Steps for registering for HADM 4379 and HADM 6739

Step 1: Pick up two forms from Academic Advisor*:

1. Course Enrollment Form 

2. Description Of Internship Form

3. Contract (You can also email Instructor** for the Contract)
Step 2: Complete the enrollment form:
· Student’s Name (Your name), Student ID / SSN, Signature and Date

· Fill in the course work you are registering for (Internship)
· Fill in the semester you are taking the course, year, department and course number, either HADM 4379 (undergraduate Internship) or HADM 6739 (graduate internship)
· Name Of Instructor

Step 3: Complete the description form: 
· Student’s Name (Your name)

· Agency (Name of the institution where you will be doing your internship)

· Program that you are enrolled in at UHCL (Healthcare Administration)

· Location of Internship (City, State)

· Faculty Advisor (Instructor for the course-Dr. Ayadi)

· Agency supervisor (Preceptor of your Internship)

· Credit Hours you are attempting to receive (3)

· Telephone Number to contact the student

· Beginning date of Internship (1st day of the semester that you are registering for your internship)
· Hours at Agency (enter 144)

· Ending date of Internship (last day of the semester that you are registering for your internship)
· Financial Remuneration (Are you being paid? Yes or No)

· Summary of what student will be doing on the Internship (What will your internship involve. Be sure to provide a detailed description) 

Step 4: Complete the contract
Page 1  
· Agency / Facility (Name of the institution where you will be doing your internship)

· Location of Internship (City, State)

· Term Of Agreement : Beginning date of Internship (1st day of the semester that you are registering for your internship) TO Ending date of Internship (last day of the semester that you are registering for your internship)
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· Read Details Of Agreement and General Provisions
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· Agency (Name of the institution where you will be doing your internship)
Obtain signatures from:

· Agency / Facility Supervisor
· Agency executive (Preceptor of your Internship)
Step 5: 

After your contract is completed and has the signatures from 
1. The Agency executive (Preceptor of your Internship), 
2. Student (your Signature)

Scan Your Documents and email them to Dr. Ayadi (AyadiM@uhcl.edu), using your UHCL Email Account, this is very important or it will go to spam.
*Academic Advisor: Sarah Ali Rose
**Instructor: Dr. M. Femi Ayadi

