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This is a step-by-step guide to use while completing the internship application in Handshake. Please
keep in mind that you are unable to save the internship application in Handshake and return to it
later. If you run into any issues or have any questions regarding the internship application in
Handshake, please email careerservices@tiffin.edu. Please also note that Handshake does update
regularly, so your screen may look slightly different than the screenshots below.

GETTING STARTED
Step 1: Log into Handshake using your Tiffin University email address and password. Handshake's
URL is specific to Tiffin University: https://tiffin.joinhandshake.com/. If it's your first time logging in, it
may ask you a few questions about your profile before taking you to the home screen.

Step 2: Once on the home screen of Handshake, go to Career center on the left-hand side.
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Step 3. Then choose Experiences,

Appointments — Resources — Experiences — Surve)

schedule time 1o meet with Read curated content from your Track your internship or co-op Answer
sXperts and build your career career center experiences center
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Step 4: Click Submit an Experience,

You have not recorded any experiences yet. Record your experie ere when you
are hired for a position.

Submit an Experience
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Step 5: Choose the , which will be School of Arts, Education, and Humanities
Internship Application. You must answer the Experience Template question before moving on in the
application, as the questions in the application will update based on the template that you choose.

Step 6: Select the , Which is the term that you will have the internship registered on your
schedule.
Step 7. Type in the ; this is the employer or organization that you're doing your

internship with. Type in the organization’s name, and then choose it from the drop-down options.

Step 8: For , type Intern and select it from the drop-down options.

Step 9: There is a checkbox under Experience to
You can choose to check or uncheck that box.

Whoever you list as your reviewers will receive a copy of your full internship application electronically
for the approval process.

Step 10: List your Site Supervisor's email. Your is your direct supervisor at the
organization/employer of the internship. Double check that the email address you're listing here is
correct, as having an incorrect email address listed will make it much more difficult to get the
approvals finalized on your internship application. If your site supervisor already has a profile in
Handshake, the information will pre-populate for them based on the email address you input. If your
site supervisor does not already have a profile in Handshake, you will need to include their title,
phone number, and name in addition to their email address.

Step 1. List the email address for your . All Faculty Mentors should already have a
profile in Handshake, so it should populate their information based on their email address.

Step 12: If you have not yet met with your Faculty Mentor
and gotten verbal approval to move forward with the internship application, you will need to stop the
application here and meet with your Faculty Mentor to get the verbal approval. Once you get the
verbal approval, you can restart on the application. If you have met with your Faculty Mentor to
discuss this internship, choose yes.

Step 13; . List your name here.

Step 14: . List your student ID number here.




Step-By-Step Internship App. Guide
School of Arts, Education and Humanities

Step 15: . List your major here, or both of your majors if you are a double major.

Step 16: . List your cumulative GPA here. Please note that you must have a 2.5 or higher GPA to
take the internship course. If you have below a 2.5 GPA, please speak with your Faculty Mentor to
discuss options.

Step 17: . List the number of credit hours that you have and/or will have by
the start of the internship. The number of credit hours completed must be more than 27.

Step 18: . Choose your student type - options are undergraduate on-campus,
undergraduate online, and graduate.

Step 19: .
Example is: Fall 2026. You must include the semester (Fall, Spring, Summer) and the year in your
response.

Step 20:

Example is: Spring 2026. Oftentimes, this is different than the semester
in which you start your internship hours. You must include the semester (Fall, Spring, Summer) and
the year in your response. You should have this course already scheduled with your academic advisor
at the time of the internship application, so that you can input this response correctly.

Step 21: List the full mailing address (street, city, state) of your
internship employer; if you will be working remotely in the internship, you will still include the
location of the employer.

Step 22: Include your internship title here; an example of an internship title is
Marketing Intern, Public Tax Intern, etc. If you do not have a specific internship title, you can put
Intern.

Step 23: We know that this may change slightly as you get
closer to your official start time, but list your tentative start date.

Step 24: We know that this may change slightly as you get
closer to the end of your internship, but list your tentative end date.

Step 25: Choose paid if your internship is paid hourly or through a
stipend; choose unpaid if you are not receiving payment for the internship.

Step 26: . If you are receiving payment for the internship, include
your hourly rate or overall stipend here. If you are not receiving payment, skip this question.

Step 27: . Include the approximate number of hours that you
will be working in the internship overall. Keep in mind that 150 hours is equivalent to 3 credit hours.
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Step 28: Select the option that
reflects the number of credit hours you have registered for the internship course.

Step 29: List the name, relationship and contact phone number for your
emergency contact throughout the next three questions.

Step 30: If you are an international student, select yes. If
you are not an international student, select no.

Step 31: If you are an international student, select | agree to the next question regarding
. If you are not an international student, select does not apply.

Step 32: .Select | agree, and keep in mind that you will need to send
weekly progress reports to your Faculty Mentor once you start in your internship.

Step 33: Copy and paste your internship description into this section. A few
words about what you are doing in the internship will not suffice, as this is what your Faculty Mentor
will be using to officially approve or decline the internship. Providing a detailed internship description
will help you to get the internship approved for academic credit.

Step 34: Once doneg, click in the bottom right corner.

Step 35: The second page of the internship application will then display. You will start at the General
Section where it reads . The information above the
General Section has been carried over from your first page, so you can leave it as is.

Read through the declaration, student participation agreement, and the nondiscrimination policy.
Click on the checkbox below each to agree to the statements and electronically sign the internship
application student agreement.

Step 36: Once finished, click

Notify your Site Supervisor and Faculty Mentor that you have submitted the internship application in
Handshake. The internship application will first go to your Site Supervisor for approval and once they
approve it, it will go to your Faculty Mentor for approval. This is all done electronically and
automatically. Please make sure that your Site Supervisor and Faculty Mentor are aware that your
internship application has been officially submitted, so that they can keep an eye out for the approval
email in their Inbox, but they should also check their Junk, Other, and Spam folder. You will be
notified once your internship application has been approved by your Site Supervisor and Faculty
Mentor. Your internship application is not complete until both of those reviewers approve your
internship application.

Career Services will be reviewing your application prior to officially launching the approval process,
which will take anywhere from O to 48 business hours. If we do find an issue with your application, we
will reach out to you directly.




