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APPLICATION INSTRUCTIONS for TCNJ Psychology Internship (PSY399/499)

 Student Checklist
Course prerequisites, general information, and application documents can be found at:

http://psychology.department.tcnj.edu/internships/psy399.html
Due Dates 

· Spring Internships – must be submitted on or by the last day of classes in December.

· Summer Internships – must be submitted by April 30th.

· Fall Internships – must be submitted by the last day of classes in May.

Step-By-Step Application Instructions (starts on p. 2) 

Final Application Checklist 

1.   
Confirm in PAWS that you’re registered for 3 (or fewer) course units or were approved for a course overload the semester you want to sign up for the internship.

2.    Consult with your faculty sponsor and confirm accuracy of two application documents. 
a. Letter of Intent (from internship site) 



  Letter written on organization letterhead and includes:


  Student intern name




  Title of internship





  Name of internship supervisor





  Supervisor’s phone number and email address





  SPECIFIC intern duties 





  Number of hours/week intern will work on-site





  Start date (month/day/year) and end date (month/day/year) of internship





  [Confirm that total hours = at least 160 (for 1 unit) based on # hours/week and start/end dates]
b. Internship Attachment Form (completed by student)
  
Before submitting, double-check the following:




  Section #2: On-site tasks are the same as tasks identified in Letter of Intent




  Section #3: Assessment includes strategies A-D for 399 and A-E for 499  





  Section #4: All relevant assessment strategies are indicated at least one time 




  Section #5: If included in the application, grading components sum to 100% 

3.   
Submit internship application to online ELOPsy system and review committee feedback. 
a. To submit application, you’ll need:


  TCNJ email username and password



  Letter of Intent and Internship Attachment Form (to upload)


  ELOPsy Online Application Web address:






https://jedi.tcnj.edu/webteam/psyapp/login.php
b. Review committee feedback


  Check application on the ELOPsy Application Web site



  Edit your application if the Internship committee requests revisions

4.    Confirm final steps of the application process.
a. 
  Status of online application is “Approved.”
b. 
  You’re registered for the course in PAWS 
Step-By-Step Application Instructions (PSY 399/499)
Questions should be directed to the Internship Committee Chair, Dr. He Len Chung. Phone: 609.771.2646. E-mail: chung@tcnj.edu
Step 1: Review the course prerequisites, general information, frequently asked questions, and application documents located at: http://psychology.department.tcnj.edu/internships/psy399.html.
Step 2: Confirm that you meet course prerequisites to apply for a Psychology Internship.

Note: Student may choose to complete Steps 3 and 4 simultaneously or in reverse order.
Step 3: Find a TCNJ faculty sponsor and set up a meeting to discuss the application process. 

Both fulltime and adjunct instructors can serve as sponsors.
Step 4: Find an appropriate internship site and supervisor.

· Although the TCNJ faculty sponsor may provide guidance, it is the student’s responsibility to find an internship site.
· Student should give the Letter to Internship Site Supervisor to the prospective site supervisor so he/she is clear about the PSY 399/499 course requirements. The Letter to Internship Site Supervisor can be downloaded from the Web site included in Step 1.
· Student should discuss relevant internship tasks with the site supervisor so both parties are clear about the tasks before the site supervisor includes the tasks in the Letter of Intent (see Step 5).
· If the student is concerned about any tasks, please discuss concerns with the TCNJ faculty sponsor before moving forward with the application process.
Step 5: Request a Letter of Intent (to supervise or hire) from your prospective internship supervisor/employer. The supervisor can provide you a printed copy of the letter or can send the letter via fax to your faculty sponsor. This letter: 
· Will be included in your internship application (see Step 7).

· Should be developed in accordance with the criteria outlined in the Letter to Internship Site Supervisor.
Step 6: Consult with your TCNJ faculty sponsor to complete the Internship Attachment Form. The form, along with a sample (from a previous internship), can be downloaded from the Web site in Step 1. The completed Internship Attachment Form:

· Will be included in your internship application (see Step 7).

· Should be developed with input from your faculty sponsor and internship site supervisor. 
Step 7: Submit an internship application online. 
· Before submitting the application:
· Confirm that you have electronic copies (to upload) of your two application documents: (1) Letter of Intent and (2) Internship Attachment Form.
· Review the Final Application Document Checklist on p. 1.
· Submit application to the ELOPsy online application system at: https://jedi.tcnj.edu/webteam/psyapp/login.php
· Log in using your TCNJ e-mail username and password.
· Using the “Apply” function, choose your course (e.g., 399) from the dropdown menu.
· Complete all application fields on the first screen and hit “Continue.”
· Note: if you get an “Error: Failed to Submit Form” message, scroll down the page and look for the error message/instruction written in red.
· Correct the error and hit “Continue.”
· On the next screen, use the “Upload Materials” function to upload your two application documents: Letter of Intent and Internship Attachment Form.
· Note: the two documents must be uploaded in separate steps.
· First use the dropdown menu to select the “Type of Material” (e.g., Letter of Intent). You’re not required to have an “Other” Type of Material.

· Select the document using the “Browse” button.
· Hit “Upload Material” to upload the document.
· Repeat steps for as many documents as you need to upload.

· After uploading your documents, hit “Submit Application.” 
· Your application should appear in the “Pending Applications” section.

· Your faculty sponsor will receive an email to review your application. 
Step 8: Review ELOPsy committee feedback. There are four possible statuses during review:
· Submitted: Proposal successfully submitted and being reviewed by Faculty Sponsor. 

· Faculty Sponsor Approved: Faculty Sponsor approved the application and it is being reviewed by a member of the Internship Committee.

· Revisions Required: The requested revisions will be documented in the system and will appear online to the student and faculty sponsor.  Failure to submit the revisions in a timely manner will result in the delay in approval of your proposal. 
Note: To make revisions (e.g., upload new documents, change application information), students should edit the existing application and re-submit the application.
· Approved: Chair of the Internship Committee has granted final approval of your proposal. 
 
Step 9: Confirm final approval of the application. 
· You’ll receive an email when your internship application has been approved. 
· Login to the ELOPsy application system and confirm that (1) the status of the application is “Approved” and (2) the application appears in the “Approved Applications” section.
Step 10: Confirm registration for the course.
· Notification will be sent to Records and Registration to register you for the course. 
· It typically takes at least 5 days to process your registration, and sometimes longer. 
· Please check your registration on PAWS to ensure that you’re registered for 3 or fewer units (unless you received approval from the Dean to take an overload in the relevant term). Otherwise, you will NOT be registered for the internship course.

· Last day to register for the course is the last day of drop/add period (usually the end of the first week of classes in the semester in which you are registering for the Internship).  

 

** Students are responsible for making sure that they are registered on PAWS** 
