Annual Review of Internship Sites Process Overview
Purpose of the Annual Review using the Internship Site Questionnaire (ISQ)
Per CSU Executive Order 1064 Section IV, E.,
Annual Review: Campus policy shall include a plan for annual review of the
internships, both for educational purposes and for safety to the students. This review
should take into account information gathered from on-site supervisors, faculty,
university staff, and student experience.

Step #1: Set-up MegaSign
 Access the SDSU campus Master Service Learning Agreement (SLA) list
(http://bfa.sdsu.edu/financial/procurement/servlearning.aspx) to view your department’s
SLAs. Sort by Column B, which includes the acronym for the College and Academic
Department.



Follow the “How-To Guide” for Annual Review to see the steps for sending the Annual
Review ISQ to multiple sites at once using MegaSign (recommended) or individually to
each site.

Step #2: Track Internship Site Responses
 AdobeSign will file the Annual Review ISQs in the “Out for Signature” or “Signed”
sections in your Management section.
 You can import this information into an Excel sheet for tracking. Use your Excel sheet to
track responses. It is suggested to track at least these two key items: 1) if sites still want
interns and 2) if the site wants to cancel their SLA (more information in step #4).
 AdobeSign allows you to set up ongoing reminders in the Management section.
Reminders are sent as an email to the site with a link to complete the Annual Review
ISQ.
Step #3: Follow-up with Sites
 Once a site completes the Annual Review ISQ, review it and follow-up with the site to
clarify any questions about their answers and/or anything new since the site’s last
communication.
 It is recommended to track ongoing communication with sites in the Notes tab in the
Management section of AdobeSign.
Step #4: Change SLAs (if applicable)
 If a site has a new address (mailing or site), please email Contract and Procurement
Management at CPM.SLA@mail.sdsu.edu with the name of the site, SLA number, the
address to delete and the new address to add.
 If a site has additional locations for intern sites, please email Contract and Procurement
Management at CPM.SLA@mail.sdsu.edu to request the Amendment form to add the
additional site locations.
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If a site has changed its name, then the current SLA will need to be cancelled and, if you
determine the site meets the educational and risk requirements for sending students to
the site, then a new SLA with the new name will need to be completed. Please email
Contract and Procurement Management at CPM.SLA@mail.sdsu.edu with the old name
of the site, SLA number, and that you want to cancel the agreement due to name
change. If you wish to continue sending students to the site, then start the SLA process
with the new site name (go to https://goo.gl/7efWir for process). Also, complete a new
ISQ with the site.
During the Annual Review process, your department and/or the site may decide that the
SLA should be cancelled.
o In the case that the site requests to cancel the SLA, please forward the email you
receive from the site with the cancelation request to Contract and Procurement
Management at CPM.SLA@mail.sdsu.edu. Contract and Procurement
Management will take care of canceling the agreement.
o In the case that your department requests to cancel the SLA, please send an
email asking to cancel the SLA to Contract and Procurement Management at
CPM.SLA@mail.sdsu.edu with the name of the site, SLA number, reason for
canceling the agreement, and the name and email of the point of contact in your
department that the site can reach out to if they have questions about the
agreement being cancelled. Contract and Procurement Management will take
care of canceling the agreement and notifying the site.

If you have any questions about the Annual Review process, please contact Heather LaPerle,
Campus Internship Coordinator at hlaperle@mail.sdsu.edu or 619-594-4393

Key Terms
1.
2.
3.

4.

[Internship] Site: The physical location where students complete their internships.
[Internship] Site Supervisor: The internship site contact who provides direct guidance to
students who are completing internships via a Department, program or College.
[San Diego State University] Internship Site Questionnaire (ISQ): The ISQ is an
electronic document used to verify that a proposed or existing internship site is qualified
(or remains qualified) to serve as a provider of internships for San Diego State
University students in regards to risk management.
[San Diego State University] Service Learning Agreement (SLA): The SLA is an
electronic form required to qualify internship sites for use by San Diego State University
students. Any time a student is engaged in an off-campus service learning experience
(i.e., internship) in conjunction with a course for credit, an SLA is needed in order to
protect the student and the university. Colleges and Departments set the process for
initiating, reviewing and filing their SLA’s with SDSU Contracts and Procurement.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #1: Create an AdobeSign powered by AdobeSign Account
In order to get an AdobeSign account, contact the ETS Help Desk by sending the required information
listed on the ETS website: http://helpdesk.sdsu.edu/echosign.htm
Step #2: Login to AdobeSign
Once you have an account, go to https://secure.echosign.com/public/login?locale=en_US or
http://goo.gl/oBsN1k and enter in your email and password.
Step #3: Get Started Sending Multiple Documents with MegaSign (Recommended)
Click on MegaSign to start the process
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #4: Enter Student Emails
Enter in up to 300 employer emails either by clicking Import Recipients and Merge Fields from File

To import the email addresses you must first download the sample CSV file by clicking the link and open
the file.

When you open the file you will see multiple columns with sample information in them.

Updated 6/1/2017

2

AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
The only column that you are required to fill in is column A- _es_signer_email. You can enter up to 300
emails to be sent in each batch in MegaSign. Once you have entered the emails then save the
document.

Click Upload to import the list of emails

When the list has uploaded it will look like this
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #5: Attach Document
Click on Document Library to select the SDSU- ISQ Annual Review and then click Attach.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #6: Enter Agreement Name and Message, Uncheck the Preview Button & Send Document
Enter the Agreement Name and a Message to the employers. Employers will see this message in the
email they receive and when they open the document to sign. Here is a sample message:
Hello.
You are receiving this Internship Site Questionnaire Annual Review because San Diego State University
(SDSU) has an active All-Campus Service Learning Agreement on file with your organization; you
currently have, or previously had, an SDSU student complete an internship with your organization.
This questionnaire allows SDSU to assess the educational experience and potential risk associated with
having students complete internships with your organization. This questionnaire is required in order to
continue to have SDSU students complete internships with your organization.
Please review and complete SDSU - ISQ Annual Review. Let me know if you have any questions.
Thank you for offering internship opportunities for SDSU students!
Heather LaPerle
Campus Internship Coordinator
SDSU Career Services
hlaperle@mail.sdsu.edu
619-594-3493
Uncheck the box next to the Preview, position signitures or add form fields at the bottom of the page. If
you do not uncheck this box, you will not be able to send the document and will need to start over.
Then click Send.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #7: Confirmation Message
You will get a message that confirms that the document was sent.

Step #8: Signature Email
Employers will receive an email asking them to sign the document. Please note that it will show your
name, but the email address is from the system not your email. The message that you entered in Step
#6 will be in the email.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #9: Approval Confirmation Email and PDF Copy
Once the Employer has completed and signed the ISQ Annual Review then the Employer and
Department Internship Contact will receive an email that contains a PDF of the completed and signed
ISQ Annual Review.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #10: Review the Manage Section
Log into your AdobeSign Account and click Manage. Then click on Multiple Recipients to view all of the
documents sent through MegaSign.

Step #11: Review Completed Annual Review ISQs
Double click the Annual Review ISQ you want to review in order to get a PDF of the complete
document.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Directions for How to Send Individual Documents
Step #1: Get Started Sending an Individual Document
Click on Send or Get a Document Signed to start the process

Step #2: Enter Signer
Enter only the Employer email
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #3: Upload the Document
Click Add Files. The Select Files box will open and click on Library Documents to view and select the
SDSU- ISQ Annual Review and then click the blue Attach button.

Once you attach the document, you will notice that the name of the document is added to the Message
title and message sections.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #4: Enter Agreement Name & Message, Uncheck the Preview Button & Send Document
Enter the Agreement Name and a Message to the Employer. The Employer will see this message in the
email they receive and when they open the document to sign. Here is a sample message:
Hello.
You are receiving this Internship Site Questionnaire Annual Review because San Diego State University
(SDSU) has an active All-Campus Service Learning Agreement on file with your organization; you
currently have, or previously had, an SDSU student complete an internship with your organization.
This questionnaire allows SDSU to assess the educational experience and potential risk associated with
having students complete internships with your organization. This questionnaire is required in order to
continue to have SDSU students complete internships with your organization.
Please review and complete SDSU - ISQ Annual Review. Let me know if you have any questions.
Thank you for offering internship opportunities for SDSU students!
Heather LaPerle
Campus Internship Coordinator
SDSU Career Services
hlaperle@mail.sdsu.edu
619-594-3493
Uncheck the box next to the Preview, position signitures or add form fields at the bottom of the page.
If you do not uncheck this box, you will not be able to send the document and will need to start over.
Then click Send.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #7: Confirmation Message
You will get a message that confirms that the document was sent and that a weekly reminder has been
set up.
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AdobeSign: How-to Guide for Online
Annual Review of Internship Sites Process
Step #8: Approval Confirmation Email and PDF Copy
Once the Employer has completed and signed the ISQ Annual Review then the Employer and
Department Internship Contact will receive an email that contains a PDF of the completed and signed
ISQ Annual Review.
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Internship Site Questionnaire Annual Review

You are receiving this Internship Site Questionnaire Annual Review because San Diego State University
(SDSU) has an active Service Learning Agreement on file with your organization; you currently have, or
previously had, an SDSU student complete an internship with your organization.
This questionnaire allows SDSU to assess the educational experience and potential risk associated with having
students complete internships with your organization. This questionnaire is required in order to continue to have
SDSU students complete internships with your organization.

The questionnaire takes approximately 10-15 minutes to complete. Be sure to complete the entire questionnaire
as data cannot be saved and returned to at a later time. For inquiries about the Internship Site Questionnaire,
please email me. If no response is received within 30 days, the Service Learning Agreement on file may be
terminated with no additional written notification.
Thank you.

1. How many SDSU students does your organization anticipate having as interns for the upcoming year?
1

2

3

7

8

9 or more

4

2. How is the internship(s) offered? (Select all that apply)
Paid
Other

Unpaid for academic credit

5

6

3. Will students be required to do any of the following in completing their internship experience with
your organization?
YES
Purchase materials or services as part of the internship (including a uniform, parking)?
Provide personal information (including driver's license, social security number)
Provide sales leads or contact information for business references?
Serve in a capacity (including consultants) where their services are sold to clients?
Provide personal work equipment (including phone, laptop, tablet, printer, camera, video
camera, etc.)?
Drive their own vehicle in performing internship duties? (Note: Interns are NOT to use personal
vehicles to provide services for Internship sites.)

Work with children or teens?
Work with behaviorally challenged populations?
Work with individuals who have a criminal background or history of violent behavior?
Work in a facility located in an area that is high in crime?
Work with hazardous materials?
Work in a facility where physical, environmental or inherent hazards are known but not
addressed in a site orientation/training?
Work in a facility where parking and facility access are not adequately illuminated?
Operate heavy machinery?

Will interns ever work with clients unsupervised?

4. Will interns be expected to do any of the following? (Check all that apply)
Work late nights (9 p.m. or later)

Work weekend days

Work weekend evenings

Not applicable

5. To your knowledge, does your organization have any of the following on file with SDSU (or
any department or division within the University)? (Check all that apply)
Service Learning Agreement (SLA)
Agreement with an Academic Department
Aztec Career Connection Employer Account (SDSU Career Services)
None/I do not know
Other

NO

6. If requested, would your organization be able to provide accommodations for students with
disabilities and/or who require special accommodations?
Yes

No

7. How many hours per week will interns be expected to complete?
1-4

5-9

10-14

15-19

20 or more

8. Is the internship site in a location other than the U.S.?
Yes

No

9. If Yes, Please review SDSU's international internship requirements below.
SDSU requires that internship site supervisors will:
Provide an educationally appropriate internship experience, which includes a position description, a site
orientation, site tour, training overview and emergency preparedness information.
Identify and communicate to the University potential health and safety risks specific to the internship site
and/or location/city/country.
Articulate any societal, political and cultural concerns unique to the location/city/country.
Communicate to the University any change in status of the site supervisor, and when possible, identify a
new site supervisor.
Work to coordinate University site visits as needed.
Work with the University to complete requirements including the Service Learning Agreement (SLA)
Provide a general liability insurance certificate (if requested by the University).
Provide the intern with policies and procedures on handling confidential material and information.
Explain safety policies/procedures/injury & illness prevention plan (including parking and harassment
prevention).
Provide additional documentation as required by the SDSU Department Internship Contact (required for all
for-credit internships).
Provide the intern with policies and procedures for working with the site’s clients/population.
Provide the intern with policies and procedures for working at the site (including mandatory reporting on
abuse/neglect).
Please note that if you are not the site supervisor, you are expected to communicate SDSU's internship
requirements to the site supervisor prior to the intern starting at your organization.
Checking Yes indicates that your organization agrees to all international internship requirements listed
above.
Yes
No

10. INTERNSHIP SITE INFORMATION
Organization Name: _____________________________________
InternshipSite Address:_____________________________________
City:
_____________________________________
State:
_____________________________________
Country:
_____________________________________
Phone Number
(xxx-xxx-xxxx):
_____________________________________
International
Phone Number:
_____________________________________
Fax Number:
_____________________________________
Organization Website: _____________________________________
11. Mailing address, if different from the address above
Organization Name: _____________________________________
InternshipSite Address:_____________________________________
City:
_____________________________________
State:
_____________________________________
Country:
_____________________________________
Phone Number
(xxx-xxx-xxxx):
_____________________________________
International
Phone Number:
_____________________________________
Fax Number:
_____________________________________
Organization Website: _____________________________________
12.
Point of Contact for the Organization
Name:
_____________________________________
Title:
_____________________________________
Email Address:
_____________________________________
Phone Number
(xxx-xxx-xxxx):
_____________________________________
International Number: _____________________________________
Fax Number:
_____________________________________
13.

Is the Point of Contact for the Organization an SDSU Alumni?
Yes, the point of contact is SDSU Alumni
No, the point of contact is not SDSU Alumni
I do not know

14. From what major(s)/department(s) are you interested in recruiting students to fill your position(s)? (Check all that apply)
Accounting

Aerospace Engineering

Africana Studies

American Indian Studies

Anthropology

Art

Asian Studies

Astronomy

Biology - BS

Business Administration

Chemical Physics

Chemistry

Chicana & Chicano Studies

Child Development

Civil Engineering

Classics

Communication - B.S.

Comparative International Studies

Comparative Literature

Computer Engineering

Computer Science

Construction Engineering

Criminal Justice Administration

Dance

Economics

Electrical Engineering

English

Environmental Engineering

Environmental Sciences

European Studies

Finance

Financial Services

Food & Nutrition

French

Geological Sciences

Geography

German

Gerontology

Health Communication

Health Science- Public

History

Hospitality & Tourism Management

Humanities

Information Systems

Interdisciplinary Studies Three Depts.

International Business

Intl Security & Conflict Res

Japanese

Journalism

Kinesiology

Lesbian, Gay, Bisexual, & Transgender Studies

Latin American Studies

Linguistics

Liberal Studies

Management

Mathematics

Mechanical Engineering

Marketing

Microbiology

Modern Jewish Studies

Music

Nursing

Philosophy

Physical Science

Physics

Political Science

Psychology

Public Administration

Real Estate

Recreation Administration

Religious Studies

Russian & Central European Studies

Rhetoric & Writing Studies

Social Work

Sociology

Social Science

Statistics

Speech, Langauge, Hearing Sciences

Spanish

Sustainability

TV, Film, & New Media

Theater Arts

Urban Studies

Women's Studies

Other

15. What level of student are you looking to recruit?
Undergraduate
Graduate
Both Undergraduate and Graduate
Other

16. Will the Point of Contact also serve as the Site Supervisor for interns?
Yes
Yes and other Staff
No
17. If Yes and other Staff, Other Staff Member Information
Name:
_____________________________________
_____________________________________
Title:
Email Address: _____________________________________
Phone Number
(xxx-xxx-xxxx): _____________________________________
International
Number:
_____________________________________
Fax Number: _____________________________________
18. Is the Other Staff Member an SDSU Alumni?
Yes, the point of contact is SDSU Alumni

No, the point of contact is not SDSU Alumni

I do not know

19. Site Supervisor Information
Name:
_____________________________________
Title:
_____________________________________
Email Address:_____________________________________
Phone Number
(xxx-xxx-xxxx): _____________________________________
International
Number:
_____________________________________
Fax Number: _____________________________________
20. Is the Site Supervisor an SDSU Alumni?
Yes, the site supervisor is SDSU Alumni

No, the site supervisor is not SDSU Alumni

21. Will the intern serve at sites other than at the primary address?

Yes

I do not know

No

22. If yes, please list the address(es) of the additional sites:

22. Which of the following best describes where interns will complete their experience? (Check all that apply)
At a single site
At one of several sites
At a single site, but doing related assignments at events or off site
At a personal residence
Virtual
International location
Other
I understand under penalty of perjury that the information provided on this Internship Site Questionnaire is true
and correct.
Yes, I understand
No, I do not understand
By Signing and date, I verify that I have completed this Internship Site Questionnaire.
____________________________

___________________

