• Classified as an “Internship Student.” 
• Has status of professional staff member. 

• Requirements of the Internship Student: 
• Strive to become familiar with the total operation of the Agency through discussion, observation, evaluation, and hands-on 

experience. 
• Represent Western Kentucky University and the Agency in a professional manner at all times. 
• Adhere to all course policies, regulations, procedures, and assignment dates as explained in the Internship Handbook. 

• Faculty supervisor responsibilities to Internship Student: 
• Supervise arrangements for and give final approval of the Internship assignment. 
• Maintain open communication with the Internship Student and Agency Supervisor on all matters pertaining to the Internship. 
• Make contact as needed to monitor student’s progress. 
• Carefully evaluate all internship documentation and determine the final grade for the Internship Student. 

 
The Internship requirements of Western Kentucky University will be adhered to – and in such cases in which disagreement arise 
in regards to principles, practices, and philosophies of the Agency – a satisfactory solution will be determined in consultation with 
the Faculty supervisor, the Internship Student, and the Agency Supervisor. Realizing this is a contractual guide and not a binding 
legal document, we agree to work together towards its satisfactory completion for the benefit of the student.     

List any additional requirements needed 
 

before beginning hours (trainings, etc.) 
 

  

Date Internship Student    1.  
 
          2.  

  

Date Agency Supervisor 



 
 

Western Kentucky University Student Handbook 
 
Academic Misconduct:  All acts of dishonesty in any work constitute academic misconduct.  In the event 
of academic misconduct, the student(s) will receive a failing grade (“F”) for the course, and may be reported 
to the University Disciplinary Committee.  You must do your own work for all of the assigned material for 
this course.  Any submitted work for the course that is not your own, plagiarized from another student, or 
not completed by you will result in immediate and extreme disciplinary action. Do not risk your academic 
career by cheating in any way during this course.       
 
Please take a moment to read the Western Kentucky University code of student conduct. The student 
handbook provides information regarding academic dishonesty, academic integrity, academic dishonesty, 
plagiarism, cheating and other types of dishonesty.  It is expected that you will conduct yourself in a manner 
that is consistent with classroom and university policies and procedures.  Failure to do so will result in the 
necessary disciplinary action through the college, department and/or university.  I encourage you to get a 
copy of the WKU Undergraduate catalog and WKU Student Handbook and review all of the student 
guidelines.  Please refer to the link for the most up to date handbook and WKU Student Handbook.  
https://www.wku.edu/handbook/            https://www.wku.edu/undergraduatecatalog/ 

 
Title IX Misconduct/Assault Statement 
  
Western Kentucky University (WKU) is committed to supporting faculty, staff and students by upholding 
WKU’s Title IX Sexual Misconduct/Assault Policy (#0.2070) at  
https://wku.edu/eoo/documents/titleix/wkutitleixpolicyandgrievanceprocedure.pdf and 
  
Discrimination and Harassment Policy (#0.2040) at 
https://wku.edu/policies/hr_policies/2040_discrimination_harassment_policy.pdf. 
  
Under these policies, discrimination, harassment and/or sexual misconduct based on sex/gender are 
prohibited. If you experience an incident of sex/gender-based discrimination, harassment and/or sexual 
misconduct, you are encouraged to report it to the Title IX Coordinator, Andrea Anderson, 270-745-5398 
or Title IX Investigators, Michael Crowe, 270-745-5429 or Joshua Hayes, 270-745-5121. 
  
Please note that while you may report an incident of sex/gender based discrimination, harassment and/or 
sexual misconduct to a faculty member, WKU faculty are “Responsible Employees” of the University and 
MUST report what you share to WKU’s Title IX Coordinator or Title IX Investigator. If you would like to 
speak with someone who may be able to afford you confidentiality, you may contact WKU’s Counseling and 
Testing Center at 270-745-3159. 
  
 ADA Accommodation Statement 
  
In compliance with University policy, students with disabilities who require academic and/or auxiliary 
accommodations for this course must contact the Student Accessibility Resource Center located in Downing 
Student Union, 1074. SARC can be reached by phone number at 270-745-5004 [270-745-3030 TTY] or via 
email at sarc.connect@wku.edu . Please do not request accommodations directly from the professor or 
instructor without a faculty notification letter (FNL) from The Student Accessibility Resource Center. 
 


