
 
Massachusetts Institute of Technology 

 
Social Impact Employment:  
Paid Internships & Student 
Jobs 

 

 

 

  



2 

 

 

Table of contents 

Table of contents 2	
Social Impact Employment at MIT 4	

Program overview 4	
How to offer a job or paid internship 4	
What is Federal Work-Study eligibility? 5	
Social Impact jobs vs. internships: an overview 5	
Benefits 7	

Social Impact Jobs 8	
Federal Work-Study funded jobs 8	
Obtaining authorization to offer Social Impact jobs 9	
Job posting 10	
Selecting students 10	
Who pays the students? 11	
Reimbursing MIT for a portion of the student wages 11	
Employment permit for students under 18 11	
CORI checks 12	
Levels of responsibility and pay rates 12	
Student support and supervision 13	
Working hours and breaks 13	
Overtime 13	
Attendance 13	
Other employment requirements 14	

Social Impact Internships 15	
Federal Work-Study funded internships 15	
PKG funded internships 16	
Obtaining authorization to offer Social Impact internships 17	
Internship posting 17	
Selecting interns 18	
Student experiential learning 18	
Who pays Federal Work-Study funded internships? 18	



3 

 

 

Reimbursing MIT for Federal Work-Study funded internships 18	
Who pays PKG funded internships? 19	
Requesting sponsorship for PKG funded internships 19	
CORI checks 19	
Defining internship types and compensation 19	
Internship hours 20	
Internship participation 20	
Other internship requirements 20	

2019-2020 Calendar 22	
Guidelines for Federal Work-Study funded positions 23	

Assignment periods 23	
Overtime 23	
Time verification 23	
Compensation limits 23	

Supervisor’s Responsibilities 24	
Student support and guidance 24	
Time approval 24	
Other responsibilities 24	

Resources for Student Supervisors 25	
Student supervision 25	
Student orientation 25	
Sample orientation agenda 26	
Supervision meetings 27	
A two-way process 27	
Record keeping 28	
Supervision challenges 28	

Student Recognition 29	
Suggestions for student appreciation 29	

Useful Contacts 30	
 
  



4 

 

 

Social Impact Employment at MIT  

Welcome to the PKG Center for Public Service at MIT!  

The PKG Center taps and expands MIT students’ unique skills and interests to prepare them to 
explore and address complex social and environmental challenges. We educate students to 
collaborate ethically and effectively with community partners to engage in meaningful public 
service, today and in their lives beyond MIT. 

We work with key non-profit and public agencies, and for-profit companies, at home and abroad, 
that can benefit from MIT’s distinctive strengths and provide high-quality student experiences. 

Program overview 
The PKG Social Impact Employment program allows undergraduate and graduate MIT students 
to explore the following strategies for social change by partaking in social impact internships or 
student jobs at selected community partners:  

● Activism 
● Capacity Building 
● Community Economic Development 
● Community Education and Advocacy 
● Community-Engaged Scholarship 
● Community Organizing 
● Direct Service 
● Philanthropy 
● Social Entrepreneurship 

Social Impact internships and student jobs are developed by community partners in collaboration 
with the PKG Center. They are rigorous, progressively challenging and academically aligned to 
the maximum extent possible; yield significant community impact; and build students' skills and 
support career exploration.  

Both student jobs and internships can be subsidized by MIT, mainly through Federal Work-Study 
(FWS). For undergraduate students who are not eligible for FWS, internships can be funded by 
the PKG Center up to a max of 75% of student compensation. 

How to offer a job or paid internship 
To offer student jobs/paid internships to MIT students, your organization should: 

1. Discuss your idea with the PKG Center (studentworker@mit.edu);  
2. Provide a document confirming your tax-exempt status; 
3. Complete a Job or Internship Description, depending on the position; 
4. Create your organization’s group page on GivePulse and affiliate with the PKG Center.  
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To receive FWS or PKG funding to cover a portion of student compensation, your organization 
will also need to: 

● Sign a FWS Agreement or Internship Agreement with the PKG Center, depending on the 
FWS eligibility of the selected candidate (see below).  

What is Federal Work-Study eligibility? 
FWS eligibility is determined by the Student Financial Services office, based on each student’s 
financial situation and eligibility for federal financial aid. International students do not qualify for FWS. 

MIT cannot disclose FWS eligibility to off-campus organizations, only to the students themselves, 
due to the Federal Educational Rights and Privacy Act (FERPA).   

Social Impact jobs vs. internships: an overview 
Please read carefully the summary below to determine which experience you wish to offer to MIT 
students.  

 Social Impact Job Social Impact Internship 

De
fin

iti
on

 

May offer a short training period and 
ongoing supervision/guidance but will 
typically require the student to work 
independently from that point on.  
• Has specific deliverables; 
• The supervisor supports the student’s work 

and provides guidance, evaluation, and 
feedback on the student’s performance. 

Is an educational experience under the 
supervision of professionals in the field, who 
provide guidance and constructive feedback 
during the whole experience.  
• Has specific learning objectives and 

deliverables; 
• Is within the student's area of study/interest;  
The supervisor has expertise in the area of 
study/interest and facilitates the learning process 
providing guidance, evaluation, and feedback 
related to the learning objectives and 
student’s performance. 

Re
qu

ire
m

en
ts  

• The position is at a federal, state, or local public agency or private nonprofit organization 
in the US or its territories; 

• The organization’s work and the position’s focus are for the public benefit; 
• The position is paid and the organization agrees to pay at least 25% of the student 

compensation; 
• The position provides well-defined and significant social/environmental impact; 
• The experience allows students to explore and learn about at least one strategy for social 

change; 
• The experience is rigorous and possibly academically aligned. 
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• The experience may support 
skill/professional development and 
interest/career exploration. 

• The focus of the organization’s work and 
the position’s focus is domestic. 

The internship supports skill/professional 
development and interest/career exploration. 

 

Fu
nd

in
g 

• Positions are funded by FWS if a student is eligible (75% of student compensation). 
• Positions may be fully funded by the off-campus employer/ host agency if the student is 

not eligible for FWS. 

 • Internships can be funded by the PKG 
Center if an undergraduate student is not 
eligible for FWS (up to 75% of intern 
compensation) until funds are available.  

St
ud

en
t P

ay
m

en
t 

FWS eligible students: 
• MIT pays the student in full weekly. 
• The off-campus employer/Host Agency reimburses MIT for 25% of student compensation 

+ FICA (7.70%) when applicable. 

Non FWS eligible students are hired and fully 
paid by the off-campus employer.  
 
Hourly wages should be set according to the 
level of responsibility of the position.  
 
 

Non FWS eligible students who qualify for PKG funding: 
• The Host Agency pays the student in full 

weekly/biweekly.  
• The PKG Center reimburses the Host 

Agency for a portion of student 
compensation, at the end of each term.  

Non FWS eligible students who don’t qualify for PKG 
funding are hired and fully paid by the host 
agency.  

Internship compensation depends on the type of 
internship. 

Do
cu

m
en

ts 

FWS funded jobs:  
1. FWS Employer Agreement 
2. Job Description 
3. Proof of Tax-Exempt status 
 
 

1. Internship Description 
2. Proof of Tax-Exempt status 
3. FWS Employer Agreement OR Internship 

Agreement + Financial Addendum + 
Individual Learning Agreement depending 
on the intern’s FWS eligibility.  

 
If you wish to offer a Social Impact student job, please visit the relevant section of this handbook. If you 
wish to offer a Social Impact internship, please visit the specific section.  



7 

 

 

Benefits 
Social Impact student jobs and internships are a great opportunity to advance your organization’s 
mission and develop your internal capacity by leveraging MIT students’ skills, talents, and 
interests. Our students bring to your organization: 

1. A diversity of background, perspectives, skills; 
2. Specific expertise; 
3. Access to fellow students and the broader MIT community; 
4. The opportunity to coach and nurture tomorrow’s leaders! 

Other benefits include: 

• Ad-hoc positions: Your organization identifies the needs and develops specific job/internship 
descriptions, with the assistance of the PKG Center.  

• Subsidized student compensation:  The PKG Center can cover up to 75% of student compensation.  
• Ongoing support: The PKG Center supports all off-campus employers and host agencies with 

any administrative, financial and student-related issues. We provide ongoing support to the 
student supervisors, including resources for high-quality supervision. We visit job/internship 
sites once per semester, regularly measure impact and request input on the final evaluation.  

• Collaboration with the PKG Center & MIT: We strive to build trusting and open relationships, and 
collaborate ethically and effectively with our community partners. We share other MIT 
resources when possible, and offer opportunities for engagement with other PKG Center’s 
and MIT’s programs and efforts. 

• Job marketing/promotion: The PKG Center uses multiple methods to market Social Impact 
positions to all eligible students and departments.  

• Student preparation: MIT students attend an orientation with the PKG Center and receive a 
Student Handbook to prepare for ethical and effective public service and collaboration with 
community partners. Students are also offered ongoing reflection opportunities. 

• No payroll-related stress for FWS funded positions: Students are on MIT payroll to lessen your 
agency’s administrative burdens and costs as much as possible.  
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Social Impact Jobs 

Social Impact jobs do not necessarily provide “direct service”. They are designed to improve the 
quality of life for the community (particularly low-income individuals) and the environment, 
focusing on: 

• Health care, child care, literacy training, education (including tutoring), welfare, social 
services, transportation, housing and neighborhood improvement, public safety, crime 
prevention and control, recreation, rural development, community improvement, and 
emergency preparedness and response; 

• Support services for students with disabilities (including students with disabilities who are 
enrolled at MIT); and 

• Activities in which an MIT student serves as a mentor for such purposes as tutoring, 
supporting educational and recreational activities, and counseling, including career 
counseling. 

Social Impact jobs must be in the public interest. Work in the public interest is defined as work 
performed for the welfare of the nation or community rather than for a particular interest or 
group. 

Work is not “in the public interest” if it: 

• primarily benefits the members of an organization that has membership limits, such as a credit 
union, a fraternal or religious order, or a cooperative; 

• involves any partisan or nonpartisan political activity or is associated with a faction in an 
election for public or party office; 

• is for an elected official unless the official is responsible for the regular administration of 
federal, state, or local government; 

• is work as a political aide for any elected official; 
• takes into account political support or party affiliation when hiring; or 
• involves lobbying on the federal, state, or local level. 

Federal Work-Study funded jobs 
If you wish to offer a Federal Work-Study (FWS) funded job, the position must meet the federal 
definition of “community services”. 

According to the federal regulations, community services include “meaningful and constructive 
service in agencies, institutions, and situations where the application of human talent and 
dedication may help meet human, educational, linguistic, and environmental community needs, 
especially those relating to poverty.” (FSA Handbook 2018-19, page 60) 

Community services may include:  
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Environment/Conservation Social/Public Services 

• conservation, rehabilitation, and the 
improvement of wildlife habitat, 
rangelands, parks, and recreation areas; 

• urban and rural revitalization, historical and 
site preservation, and reforestation of both 
urban and rural areas; 

• fish culture, wildlife habitat maintenance 
and improvement, and other fishery 
assistance; 

• road and trail maintenance and 
improvement; 

• erosion, flood, drought, and storm 
damage assistance and controls; 

• stream, lake, waterfront harbor, and port 
improvement; 

• wetlands protection and pollution control; 
• insect, disease, rodent, and fire prevention 

and control; 
• the improvement of abandoned railroad 

beds and rights-of-way; 
• energy conservation projects, renewable 

resource enhancement, and recovery of 
biomass; 

• reclamation and improvement of strip-
mined land; 

• forestry, nursery, and cultural operations; 
and 

• making public facilities accessible to 
individuals with disabilities. 

• state, local, and regional government 
agencies; 

• nursing homes, hospices, senior centers, 
hospitals, local libraries, parks, recreational 
facilities, child and adult daycare centers, 
programs serving individuals with 
disabilities, and schools; 

• law enforcement agencies and penal and 
probation systems; 

• private nonprofit organizations that 
primarily focus on social service such as 
community action agencies; 

• activities that focus on the rehabilitation or 
improvement of public facilities; 
neighborhood improvements; literacy 
training that benefits educationally 
disadvantaged individuals; weatherization 
of and basic repairs to low-income 
housing, including housing occupied by 
older adults; energy conservation 
(including solar energy techniques); 
removal of architectural barriers to access 
by individuals with disabilities to public 
facilities; activities that focus on drug and 
alcohol abuse education, prevention, and 
treatment; and conservation, maintenance, 
or restoration of natural resources on 
publicly held lands; and 

• any other nonpartisan civic activities and 
services that bring substantial social 
benefit in meeting unmet human, 
educational, or environmental needs 
(particularly needs related to poverty) in 
the community where the service is to be 
performed. 

Obtaining authorization to offer Social Impact jobs 
Only authorized organizations can post Social Impact student jobs on MIT GivePulse. To receive 
this authorization, you must:  
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1. Contact the PKG Center to discuss your idea, and make sure that both your organization 
and the position you have in mind meet the program requirements; 

2. Provide proof of nonprofit (state incorporation or IRS determination letter) or tax-exempt 
status (W-9);  

3. Complete a Job Description for any position you wish to offer to our students;  
4. Create your organization’s group page on GivePulse and affiliate with the PKG Center. 
5. OPTIONAL: If you wish to offer a FWS funded job, your organization will also need to sign a 

FWS Employer Agreement with the PKG Center.  

Completing this last step may take from few days to several months, depending on your 
organization's internal protocols. The PKG Center does not take responsibility for the length of 
time required to sign and execute the agreement. We recommend contacting the PKG Center at 
least 12 weeks in advance before the desired start date. 

Job posting 
Once the job description is reviewed and approved, you will be able to 1) hire a selected 
candidate or 2) post the position on MIT GivePulse.  

If you have already selected a FWS eligible student for the position, you will not have to post it on 
MIT GivePulse, but you will need to create a group page and affiliate with the PKG Center to be 
able to track and approve student hours.  

Before you can hire a student, the student supervisor identified in the job description will have to 
receive a brief orientation with the PKG Center. 

Authorized community partners will receive instructions on how to post approved jobs on MIT 
GivePulse. We recommend posting the position at least 8-12 weeks before desired start date.  

For FWS funded positions, the job posting can be “Federal Work-Study Required” or “Federal 
Work-Study Preferred”, according to your preference: 

● Federal Work-Study Required jobs are open only to MIT students who qualify for FWS. 
Selected candidates are hired by MIT and their wages are subsidized by FWS. 

● Federal Work-Study Preferred positions are open to all MIT students. If the selected candidate 
is not eligible for FWS, your organization will pay the student in full, at the same hourly 
wage than FWS eligible students.  

Selecting students 
The PKG Center does not screen applications or select candidates. Once the job is posted on MIT 
GivePulse, the PKG Center promotes it to students and relevant departments using different 
channels. Interested students apply directly to the off-campus employer.  

When a candidate is identified, the off-campus employer must inform the PKG Center in order to 
verify the student’s eligibility for FWS if relevant. 
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Who pays the students? 
Students in FWS funded jobs are paid their full wages by MIT, on a weekly basis, on behalf of the 
off-campus employer. Students are paid for the number of hours approved by the off-campus 
supervisor every week.  

Students in FWS funded jobs cannot begin working until their hiring process is completed, as 
confirmed by the PKG Center's official hiring confirmation email. Off-campus employers will pay the 
student’s full wage for any hours worked prior to the official confirmation! 

Students who are not eligible for FWS can be hired and paid in full by your organization. You can 
use MIT GivePulse to track and approve hours, but it is not a requirement.  

Reimbursing MIT for a portion of the student wages 
In case of FWS funded jobs, off-campus employers reimburse MIT for 25% of the student’s 
wages, with some exceptions. Federal regulations authorize a 100% MIT share of the student’s 
wages for civic education and participation activities, and positions such as: 

• reading tutor for preschool-age through elementary school-age children; 
• mathematics tutor for children in elementary school through ninth grade; or 
• performing family literacy activities in a family literacy project that provides services to families 

with preschool-age children or children who are in elementary school. 

Off-campus employers hiring less-than-half-time students at any time or undergraduate students 
during the summer are also charged payroll taxes (7.70% of student’s wages, as of January 2019) 
in a separate invoice. 

Invoices are sent by the MIT Student Financial Services to each off-campus employer at the end of 
each term during which a student has worked, and must be paid within a month of the billing 
date. MIT billing terms are: 

• Fall (Sept-Dec) billed in mid-January 
• IAP (Jan break) billed in mid-February 
• Spring (Feb-May) billed in mid-June 
• Summer I (Jun) billed in mid-July 
• Summer II (Jul-Aug) billed in mid-September 

Employment permit for students under 18 

All MIT students under the age of 18 must apply for an Employment Permit before starting a new 
job. For minors who are resident on campus, permits are issued by the superintendent of the 
Cambridge Public Schools.  

The PKG Center will assist students under 18, who are on MIT payroll, to obtain the Employment 
Permit.  If your organization hires and pays a student directly, you will need to complete the 
Employment Permit Application together with the student. Contact the PKG Center if you need 
further information.   
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CORI checks 
If a student job requires a Criminal Offender Record information (CORI) check, your organization 
will be responsible to submit the request to the Criminal History Systems Board and pay any fee 
related to the process.  

Levels of responsibility and pay rates 
Entry-level positions: do not require previous training or special skills other than basic computer 
skills. Minimum and limited on-the-job training. No supervision of others. Students perform 
standard tasks. Duties typically are repetitive and students follow simple instructions that require 
little interpretation or skill. The supervisor determines work priorities and reviews work for 
accuracy. 

Skilled positions: require a higher level of responsibility and independence, some previous training 
or experience, and offer (extensive) on-the-job training or require certification. Students have 
independent responsibility for the accurate completion of a variety of tasks requiring judgment 
and interpretation in applying procedures correctly. They may be responsible for an aspect of a 
program, and/or supervising volunteers and other students. The supervisor generally reviews the 
final product. 

Specialist positions: require special supervisory skills or an advanced level of academic achievement 
or other qualifications. Students have substantial responsibility for determining work procedures 
and methods of work and for coordinating phases of work with others. Requires originality, 
analysis, and judgment, extensive previous experience, and highly specialized skills or on-going 
training. The supervisor reviews work when guidance is required.  

Your organization determines the appropriate pay rate in consultation with the PKG Center and in 
accordance with the wage scale below. Hourly wages are determined according to the type of 
work performed, specific skills and level of responsibility. They may not be based on a student’s 
FWS eligibility status, but they may take into account the student’s experience, specific skills or 
qualifications. Students performing jobs comparable to those of other employees should be 
given comparable pay, whether the other employees are students or regular employees. 
Minimum hourly wage for work-study positions is $12.75 as of January 1, 2020. 

 Requires 
undergraduate enrollment 

Requires 
graduate enrollment 

Entry-level $12.75-15.00 $15.00-18.00 

Skilled $15.00-20.00 $18.00-25.00 

Specialist $20.00-25.00 $25.00-30.00 

 
Any position that requires a higher pay rate outside of the set wage scale because of experience 
and levels of technical expertise required will be managed on a case-by-case basis.  
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A student who has worked min. 40 hours during a previous academic year in a work-study 
position may receive a raise by returning to the same position the following academic year. The 
annual increase is not mandatory.  

Student support and supervision 
Social Impact jobs require rigorous student support. Off-campus employers must provide 
students with orientation, induction and training related to the specific position, regular 
supervision adequate to their level of responsibility, and ongoing support and feedback.  

Students in FWS funded jobs can be compensated during a training period (excluding 
orientation) that is conducted for a reasonable length of time, occurs immediately before the 
student begins the regular duties of the employment and does not exceed approximately 20 
hours. If your organization does not have the capacity to meet these requirements, please discuss 
it with us.  

Students should also be compensated for a reasonable amount of time to perform ongoing 
activities (i.e. weekly check-ins with supervisors, ongoing reflection and final evaluation time) 
inherent to their job. 

Working hours and breaks 

MIT students can work up to 20 hours per week during class periods and up to 40 during non-
class periods, including all their MIT positions. If a student holds another position at MIT, please 
discuss how many hours/week they will be able to work with your agency, so that you will not be 
charged for overtime. 

Students may not work during any of their scheduled classes or exams. 

Student employees may only receive wages for the hours that are actually worked. If their weekly 
schedule is affected by vacations, holidays, or sickness, you may wish to discuss with your student 
employee the possibility of making up the missed time. 

If a student works in excess of 6 hours per day, they are required by law to take an 
unpaid break of at least 30 minutes.  

Students are required to enter their worked hours on MIT GivePulse, where student supervisors 
must verify them, at least weekly for FWS funded positions.  

Overtime 

If a student works more than 40 hours in a work week, including all their MIT positions, the off-
campus employer is charged for every hour beyond the limits at 1.5 times the student’s hourly 
wage.  

Attendance 
While academics should be a student’s priority, we expect students to plan ahead and organize 
their time and balance multiple commitments.   
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As with any paid job, regular attendance is required and expected of all student employees. 
Failure to comply with the attendance policy and/or excessive absences may result in probation 
and/or dismissal from the position. We recommend discussing your organization’s attendance 
policy with each student employee.  

No-shows are not allowed and are grounds for probation, suspension or immediate dismissal from 
the job. 

Other employment requirements 
Organizations offering Social Impact student jobs are expected to:  

1. Post the approved position on MIT GivePulse, when applicable. 
2. Select applicants and inform the PKG Center once a candidate is identified. 
3. Provide appropriate orientation, training and ongoing support and supervision to each 

student. 

For FWS funded positions, off-campus employers must also: 
4. Comply with Federal Work-Study Guidelines listed in the specific section. 
5. Complete a Mid-Term Review with the student. 
6. Complete a Final Evaluation survey. 

Failure to complete these mandatory requirements can lead to termination of the agreement with 
the PKG Center.  
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Social Impact Internships 

Social Impact internships allow students to develop the knowledge, skills, and attitudes necessary 
for effective social change, while providing tangible community benefits and building the host 
agency’s capacity.  

Social Impact internships must be in the public interest, rather than for a particular interest or 
group. An internship is not “in the public interest” if it: 

● primarily benefits the members of an organization that has membership limits, such as a credit 
union, a fraternal or religious order, or a cooperative; 

● involves any partisan or nonpartisan political activity or is associated with a faction in an 
election for public or party office; 

● is for an elected official unless the official is responsible for the regular administration of 
federal, state, or local government; 

● is work as a political aide for any elected official; 
● takes into account political support or party affiliation when hiring; or 
● involves lobbying on the federal, state, or local level. 

Federal Work-Study funded internships 
If you wish to offer a FWS-funded internship, the position must meet the federal definition of 
“community services”. 

According to the federal regulations, community services include “meaningful and constructive 
service in agencies, institutions, and situations where the application of human talent and 
dedication may help meet human, educational, linguistic, and environmental community needs, 
especially those relating to poverty.” (FSA Handbook 2018-19, page 60) 

Community services may include:  

Environment/Conservation Social/Public Services 

• conservation, rehabilitation, and the 
improvement of wildlife habitat, 
rangelands, parks, and recreation areas; 

• urban and rural revitalization, historical and 
site preservation, and reforestation of both 
urban and rural areas; 

• fish culture, wildlife habitat maintenance 
and improvement, and other fishery 
assistance; 

• road and trail maintenance and 
improvement; 

• state, local, and regional government 
agencies; 

• nursing homes, hospices, senior centers, 
hospitals, local libraries, parks, recreational 
facilities, child and adult daycare centers, 
programs serving individuals with 
disabilities, and schools; 

• law enforcement agencies and penal and 
probation systems; 

• private nonprofit organizations that 
primarily focus on social service such as 
community action agencies; 
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• erosion, flood, drought, and storm 
damage assistance and controls; 

• stream, lake, waterfront harbor, and port 
improvement; 

• wetlands protection and pollution control; 
• insect, disease, rodent, and fire prevention 

and control; 
• the improvement of abandoned railroad 

beds and rights-of-way; 
• energy conservation projects, renewable 

resource enhancement, and recovery of 
biomass; 

• reclamation and improvement of strip-
mined land; 

• forestry, nursery, and cultural operations; 
and 

• making public facilities accessible to 
individuals with disabilities. 

• activities that focus on the rehabilitation or 
improvement of public facilities; 
neighborhood improvements; literacy 
training that benefits educationally 
disadvantaged individuals; weatherization 
of and basic repairs to low-income 
housing, including housing occupied by 
older adults; energy conservation 
(including solar energy techniques); 
removal of architectural barriers to access 
by individuals with disabilities to public 
facilities; activities that focus on drug and 
alcohol abuse education, prevention, and 
treatment; and conservation, maintenance, 
or restoration of natural resources on 
publicly held lands; and 

• any other nonpartisan civic activities and 
services that bring substantial social 
benefit in meeting unmet human, 
educational, or environmental needs 
(particularly needs related to poverty) in 
the community where the service is to be 
performed. 

PKG funded internships 
If an undergraduate student does not qualify for FWS, their internship experience can be funded 
by the PKG Center up to 75% of internship compensation. PKG-funded internships must meet the 
following requirements: 
• They can only be offered to undergraduate students. 
• They are at a federal, state, or local public agency or private nonprofit organization in the US 

or its territories; 
• The organization’s work and the position’s focus are for the public benefit; 
• The position is paid and the organization agrees to pay at least 25% of the student 

compensation; 
• The position provides well-defined and significant social/environmental impact; 
• The position allows students to explore and learn about at least one strategy for social 

change; 
• The experience is rigorous and supports skill/professional development and interest/career 

exploration. 
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Obtaining authorization to offer Social Impact internships 
Only authorized organizations can post Social Impact internships on MIT GivePulse. To receive 
this authorization, you must:  

1. Contact the PKG Center to discuss your idea, and make sure that both your organization 
and the position you have in mind meet the program requirements; 

2. Provide proof of nonprofit (state incorporation or IRS determination letter) or tax-exempt 
status (W-9);  

3. Complete an Internship Description for any position you wish to offer to our students;  
4. Create your organization’s group page on GivePulse and affiliate with the PKG Center. 
5. OPTIONAL: If you wish to offer FWS funded internships, your organization will also need to 

sign a FWS Employer Agreement with the PKG Center.  
6. OPTIONAL: To receive PKG sponsorship, your organization will need to sign an Internship 

Agreement and Financial Addendum with the PKG Center 

Completing the last two steps may take from few days to several months, depending on your 
organization's internal protocols. The PKG Center does not take responsibility for the length of 
time required to sign and execute the agreements. We recommend contacting the PKG Center at 
least 12 weeks in advance before the desired start date. 

Internship posting 
Once the Internship Description is reviewed and approved, you will be able to 1) onboard a 
selected candidate or 2) post the position on MIT GivePulse.  

If you have already selected a student for a FWS/PKG funded internship, you do not have to post 
on MIT GivePulse, but you will need to create your GivePulse group page and affiliate with the 
PKG Center to be able to track and approve student hours. This is not required for internships that 
are fully funded by your organization.  

Before you can onboard a student, the student supervisor identified in the Internship Description 
will have to receive a brief orientation with the PKG Center. 

Authorized community partners will receive instructions on how to post approved internships on 
MIT GivePulse. We recommend posting the position at least 8-12 weeks before desired start date.  

For FWS funded positions, the internship posting can be “Federal Work-Study Required” or 
“Federal Work-Study Preferred”, according to your preference: 

• Federal Work-Study Required internships are open only to MIT students who qualify for FWS. 
Selected candidates are paid by MIT and their wages are subsidized by FWS. 

• Federal Work-Study Preferred internships are open to all MIT students. If the selected candidate is 
not eligible for FWS, your organization may request PKG sponsorship or pay the student in 
full.  
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Selecting interns 
The PKG Center does not screen applications or select candidates. Once the internship is posted 
on MIT GivePulse, the PKG Center promotes it to students and relevant departments using 
different channels. Interested students apply directly to the host agency.  

When a candidate is identified, the host agency must inform the PKG Center in order to verify the 
student’s eligibility for FWS, if relevant. 

Student experiential learning 
Social Impact internships offer an educational experience under the supervision of professionals 
in the field, who provide guidance and constructive feedback during the whole experience.  

Each internship has specific learning objectives as described in the Internship Description. These 
objectives can be additionally outlined in the Individual Internship Learning Agreement that the host 
agency completes together with each selected candidate.  

Who pays Federal Work-Study funded internships? 
Students in FWS funded internships are paid by MIT, on a weekly basis, on behalf of the host 
agency. Students are paid for the number of hours approved by the off-campus supervisor on MIT 
GivePulse every week.  

Students in FWS funded internships cannot begin their internship experience until their 
onboarding process is completed, as confirmed by the PKG Center's official onboarding 
confirmation email. Host agencies will pay the student’s full compensation for any hours of 
internship prior to the official confirmation! 

Reimbursing MIT for Federal Work-Study funded internships 
In case of FWS funded internships, host agencies reimburse MIT for 25% of the student 
compensation. 

Host agencies will also reimburse MIT for payroll taxes (7.70% of student’s wages, as of January 
2019) for less-than-half-time students at any time or undergraduate students during the summer. . 

Invoices are sent by the MIT Student Financial Services to each host agency at the end of each 
term, and must be paid within a month of the billing date. MIT billing terms are: 
• Fall (Sept-Dec) billed in mid-January 
• IAP (Jan break) billed in mid-February 
• Spring (Feb-May) billed in mid-June 
• Summer I (Jun) billed in mid-July 
• Summer II (Jul-Aug) billed in mid-September 
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Who pays PKG funded internships? 
Host agencies pay students who are not eligible for FWS weekly/biweekly. Your organization can 
request PKG sponsorship to subsidize a portion of the student compensation (below). 

Requesting sponsorship for PKG funded internships 
Host agencies select the portion of PKG sponsorship they wish to request in the Internship 
Financial Addendum: 
• 25% of student compensation up to $500 (fall/spring), $600 (IAP) or $1,500 (summer) 
• 50% of student compensation up to $1,000 (fall/spring), $1,200 (IAP) or $3,000 (summer) 
• 75% of student compensation up to $1,500 (fall/spring), $1,800 (IAP) or $4,500 (summer) 
 
The PKG Center will reimburse the host agency for a portion of the intern’s compensation at the 
end of each term upon provision of a record of the internship hours on MIT GivePulse and of the 
student payments for that term, as follows: 
• Fall (Sept-Dec) disbursed in mid-January 
• IAP (Jan break) disbursed in mid-February 
• Spring (Feb-May) disbursed in mid-June 
• Summer (Jun-Aug) disbursed in mid-September 

CORI checks 
If an internship requires a Criminal Offender Record information (CORI) check, the host agency - 
NOT the student/MIT - will be responsible to submit the request to the Criminal History Systems 
Board and pay any fee related to the process.  

Defining internship types and compensation 
● Introductory/Exploratory internships: Provide an introduction to a social or environmental issue in 

a specific context (community/geography) and an exploration of selected strategies for social 
change. Students begin to understand and develop the necessary knowledge, skills and 
abilities.   

● Developing/Focusing internships: Focus on the exploration of a social or environmental issue in a 
specific context (community/geography) and a particular strategy for social change. Students 
expand their learning and develop deeper knowledge, skills and abilities necessary for the 
role/work/strategy for social change.   

● Advanced/Independent internships:  Offer advanced experience of a social or environmental issue 
in a specific context (community/geography) and a particular strategy for social change. 
Students (co)design and (co)lead their experiential learning, reinforcing knowledge, skills and 
abilities necessary for effective social change. 

The host agency determines the appropriate internship compensation in consultation with the 
PKG Center and in accordance with the recommended hourly rates below. Hourly compensation 
is determined according to the specific skills and level of responsibility of each intern. It may not 
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be based on a student’s FWS eligibility status, but it may take into account the intern’s previous 
experience, specific skills or qualifications. Minimum compensation for FWS funded positions is 
$12.75 per hour as of January 1, 2020. 

 

 Requires 
undergrad enrollment 

Requires 
graduate enrollment 

Introductory/Exploratory $12.75-15 $12.75-18 

Developing/ Focusing $15-18 $18-22 

Advanced/ Independent - $23-30 

 
Any position that requires a higher compensation because of experience and levels of technical 
expertise required will be managed on a case-by-case basis.  

Internship hours 

MIT students can intern up to 20 (FWS funded) or 10 (PKG funded) hours per week during class 
periods and up to 40 during non-class periods. For FWS funded internships, caps include all their MIT 
positions. 

Students may not intern during any of their scheduled classes or exams. 

If an intern reports in excess of 6 hours per day, they are required to take an unpaid break of at 
least 30 minutes. 

Starting in the fall 2019, students are required to enter their internship hours on MIT GivePulse, 
where student supervisors must verify them, at least weekly for Federal Work-Study funded 
positions.  

Internship participation 
Regular attendance is required and expected of all interns. Failure to comply with the attendance 
policy and/or excessive absences may result in probation and/or dismissal from the position. We 
recommend discussing your organization’s attendance policy with each intern.  

No-shows are not allowed and are grounds for probation, suspension or immediate dismissal from 
the internship. 

Other internship requirements 
Organizations offering Social Impact internships are expected to:  

1. Post the approved position on MIT GivePulse, when applicable; 
2. Select applicants and inform the PKG Center once a candidate is identified; 
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3. Provide appropriate orientation, training and ongoing support and supervision to each 
student. 

For PKG funded positions, host agencies must also: 
4. Complete an Individual Learning Agreement with the student; 

For FWS/PKG funded positions, host agencies must also: 
5. Complete a Mid-Term Review with the student; 
6. Complete a Final Evaluation survey; 

For FWS funded positions, host agencies must also: 
7. Comply with the Federal Work-Study Guidelines listed below. 

 
Failure to complete these mandatory requirements can lead to termination of the agreement with 
the PKG Center. 
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2019-2020 Calendar 

 Year-long Fall IAP/Jan break Spring Summer 

Max Hours per 
Week  

(FWS sponsored 
positions) 

20 (class 
periods);  
40 (non-class 
periods) 

20 
 

40 
 

20 
 

40 
 

Max Hours per 
Week  

(PKG sponsored 
positions) 

10 (class 
periods);  
40 (non-class 
periods) 

10 
 

40 
 

10 
 

40 
 

Recommended 
Posting 
Window 

Jul 1 - Aug 31 Jul 1 - Aug 16  Oct 1 - Nov 
30 

Nov 1 – Jan 
15 
 

Feb 3 – Mar 
31 

Term Start/End Sep 3 - May 
22 

Sep 3 - Dec 
20 

Jan 6 - Feb 2 Feb 3 - May 
22 

Jun 8 (new 
hires/interns) 
- Aug 18 
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Guidelines for Federal Work-Study funded positions 

The following guidelines apply to all the positions that are funded through Federal Work-Study (FWS). 
Please read them carefully before posting a position or onboarding a student. Failure to comply 
with these guidelines can lead to termination of the agreement with the PKG Center.  

Assignment periods 
Students in FWS funded positions, can begin their assignments starting on the Tuesday after 
Labor Day, until the last day of the spring semester (Calendar, page 22), with the following 
exception: 

• Students with a graduation date of December must conclude by the last day of finals in the 
Fall semester (late Dec).   

Students holding spring FWS funded positions can continue uninterruptedly through the summer, 
provided their FWS eligibility for the following academic year is officially confirmed. Students with 
a graduation date of June must conclude by the last day of finals in the Spring semester.  

An additional FWS summer award is given to students who are eligible for the upcoming 
academic year. The summer award can be used during the summer term (Calendar, page 22). 
Summer FWS funded positions can be extended through the first day of fall classes, depending 
on the student’s annual eligibility. The summer FWS award is: 

• Approx. $6,000 for undergraduate students; 
• Approx. $11,000 for graduate students. 

Incoming first-year students cannot hold FWS funded positions before their first fall semester. 

Overtime 

If a student holding a FWS funded position reports more than 40 hours a week, including all their 
MIT positions, the off-campus organization is charged for every hour beyond the limits at 1.5 times 
(instead of 25%) the student’s hourly compensation.  

Time verification 
Students holding FWS funded positions are required to enter their hours of work/internship on 
MIT GivePulse every week. Student supervisors must verify the recorded hours by no later than 10 
am on Monday. Hours approved after the deadline will be compensated a week later. After three 
late time approvals per semester, the position will be suspended.  

Compensation limits 
Total student compensation cannot exceed their FWS award (earning ceiling). The PKG Center 
can help you determine how many hours a student will be able to report in the position for the 
academic year, based on their FWS eligibility.   
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Supervisor’s Responsibilities 

The role of the off-campus supervisor is invaluable to student success! In order to be effective, the 
supervisor should be the person who has the most direct, regular contact with the student. We 
require supervisors to have regular check-in meetings with the student, to assess progress, give 
feedback and plan future actions. Supervisors must support the student’s work and provide 
guidance, evaluation, and feedback on the student’s performance. 

In addition, internship supervisors must have expertise in the field and facilitate the learning 
process providing guidance, evaluation, and feedback related to the learning objectives and 
student’s performance. Internship supervisors are supported and recognized as co-educators by 
the PKG Center.  

We expect supervisors to comply with the following guidelines: 

Student support and guidance 
• Provide clear instructions regarding student role in the organization or department, weekly 

tasks and responsibilities. 
• Explain the standards of behavior expected of employees/interns. 
• Review and discuss the Student Objectives Chart with the student at the beginning of the 

work/internship experience. Ask a copy to the student.  
• Have weekly check-in meetings and conduct a mid-term review with the student to assess 

learning, progress and performance, adjust goals, and plan future actions. 
• Establish regular work/internship schedules with students and ensure students’ schedules do 

not conflict with their classes. 
• Give students’ academic effort priority by allowing flexibility in scheduling during exam times. 
• Provide a workspace that is appropriate for the position and free from hazards. 
• Report any student workplace accidents or injuries to the PKG Center immediately. 

Time approval 
• Give students a 30-minute unpaid break after 6 consecutive hours; ensure the break is 

recorded on the timesheet. 
• Record and verify the accuracy of students’ hours, before approving them (weekly for FWS 

funded positions).  
• Hours of students in FWS funded positions must be approved every Friday by 5pm (Monday 

by 10am for weekend hours). 

Other responsibilities  
• Identify a substitute supervisor and inform the PKG Center in case of leave, vacation, etc. 
• Plan a site visit with the PKG Center if the organization is in the Greater Boston area. 
• Keep lines of communication open, clear, and constructive with the PKG Center. 
• Complete a final evaluation at the end of the student’s appointment.  
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Resources for Student Supervisors 

The PKG Center appreciate the invaluable role community partners play in the experiential 
education of MIT students. We understand that being a supervisor is a demanding role and 
finding time can be tricky. Here are some ideas to assist you with providing meaningful and 
rewarding student supervision. 

Student supervision 
Supervision has three major goals: 

1. Validate the student professionally and personally; create a safe setting for students to 
explore and reflect on their goals, work and impact. 

2. Appreciate the skills, knowledge and personal abilities students bring to the position; 
provide regular and constructive feedback on their work; give students access to 
opportunities to develop further knowledge and skills, and for professional development.  

3. Make sure students understand their responsibilities, and their work is reviewed regularly; 
ensure students have an appropriate workload and they know when they should consult 
the supervisor. 

An adequate supervision: 

• Encourages students to assess their actions in relation to set objectives;  
• Inspires students to learn, explore and reflect on the different strategies for social change, and 

to develop knowledge, skills and abilities necessary for social change , today and in their lives 
beyond MIT; 

• Provides students an opportunity for personal and professional development.. 

Student orientation 
A good orientation to your organization creates a solid beginning for the position, introducing the 
student to many essential aspects of the organization’s people, culture and processes.  
Orientation is an important responsibility for the student supervisor, and is the first supervisory-
related task that should occur when a student begins their job/internship. 

We recommend that you set aside time to orient new students. Use this opportunity to reinforce 
relevant topics discussed at the interview as well as discussing: 

• Variations in work/internship schedules for holidays, break periods, and examination periods. 
• Safety and health practices. 
• The student’s responsibility for agency facilities and equipment. 
• Performance standards. 
• Dress code and other relevant policies and procedures. 
• Confirmation of hourly compensation and methods of payment. 
• Relevant staff. 

When discussing supervision, it is important to provide answers to the following questions: 
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• Who is the student’s supervisor? 
• Who is the alternate supervisor? 
• To whom should the student direct problems or questions? 
• Whom should the student contact in case of absence or change in work schedule? 

Orientation should begin on the first day of the student’s appointment, and can continue during 
the first few days.  Some orientation activities can include: 

• A welcome to the organization & staff introductions 
• Training on security and safety procedures 
• Setting up student’s work station 
• Introduction to agency set up, where things are and how to find things 
• Introduction to administrative process and requirements 
• Ask students to read key policy and operational manuals 
• Ask students to look over reports, research and other information relevant to the position 
• A review of the learning objectives for internship positions 
• Allowing students to become familiar with protocols and practice procedures 
• Involving students in staff, network and other meetings during the first week 
• Reviewing the orientation at end of the first week, and assessing the students’ readiness to 

take on other tasks  

Having a written plan for orienting a new student not only helps you present information in an 
organized way, but also helps you think through everything that you want to cover. This sample 
helps the student supervisor decide what meetings to schedule with or for the new student 
employee, and provides a sample agenda for topics to discuss in more detail. 

Sample orientation agenda 
The items listed in the grid below should help you create your new hire’s first-week schedule. 

Meetings with the supervisor Meetings with the other staff 

First Day: Schedule your first check-in to review 
and discuss: 
• First-week schedule 
• Overview of role and responsibilities, 

(provide heads-up on goal-setting 
meeting), current team projects, other 
projects that intersect with role 

• Weekly check-in schedule 
• General work styles and how best to work 

together 
Schedule an office orientation facilitated by 
yourself, or another member of your team: 
• Personal introductions 
• Where is everything and how do I use it?  

 



27 

 

 

First week: Schedule a meeting dedicated to 
goal-setting, performance, expectations, and 
learning objectives if relevant: 
• Discuss broad expectations for the role 

(the “what” and the “how”) 
• Review Student Objectives Chart and set 

medium- and long-term goals  
• Assign first projects 
• Remember that most new students hate 

downtime, so fill plates accordingly but 
realistically 

First week: 
• Schedule a team lunch 
• Schedule 15-minute “welcome calls” for 

staff member to meet staff at other 
locations relevant to role 

• Schedule IT training as needed 
• Schedule relevant role-specific training 
• Provide list of any affinity groups (for 

example, identity-based or interest-based 
groups) that may be relevant 

Supervision meetings  
Although there are opportunities for informal chats and catch ups with the students, it is important 
to set time aside for more formal supervision meetings. We recommend negotiating the 
expectations and parameters of supervision at the beginning of the job/internship appointment. 
An open dialogue about supervision enhances the development of an effective supervisory 
relationship and helps avoid misunderstanding and disappointment.  

The supervisory agreement between the supervisor and the student should cover:  

• Frequency:  supervision should occur at least bi-weekly (weekly is recommended for 15-40 
hours/week positions). To ensure supervision is a priority, regular times should be booked in. 

• Length: supervision should take at least 30 minutes (one hour recommended). 
• Content: supervision should allow time for the supportive, educational and organizational 

dimensions. 

This agreement provides a good starting point upon which changes can be made.  If the 
supervisory relationship isn't going well, it can be good to return to these points to get things 
back on track. The PKG Center can also help facilitate this conversation. 

A two-way process 
Students should have a role in setting the agenda and preparing materials to be discussed at 
supervision, and can be invited to do any of the following for supervision: 

• bring questions they might have 
• focus a discussion on how things are going 
• explore a particular theme or incident 
• reflect on the learning and project work tasks and objectives 
• ask for feedback on how the supervisor thinks they are doing 
• raise concerns 
• seek support in relation to a situation 
• ask for ideas around a project 
• review how supervision is going 
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Record keeping 
It is useful to have a record of the meetings. Notes might come in handy with regards to reviewing 
goals, activities and responsibilities agreed upon in supervision meetings. 

Template of supervision meeting record: 

NOTES ON SUPERVISION MEETING 

Between 
______________________ 

And 
_______________________ 

Date: 
_______________________ 

TOPIC: DISCUSSION: ACTION, TIMELINE, 
RESPONSIBILITY: 

   

Agenda items for next meeting: 

Preparation required: 

Supervision challenges 
A number of factors can influence the development of a beneficial supervisory relationship, 
including use of power, personal differences, styles of supervision, responses to difficulties, and 
the balance of the different functions of supervision. If you are encountering difficulties: 

• Try to identify what contextual, interpersonal and personal factors might be impacting on the 
supervisory relationship; 

• Talk it over with the student, bringing your thoughts and experience and inviting from them 
what they think; 

• Ask to review the agreement you initially made about supervision, and negotiate a new one; 
• If appropriate, discuss the issue in private with your supervisor or another staff 
• If this doesn't work and you need extra help please contact the PKG Center. We are always 

happy to help! 
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Student Recognition 

Students at MIT prioritize education, and they may pursue social impact positions to supplement 
their income and learning in a variety of ways. They strive to gain fulfilling work experience and 
training, contribute to social change in a meaningful way, and have fun in the process! Students 
are much more likely to return to a position in which these needs are addressed. By following the 
suggestions outlined below, your organization can cultivate an enjoyable work/internship 
environment, promote student retention, and provide students with opportunities they will 
appreciate. 

Suggestions for student appreciation 

• Value: Students want to feel valued in their work/internship environments.  Your organization 
should create an open environment where students can offer and receive comments and 
opinions, and feel respected. Supervisors should provide appropriate support, training, and 
feedback.  

• Compensation: A “just right” compensation and the possibility of a raise will give some students 
incentive to continue with their position. Compensation policies that reward longevity and/or 
performance can increase retention and show students they are valued. 

• Purpose: Students want to have a sense of purpose. They enjoy understanding how their effort 
is helping the community, the organization, and the specific social or environmental issue. 
Students also wish to have a clear knowledge of how their involvement will benefit them in the 
future. 

• Training and growth: Students may wish to be challenged by a variety of tasks in their positions. 
Providing teamwork opportunities is a good way to promote community building and 
training. Organizations should provide positive mentoring opportunities whenever possible.  

• Flexibility: MIT students usually have  a heavy academic workload and can feel especially 
overwhelmed during certain weeks. When possible, your organization should discuss the 
opportunity for a temporary reduction of hours or time off. Being flexible will help students 
feel valued and understood. 

• Recognition: Offering praise and performance feedback are easy ways to recognize students 
for a job well done. Promoting long-term student employees and interns to more advanced 
roles and giving them specific or special projects shows them your organization appreciates 
their efforts. 

• Having fun: Students who enjoy their work are more likely to stay and excel in their positions. 
Allowing music, jokes, or contests are great ways to increase everyone’s morale. Providing 
treats periodically gives everyone something fun to look forward to. The sky’s the limit! 
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Useful Contacts 

PKG Center 

W20-549 (Stratton Student Center) 
84 Massachusetts Ave. 
(617) 253 8065 
studentworker@mit.edu 
 

• Assists organizations with Social Impact 
Employment position development 

• Informs students and organizations of 
Federal Work-Study (FWS) and PKG 
funding guidelines 

• Processes student and organization 
applications  

• Advises & supports students and assists 
off-campus supervisors 

• Maintains the MIT GivePulse platform 
• Disburses PKG funding 
 

 

Student Financial Services 

11-120 
77 Massachusetts Ave. 
(617) 253 0204 
seo-www@mit.edu  

 
• Manages student financial aid applications 
• Determines Work-Study eligibility 
• Creates/manages student hourly 

appointments in MIT payroll 
• Maintains the MIT Student Employment 

website  
• Prepare and send Work-Study invoices to 

off-campus employers 
 

 


