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The gender and women’s studies internship: The basics 
Many university degree programs offer an internship option or requirement as a way for students to explore career 
interests and build connections outside the classroom. Gender and Women’s Studies encourages all of our students to 
consider an internship. The experience provides a chance to evaluate the relevance of what you’re learning in the 
classroom, in texts, and online to real life and work situations. If you’re reading this, chances are that you have given the 
internship some thought, or perhaps you are starting yours this semester. This packet is intended to acquaint you with 
internship opportunities and responsibilities. Before beginning your internship, you will need to meet with the Chair of 
Gender and Women’s Studies and your internship supervisor. During your internship, this guide will offer you the essential 
paperwork and guidance for making the most of the experience. 

	 Who? 

Any declared GWS major or minor can do an internship. Majors and minors need to meet with the Chair of Gender and 
Women’s Studies to be officially declared. 

	 	 	 What? 
The internship is a customized learning experience that takes place outside of the classroom, earning 3 credits. You 
register for GWS 4400 and complete 60 hours of work at an internship site with the supervision of a qualified 
professional. In addition, you complete course requirements (reading and writing), which will be evaluated by the Chair of 
Gender and Women’s Studies. At the end of the semester, you will receive a course grade based on the work submitted 
to the department as well as the evaluation provided by your supervisor. Most internships are unpaid.

	 	 	 	 	 Where?
The internship can be just about anywhere: on or off campus, in the Greater Kalamazoo area, your home town, or a 
completely different location in the U.S. or around the world. There are many options of sites--organizations, businesses, 
or agencies--which focus on gender and/or social justice. If you don’t already have ideas in mind, the department is 
happy to help you identify options. Another great resource is your peers! Ask your classmates about where they are 
doing an internship. 

	 	 	 	 	 	 	 When?
Students usually do internships after they’ve completed several GWS courses. Typically they do the internship during fall 
or spring semester, though some complete an internship during summer or on a timetable that doesn’t match the 
academic calendar. The department can be flexible in helping you adapt the requirements to your schedule. However, it 
is imperative that you not wait until the last minute. Seek guidance well before you plan to start an internship.

	 	 	 	 	 	 	 	 	 Why?  

The internship is a valuable complement to students' academic learning experiences. GWS interns have a special 
opportunity to make connections between their coursework and the world outside the classroom, and many students are 
gratified by the chance to contribute to social justice causes, bringing with them sensitivity and curiosity related to 
sexism, racism, heterosexism, and economic inequality. Internships foster students' deeper appreciation of GWS 
concepts, and students receive mentoring from professionals while volunteering their services, skills, and fresh ideas. 
Internships also help you to cultivate connections with community members, develop greater professional competence, 
build your resume, and explore potential career paths.
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Step 1: Gather information
The first step toward beginning an internship is to collect information. Here’s what we recommend, in whichever order 
makes sense to you.

 Review this packet, including the Possible Internship Sites. This PDF is housed on our website so that you can easily 
access it from any location.

 Meet with the Chair of Gender and Women’s Studies in 3061 Moore Hall.

 Talk to other students about their internship experiences.

 Visit Career and Student Employment Services in 1401 Ellsworth Hall, and explore their online resources at http://
www.wmich.edu/career/. Look for their pages on internships and etiquette for making professional contacts. 

Step 2: Explore internship options
At least one semester before you intend to begin, give some thought to your internship goals. You might consider:

• What topics or issues am I inspired to learn more about? What social justice causes would I like to contribute to? 

➡ A large number of GWS students seek internships that work on reproductive justice, LGBT/queer rights, girls’  
self-esteem, and advocacy for survivors of gender-based or sexual violence. Other topics that inspire interns 
include immigration, poverty, homelessness, incarceration, the environment, politics, the law, mental health and 
health care, and literacy. Not all internships focus on social problems, though. For example, you could intern 
with an arts organization, a news agency, a school, or some other business that welcomes your interest in 
women, gender, and social justice.

• What career am I planning for? What job skills would I like to cultivate?

➡ An internship is a great way to test out a job you’re curious about, a chance to learn what skills and 
personality traits you have--or need--to succeed in a particular field. You might start by reading job ads in your 
field, if you have a career path in mind. What skills do employers want in prospective hires, and how might your 
internship add to your credentials? Many students are uncertain about future careers, and this makes an 
internship a great opportunity to learn more about yourself. Do I have what it takes to be a strong advocate, a 
successful fundraiser, an effective copy writer, or a patient leader of children’s groups? Am I at my best working 
alone, with one or two collaborators, or in small teams? Is an office the place for me, or do I feel most engaged 
when I’m out interacting with people in the community? The opportunities for self-realization are many. You may 
discover that your comfort zone expands as you experiment with new experiences, for example, or you may 
learn that you love to compile and organize data.

• How flexible is my schedule? What transportation options do I have?

➡ Some organizations will have very specific needs for interns at particular days and times, whereas others 
might accommodate your class and work schedule. Access to a car, or the convenience and reliability of the 
bus schedule, may be a consideration for you if you seek a site off-campus. GWS doesn’t care when you 
complete your 60 hours--it could be stretched over the full semester or condensed into 4 or 5 weeks. You will 
need to establish hours with your internship site. Training required by your internship may count toward your 
hours. If you want to be a victim advocate, for example, a multiple-day training may need to be completed 
before you can begin providing direct service. Asking questions and planning ahead are very important. 

• Am I prepared to make a longer-term commitment beyond the scope of the GWS internship requirements? 

➡ Because internship hosts make a significant investment in working with you, they may expect more than 60 
hours. For example, the Sindecuse Health Promotion and Education internships require two-semester 
commitments, and some organizations cannot supervise students unless they agree to complete 100 or more 
hours. 
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Step 3: Contact potential internship site
There is no one “best way” to approach an internship site, but generally keep in mind that you want to make a favorable 
first impression. Start by learning about the business or organization. Do they have an existing internship program? Have 
they advertised through BroncoJobs (http://wmich.experience.com/experience/login) or elsewhere? If so, it’s likely that 
there are instructions for whom to contact and how to apply. 

Other sites, especially smaller organizations, may require more effort on your part. In some cases, a volunteer coordinator 
would be an appropriate first contact. Depending on the person and the organization, you might be most successful 
reaching someone by telephone, web contact form, email, or an in-person visit. Be professional in your communication, 
be patient in awaiting a response, and be persistent if your first effort doesn’t receive a response. Always remember to 
express gratitude and respect for the person’s time and priorities, which might not coincide with yours. Gender and 
Women’s Studies provides a Letter of Introduction, which you may print and share with your prospective supervisor.

Be prepared to convey what value you will bring to the internship, highlighting your field of study, any relevant work or 
volunteer experience, what skills you bring, and what goals you have for the internship. Among the top attributes that 
employers seek are communication and interpersonal skills, problem-solving abilities, research experience, computer 
skills, and the ability to work independently and on teams. Whether you convey this information verbally or in print, it is 
wise to write out your script, read it aloud, and proofread it. Ask a friend or family member to listen and give feedback.  

When you get a chance to speak with someone at the site, have specific questions in mind to ask, such as:   
• What are the needs of the organization, and how can I help address them? 
• What time commitments are involved?
• What kind of supervision and mentoring do you offer?
• Will there be opportunities to remain involved (or gain employment) following the completion of the internship? 

If you require a disability accommodation of any sort, be sure to ask about it and communicate your needs.

Step 4: Set up internship agreement
The Internship agreement is a crucial document that specifies your commitment to the internship site and their 
commitment to you. It needs to be signed by you, your immediate supervisor, and the department chair. The form must 
include a list of responsibilities, which you will establish in conjunction with your supervisor. To complete the form, it is 
best to meet face-to-face with your internship supervisor to discuss your expectations and roles. (In some 
circumstances, you may be able to complete the paperwork over email.) It is not appropriate to submit a generic list of 
volunteer tasks; rather, you must specifically indicate the tasks that you will be undertaking during the internship. 
Everyone understands that these may be subject to small modifications during the course of the internship. However, this 
document is the one we will refer back to in evaluating your work, so you’ll want it to be as accurate as possible. 

Step 5: Seek department approval and register
If you have not met with the Chair of Gender and Women’s Studies before now, you should do so to ensure that you’re 
on track with the requirements. If you have already discussed your plans with the chair, you may simply submit your 
completed Internship agreement to 3061 Moore Hall. All agreements must be received no later that Friday of the first 
week of class in order to register for that semester. It is wise to submit earlier so that any oversights can be addressed 
before registration closes. You cannot late add an internship.

Once approved, the Director will sign the agreement, and Patty DeLoach will grant your permission to enroll in GWS 
4400. Ms. DeLoach will send you an email asking you to verify that you are enrolled in the course.

Department of Gender and Women’s Studies  Western Michigan University

Internship Guidelines 4

http://wmich.experience.com/experience/login
http://wmich.experience.com/experience/login


Step 6: Acquire course materials *
There is one book required for the course: Michele Tracy Berger and Cheryl Radeloff, Transforming Scholarship: Why 
Women’s and Gender Studies Students Are Changing Themselves and the World (Routledge, 2011), ISBN 
0-415-87328-2. It is available through the campus library and from many online retailers.  

Step 7: Complete internship hours and post to blog *
While you are pursuing your internship and completing the required 60 hours, you should maintain a blog that charts your 
hours and activities. In addition to describing what you did, the blog should convey how you are making progress toward 
your overall goals as well as any realizations or reflections you are having related to the work you are doing and the 
overall themes we explore in Gender and Women’s Studies. The audience for your blog is your internship supervisor, the 
Chair of Gender and Women’s Studies, and your peers, and you also have the option of making the blog visible to a 
broader audience, provided you are not violating any privacy stipulations for your internship. Please read and comment 
on your peers’ blog postings.

Step 8: Request supervisor evaluation
Several weeks before the end of the semester, you will want to approach your supervisor to request her or his evaluation. 
Your will need to provide your supervisor access to your blog and the Internship evaluation form. It is your responsibility 
to confirm that the supervisor’s evaluation is delivered directly to the department office.   

Step 9: Submit final paper *
Your final paper is an opportunity to reflect on your experience in the internship and how it relates to your overall learning 
in Gender and Women’s Studies. The paper should be 6-8 pages, typed and double spaced, with a title, appropriate 
citations, and carefully proofread. The paper will be uploaded electronically to the ELearning dropbox. The central 
question your paper should answer is What is the significance of your internship activities in relation to the core values of 
Gender and Women’s Studies? You will want to think about whether your internship experience overlaps with, confirms, 
or contradicts your GWS classroom education. Whereas your blog will be primarily descriptive and reflective, the paper 
should be analytical, offering reasons for how and why the internship adds (or does not add) value to your GWS 
education.  

In addition to incorporating the Berger and Radeloff book assigned to the class, you are responsible for consulting at 
least three scholarly articles or one academic book pertaining to the area in which you’re doing your internship. Each 
student will discuss their resources with the GWS Director to ensure that the resources are appropriate prior to beginning 
the final paper. The final paper is due two weeks before the end of the semester.

*
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Letter of introduction

Dear prospective internship supervisor,           

Thank you for considering the possibility of working with one of our gender and women’s studies 
students. Our internship program is an important opportunity for our students to gain first-hand 
experience in areas related to their course of study. Whether this is your first intern from our de-
partment, or you have worked with our students previously, please know that we are grateful for 
the time and energy you extend. Our students acquire valuable learning opportunities and men-
toring experiences under your supervision. 

So that you know a little more about our expectations, I wanted to share that students need to 
submit four items to our office to earn internship credit. First they will complete an agreement form 
the student with you and submit it, with your signature, to our office. The agreement will stipulate 
the specific responsibilities of the internship, and it needs to be submitted before the student be-
gins interning. Second, the student will maintain a journal electronically (posted to a blog) during 
the course of the internship, documenting her or his hours and the work completed. Third, as the 
student’s supervisor, you will complete an evaluation of the student’s performance as an intern, 
drawing from your observations as well as the student’s account on the blog. The fourth item is a 
reflective paper that the student will submit to the department at the end of the semester. 

Our internship requires that students complete a minimum of 60 hours at the internship site. We 
recognize that you may require a greater commitment. If so, please specify the hours you expect 
the student to complete on the agreement form. 

The student you are working with will provide you with the internship agreement form and the in-
ternship evaluation form. Both documents need to be submitted our department. Students typi-
cally bring us a hard copy of the internship agreement form when they come in to register for cred-
its. Before the end of the semester, you will be asked to write up a final evaluation. Feel free to mail, 
email, or fax the form. We prefer to receive it from you directly, rather than from the student.

Once more, I want to convey the gratitude of our department for your involvement in the personal 
and professional growth of our students. Please be in touch if you have ideas or suggestions for 
enhancing the experience.

Respectfully,

Dr. Susan Freeman, Chair
Department of Gender and Women’s Studies
Western Michigan University
susan.freeman@wmich.edu
269-387-2511
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Possible internship sites	 	
The sites listed below have previously hosted Gender and Women’s Studies interns or have at one time indicated that 
they are receptive to hosting them. This is not an exhaustive list of possibilities, but rather a place to start if you are 
unsure about what you’d like to do. 

Organization Phone/Email Website/Address
Planned Parenthood (269) 372-1205 www.ppscm.org/volunteer 
Big Brothers/Big Sisters (269) 382-6800 www.bbbsmi.org 
Kalamazoo Literacy Council (269) 343-8666 www.kalamazooliteracy.org/tutors 
Kalamazoo Gay Lesbian Resource Center (269) 349-4234 www.kglrc.org/volunteer 
Girl Scouts (269) 342-1516 www.gsgec.org 
Girls on the Run (269) 491-6855 www.girlsontherunkazoo.org 
YWCA of Kalamazoo (269) 385-3587 www.ywcakalamazoo.org 
Southwest Michigan Black Heritage Society (269) 381-9775 http://www.smbhs.org/
American Foundation for Suicide Prevention (218) 669-1898 (Rgnl. 

Director)
www.afsp.org 

Kalamazoo Prosecutors Office (269) 383-8993 www.kalcounty.com/opa/
communityprosecutor.htm 

Sexual Assault and Prevention Education (FIRE! Peer 
Educators)

(269) 387-2999 www.wmich.edu/healthcenter/
healthpromotion/ 

Sexual Health Peer Education (269) 387-2995 www.wmich.edu/healthcenter/
healthpromotion/ 

Theatre for Community Health (269) 372-1205 www.wmich.edu/healthcenter/
healthpromotion/ 

Fire Historical and Cultural Arts Collaborative (269) 344-6659 www.thisisfire.com
AIDS (269) 381-2437 www.caresswm.org 
ACLU (269) 375-6576 www.aclu.org 
Edison Neighborhood Association (269) 382-0916 www.edisonneighborhood.com 
NAACP (269) 343-4105 www.naacp.org 
MI Citizen Action (269) 349-9170 www.michcitizenaction.org 
MI Education Association (269) 344-7428 www.mea.org 
Northside Association for Community Development (269) 344-5490 www.northsidenacd.com 
Oakwood Neighborhood Association (269) 344-9170 www.oakwoodneighborhood.org 
Prevention Works (269) 388-4200 www.prevention-works.org 
Vine Neighborhood Association (269) 349-8463 www.vineneighborhood.org 
Habitat for Humanity (269) 342-7188 www.habitatkalamazoo.org 
Vineyard Outreach Ministry (269) 349-2388 www.vineyardoutreachministry.org 
Kalamazoo Junior Girls Organization (269) 344-2330 1114 W. Paterson St Kalamazoo
Gryphon Place (269) 381-1510 www.gryphon.org 
Gilmore Foundation (269) 342-6411 www.isgilmorefoundation.org 
Kalamazoo Community Foundation (269) 381-4416 www.kalfound.org 
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Organization Phone/Email Website/Address
Kalamazoo Promise (269) 337-0037 www.kalamazoopromise.com 
Susan Komen Foundation (269) 341-0747 www.komenswmichigan.org 
United Way (269) 343-2524 www.kalamazoounitedway.org 
KPEP (269) 383-0444 www.kpep.com 
Hispanic American Council (269) 385-6279 www.hacc-chac.com 
MRC Industries (269) 343-0747 www.mrcindustries.org 
Legal Aid Kalamazoo (269) 343-3658 www.michiganlegalaid.org 
League of Women Voters (269) 544-0303 www.lwv.org 
Democratic Party (269) 342-4217 www.michigandems.com 
Republican Party (269) 345-8311 www.migop.org 
American Red Cross (269) 353-6180 www.greaterkzooredcross.org 
CAN (Child Abuse and Neglect) Council (269) 552-4430 www.kcan.org 
Kalamazoo Community Advocates (269) 342-9801 www.communityadvocates.org 
Elizabeth Upjohn Community Healing Center (269) 343-1651 www.communityhealingcenter.org/ 
Douglass Community Association (269) 343-6185 www.douglasscommunity.org 
Deacon’s Conference (269) 343-7333 www.deaconsconference.org 
Loaves and Fishes (269) 343-3663 www.kzoolf.org 
Residential Opportunities Inc. (269) 343-3731 www.residentialopportunities.org 
Salvation Army (269) 344-6119 www.salvationarmyusa.org 
Rickman House (269) 382-0287 345 N. Burdick St. Kalamazoo 
Volunteer Center of Greater Kalamazoo (269) 382-8350 www.volunteerkalamazoo.org 
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Internship agreement	 	 	       	   
Prior to beginning an internship, the student and a supervisor at the internship site should complete this form. The 
student is responsible for submitting it to the department (3061 Moore Hall) for approval. Once signed by all three parties, 
the student will be registered for internship credits (GWS 4400) and the internship activities may begin. 

Student’s name  _______________________________     WIN  _______________________________

Email address 	 _______________________________	     Phone _______________________________

	 Intended semester of registration 	 _______________________________

	 Intended dates of internship 	 _______________________________

Name of Organization/Business/Agency ___________________________________________________________________

Mailing Address ________________________________________________________________________________________

Web Address __________________________________________________________________________________________ 

Supervisor’s Name and Title ______________________________________________________________________________

Supervisor’s Phone _______________________________ Supervisor’s Email ______________________________

Description of Internship Responsibilities (attach additional sheet as needed).

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

_______________________________	          _______________________________  	  _______________________________
Internship supervisor signature*	          Student signature	 	 	  Department chair signature 
* signature indicates that the supervisor has approved the activities listed above and is willing to provide an evaluation of 

the student on completion of the internship 	

DATE RECEIVED IN GWS ______________________ 
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Internship evaluation

The student is responsible for sharing this form with the internship supervisor, who should complete and submit it directly 
to Gender and Women’s Studies by mail: 1903 W. Michigan Ave, Western Michigan University, Kalamazoo MI 
49008-5365; email: patty.deloach@wmich.edu; or fax: 269-387-2507. 

Students: make sure your supervisor knows how to read your blog!

Student’s name  _______________________________    

Please address the following in your evaluation. Feel free to answer the questions on a separate page.

1. How accurately does the student’s blog reflect her or his actual work? 

2. What was the student’s most significant contribution during the internship?

3. If the student were to participate in similar activities in the future, what suggestions would you have for how 
she or he might have a more meaningful experience and/or make a greater contribution?

4. Please offer an overall assessment. The quality of the students work ranks: 
A. among the very finest, in the top 5%
B. good
C. satisfactory
D. unsatisfactory (please explain)

I certify that the student completed the 60 hours as described in the initial agreement.

   _______________________________  ________________________
	 	 	 	 	 	 Internship supervisor signature	 Date	 	

DATE RECEIVED IN GWS  ______________________ 
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