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Internship Waiver and Course Substitution Policy 
Museum Studies Program, George Washington University 
Version December 11, 2025 • Subject to change 

Purpose 

The Museum Studies Program requires one three-credit internship to ensure students gain 
applied professional experience, connect coursework to practice, and develop career-readiness 
skills. For students who make a documented, good-faith effort to secure an internship but are 
unable to obtain one, a waiver and course-substitution option is available. Faculty will use this 
document as the benchmark for evaluating internship waivers. 

Eligibility for Waiver Consideration 
Students may request an internship waiver if they: 

1. Conducted an internship search that follows the expectations and strategies in Tips for 
Finding Your Internship. 

2. Can document sustained, timely, and professional engagement in the search process. 
3. Propose a 3-credit course substitution that supports their professional development. 

Waivers are reviewed individually and are not guaranteed. 

Required Waiver Request Packet 
The students must submit a memo or email to the Museum Studies Program Head at least four 
weeks before the start of the student’s last semester with the following information (either in 
the narrative or as attachments): 
1. Introduction: Career Interests and Professional Goals 
A brief narrative (approx. 200-300 words) explaining: 

• The student’s intended career direction in the museum field 
• Specific skills or experiences they were seeking through an internship 
• Why particular types of internships or organizations were targeted 

This section helps faculty understand the context and appropriateness of the student’s search 
strategy. 
2. Waiver Request Statement (Skills Needed + Course Substitution Proposal) 
A paragraph statement (approx. 125-200 words) that: 

• Identifies skills, experiences, or professional competencies still needed for career 
readiness 

• Explains why an internship could not be secured despite good-faith efforts 
• Proposes a 3-credit course substitution, with a clear rationale for how it will build needed 

professional capacity  
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3. Internship Search Documentation 

This section should demonstrate sustained, professional effort and must include: 
a. Search Log 

• Organizations contacted 
• Dates, method of communication, and outcomes 
• Rationale for relevance to the student’s goals 

b. Application Materials 
• Copies of résumés, cover letters, and supplemental documents submitted 
• Evidence of follow-up or communication 

c. Professional Engagement Activities (e.g., informational interviews, CMST Internship Fair, 
networking, field trips, résumé reviews) 

Faculty Review Process 

1. The Program Head checks the packet for completeness and assigns to a review committee 
consisting of two faculty members. 

2. The committee evaluates the request using the rubric below. 
3. Decision categories: 

o Approved 
o Approved with Conditions 
o Denied 

Committee decisions are reported to the Program Head and recorded in the student’s academic 
file. 

Faculty Review Rubric  

Criteria Exceeds Expectations Meets Expectations Does Not Meet 
Expectations 

Career Rationale Clear, compelling goals; strong 
alignment with search strategy 

Goals stated and generally 
aligned 

Unclear or unsupported 
goals 

Professional Search 
Effort 

Extensive, timely outreach 
consistent with the Internship 
Tips guide 

Demonstrated good-faith 
effort 

Minimal, late, or poorly 
targeted search 

Quality of Application 
Materials 

Tailored, polished, revised for 
multiple sites 

Adequate and appropriate Generic or incomplete 

Documentation & 
Organization 

Packet clear, complete, well-
organized 

All required components 
submitted 

Missing or incomplete 
materials 

Professional 
Engagement 

Strong evidence of networking 
and proactive communication 

Some engagement 
documented 

Little or no professional 
engagement 

Substitution Rationale Strong alignment between 
course and needed skills 

Reasonable alignment Weak or missing 
rationale 

Waiver requests must Meet Expectations in all categories for approval. 

 


