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The following are workplace expectations for the Virtual Summer Internship. Please review these expectations carefully and determine whether these are criteria you will be able to meet. If you have any concerns about these expectations, please let me know and we will discuss them immediately. 
You are expected to: 
1. Apply for CPT as soon as you receive, accept and execute the offer. As discussed in the mandatory workshops, the CPT application process has multiple steps that are outside of your and your employer’s control. Because you are responsible for applying for CPT and due to the significant number of CPT requests this time of the academic year, OIS might take more time to process applications and you might miss important days of internship since you cannot work without your CPT approval. By signing/executing an offer letter you are communicating to your employer that you’ll be available to begin the internship on the designated start date. If your CPT isn’t approved, you won’t be able to fulfill your end of the deal, which is extremely unprofessional, in addition to demonstrating a lack of reliability. If you applied early and are still waiting for your CPT, reach out to (i) employer and let them know; and (ii) to Beatriz Picard at bpicard@fordham.edu and to OIS at ois@fordham.edu.
2. Be on time during scheduled hours of work. If you are unable to report to work at the scheduled time, it is your responsibility to call in ahead of time or at your earliest convenience to inform your supervisor. You are an important person to this workplace and made a commitment to your employer - they need you and are counting on you to show up, ready to work.
3. Be available for all scheduled hours of work. If you are unable to make it to work or to a meeting, it is your responsibility to inform your supervisor as soon as possible. Work will have been planned for you to do, and your absence or tardiness means this may have to be covered by someone else. Please respect how important you are to getting the work done, and to your teammates and colleagues. Excessive absences and tardiness may result in re-evaluating your commitment to your internship. 
4. Plan for scheduled absences ahead of time. We recognize and support your academic needs. If you have a large test or project that you need more time to work on, it is your responsibility to schedule this time off at least one week in advance. You may also want to reduce your hours in preparation for midterms, papers and/or final exams. Budgeting your time is your responsibility, so please do not wait until the last minute to communicate with your employer about your needs. A lack or delay in communications may leave the workplace unprepared to deal with your absence. 
5. Work during all of your scheduled hours. Like all other employees, your scheduled hours of work are not the time to talk with friends or family, either on the phone or in person. Please take care of any personal business outside of your work hours. If friends drop by, politely inform them you are working and arrange a time to talk with them later. We do, however, recognize that a crisis may happen which requires your attention, in which case you’ll notify your supervisor as soon as opportunity arises. 
6. Dress appropriately for the workplace and keep an organized background for virtual meetings. If you are in doubt about your dress code, ask your supervisor. We recognize that as a student you may not have the wardrobe to dress as others and we do not expect you to purchase clothing simply for your summer internship. However, we do not want your apparel to be a distraction to the workplace, your colleagues or your employer. You don’t need to overdress, but you are required to dress professionally. If you have roommates or don’t have much room to organize your belongings in your apartment, blur your background. 
7. Keep your camera on at all times. We request that you keep your camera on throughout all workshops, meetings and interactions with your employers and with the school. This enhances networking and bonding with your teammates and superiors, in addition to showing the respect and professionalism that is expected of you. Show your employers the respect you expect out of them as well – as in any relationship trust and professionalism go both ways, you can’t demand communication and respect when you are not willing to set standards that enable you to do so. 
8. Be courteous at all times. You represent your workplace and the Gabelli School of Business while you are working. Employers and anyone who belongs to your organization or their clients should always be treated politely and tasks should be performed to the best of your abilities - always. 
9. Maintain a positive, helpful attitude. If you are asked to perform a task by your supervisor, it is not appropriate to respond as though that task is "below you." Employees of multiple organizations perform tasks that cover a broad range because it is what is needed to get the job done. If you believe the tasks being asked of you are not aligned with your program or background, please reach out to Beatriz Picard at bpicard@fordham.edu at your earliest convenience.  
10. Provide quality service at all times. Every time you perform a work task, no matter how menial it may seem, your name is connected with it. Be a person who strives for excellence, not just "good enough." You represent the Gabelli School of Business in your work…please autograph your work with excellence. 
11. Enjoy your time at work! Any time you have a concern, this should be expressed to your supervisor immediately and to Beatriz Picard at bpicard@fordham.edu. We want your internship to be a positive experience, and problems cannot be corrected if we are not aware of them. Remember that these issues are probably best handled through a private conversation. If you have an issue, arrange a time to discuss it as soon as possible. 
12. Maintain Confidentiality. Your employment may require that you deal with confidential information and/or that you sign a non-disclosure agreement (NDA). It is unlawful to disclose any of this information to other parties, and doing so may result in your immediate dismissal from your position and violation of an eventual NDA.
13. Perform all duties as assigned. Some work may be redundant, but very necessary to the workplace. Request more challenges if you desire, but recognize that some work still has to be done. If there are any duties required in this position which you may have difficulty performing, please discuss them with your superior. Don’t be embarrassed to ask questions or seek help/support – it shows you are professional and is concerned about the outcome of your deliverables. 
14. Internship completion commitment. By executing this agreement you are committing to complete your internship and to work from the beginning through the end date agreed upon the execution of your offer letter. If you are unable to complete your internship, notify your superior and Beatriz Picard at bpicard@fordham.edu immediately. We understand that emergencies and unforeseen situations may arise, however, because there are people counting on you to perform your tasks, they will need time to redistribute the workload among other members of the team. Giving your employer a timely notification not only allows them to organize themselves, but also shows professionalism. 
I have read these primary workplace expectations for my Virtual Summer Internship Program. Responsibilities of the position have also been shared with me. I understand these responsibilities and expectations and hereby commit to honor them to the best of my abilities and capabilities.
Signed: 
Printed name: 
Date:
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