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● Work in a professional environment and gain hands-on experience while 
learning directly from professionals in their field of study.

● Supervised by a creative in your field

● On-site, remote, or hybrid work are all permitted for spring 2023

● Earn three (3) studio elective credits

● Graded Pass/Fail

● PAID or UNPAID is OK!

● Managed online by Career Development through 
sva-csm.symplicity.com

WHAT IS AN INTERNSHIP-FOR-CREDIT?

https://sva-csm.symplicity.com/


● Complete 150 hours and track them weekly online in Symplicity

● Complete all assignments in the Canvas online classroom 
(undergraduates only)

● Complete Midterm and Final Self-Evaluations in Symplicity

● Submit hours, evaluations, and Canvas assignments 
by the semester final deadline:  April 17, 2023   

REQUIREMENTS to Pass



● Juniors, Seniors, & Graduate students in eligible MA, MFA, MPS programs

● 3.25 cumulative GPA

● For questions about your eligibility, please contact Career Development.

● Department Chair Approval Needed (send to cd@sva.edu prior to applying):
○ BFA Comics 
○ BFA Illustration 
○ MFA Photography, Video & Related Media 
○ MFA Products of Design 

● Specific eligibility requirements for international students will be detailed 
later in presentation.

ELIGIBILITY

mailto:cd@sva.edu


● SVA Online Job Board: collegecentral.com/sva 

● SVA Resources by Major: sva.edu/career/resources → Resources by Major

● Talk with your classmates and instructors

● Find connections and information on LinkedIn

● Online internship/job boards

● Direct application to companies that interest you

● Appointment with Career Development

  ”How Do I Find an Internship?” workshop - Kaltura Mediaspace
  (find instructions under Resources page of website)

FINDING AN INTERNSHIP

https://www.collegecentral.com/sva/
https://sva.edu/students/career-development/resources?parentId=1699
https://sva.edu/students/career-development/resources?parentId=1699


IMPORTANT DATES and DEADLINES
DECEMBER 5: Online Application Opens

JANUARY 9: FIRST Day You May Work 
if approval process is complete 

(Int’l students must also have new I-20)

JANUARY 13: Online Application Closes at 12pm
Apply at sva-csm.symplicity.com

APRIL 17: All Requirements Due 
Evaluations, Canvas coursework, and Hours

MAY 1: LAST Day You May Work
Cannot work at your internship past this date

Please note that SVA is CLOSED from December 22 through January 2 for winter break.

https://sva-csm.symplicity.com/


1. Accept internship offer from employer. Share Employer Internship Guide with them. 

2. Prepare your information for the online application using the Student Internship Guide page 
“Before Applying Online”.

3. Complete application form in sva-csm.symplicity.com by the deadline: January 13, noon**

4. Career Development & your employer approve your application.

5. Your Academic Advisor registers you for the course and notifies you when you’re registered.

6. International students’ applications are reviewed and processed by ISO.

7. ISO notifies international students when their new I-20 is ready.

**US students: apply at least one week before your internship Start Date 

**Int’l students: apply at least 2 -3 weeks before your internship Start Date

APPLICATION PROCESS

https://sva.edu/downloads/employer-internship-guide-(all-students)
https://sva-csm.symplicity.com/


IMPORTANT NOTES
● All students can get PAID and receive CREDIT.

○ Receiving compensation requires a U.S. Social Security Number (SSN)

● Only ONE internship-for-credit per semester.

● Internship credit is not awarded retroactively.

● International students do NOT need CPT if interning and living anywhere 
outside of the U.S.

● Be sure to tell employer about the Internship-for-Credit program; share 
Employers’ Guide with them in advance.



Many students qualify for a TUITION WAIVER for the internship 
course. The online application poses questions for us to determine 

whether you qualify.

Contact cd@sva.edu if you’re unsure of whether you 
qualify for a tuition waiver. 

DO I HAVE TO PAY FOR THE COURSE?

mailto:cd@sva.edu


● Symplicity, sva-csm.symplicity.com
● Log in with your MyID.SVA User ID and password.

● Your information is already imported into the system.

● If prompted to “Test” and set up your profile, you may click through 

and ignore or create a profile.  

ONLINE APPLICATION SYSTEM

https://sva-csm.symplicity.com/










TROUBLE LOGGING INTO SYMPLICITY?

1. Try clearing your browser cache.

2.  Try using another browser. 

3. Contact cd@sva.edu. 

mailto:cd@sva.edu


STUDENT INTERNSHIP GUIDES
Available on

● sva.edu/internships

● Find in Library at sva-csm.symplicity.com

● Request a copy from Career Development Office, cd@sva.edu

Also available: Employers’ Guide to SVA Internship-for-Credit Program 
(Be sure to share this with your employer/supervisor!)

http://sva.edu/internships
https://sva-csm.symplicity.com/


CONTACT US

Career Development Office
cd@sva.edu   sva.edu/career

Weekly Virtual Office Hours: 
Thursdays

10:00 - 11:00am

mailto:cd@sva.edu
https://sva.edu/students/career-development


INTERNATIONAL STUDENTS 
(F-1 STUDENTS)



Page 3 of 3 of the I-20 Document

*Do not work without a valid CPT I-20 and 



● Gives international students LEGAL Authorization to gain employment training such as 
internship with a U.S.-based employer

● International Students MUST apply for CPT in order to intern for credit
● You are UNAUTHORIZED to work Off-Campus (paid or unpaid) in the U.S. without 

participating in the Internship-for-Credit Program 
● The internship MUST be related to your major (field of studies)

 

CURRICULAR PRACTICAL TRAINING



CPT ELIGIBILITY

By U.S. Government regulation you MUST have been in school in the 
U.S. for  2 Consecutive Semesters (1 Full Academic Year) 

with active F-1 Status*

in order to qualify for CPT 

*If you have been studying outside the U.S. online or are returning 
from an   

Authorized Leave of Absence or Interruption of Studies please 
contact ISO to confirm your eligibility



WORK HOURS

During the Fall & Spring Semesters (Academic Semesters) 

● Can be authorized for part-time employment maximum of 20 hours per week 

During the Summer Semester 

● Can be authorized for part-time or full-time employment exceeding 20 hours 
per week



COMPENSATION?

Internship for Credit & CPT can be 

PAID or UNPAID

*You MUST be approved for UNPAID INTERNSHIP* 



Process of Applying for International Students

* Do not start working until your start date and have your CPT I-20



REQUIRED by the U.S Government
NOT an Offer Letter or Contract

❏ Company’s Letterhead

❏ Company’s Business Address

❏ Student’s Full Legal Name

❏ Company Name

❏ Semester and Year of Internship

❏ Start Date

❏ End Date

❏ Days Student will be working

❏ Total Hours/Week Student will be working

❏ Compensation (paid or unpaid)

❏ Supervisor’s Name, Title

❏ Supervisor’s Contact Information

❏ Signature 

*LETTER OF HIRE



Letter of Hire Received - Check the Details!

1. Is it on a formal letterhead?
2. Is your name spelled correctly?
3. Are the dates correct?
4. Are you being paid and it is shown?

a. This is important for the SSN, if needed
5. Is the company address correct?
6. Is it signed?

a. If applying for an SSN, this should be an 
original ink signature

Kalle Persson



Page 2 of your CPT I-20 

● CPT Employment 
Authorization is only valid for 
the Employer & Duration 
Listed on your new I-20

● If you wish to extend with your 
employer to the next semester, 
you must apply for the 
Internship for Credit program 
again and receive a new CPT 
I-20

○ DO NOT work past the end date 
listed on your CPT I-20

Employer 
name

Dates Location





Applying for the Social Security Number (SSN)

1. Must be approved for the Internship-for-Credit program
2. Must have received your digitally signed in blue, CPT I-20
3. Must have your originally or digitally signed letter of hire from your employer
4. Other immigration related documents: I-94 and passport
5. Do the SS-5 Application online and then you can print out the confirmation letter
6. Go to your local social security office with your documents 
7. Once approved, you will receive your SSN card in the mail in 2 - 3 weeks

a. Employers may require an SSN for “onboarding” for either a paid or unpaid internship. 
Be sure to explain your situation to your employer. 



*IMPORTANT REMINDERS*

● Do NOT begin working until you have CPT Authorization AND have your     
updated CPT I-20

● CPT is only valid for the employer and duration listed on your new I-20

○ A new Internship for Credit application is required to work in the next semester

● The Internship-for-Credit application must be completed by the deadline             
each semester

● Allow at least 2 -3 weeks from the day you submit the online application form to the 
date you can receive your new I-20 and begin working

 



IMPORTANT DATE REMINDERS

DECEMBER 5: Online Application Opens

JANUARY 9: FIRST Day You May Work 
if approval process is complete including new I-20

(Int’l students with a January 9 Start Date must apply by December 9*)

JANUARY 13: Online Application Closes at 12pm
Apply at sva-csm.symplicity.com

APRIL 17: All Requirements Due 
Evaluations, Canvas coursework, and Hours

MAY 1: LAST Day You May Work
Cannot work at your internship past this date

*Please note that SVA is CLOSED from December 22 through January 2 for Winter Break.

https://sva-csm.symplicity.com/


CONTACT US!
International Student Office  iso@sva.edu

Virtual Advising by Appointment svaiso.youcanbook.me
Virtual Drop-in Hour: Spring Schedule TBD

Website: https://sva.edu/students/international-students

Career Development  cd@sva.edu
Virtual Advising by Appointment svacd.youcanbook.me

Next Virtual Office Hour: Thursday, November 17 at 10:00am (ET)
Website: https://sva.edu/students/career-development/internship-for-credit-program

mailto:iso@sva.edu
http://svaiso.youcanbook.me
https://sva.edu/students/international-students
mailto:cd@sva.edu
https://svacd.youcanbook.me/
https://sva.edu/students/career-development/internship-for-credit-program

