Roy H. Park School of Communications

Undergraduate Internship Guidelines

I. Definition of Internship

An academic internship is an individually arranged, supervised, field-based work experience with a cooperating corporation or organization where the student receives mentorship and training. The internship primarily benefits the student.

· A Park School faculty member, or the Park professional development coordinator, monitors the internship.
· Internships are graded pass/fail only. 
· An intern does not use college facilities and equipment to fulfill the duties of an internship; the site is responsible for providing all required resources.
There is no requirement that communications majors undertake internships, but quality internship experiences can be very valuable. They allow a student to synthesize academic learning in the communications field with the real-world operations of a professional organization, and to experience its culture. Benefits to a student include:

· Refining skills and testing interests

· Providing insight into employment requirements

· Developing professional contacts and references

· Learning what skills need development

· Building a strong resume and portfolio

Students obtain internships in a variety of ways.  The School of Communications offers a database of ideas at www.ithaca.edu/rhp/internships. Students are urged to consult with the Park School Professional Development Coordinator at any point in their internship search. 

1. Eligibility 
To qualify for an internship, a student must be a Communications major or minor in good academic standing, and not on Warning.  The internship must relate to the major or minor.  At minimum, a student will have completed the introductory courses in the subject area of the internship.  
· Sophomores and freshmen may enroll for one internship credit only.  
· Students must attend a one-time Sexual Harassment Prevention session prior to their first internship.

2. Credits
· Credited internships may be undertaken in Fall, Spring or Summer semesters (not winter break)
· Credited internships are only in the U.S. and through the London Center.
· Sixty hours of on-site work is a minimum for one pass/fail credit and there is no maximum number of hours.
· One credit is the minimum unit.
· There is a maximum of six credits per internship (min. 360 hours). 

· No more than twelve internship credits may be applied to graduation.

· Internship credits cannot be transferred from another institution. 

· Internship credit cannot be awarded retroactively to past experience. 
· The same internship experience cannot be repeated for credit.

3. Tuition
Internships are treated the same as other courses for tuition. That is:

· Fall or Spring internship credits are included in full-time tuition (12-18 credits) 
· Above 18 credits, tuition will be billed per credit hour

· If a student is less than full time, tuition will be billed per credit hour.
· Summer internship tuition is billed per credit hour. Most students elect one summer credit, even if the internship is fulltime.
4. Compensation.  
Pay to interns will be handled by and negotiated between the student and the organization. Internships are largely unpaid; however, some organizations or internship programs do compensate interns. This can be hourly or weekly pay, or a commuting allowance, or a stipend at the completion of the internship. 

II.  Approval Procedures      

1. Submit the complete application for credit to the Professional Development Coordinator  in advance of the internship start date.  
2. The Application form (http://www.ithaca.edu/rhp/internships) the Proposal, the Organization Agreement, Resume, and Unofficial Transcript should be submitted together.

3. The Registrar Office will enroll the student. The student cannot enroll for internships online.
4. The final approved internship packet will be retained by the Dean’s office. Copies will be sent to the student, the faculty sponsor, and the site supervisor.
III.  Internship Proposal/Design Statement 

The student’s internship proposal should contain at least the following elements:  
1.   Who at the organization will supervise/mentor the student.  

2. Learning objectives for the internship, how these relate to student’s career goal
3.   The student’s anticipated  assignments and responsibilities, any specific projects. 
4.   The student’s preparation for undertaking the internship, such as related coursework and prior work experience
5. How the student will be in contact with the  faculty sponsor – usually via weekly email
6. Anticipated weekly work schedule.
IV. Organization Agreement (site supervisor letter)

This letter spells out the organization’s agreement with the intern and the specifics of the training program, including 

1. Supervisor’s name and contact information

2. Internship start and end dates, and the hours per week

3. Activities that the intern will engage in

4. How the intern’s responsibilities will increase over the term

5. What the intern will be expected to learn. What will the student observe? Will student attend company meetings?
6. Description of the workspace/resources that will be provided.  
(Internships cannot be undertaken in a home office.)
7. Terms of compensation, if any

V. Responsibilities
A. The Faculty Sponsor is expected to:

1. Review and approve the student’s proposal for the internship

2. Monitor the student’s progress through the weekly reports and provide general guidance during the internship 

3. Contact the site supervisor during the internship     

4. Evaluate the student’s internship experience (pass/fail) based on weekly reports, final paper, and field supervisor’s evaluation.

B. The Student Intern is expected to:

1. Prepare a design statement/proposal (see III) and attach it, with the organization’s agreement letter, to the application at http://www.ithaca.edu/rhp/internships/docs/internshipapp
2. Submit weekly reports to the faculty sponsor. Suggestions for weekly reports:
· Activities during the week

· Projects worked on

· Meetings and conferences attended

· Valuable experiences during the week

· Any problems encountered during the week

· Hours worked this week.

3. Seek the faculty sponsor’s assistance if any problems of communication arise or if learning opportunities are being reduced or restricted.  

4.   Submit a final paper to the faculty sponsor, reviewing the experience in relation to career goals and academic class work. Suggestions for final paper:
· Summarize the work accomplished during the internship 

· Discuss how the internship related to your academic program and career aspirations. How does this experience influence your future plans? 

· Discuss any learning that was unexpected 

· Discuss any learning or activities that you wanted to have but didn’t 
· Other observations as a result of this experience.
5 Conform to the personnel policies and practices of the host organization, including proper attire and presentation, and maintaining confidentiality.

5. Keep appropriate examples of internship work for a portfolio, recognizing that some work may need to be edited for confidentiality. Check with the employer.
7.   At the conclusion, fill out and email the Student Evaluation of Internship at http://www.ithaca.edu/rhp/internships/docs/evaluationbystudent/
C. The Site Supervisor is expected to:

1. Provide an Organization Agreement letter (see IV)

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

3. Supervise the student’s work or delegate supervision to others where appropriate, providing regular coaching and feedback.
4. Notify the faculty sponsor if the intern is not meeting expectations

5. Prepare a written evaluation of the intern’s performance at the conclusion of the internship for the faculty sponsor. A sample form is here: http://www.ithaca.edu/rhp/internships/docs/supervisorevaluation/
6. Provide the intern with an exit interview regarding the completed internship.

