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Introduction 

 

This Policy and Procedures Manual is designed to provide Amica Center for Career Education staff  

the ability to appropriately engage on issues and concerns as they arise and to provide increased 

efficiencies as well as uniform responses. This Manual will be formally reviewed and updated 

annually and will have updates as needed during the course of the year. Appropriate sections of this 

manual will be made available to the matching segments of the Amica Center’s stakeholder 

population, along with access to one central, fully compiled document.  

 

The vision of the Amica Center for Career Education is that every individual is empowered to 

experience personal and professional success throughout life.  

 

Our mission is to guide students and alumni as they explore, discover, and connect with their 

personal and professional goals. 

 

The Amica Center for Career Education embraces a comprehensive and wholistic approach to career 

education and career management.  We espouse the following values: 

 

• Student-centered – we are here for the students and our services, programs, events, and 

partnerships with employers and faculty reflect this; 

• Diversity – we appreciate and value all of the expressions of one’s self and all others; we 

respect the rights and dignity of ourselves and others; 

• Inclusion – we value each and every person with whom we work and see ourselves as part of 

the greater community; 

• Collaboration – we value working with others, because this strengthens relationships and 

improves outcomes; 

• Innovation – we strive to improve and reach for higher and broader levels of impact, and create 

more effective methods of serving our stakeholders and ourselves; and 

• Discovery – we value self-discovery, which promotes personal and professional development. 

 

Goals 

Our primary goals are: 

1. That one hundred percent (100%) of our graduating classes will, by six months out after 

graduation, be employed, furthering their education, or engaged in another formal and 

intentional post-graduation activity (e.g., service, mission, volunteer); 

2. That one hundred percent (100%) of students engage in experiential learning during their time 

at Bryant University;  

3. To serve all students across all majors and concentrations, across all colleges; 

4. To create a dynamic career development network that includes students, alumni, Bryant staff 

and faculty, and employers and other organizations; and 

5. That students and alumni will learn to competently manage their personal and professional 

development through our services, programs and events. 

 

Our values, programs, events and activities support our goals, which drive our mission, to help us 

achieve our vision. 
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Amica Center Organizational Chart 

The Amica Center for Career Education’s organization chart is below.  One premise with which we 

operate is to have the right person addressing the right issues/concerns.  Not all issues need to be 

elevated to the Executive Director.  Therefore, one or more staff member may be working to address 

an issue or concern.  The Amica Center staff are empowered to resolve issues at the right level.  The 

Amica Center staff is committed to cross-training as well, so as to serve our constituents as best as 

possible.  All Amica Center staff work with other Bryant staff and faculty, as well as recruiting 

representatives. 

 
 

Amica Center Program Summaries 

 

Experiential Education: 

Helps Bryant students access experiential education opportunities through the formal Academic Credit 

Internship program, non-credit internships, and other types of opportunities.  Provides individual and 

group coaching services to support students with their applications.  Approves experiential education 

employers, contacts, and opportunities on Bryant Career Connection.   

 

Career Development: 

Provides individual and group career coaching, career assessment, and career education for all Bryant 

students, inclusive of all majors and status.  Provides the same services for alumni, up to 5 years post-

graduation, coordinates career education programs offered by all Amica Center personnel, many of the 

classroom presentations, and much of the social media and web presence for the Amica Center. 

 

Employer Relations: 

Develops new recruiting contacts and position opportunities for Bryant students and alumni.  

Maintains these recruiting relationships for current students and alumni.  Provides seniors and 

graduate students completing their programs with job search coaching and resources.   Coordinates 
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campus recruiting programs and events, including fairs.  Manages Bryant Career Connection, 

providing trainings internally and externally as needed, and approving position postings.  

 

Student Employees 

 

Student Employees 

The Amica Center employs students each year as office workers, social media and marketing 

assistants, and event assistants. Students interested in these positions should have work-study and be in 

good academic standing with the University. The Amica Center follows all policies and guidelines in 

relation to student employee as determined by Human Resources and Financial Aid.  

 

Available positions and descriptions are posted on Financial Aid’s Work Study page and on BCC. 

Interested students should apply according to the outlined instructions. Employed students are 

expected to submit all required forms to Financial Aid and adhere to the policies related to work study 

as well as the responsibilities and expectations of the position outlined by the Amica Center.   

 

All student employees are expected to adhere to the Amica Center’s confidentiality practices, FERPA 

regulations, and Title IX regulations.  Student employees are required to sign a Confidentiality 

Statement each academic year that they are employed with the Amica Center. 

 

Amica Career Advocates 

Amica Career Advocates are hired each year to help promote career development on campus and 

support the walk-in services during Quick Questions.  Career Advocates also assist with unique career 

education projects. Career Advocates work closely with the Career Coaches and are formally 

supervised by the Associate Director of Career Education. 

 

All Career Advocates are expected to adhere to the Amica Center’s confidentiality practices, FERPA 

regulations, and Title IX regulations.  Career Advocates are required to sign a Confidentiality 

Statement each academic year that they are employed with the Amica Center. 

 

Student Volunteers 

While not formally student employees and not paid, the Amica Center encourages students to 

volunteer with the Amica Center, to assist with many of its larger events.  Student volunteers are 

expected to follow the directives of Amica Center staff and are also considered representatives of the 

Amica Center while volunteering.   

 

  

https://my.bryant.edu/portal/financial-aid/work-study.htm
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Faculty and Staff 

Policies and Procedures 

 

The Amica Center for Career Education actively partners and collaborates with both Bryant University 

Faculty and other Staff.   We strive to find ways to further enhance student career success through 

these opportunities, mindful of our legal and ethical obligations. 

 

 

Faculty Responsible for Training and Approving Interns for In-Home Services 

Faculty supervisors of interns who provide in-home services are responsible for ensuring that  the 

interns have been formally trained for home visits by the site supervisor and the faculty supervisor 

(this includes risk management procedures). This training must include initial in-home supervision by 

either the faculty member of the site supervisor, which occurs before the student intern has been 

formally approved by the site supervisor to go solo into a home to provides services. The burden of 

verifying that the training and approval have occurred are upon the faculty and site supervisors.  The 

Amica Center for Career Education will generally not check to see if the training and approval has 

occurred, but reserves the right to request such documentation to verify compliance. 

 

Faculty and Staff Referrals 

To address the possibility of a legal complaint of a discriminatory recruiting practice, the Amica 

Center does not engage in the practice of offering employers a list of “top flight” students (or any 

other similar practice).   This practice is considered illegal as it is subjective, is based on limited 

knowledge, and it is not fair and equitable, for it excludes other candidates who might have the 

requisite skills and qualifications an employer seeks.  It also exposes the University to risk as it is 

acting as an agent on behalf of the recruiting organization without any formal contract to do so. 

 

As such, the Amica Center follows the NACE Principles for Professional Practice, the NACE Ethical 

Guidelines, and the NACE faculty candidate referral guidelines; we request faculty and other staff do 

the same.   The formal NACE statement is found at: 

 

http://www.naceweb.org/knowledge/legal/faculty-guide-student-

hiring.aspx?terms=faculty%20referrals 

 

The Amica Center has developed equitable and effective solutions to remove this risk and liability 

while still attending to the employer’s request.  Should a faculty or staff member wish to seek 

solutions, the key contacts will be the Executive Director of the Amica Center or one of the Associate 

Directors. 

 

Faculty and Staff Services 

The Amica Center does not provide career services to faculty and staff and these individuals will be 

referred to Human Resources for possible assistance. 

 

The Amica Center does not provide career services to the children of faculty or staff, unless the 

children are enrolled Bryant students.  If the latter is the case, the following polices and procedures 

apply. 

http://www.naceweb.org/principles/
http://www.naceweb.org/knowledge/legal/faculty-guide-student-hiring.aspx?terms=faculty%20referrals
http://www.naceweb.org/knowledge/legal/faculty-guide-student-hiring.aspx?terms=faculty%20referrals
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Bryant University Student and Alumni 

Eligibility and Privacy 

Policies and Procedures 

 

Enrolled Students 

Currently enrolled Bryant University students may use all services of the Amica Center for Career 

Education, including all programs and all events, with the exception of uniquely co-sponsored 

events/programs that are associated with a specific major/department/program.  (Ex: Walk Down Wall 

Street: Finance department and concentrators.)   

 

The Amica Center serves both part-time and full-time students, undergraduate and graduate. 

 

Students who were enrolled in the spring semester of an academic year and are continuing classes in 

the fall semester of the next academic year are eligible for services during the summer, between these 

semesters. 

 

Summer students are eligible for services. 

 

Customers of the Executive Development Center, enrolled in educational programs or EDC alumni, 

are not considered enrolled Bryant University students or Bryant Alumni and therefore do not qualify 

for services. 

 

Parents 

The Amica Center will always assist parents with general information regarding career development, 

Amica Center events, programs, and services.  If the parent is requesting information about their 

student, the Amica Center will not disclose such information – unless the student has signed a consent 

to release form, giving the Amica Center permission to share information, or the student has, in-

person, verbally agreed to allow the parent to attend an appointment.   

 

If permission to disclose is not provided by the student, the Amica Center will not share student 

information. 

 

The Amica Center staff all adhere to FERPA and Title IX: FERPA and Title IX. 

 

Parents are not permitted to use the Amica Center for their own career planning.  

 

Prospective students: Parents are permitted to join the prospective student in the single-session 

consultation. 

 

Alumni 

The Amica Center serves Bryant Alumni, up to five (5) years after graduation, for both the online job 

board and for all other services.  The alumni’s graduation date is used to establish this eligibility.  

Enrolled students will have scheduling priority should a waitlist ever develop and the alumni wishing 

to schedule an appointment may need to wait until all enrolled students seeking services have been 

accommodated. 

 

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www2.ed.gov/about/offices/list/ocr/docs/tix_dis.html
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Alumni of the Executive Development Center programs are not eligible for Amica Center services. 

 

Prospective Students 

The Amica Center provides single consultation sessions for prospective students who are considering 

Bryant University as their school of choice.  These sessions do not include career assessments, but 

basic career plans can be discussed, and how the Bryant experience might be appropriate.  Serial 

“single sessions” are not permitted.  Parents are permitted to join the prospective student in the single-

session consultation. 

 

Outside Referrals 

The Amica Center may refer service eligible students or alumni to community practitioners, based on 

expressed need, Amica Center service limitations, and circumstances.   

 

For alumni beyond the 5-year timeframe for service eligibility, referrals may be made by providing a 

list of potential practitioners.  Alumni will also be referred to the practitioners associated with the 

Alumni Engagement office.  No practitioner will be highlighted over another and it will be up to the 

alumni to determine on their own, through their own due diligence, with whom to work. 

 

For community members (includes general public, faculty and/or staff, and dependents thereof), 

referrals will be made by providing a list of potential practitioners.  No practitioner will be highlighted 

over another and it will be up to the alumni to determine on their own, through their own due 

diligence, with whom to work. 

 

The Amica Center does not endorse one practitioner or another.  It is always up to the individual 

receiving the referral to determine on their own, through their own due diligence, the quality and fit of 

the practitioner, and with whom to work. 

 

Privacy of Student Information 

Career coaches and all Amica Center staff adhere to U.S. Department of Education privacy laws 

(FERPA) that govern higher education student affairs. These laws are enforced by the federal 

government in order to protect student privacy. Likewise, for the safety and wellbeing of students, the 

laws provide some exceptions to student privacy. Under these exceptions, the Amica Center staff may 

be responsible or even mandated to report information.  

• Student privacy in reports of sexual discrimination or misconduct are referenced in Title 

IX.  

• Student privacy regarding student education records are in compliance with FERPA. 

The Amica Center staff are also members of professional associations that provide ethical guidelines 

for practice. (See NACE, NCDA, ACPA & NASPA) 

The Amica Center uses the following Consent to Disclose Information when there is a known need to 

share student information.  This consent does not imply confidentiality.  The form gives Amica Center 

professionals formal permission from the student to disclose or share restricted information. 

 

http://www2.ed.gov/about/offices/list/ocr/docs/tix_dis.html
http://www2.ed.gov/about/offices/list/ocr/docs/tix_dis.html
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.naceweb.org/principles/
http://www.ncda.org/aws/NCDA/asset_manager/get_file/3395
http://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competencies_.pdf


10 

 

 

 
  



11 

 

 

Individual Sessions, Consultations, and Services 

 

Individual Career Coaching 

All students are at different levels of career planning readiness and our Career Coaches are trained to 

help you through every step of the career development process. Career Coaches can assist you with 

choosing a major, exploring career options, and preparing to market your education, skills and 

experiences to prospective employers.  

 

The Amica Center offers state of the art career education, resources, and networking opportunities for 

students to achieve career success, but there are no guarantees that a student will attain an internship or 

full time position as a result of our services.  Career coaches are open and sensitive to all students’ 

differentiated needs and cultural affiliations.  

 

Expectations 

Career coaching is designed to provide students with the education and resources required to 

successfully transition from college to career. Career Coaches have an expectation that students will 

follow through with action steps agreed upon in meetings 

 

Duration 

Duration depends on the topic of conversation. Some students drop-in during Quick Questions hours 

for 10-15 minute resume reviews while others require 30 to 60 minute scheduled appointments. 

Students often meet with a Career Coach more than once, unless the demand for scheduled 

appointments is unusually high.  

 

Cancellations with a Career Coach 

Please cancel appointments at least 24 hours in advance so we may schedule other students during 

those hours.  You may contact our office staff directly or use BCC’s scheduling feature to cancel 

and/or reschedule.  

 

Use of Amica Center Resources - Student/ Alumni Eligibility 

All matriculated students and alumni up to 5 years after graduation are eligible to use all career 

services. Currently enrolled students have priority during peak appointment seasons. Five years after 

graduation, alumni receive career support from newsletters and networking events hosted by the office 

of Alumni Engagement.  

 

Authenticity 

Students are expected to present accurate and truthful information regarding their educational 

background, experiences and qualifications. This includes how they are representing themselves on 

their résumés, materials uploaded into BCC, information and projects on their Portfolium profile, and 

all job search documents and interactions with employers.  

 

Interview Room Use by Students 

Students may schedule the use of an interview room for a graduate/professional school or 

internship/job interview.  Such use is pre-scheduled through the Recruiting Coordinator and does not 

conflict with existing interview schedules.   

 



12 

 

 

Appropriate Use of Resources  

Resources maintained by Amica Center are not to be shared with those outside of the University 

community. Students are asked to use these resources for individual career development purposes 

only. 

 

The Amica Center makes every effort to utilize and promote third party resources that are valid and 

appropriate, but does not have the capacity to review and certify all content.  

 

Representation 

Students are expected to represent themselves and Bryant University positively and professionally, in 

alignment with the Amica Center mission and the Bryant Student Code of Conduct 

(https://my.bryant.edu/resources/files/student_handbook_2018-19.pdf). Student profiles containing 

information that does not fit with this mission or the Code, may be removed from Amica Center 

resources at staff’s discretion.  Representation includes, and is not limited to, on-campus interviewing, 

attending career events and workshops, while out on a credit-bearing or non-credit bearing 

internship/co-op, or working a part-time position on or off campus while enrolled, all communication 

with recruiters, other employers, and Amica Center staff. Students are considered ambassadors of the 

Bryant brand and are expected to conduct themselves accordingly. 

 

Distance Services 

The Amica Center can provide “distance services” for students and alumni, but this must be arranged 

in advance and the students/alumni must acknowledge the limitations of such services, including the 

privacy issues associated with digital communications and the integrity of the transmissions.  Delivery 

systems include telephone, email, and video conferencing (e.g., Skype).   

 

The Amica Center is not able to make international calls and therefore all international distance 

services will be conducted by email and/or video conferencing.  After hours scheduling of the distance 

services must be approved by the Executive Director in advance. 

 

Recruiting Program 

Each year, close to 400 organizations participate in the Recruiting Program, which consists of annual 

career fairs, on-campus interviews, networking events, and job postings for résumé collection. 

Employers have the opportunity to post available internship, full-time, part-time professional, 

fellowship and volunteer positions targeting Bryant students directly in the Amica Center’s online 

recruitment platform, the Bryant Career Connection (BCC).  

 

All students must review and formally acknowledge on BCC via an “accept box”) two brief recruiting 

program videos, outlining program details, policies and procedures, prior to gaining access to apply for 

opportunities in BCC and subsequently participate in campus interviews. Upon reviewing the video(s), 

students will be asked to acknowledge their understanding and compliance with program policies. 

Students who do not confirm their understanding and intent to comply with program policies will not 

be permitted access to the program.  

 

On-Campus Recruiting Program 

Students selected to participate in campus interviews must adhere to the following policies and 

procedures: 

https://my.bryant.edu/resources/files/student_handbook_2018-19.pdf
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• Interview Sign-up / Declination: If you are selected for an on-campus interview, you must 

either SIGN UP to the schedule or DECLINE the interview. This process is completely done 

in BCC (note: specific instructions on this process can be found in the BCC Student User 

Guide, located in the BCC Resource Library) 

• Sign-up Cancellation: If you have signed up for an interview timeslot and need to cancel, you 

must perform the cancellation process in BCC no later than 48 hours prior to your 

scheduled interview.  This allows us to adjust the recruiter’s schedule and possible also add a 

waiting student. 

• Late Cancellations / No-Shows: Late cancellations due to illness are permitted once.  No-

shows are not permitted.  

• Recruiting Program Violations: Failure to adhere to the above policies and procedures will 

result in suspension – possibly permanent - from access to BCC and any upcoming campus 

interviews. 

 

Missed Interviews (OCR) 

When a student misses an on-campus interview: 

1st offense: 

1. The Amica Center will send an email to the student with details of the missed interview. 

2. The Amica Center will ask the student to respond to the email with specific details as to why 

they missed the interview.  

3. The Amica Center will respond back to the student reminding them of the policies and (if 

needed) will send a copy of the BCC user guide.  

4. Then the Amica Center will send the recruiter's email address to the student and request they 

send a note of apology immediately, with a cc to Amica Center staff member associated with 

the issue.  

5. Students will be informed they have 48 hours to complete this apology or their BCC account 

will be suspended. 

NOTE: In addition the saying one is sorry, an apology has at least 5 additional and essential 

elements;  

a. acknowledgement of responsibility;  

b. a brief explanation of what happened while taking full responsibility (no excuses); 

c. recognition of the inconvenience;  

d. the repair – action that undoes the damage or corrects the issue from reoccurring; and 

e. is sincere throughout, makes no excuses, is to the point, and not dramatic. 

6. If the student doesn't send an apology and cc the associated Amica Staff member within 48 

hours, their BCC account is suspended. 

 

2nd offense: 

1. If it's a second offense, the student will be asked to meet with the associated Amica Center 

staff member immediately. Failure to attend will result in BCC suspension.   

2. If the student ignores the email/call, their BCC account will be suspended. 

 

Reinstatement  

If a BCC account is suspended because of a missed interview and failure to follow the above 

procedures, reinstatement requires a formal letter sent by USPS to the recruiter with a copy to be left 
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on file with the Amica Center.  The letter must include a full apology, as outlined above.  Failure to do 

this will result in a one year suspension in using BCC. 

 

Any questions pertaining to the above policies and procedures should be directed to Scott Connolly, 

Assistant Director, Employer Relations – sconnolly@bryant.edu.   

 

Job Offer Guidelines 

If you are presented with an offer of employment, we highly encourage you to meet with a career 

coach to discuss what has been presented to you and aid you in making a well thought-out and 

informed decision. It is considered highly unprofessional to accept and subsequently rescind an offer. 

All consideration should be made to honor your commitment.  

 

‘Exploding Offers’ 

We have advised employers that they cannot make exploding offers to Bryant students.  An exploding 

offer is one that will “disappear” if you don’t decide quickly enough (within a day, for example).  This 

practice is considered unprofessional nation-wide among most employers and career centers, including 

the Amica Center.  Employers should allow an appropriate amount of time for a student to evaluate an 

offer.  We suggest at least a week, but you can certainly request a longer time frame. 

 

Offer Acceptance 

If you have accepted a job offer, be that obtained as a result of recruiting program participation or 

otherwise, please notify the Amica Center. You will be instructed to complete our Post-Graduate 

Outcome Survey. Information gathered in this survey is used to exhibit the success of our graduates to 

our constituents and is pertinent for ranking and accreditation purposes. All individual responses are 

kept confidential.  Additionally, we request students also complete the Outcomes Survey function in 

BCC (note: specific instructions on this process can be found in the BCC Student User Guide, located 

in the BCC Resource Library) 

 

Once an offer acceptance has been reported to our office, either directly by the student or the 

employer, the ability to apply for full-time, post-graduate positions in BCC will be terminated.  

 

Early Offers 

Some companies make early offers to seniors (before the fall semester for a position that starts after 

graduation, for example).  While the Amica Center does not prohibit such early offers, be mindful that 

if you accept an early offer, you are making a commitment.   Ask the Amica Center should you have 

any questions or concerns. 

 

Reneging on an Offer 

Employers are working hard to identify their hires and expect that when you accept their offer, you 

have formally done so.  Therefore, changing your mind after you have accepted an offer is considered 

unprofessional behavior.  Reneging on an accepted offer casts a poor light on you as a candidate as 

well as Bryant University. 

  

If you are weighing two offers, instead of “hedging your bets” and accepting one while you wait for 

the other, be honest and keep both options open until both offers are in.   If the decision can’t wait 

mailto:sconnolly@bryant.edu
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because the employer can’t wait (remember, ask for a week to evaluate the offer!), then you will need 

to decide what to do.  Stick with your decision – employers respect this. 

 

 

Internships 

 

Students are strongly encouraged to participate in an internship/s while attending Bryant University. 

An internship is typically a semester-long learning opportunity in which students work with 

professionals and gain hands-on experience in their career field. Internships provide students with the 

ability to apply concepts learned within the academic coursework into real work experience that 

employers look for when recruiting students for full time positions.  

 

While internships are valuable to the organization/employer, the primary focus should be on the 

student’s learning experience. A meaningful internship is designed with specific learning outcomes, 

and involves feedback and personal reflection. It can be a valuable networking tool, and allows 

students to explore potential careers and industries. In most cases, organizations require that interns 

are seeking a degree in a related field of study from an accredited institution. Internships are typically 

part-time during the school year and full-time during the summer.  Winter internships do not qualify 

for academic credit due to the limited time frame of the break. 

 

Finding an Internship 

Many students find their internships on our career site, Bryant Career Connection (BCC). Employers 

post their opportunities in BCC and they are vetted by Amica Center staff. All students can access 

BCC through the MyBryant Portal.  

 

Students may also obtain internships through other job boards or personal connections, as we 

encourage students to explore opportunities that best suit their interests and needs and locations. 

Amica Center Career Coaches are available to assist students with their internship searches to help 

ensure a meaningful internship experience.   

 

Internship compensation 

Internships can be: 

• For credit and paid 

• For credit and unpaid 

• Noncredit and paid  

• Noncredit and unpaid (comparable to a volunteer experience)   

 

➢ The employer determines pay.  

➢ Academic credit approval is determined by Bryant University Faculty Department Chairs.  

Academic Internships  

Students looking to complete an internship for academic credit must have completed a minimum of 60 

credits and be in good standing with the University. For full information on academic requirements to 

receive credit for an internship, please review Bryant University’s Undergraduate Course Catalog.  In 

https://catalog.bryant.edu/undergraduate/specialprogramsofstudyandacademicrequirements/
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addition to student eligibility, each internship must be approved by the appropriate Academic 

Department Chair. Students will meet with an Amica Center Internship Coordinator to discuss 

internship criteria. Whether an internship is found through BCC or through other means, the credit 

approval process is the same. 

 

Students work with a professor within the academic area of study pertaining to the internship. The 

professor assesses the student’s learning based on a learning agreement he/she provides to the student, 

and the employer’s mid-semester and final performance evaluations completed during the internship 

period. A letter grade is assigned upon completion.  

  

Noncredit Internships 

Students can participate in noncredit internships at any time. There are no academic requirements for 

noncredit internships and they do not need Academic Department Chair approval. However, students 

are encouraged to properly vet the internship and site to make sure it meets the student’s expectations 

and is a legitimate posting.  

 

Internships that are not paid and are not credit bearing are essentially volunteer experiences. While 

these can still be very valuable, students should carefully consider this when exploring their internship 

options. If students need help reviewing an internship or effectively representing the experiences 

gained from the internship, they can make an appointment with an Amica Center Career Coaches.  

 

Intern Providing In-Home Services 

As long as the student intern has been formally trained up for home visits by the site and faculty 

supervisors (including risk management procedures), the training includes in-home supervision, and 

the student intern has been formally approved by the site supervisor to go solo into a home to provides 

services, then such in-home services are permitted.   The burden of verifying that the training and 

approval have occurred are upon the faculty and site supervisors.  The Amica Center for Career 

Education will generally not check to see if the training and approval has occurred, but reserves the 

right to request such documentation to verify compliance. 

 

Virtual Short-term Gig/Internship Opportunities 

Virtual “gig” jobs and so-called “micro-internships” in which students are independent contractors 

completing short-term/piecemeal work projects will not be posted. Students may pursue such 

opportunities on their own. 

 

Summer Internship Fellowships 

The Amica Center for Career Education offers financial assistance to Bryant students pursuing unpaid 

or low-paying summer internship experiences during the summer.  These internships can be for credit 

or not.  See the Summer Internship Fellowship section for more details. 
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Marijuana/Cannabis Industries: 

The Bryant University’s Amica Center for Career Education will not accept or post positions related to 

the use or distribution of recreational or medical marijuana. This includes tertiary positions not directly 

related to the sale or distribution of marijuana/cannabis but are designed to support or advance the 

industries.  Employers seeking to recruit for such positions at any on-campus recruiting event or 

through any campus means will be asked to cease and desist, and withdraw from the campus 

immediately.  As the use of marijuana is illegal at the federal level and Bryant University receives 

federal funds, we must comply with federal law. In addition, the possession and use of marijuana 

violates the Drug-Free Schools and Campuses Act, is illegal (except where medically prescribed) in 

the State of Rhode Island and Providence Plantations, and is (except where in conflict with Rhode 

Island law) banned on the Bryant University campus. 

 “HEMP” EXCEPTION: 

  

Rhode Island 

If an employer is a licensed agricultural grower or handler of “hemp” or “industrial hemp” under the 

Rhode Island “Hemp Growth Act,” R.I. Gen. Laws § 2-26-1 et seq., and the internship or work 

experience is solely within that specific hemp-based industry, the posting and recruitment can be 

permitted.  The employer must provide the Amica Center for Career Education formal evidence of 

state licensure prior to posting.   

 

For students seeking a hemp industry internship/employment experience, the State of Rhode Island 

requires such individuals to be 21 years of age or older and that they obtain a registry ID card issued 

by Rhode Island Department of Business Regulation.  Further, such internship/employment activities 

must be associated with a Rhode Island Licensed Hemp Farm.  It is the student’s responsibility to 

obtain this registry ID. 

 

Students who are seeking to obtain Bryant University academic internship credit must present formal 

evidence of their registry ID to the Amica Center for Career Education before starting the academic 

internship; failure to do so will result in the academic internship being administratively cancelled and 

any and all Bryant-related fees/costs incurred by the student (e.g., tuition) for this internship will be 

forfeited to Bryant University.  Bryant University shall not be held liable for a student’s failure to 

follow state law and to obtain and provide evidence of the required documentation.  It is the student’s 

responsibility to obtain and provide their necessary registry documentation. 

 

Outside of Rhode Island 

If the employer is located in a state other than the State of Rhode Island, they must provide 1) formal 

evidence of that state’s licensure, and 2) the relevant state/territory statutes that permit the agricultural 

production/handling/research of hemp.  If the student intern who is seeking academic credit requires 

licensure or registration in that state, this must be done (and formal evidence submitted to the Amica 

Center for Career Education) before the internship can be approved for academic credit.  Failure to 

present formal evidence of licensure/registration will result in the academic internship being 

administratively cancelled and any and all Bryant-related fees/costs incurred by the student (e.g., 

tuition) will be forfeited to Bryant University.  Bryant University shall not be held liable for a 
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student’s failure to follow state law and to obtain and provide evidence the required documentation.  It 

is the student’s responsibility to obtain and provide their necessary registry documentation.Rhode 

Island Statute References: 

 

§ 2-26-3 - Definitions 

(4) "Grower" means a person or entity who or that produces hemp for commercial purposes.  

 

(5) "Handler" means a person or entity who or that produces hemp for processing into commodities, 

products, or agricultural hemp seed.  

 

(6) "Hemp" means the plant of the genus cannabis and any part of such plant, whether growing or not, 

with a delta-9 tetrahydrocannabinol concentration that does not exceed three-tenths percent (0.3%) on 

a dry-weight basis of any part of the plant cannabis, or per volume or weight of marijuana product or 

the combined percent of delta-9 tetrahydrocannabinol and tetrahydrocannabinolic acid in any part of 

the plant cannabis regardless of the moisture content. Hemp is also commonly referred to in this 

context as "industrial hemp." 

 

§ 2-26-4. Hemp an agricultural product.  

Hemp is an agricultural product that may be grown as a crop, produced, possessed, distributed, and 

commercially traded pursuant to the provisions of this chapter. Hemp is subject to primary regulation 

by the department. The division may assist the department in the regulation of hemp growth and 

production. 

 

§ 2-26-5. Authority over licensing and sales.  

(b) All growers and handlers must have a hemp license issued by the department.  

 

230-RICR-80-10-1 (Rhode Island Industrial Hemp Agricultural Program) 

 

1.9(C) (Registry Identification Card Requirement, Eligibility, Annual Fee and Application) 

1. All officers, directors, owners, shareholders, managers, members, employees, and agents of 

the licensee must apply for Agricultural Pilot Program registry identification cards. 

 

2. Each licensee shall maintain a current list of all licensed cardholders associated with the 

licensee. 

 

3. Licensed cardholders shall be at least twenty-one (21) years old. 

 

4. There shall be a fifty-dollar ($50.00) non-returnable, non-refundable biennial fee for an 

Agricultural Pilot Program registry identification card, including each initial application and 

subsequent annual renewal. 

 

5. Applications pursuant to this section shall be on such forms and through such submission 

mechanisms as directed by DBR. 

  

Policy Development Resources: 
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https://www.votehemp.com/states/rhode-island-hemp-law/ 

http://webserver.rilin.state.ri.us/Statutes/TITLE2/2-26/INDEX.HTM 

https://rules.sos.ri.gov/regulations/part/230-80-10-1 

http://www.dbr.ri.gov/divisions/medicalmarijuana/ 

 

Formal email communication with the Department of Business Regulation, 6/17/19 

[HempCompliance, DBR (DBR) DBR.HempCompliance@dbr.ri.gov] 

“An intern would need a registry ID card issued by R.I. Dept. of Business Regulation and is 

associated with a Licensed Hemp Farm and be over 21 years old.”  

 

 

Fraudulent Postings, Scams, and Dubious Employers 

 

The Amica Center for Career Education diligently reviews new employers, postings and contacts to 

ascertain if the opportunities or the employer are legitimately seeking bona fide employees or interns.    

The Amica Center participates in a Northeast Employer Relations Consortium through which 

information related to scams and fraudulent employers/postings is shared, so as to broaden the success 

in intervening on illegitimate postings and employers. 

 

Any “employer” or contact found to be misrepresenting any type of opportunity will be removed from 

BCC and also banned from using any and all Amica Center recruiting systems or opportunities, 

indefinitely.  No exceptions. 

 

Any posting determined to be a method of defrauding any student or alumni of their money or 

identities or any aspect of themselves will be removed from BCC and the associated employer/contact 

will also be banned from using any Amica Center recruiting systems or opportunities, indefinitely.  No 

exceptions. 

 

The Amica Center reserves the right to deny any potential or currently registered employer access to 

Bryant Career Connection (BCC) should the employer abuse the system, post intentionally inaccurate 

or misleading information, or abuse, mislead or put any Bryant University student/alumni in harm's 

way. Any legal violations will be referred to Bryant University Administration. 

 

While the Amica Center attempts to identify, block, and/or remove fraudulent employers and postings, 

students are fully responsible for their applications and in making decisions as to whether to apply to a 

position and/or accept offers.  Students must exercise their own due diligence when evaluating any 

opportunity and any potential employer.  The Amica Center is available to students as they consider 

their options. 

 

 

 

 

 

 

 

https://www.votehemp.com/states/rhode-island-hemp-law/
http://webserver.rilin.state.ri.us/Statutes/TITLE2/2-26/INDEX.HTM
https://rules.sos.ri.gov/regulations/part/230-80-10-1
http://www.dbr.ri.gov/divisions/medicalmarijuana/
mailto:DBR.HempCompliance@dbr.ri.gov
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Solicitation and Business-to-Business Activities 

 

Unless approved in writing by the Executive Director of the Amica Center for Career Education, under 

no circumstances shall any vendor, business, or individual engage in any solicitation practices or 

business-to-business efforts when involved in any Amica Center for Career Education event, program 

or activity.  This includes (but is not limited to) students, staff, faculty, employers, alumni, or 

employers.  In addition to the Amica Center policy, Bryant University also has policies prohibiting 

solicitation on campus:   

 

Bryant University: 

http://policies.bryant.edu/2016/08/29/solicitation/ 

 

Bryant University Student Handbook (search “solicitation”) 

https://www.bryant.edu/student-handbook 

  

http://policies.bryant.edu/2016/08/29/solicitation/
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=2ahUKEwjdkpCF_r_eAhVF5IMKHQ-5BT4QFjAAegQIBRAB&url=https%3A%2F%2Fwww.bryant.edu%2Fstudent-handbook&usg=AOvVaw18ec0sMg_cvyQSaRbqs80v
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EXPLORE Program 

Student Participation Policies and Procedures 

(Updated 8/29/19) 

 

Required Application 

A competed application is required to participate for each and all EXPLORE Programs.   The 

application is designed to outline participation expectations, obtain essential participation information, 

as well as provide students the opportunity to accept EXPLORE Program participation guidelines.  

Incomplete applications will not be accepted.  Students cannot participate on an EXPLORE Program 

trip if an application hasn’t been submitted and accepted in advance.  Application submission dates 

will be noted on the application itself.  If a fee is required to participate on an EXPLORE Program trip, 

the application must be submitted and accepted first; the student will be notified of their application 

status.  If accepted, they then can pay the fee/deposit. 

 

EXPLORE Program Fees 

Some EXPLORE Programs require a fee to participate when Bryant University cannot underwrite the 

specific EXPLORE Program.  This fee will be made known on the specific application and the student 

must pay this fee in advance.  The fees may cover hotel room, travel, admission, and food costs.   The 

Amica Center cannot accept cash and payments must be made through Bryant University’s Bursar’s 

office (using Touchnet), with the receipt provided to the Amica Center as proof of payment.  Payment 

instructions will be provided on the specific EXPLORE Program application.  NOTE: Paying an 

EXPLORE Program fee prior to an accepted application does not imply the student is accepted to be 

on the EXPLORE Program trip; the application must be accepted first. 

 

Deposit Policy  

Most EXPLORE Program trips require a participation deposit to secure a space/seat for the trip.  The 

deposit will be applied toward the cost of the trip.  If a refund is due, the deposit will be refunded after 

the EXPLORE Program trip has been completed.  Deposits for students who no-show or cancel their 

participation late (within seven [7] days of a trip) will be forfeited. 

 

Cancelations 

EXPLORE Programs require significant staff time to plan, coordinate, and implement.   Participant 

cancelations must occur at least three (3) weeks prior to the trip date for a partial refund.  Cancelations 

that occur within seven (7) days of a scheduled trip will be considered late cancelations and are non-

refundable. 

 

Responsibility and Student Conduct 

Students are fully responsible for themselves prior to, during, and after each EXPLORE Program trip.  

This includes getting to and arriving on time at designated meeting points, as well as making 

arrangements post-trip for their own accommodations/travel. 

 

The Bryant University Student Handbook and the Student Code of Conduct are core documents that  

outline student behavioral expectations and apply while on EXPLORE Program trips.  Any situation 

that requires formal referral to the Dean of Students office will be made in accordance to these 

documents. 
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Students participating on an EXPLORE Program trip are expected to exemplify the high standards of 

the Bryant community and as such, are ambassadors representing Bryant University.   

 

Arrival Time at Designated Meeting Point(s) 

Participants must arrive at Designated Meeting points at the designated meeting time.  This time may 

vary, depending on the meeting point and purpose.   For example, if meeting on campus for a bus, the 

meeting time will be at least 20 minutes prior to the bus departure time.  If meeting at a point in a 

designated location, the meeting time may be different.   Specific meeting times will be outlined in 

detail on each EXPLORE Program’s trip information sheet, which students will receive after 

application approval.  Each EXPLORE Program requires following a tight schedule and therefore late 

arrivals can negatively impact the trip’s logistics, effecting the entire group’s experience as well as 

inconveniencing the employers scheduled for the trip. 

 

No-Show Policy 

Failing to show up for a trip, whether at the designated meeting point or for the bus, will result in 

forfeiting any fees/deposits paid, as well as remove that student from that trip’s roster.  Because the 

EXPLORE Program trips have very limited space, no-showing prevents another student from 

participating.  If a student is signed up for a future EXPLORE Program trip, they must demonstrate to 

the EXPLORE Program coordinator they are invested in participating.  If they no-show a second time, 

that student will not be allowed to participate in future EXPLORE Program trips for the given 

academic year, and must demonstrate to the EXPLORE Program coordinator they are invested in 

participating in future trips. 

 

Parking 

If the designated meeting point requires parking, the student is fully responsible for all parking costs 

for their vehicle.  If parking is on campus, the student is responsible to follow all Bryant University 

parking regulations. 

 

Dress Code 

Business attire is required for all EXPLORE Program trips.  When walking is part of the trip, 

participants will be informed in advance and they may use walking shoes in-between site visits.  The 

EXPLORE Program coordinator will inform students if and when business casual attire is appropriate, 

though this will be rare.    

 

Buddy System and Check-ins 

If the EXPLORE Program trip uses a Buddy System or Check-ins, each and every participant is 

expected to participate.  This will assist with the trip’s security as well as logistics. 

 

Use of Residence Halls Before and After an EXPLORE Trip 

For some EXPLORE trips, students may be allowed (by pre-arrangement) to stay in their own 

residence hall room the night before an early bus departure from campus and the night of the return 

(because of a late return).  If this is the case for a trip, prearrangements will be made by the EXPLORE 

staff  coordinator.  Students are fully responsible to wake up early and be on time for the early bus 

departure.  In addition, all Bryant University rules and regulations for staying in the residence halls 

apply, as does the Bryant University Code of Conduct: https://www.bryant.edu/student-handbook 

 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=2ahUKEwjdkpCF_r_eAhVF5IMKHQ-5BT4QFjAAegQIBRAB&url=https%3A%2F%2Fwww.bryant.edu%2Fstudent-handbook&usg=AOvVaw18ec0sMg_cvyQSaRbqs80v
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Overnight Trips 

Several of the EXPLORE Program trips require one or more overnight stays at hotels.  In general, to 

reduce cost, students will share rooms: women with women, men with men.  If there are any concerns, 

participants must make their concerns known on the application and in advance so accommodations 

can be made.  Students are responsible for their room costs. 

 

Emergency information 

Each participating student must provide in advance, on the application, current emergency 

information. Some sites that are visited, such as the FBI, will require additional information (e.g., 

Social Security Number) and this extra information will be collected separately, in a secure manner. 

 

Program Orientation 

To participate on any EXPLORE Program trip, you must attend one EXPLORE Program Orientation.  

These orientations review the trips and go over all the parameters of the trips.  They also allow for 

questions and answers. 
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Summer Internship Fellowship 

Policies and Procedures 

(Updated 8/29/19) 

 

 

Overview 

The Amica Center for Career Education offers financial assistance to Bryant students pursuing unpaid 

or low-paying summer internship experiences during the summer.  These internships can be for credit 

or not. 

 

Internships that address specific learning goals related to Bryant and offer one or more of the 

following will be considered:   

➢ Exploring a career option  

➢ Developing knowledge specific to a particular career or work setting 

➢ Expanding skills necessary for success in the work environment 

➢ Applying knowledge learned in the classroom to a work setting 

➢ Understanding cross cultural, social awareness and ability to work in a diverse environment 

➢ Expanding skills such as teamwork, time management, interpersonal communication and goal 

setting 

➢ One Fellowship will be awarded specifically for an Arts and or Cultural oriented internship, 

funded by an Alumna.  

 

Eligibility 

➢ Current freshmen, sophomores, juniors or those graduating in December of the academic year 

of the trip. 

➢ Open to undergraduate students only 

➢ Minimum overall GPA: 2.5 

➢ Good community standing 

 

Requirements 

➢ Internship must be a minimum of 8 weeks with minimum of 240 hours worked 

➢ Must have an internship offer at the time of application  

➢ Internship must occur during the summer semester of the given Summer Internship Fellowship 

year.  

➢ Internship must be unpaid or low-paying to be considered 

➢ Must be supervised on site by employer 

➢ Applications and all materials must be COMPLETED IN BANNER by the third Monday in 

April of the given application year, and no later than 11:59pm deadline on that day. 

 

Restrictions 

➢ Internships cannot be at Bryant University 

➢ Internships secured through a fee-based internship placement service are not eligible 

➢ Recipients may not receive other outside funding larger than $1000 stipend including travel or 

housing for the internship experience   
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Application and Submission Timeline 

➢ Applications will be made available on Banner “Summer Internship Program Application” on 

February 1 of the year. 

➢ Submit online application and other materials requested no later than the third (3rd) Monday, 

April of that year. 

➢ Award committee will review all completed applications and notify all candidates within three 

(3) weeks of application deadline. 

 

Application Process 

➢ Completion of online application found on Banner “Summer Internship Program Application”  

➢ You will be asked to provide: 

o Résumé 

o Unofficial transcript (download from Word document as PDF) 

o Essay stating value of internship, what you hope to gain from the experience and how 

does it apply to your career path (maximum 750 words) 

o Statement of need, how money will be used and amount requested (not to exceed 

$2000) using the Estimated Budget Form 

o One letter of reference (could be a faculty member, previous employer, Bryant 

administrator, coach, or advisor) supporting your request.  Download Reference Form 

and give to your reference to complete and submit as instructed on the form.  

▪ Letters of Reference are due the third Monday in April of the given application 

year, and no later than 11:59pm deadline on that day.  

o The completed Employer Data Sheet which should be filled out and submitted by the 

person coordinating the internship at the job site by the third Monday in April of the 

given application year, and no later than 11:59pm deadline on that day. 

o Consent, permitting the Amica Center to assess your financial need as determined by 

Bryant’s Office of Financial Aid
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Selection Criteria 

➢ The Program Award committee will review all completed applications and consider: 

o Quality of essay expressing your interest in the internship and how it meets the 

criteria of this award  

o Letter of Recommendation 

o Unofficial Transcript (demonstrating academic standing) 

o Résumé (stating academics, activities and previous work experience)  

o Statement of need on the Estimated Budget Form 

o Quality of  job description and training  

o Consent for review of financial need.  

 

Expectations of Fellows 

➢ All recipients must attend a pre-internship reception to be scheduled the first week of 

May of the given academic year. 

➢ Submit a 2-3 page reflection paper after the internship is completed, no later than 

September 15 of the new academic year. 

➢ Complete a survey after your internship experience 

➢ During the academic year following their summer internship, fellowship recipients will 

share their experience with Bryant Community as determined by the Amica Career 

Center. 

➢ Fellows are fully responsible for their conduct while out on their summer internship and 

are expected to conduct themselves as professionals.   

➢ Fellows are considered Bryant ambassadors and how they conduct themselves reflects 

back on Bryant University.   

➢ The Bryant University Student Handbook and the Student Code of Conduct are core 

documents that outline student behavioral expectations and apply during the Summer 

Internship Fellowship.  Any situation that requires formal referral to the Dean of Students 

office will be made in accordance to these documents. 

➢ Fellowship recipients will receive a stipend, which is taxable and is the responsibility of 

the recipient. 

 

 

 

 


