ITHACA COLLEGE

COMMUNICATIONS GRADUATE PROGRAM

INTERNSHIP POLICY AND INFORMATION

General Statement of Policy


An internship is an individually-arranged, supervised field-based experience in the field of communication with a cooperating institution or corporation, intended to provide the intern with opportunity to practice and synthesize concepts and skills learned in classes, to observe communication and management practices in an organizational context, and to experience the culture of an organization.  In addition to an on-site placement component, internships have an intellectual aspect related to the student's academic program.


An internship should offer the student a supervised work experience under the guidance of a knowledgeable professional by facilitating the integration of theory with professional practice.  A student intern does not normally have access to college facilities and equipment to fulfill the duties and assignments of an internship; the sponsoring organization is responsible for providing resources for any such assignments.  There is no stipend or payment policy for internships; payment or nonpayment of a stipend is independent of internship requirements.

Eligibility and Credits

No more than 6 credits of internship and/or tutorial may be counted toward the 36 required credits.  Prerequisites:  12 graduate credits with a grade point average of 3.0 or better and prior permission of the graduate chair.  Graded pass/fail only.  Credit:  1-6 credits each (up to 6 credits total).  One credit is equivalent to 60 clock hours of internship work.  A student wishing to enroll in an internship should consult with the graduate chair well in advance.  Internships may be arranged initially by the student with approval of and consultation with the graduate chair.  A formal statement of duties must be approved by both the graduate chair and the field supervisor.  The graduate chair normally serves as faculty sponsor for internships.

Internship Responsibilities
A.  Faculty Sponsor is expected to:


1.
approve an acceptable design statement/proposal for the internship.


2.
monitor the student's progress through biweekly reports and provide general guidance and counsel where appropriate.

3. 
conduct a site visit during the internship where feasible (or a telephone conference with the field supervisor). 

4.
evaluate the student's internship experience (pass/fail) based on biweekly reports, site visit/conference, final paper, and field supervisor evaluation.

B.  Student Intern is expected to:

1.
prepare a design statement/proposal with the field supervisor for approval of the graduate chair

2.
submit biweekly reports (see sample attached) and maintain regular communication with the faculty sponsor.

3.
analyze and synthesize the internship experience in relation to career goals and academic class work in the student's graduate program

4.
conform to the personnel policies and practices of the host organization, including maintaining confidentiality.

5.
keep appropriate examples of internship work for a portfolio, recognizing that some work may need to be edited for confidentiality.

C.  Field Supervisor is expected to:

1. assist the student in preparing the internship design statement/proposal.

2. provide information on the Intern Acceptance Form (see attached).

3. provide facilities, equipment, resources, and schedule for the intern that offers the best possible educational experience.

4. supervise the student's work (or delegate supervision to others where appropriate), providing regular coaching and feedback, helping the student integrate theory and practice.

5. notify the faculty sponsor if the intern is not meeting expectations.

6. maintain organizational rights to any work produced by the intern during the internship.

7. prepare a written evaluation of the intern's performance within a week of the conclusion of the internship to be sent to the faculty sponsor with a copy to the intern.
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ITHACA COLLEGE

COMMUNICATIONS GRADUATE PROGRAM

Intern Acceptance Form
________________________________ hereby accepts __________________________

         (Name of Organization)                                                    (Name of Student)
as a communication intern under the conditions stated below.

1.  Starting and terminating dates of internship:


_______________________________           ________________________________


             (start date)                                                                    (end date)
2.  Briefly describe conditions of the internship: 

Assigned office/work space 

Assigned computer 

Assigned telephone

Salary/wage/stipend
Expenses

Insurance Coverage

Other

3.  Briefly describe the kinds of responsibilities this intern will be assigned:

4.  Provide the following information, as applicable, about the field supervisor:

Name______________________________________

Position Title________________________________

Work Address

Telephone: 
  E-mail: 


Length of time in present position: 


Primary work duties/responsibilities: 


Degree Held/Major: 


Special Training or Certification: 


Past experience supervising interns (number, kind of work): 

5. 
Signatures


                  (Field Supervisor)                                                  
  (Date)


                  (Student Intern)                                                  
  (Date)


         (Graduate Chair/Faculty Sponsor)                                       (Date)

Please return completed form to:


Howard K. Kalman, Ph.D.


Associate Professor and Graduate Communications Program Chair


353 Park Hall 


Ithaca College


Ithaca, NY 14850

For reference:

For each academic credit from the Graduate Program in Communications at Ithaca College, students are required to work 60 hours. They complete bi-weekly logs and a final paper, which go to the faculty sponsor. The field supervisor is asked to complete a written evaluation of the intern’s performance, to be sent to the faculty sponsor within one week of the internship’s conclusion. Further details are given in the Communications Graduate Program Internship Policy and Information document, available from the graduate chair or graduate program administrative assistant.

ITHACA COLLEGE

COMMUNICATIONS GRADUATE PROGRAM

Biweekly Report Outline
TO:    Faculty Sponsor

FROM:  (Intern's name and internship organization)

FOR Period ____________________________ TO ______________________________

1. 
Major activities.

2.  
Major projects and/or reports worked on.

3.  
Report of meetings and/or conferences attended.

4.  
Most valuable experience(s) during the period.

5.  
Any problems encountered during the period.

6.  
Running total of hours spent to date on this internship.

7.  
Other comments or observations.
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Internship Design Statement/Proposal

An internship design statement/proposal must include the following:

1.
Career goals

2.
Specific learning objectives for this internship

3.
Activities/tasks you will engage in or observe during the internship

4.
Classes or other activities which have prepared you for this internship

5.
Field supervisor's name and signature.

   
Organization and address

    
Telephone and e-mail address
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COMMUNICATIONS GRADUATE PROGRAM

Internship Evaluation Criteria

Guidelines for Field Supervisor

Following are suggested guidelines for the evaluation of interns at the conclusion of their internship work.  Please feel free to include additional categories of evaluation where appropriate.  Please evaluate the intern's effectiveness in the following areas:

1.  
Quality and nature of work performed.

2.  
Manner in which work was performed (organized, timely, neat, efficient, etc.).

3.  
Ability to accept supervision and criticism.

4.  
Ability to work with others.

5.  
Any unusual contributions. 
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Guidelines for Final Paper

The final paper should be prepared and submitted following the completion of the required hours for the internship credits.  The student intern should confer with the graduate chair regarding the preparation of the final paper, its requirements, and its exact due date. 

Normally, the final paper should address the following topics:

1.
briefly summarize the kinds of work accomplished during the internship;

2.
discuss the relationship of the internship work to the student’s graduate program goals (including specific courses) and career aspirations;

3.
discuss any learning the student had that was unexpected;

4.
discuss any learning the student did not have but wanted to have;

5.
describe the nature of the organization and its culture;

6.
describe any conflicts observed or participated in, how they were handled, and how they could have been handled differently;

7.
other observations as a result of this experience.
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