COMMUNICATIONS INTERNSHIP ENROLLMENT CHECKLIST  (Undergraduate)

[ ] Read the online Guidelines to understand Park School’s internship policies . We recommend meeting      with Professional Development Coordinator Eloise Greene.
[ ] Be on record as having attended an Ithaca College Sexual Harassment Prevention session. 
    The schedule is at www.Ithaca.edu/rhp/internships

[ ] When you have accepted an internship offer, complete the  Application  below.
[ ] Attach an internship proposal/learning plan for approval, describing:
1. The organization/department you’ll be working in
1. What activities and responsibilities will be assigned
1. Who at the organization will supervise your work
1. Specific learning objectives for this internship
1. How you are prepared for this internship

[ ] Attach a letter of agreement from the organization’s Site Supervisor to include:
1. Supervisor’s name and contact information
1. Internship start and end dates, and hours per week
1. Activities that you will engage in
1. How your responsibilities will increase over the term
1. What you will be expected to learn
1. Description of the workspace/resources that will be provided. 
(Note that internships cannot be undertaken in a home office.)
1. Terms of compensation, if any

[ ] Identify a Faculty Sponsor. For a Summer internship this is a Park faculty member with a continuing contract. For Fall or Spring semester you may have either a Park faculty member or the Professional Development Coordinator as your academic sponsor.
[ ] Attach your resume and an unofficial transcript.

[ ] Return the completed application to the Professional Development Coordinator. The Assistant Dean will review the materials, and you will be enrolled by the dean’s office. A letter confirming registration will be sent to the internship site supervisor, with a copy to you and to the Faculty Sponsor.
________________________________________________________________________________

All internships include the following academic requirements:
• Send weekly emails about your experiences at the worksite to your Faculty Sponsor.
• Write a final reflective paper assessing aspects of the organization and your experience there for your Faculty Sponsor.  
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Attach: 

   Organization Agreement Letter

   Your Proposal

   Resume

   Unofficial transcript

	
Number of credits for this internship   __________

Number of previous internship credits  _________

Total credits I will have completed prior to this internship: ________ 
                       
I attended the Sexual Harassment Prevention session  ________

Semester in which internship will take place _________________

Internship start and end dates _________________________




Student Name______________________________________________________   ID______________________

Address_____________________________________________________________________________________

Phone _________________________________          Email address ________________________________

Major__________________________ Concentration _______________________ Cumulative GPA __________

Internship Organization: 

_______________________________________________________________________________________

Site Supervisor Name/Title  _________________________________________________________________

Mailing Address __________________________________________________________________________

Phone ________________________________        Email address __________________________________                


REQUIRED SIGNATURES:
                                                                                                                                                                                                                                     1)  I understand that being an intern is a serious responsibility, and that as an intern I will be representing the Park School and Ithaca College, as well as myself.  I have considered my academic load and other commitments and am able and willing to devote the time and energy necessary to make my internship experience a successful one.   
I understand my responsibility in reporting any harassment, sexual or otherwise, to my faculty sponsor and site sponsor. 

I understand that if this internship is during the Summer session I will be required to pay the cost of tuition per credit ($1058.00 per credit in Summer 2012.) I understand that if this internship results in registration of more than 18 credits during the Fall or Spring semesters that I will be required to pay for each credit over 18 credits in addition to my fulltime tuition. I agree to pay this tuition and to notify all people who (if applicable) assist me in paying my college tuition. I understand that I cannot reduce the number of credits for an internship after the internship agreement is in place and I have started working at the site.



Student Signature        										Date   
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After the faculty sponsor signs, you can turn in the app with attachments to the Professional Development Coordinator.




2)  I have discussed this student’s proposed internship and agree to work with him/her to complete the academic requirements necessary for successful completion of the internship. 
I have reviewed the internship application, proposal, and the organization’s letter of agreement.  


_______________________________________________________________________________________
Faculty Sponsor 										Date   



3) I have reviewed the internship application, proposal, and the organization’s letter of agreement.  
    

______________________________________________________________________________________ 
Park School Professional Development Coordinator  (Eloise Greene)     			 Date	                    




4)  I have reviewed the internship application, proposal, and the organization’s letter of agreement.  

  
______________________________________________________________________________________
Park School Assistant Dean    (Bryan Roberts) 						Date


 


Office use:
	
Course Number   __________________

CRN____________________
	
Confirmation of attendance at Sexual 
Harassment Prevention session           _______________
                                                              (Eloise Greene)


Notes?
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