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Purpose
Most curricular options in the Department of Communication either require or recommend an internship.  The internship is designed
to provide the student with experience in a career setting, usually outside the university.  While some internship may offer the student
a stipend, most are voluntary, unpaid activities.  If a student is already employed in a communication-related job, internship credit
cannot be granted for continuation of that same activity. For example, an announcer at a radio station could not receive internship
credit for that work.

Internships must be communication-related.  While the Department defines the term “communication” in a broad and reasonable way,
all internships must employ some form of effective oral and/or written communication and help the student achieve career goals. The
internship must provide the student a learning experience in applying previous coursework in the Department.  The intern must not
be merely running errands or performing clerical duties.

Students planning an internship must remember that the “employer” invests time and energy supervising and training the intern.
Services of value are expected in return.  The internship is a reciprocal arrangement: students exchange their work in return for on-
the-job training, work experience, and an important resume item.

Obtaining the Internship

Academic Credit

Timing

The principle responsibility for arranging the internship rests with the student.  The Department continually works to enlarge the
number of internship opportunities inTallahasseeand other locations in and out of the State ofFlorida.  The Department maintains a
physical file containing requests for communication interns and some opportunities are posted on bulletin boards in the Department
office (University Center C, Suite3100).

Occasionally the Department recruits capable students for special or continuing internship programs arranged by the Department in
special internship locations. The Department may screen students before they apply for certain internships.  In general, however,
students apply directly for an internship in the same way they would apply for a job, interviewing and presenting resumes and
portfolios just as if a salaried job was at stake.

Students should apply for an internship after they have completed a substantial portion of, if not all, the relevant coursework at FSU.
This will often be the final semester before graduation. Students should check with their faculty advisor prior to securing an
internship, to determine whether they have made sufficient progress toward their desire to begin the internship process.

The internship carries from 1 to 12 hours of credit. NOTE:  Consult the advising sheet for your major.  The following is a breakdown of
the number of hours you must work according to the number of credit hours you register for.

12

Fall/SpringSummer B or C
(6 Weeks)

Number of Hours that Must Be Worked per Week

Summer A
(13 Weeks)

Number of
Credit Hours
Taken

50 106 40

11 45 97 37

10 41 90 33

9 37 80 30

2771338

2362297

2053256

1744215

1336174

1027123

71882

3941
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Two Internship Supervisors

The Internship Contract

Initial Attendance Report

Each internship must have two supervisors, one on-the-job and the other from the faculty of the Department of Communication. The
student is responsible for securing the permission and cooperation of both supervisors. This must be done and the internship contract
approved by both supervisors and the Department Chairperson by the end of the semester prior to the semester of internship.

The student must complete an internship contract. This contract is available at the Department Office as hardcopy or Department
website as softcopy. In the contract the student specifies the objectives of the internship and how these are to be realized. The
contract should be completed in consultation with both on-the-job supervisor and the faculty advisor. Both supervisors and the
student sign the contract indicating their collective approval of these objectives. The contract is then submitted to the Department
Chairperson (the Office Manager may sign for the Chairperson) for approval prior to the end of the semester before that of the
internship.

Final Reports

Evaluation by On-the-Job Supervisor

The student must send an e-mail confirmation of attendance at the internship placement to their faculty supervisor during the first
two days of the semester.  A copy of this e-mail should be retained in your records.

The supervisor on-the-job and faculty advisor should agree on the form and content of the final report that student will prepare.
Minimally, the report should include:

· A diary of internship activities
· A critical assessment of internship activities measured against the initial objectives
· A substantive analysis of the value of the internship in terms of the student's personal and career objectives
· Recommendations for changes and improvements in the internship
· Recommendations for changes and improvements in coursework preparatory for the internship
· Advice for students who might wish to intern or work at the same location in the future
· Examples of written or other materials produced during internship
· A completed Internship Profile form (attached to these Guidelines)
· All internship reports are due on the last regular class day of the semester

Final Grade

The intern must arrange for an evaluation with the on-the-job supervisor. The evaluation should address the quality of the intern and
the intern's success in achieving the stated objectives. The Internship Evaluation form included in these guidelines must be used and
returned to the faculty supervisor.  The evaluation may also include a letter in the final report or personal communication between the
faculty advisor and the supervisor on-the-job. It is intern's responsibility to coordinate this evaluation.

The internship is graded as S/U by the faculty advisor. An “S” will be recorded only if both the faculty advisor and supervisor on-the-job
believe that all internship work is highly satisfactory.
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 Student Information

Year in School:

Name: Last

Student's FSU SN:

Freshman

Sophomore

Junior

Address:

Email Address:

First Middle

Senior

Date:

Major within
Communication:

Phone Number:

 Internship Company Information

Company/Organization Name:

Address:

Supervisor's Name (on the job): Supervisor's Postion:

Supervisor's Phone Number: Supervisor's Email:

Faculty and Course Information

Faculty Advisor's Name:

Credit Hours of Internship: Total Credit Hours Completed in Major:

Semester of Internship:
Summer A

Summer B

Summer C Fall

Spring

Internship Objectives

This internship is designed to provide the intern professional and practical experience in the furtherance of his/her college education.
The objectives and experiences during the internship period shall include the following (please list).  Please refer to the Communication
Internship Guideline for details.

The student should make three copies of the completed contract: one copy for the faculty sponsor; one copy for the on-the-job
supervisor; and one copy for the student. Bring the original and all three copies to the department office to receive a reference
number. Once a reference number is issued, the student is responsible for registering for the course.
Updated: April 1, 2008 3/7
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Internship Terms and Conditions
It is understood that the Internship Program is a part of the curriculum of the Department of Communication atFlorida State
University. “Communication Internship Guideline”  which includes description of the internship, instructions for obtaining and
completing the internship is available from Department of Communication office or website.

The internee agrees to submit to his/her faculty supervisor a comprehensive written report on his/her internship. An outline for report
is contained in the internship description.  A separate section consisting of a daily log of intern activities shall be included in the
report. Additional memoranda, sample scripts, schedules, and other items produced during the internship are also appropriate for this
report.

 Criteria for evaluation for on-the-job supervisor shall include the following:

         1.  The internee's punctuality, motivation, positive attitude, quality and amount of effort and like characteristics consistent with
               apprentice relationships.

         2.  The internee's mastery of skills, techniques, and procedures outlined in the objectives of the internship as evaluated by the
              on-the-job supervisor and faculty advisor.

         3.   Quality and comprehensiveness of the final written report.

This contract signed by the student, the faculty advisor and the on-the-job supervisor, is due in the Department of Communication
Office by the end of the semester preceding that in which the student wishes to intern.

The Internship Report, Daily Log, and Evaluation by the on-the-job supervisor are due to the faculty advisor no later than the last week
of classes but before the final exam week. Reports turned in later may result in an incomplete grade.

Initial Attendance Report

The student must send an e-mail confirmation of attendance at the internship placement to their Faculty Supervisor during the first two days of the
semester.  A copy o f this e-mail should be retained in your records.

Internee Signature

Faculty Advisor Signature

On-the-Job Supervisor Signature

Department Chairman Signature

Date

Date

Date

Date

For Department Use Only

Course Code

Section

Reference Number

The student should make three copies of the completed contract: one copy for the faculty sponsor; one copy for the on-the-job
supervisor; and one copy for the student. Bring the original and all three copies to the department office to receive a reference
number. Once a reference number is issued, the student is responsible for registering for the course.
Updated: April 1, 2008 4/7
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Name of Business:

Type of Business:

City:

State:

Street Address:

Phone:

Contact:

Business Profile:

Internship Description:

Compensation or other expenses paid (Housing or Transportation):
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The Florida State University
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This form should be completed by the on-the-job Supervisor and returned to the Department of Communication Faculty
Advisor, as well as an additional copy to the Attention of Mary J. Ealey, once the internship has been complete.
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Name of Intern:

Faculty Supervisor:

Employer:

Address:

City/State/Zip:

Phone:

Email:

Evaluator:

1. On a scale of 1-5, please evaluate your intern on the characteristics below, where 1 is
superious, and 5 is poor. (N/A Not Applicable)

CHARACTERISTICS 3 Good N/A1 Superior2 Excellent4 Fair

Promptness

Resourcefulness

Maturity

Works Independently

Oral Communication

Interest in the Job

Accepts Criticism

Contribution to the Organization

Meets Deadlines

Written Communication Skills

Works Well with Otheres

5 Poor
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Tallahassee, Florida 32306-2664
Office: (850) 644-5034

Fax: (850) 644-8642

This form should be completed by the on-the-job Supervisor and returned to the Department of Communication Faculty
Advisor, as well as an additional copy to the Attention of Mary J. Ealey, once the internship has been complete.
 Updated: April 1, 2008 7/7

2. What do you consider the intern's most significant strength?

3. How could the intern improve his/her performance?

4. If your organization has an opening for a person with the background of this intern,
would you consider hiring this person? Why or Why not?

5. Would you be interested in having another intern from Florida State University in the
future?

NOYES

Evaluator's Signature Date

Intern's Signature Date

The Florida State University
Department of Communication

Attention: Mary J. Ealey
University Center Bldg. C, Suite 3100

Tallahassee, Florida 32306-2664
Office: 850-644-8743

Fax: 850-644-8642
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Purpose
Most curricular options in the Department of Communication either require or recommend an internship.  The internship is designed to provide the student with experience in a career setting, usually outside the university.  While some internship may offer the student a stipend, most are voluntary, unpaid activities.  If a student is already employed in a communication-related job, internship credit cannot be granted for continuation of that same activity. For example, an announcer at a radio station could not receive internship credit for that work.
 
Internships must be communication-related.  While the Department defines the term “communication” in a broad and reasonable way, all internships must employ some form of effective oral and/or written communication and help the student achieve career goals. The internship must provide the student a learning experience in applying previous coursework in the Department.  The intern must not be merely running errands or performing clerical duties.
 
Students planning an internship must remember that the “employer” invests time and energy supervising and training the intern.  Services of value are expected in return.  The internship is a reciprocal arrangement: students exchange their work in return for on-the-job training, work experience, and an important resume item. 
Obtaining the Internship
Academic Credit
Timing
The principle responsibility for arranging the internship rests with the student.  The Department continually works to enlarge the number of internship opportunities inTallahasseeand other locations in and out of the State ofFlorida.  The Department maintains a physical file containing requests for communication interns and some opportunities are posted on bulletin boards in the Department office (University Center C, Suite3100).
 
Occasionally the Department recruits capable students for special or continuing internship programs arranged by the Department in special internship locations. The Department may screen students before they apply for certain internships.  In general, however, students apply directly for an internship in the same way they would apply for a job, interviewing and presenting resumes and portfolios just as if a salaried job was at stake.
Students should apply for an internship after they have completed a substantial portion of, if not all, the relevant coursework at FSU.  This will often be the final semester before graduation. Students should check with their faculty advisor prior to securing an internship, to determine whether they have made sufficient progress toward their desire to begin the internship process. 
The internship carries from 1 to 12 hours of credit. NOTE:  Consult the advising sheet for your major.  The following is a breakdown of the number of hours you must work according to the number of credit hours you register for. 
	12				
Fall/Spring
Summer B or C
(6 Weeks)
Number of Hours that Must Be Worked per Week
Summer A
(13 Weeks)
Number of 
Credit Hours 
Taken
	50				
	106				
	40				
	11				
	45				
	97				
	37				
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9
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	27				
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Two Internship Supervisors
The Internship Contract
Initial Attendance Report
Each internship must have two supervisors, one on-the-job and the other from the faculty of the Department of Communication. The student is responsible for securing the permission and cooperation of both supervisors. This must be done and the internship contract approved by both supervisors and the Department Chairperson by the end of the semester prior to the semester of internship. 
The student must complete an internship contract. This contract is available at the Department Office as hardcopy or Department website as softcopy. In the contract the student specifies the objectives of the internship and how these are to be realized. The contract should be completed in consultation with both on-the-job supervisor and the faculty advisor. Both supervisors and the student sign the contract indicating their collective approval of these objectives. The contract is then submitted to the Department Chairperson (the Office Manager may sign for the Chairperson) for approval prior to the end of the semester before that of the internship. 
Final Reports
Evaluation by On-the-Job Supervisor
The student must send an e-mail confirmation of attendance at the internship placement to their faculty supervisor during the first two days of the semester.  A copy of this e-mail should be retained in your records.
The supervisor on-the-job and faculty advisor should agree on the form and content of the final report that student will prepare. Minimally, the report should include:
 
·         A diary of internship activities
·         A critical assessment of internship activities measured against the initial objectives
·         A substantive analysis of the value of the internship in terms of the student's personal and career objectives
·         Recommendations for changes and improvements in the internship
·         Recommendations for changes and improvements in coursework preparatory for the internship
·         Advice for students who might wish to intern or work at the same location in the future
·         Examples of written or other materials produced during internship
·         A completed Internship Profile form (attached to these Guidelines)
·         All internship reports are due on the last regular class day of the semester
Final Grade
The intern must arrange for an evaluation with the on-the-job supervisor. The evaluation should address the quality of the intern and the intern's success in achieving the stated objectives. The Internship Evaluation form included in these guidelines must be used and returned to the faculty supervisor.  The evaluation may also include a letter in the final report or personal communication between the faculty advisor and the supervisor on-the-job. It is intern's responsibility to coordinate this evaluation.
The internship is graded as S/U by the faculty advisor. An “S” will be recorded only if both the faculty advisor and supervisor on-the-job believe that all internship work is highly satisfactory. 
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 Student Information
Year in School:
 Internship Company Information
Faculty and Course Information
Semester of Internship:
Internship Objectives
The student should make three copies of the completed contract: one copy for the faculty sponsor; one copy for the on-the-job supervisor; and one copy for the student. Bring the original and all three copies to the department office to receive a reference number. Once a reference number is issued, the student is responsible for registering for the course.
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COMMUNICATION 
INTERNSHIP CONTRACT
The Florida State University
 Department of Communication
Tallahassee, Florida 32306-2664
Office: (850) 644-5034
Fax: (850) 644-8642
 
Internship Terms and Conditions
It is understood that the Internship Program is a part of the curriculum of the Department of Communication atFlorida State University. “Communication Internship Guideline” which includes description of the internship, instructions for obtaining and completing the internship is available from Department of Communication office or website.
 
The internee agrees to submit to his/her faculty supervisor a comprehensive written report on his/her internship. An outline for report is contained in the internship description.  A separate section consisting of a daily log of intern activities shall be included in the report. Additional memoranda, sample scripts, schedules, and other items produced during the internship are also appropriate for this report.
 
 Criteria for evaluation for on-the-job supervisor shall include the following:
 
         1.  The internee's punctuality, motivation, positive attitude, quality and amount of effort and like characteristics consistent with  
               apprentice relationships.
 
         2.  The internee's mastery of skills, techniques, and procedures outlined in the objectives of the internship as evaluated by the 
              on-the-job supervisor and faculty advisor.
 
         3.   Quality and comprehensiveness of the final written report.
 
This contract signed by the student, the faculty advisor and the on-the-job supervisor, is due in the Department of Communication Office by the end of the semester preceding that in which the student wishes to intern.
 
The Internship Report, Daily Log, and Evaluation by the on-the-job supervisor are due to the faculty advisor no later than the last week of classes but before the final exam week. Reports turned in later may result in an incomplete grade. 
Initial Attendance Report
The student must send an e-mail confirmation of attendance at the internship placement to their Faculty Supervisor during the first two days of the semester.  A copy o f this e-mail should be retained in your records.
Internee Signature
Faculty Advisor Signature
On-the-Job Supervisor Signature
Department Chairman Signature
Date
Date
Date
Date
For Department Use Only
Course Code
Section
Reference Number
The student should make three copies of the completed contract: one copy for the faculty sponsor; one copy for the on-the-job supervisor; and one copy for the student. Bring the original and all three copies to the department office to receive a reference number. Once a reference number is issued, the student is responsible for registering for the course.
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COMMUNICATION INTERNSHIP
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 Department of Communication
Tallahassee, Florida 32306-2664
Office: (850) 644-5034
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Student is to complete this form and return it to the Department of Communication Faculty Advisor, as well as an 
additional  copy to the attention of Mary J. Ealey, upon the compeletion of the internship.
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COMMUNICATION INTERNSHIP
 EVALUATION
The Florida State University
 Department of Communication
Tallahassee, Florida 32306-2664
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1.          On a scale of 1-5, please evaluate your intern on the characteristics below, where 1 is          
         superious, and 5 is poor. (N/A Not Applicable)
CHARACTERISTICS
3 Good
N/A
1 Superior
2 Excellent
4 Fair
Promptness
Resourcefulness
Maturity
Works Independently
Oral Communication
Interest in the Job
Accepts Criticism
Contribution to the Organization
Meets Deadlines
Written Communication Skills
Works Well with Otheres
5 Poor
COMMUNICATION INTERNSHIP 
EVALUATION
The Florida State University
 Department of Communication
Tallahassee, Florida 32306-2664
Office: (850) 644-5034
Fax: (850) 644-8642
 
This form should be completed by the on-the-job Supervisor and returned to the Department of Communication Faculty Advisor, as well as an additional copy to the Attention of Mary J. Ealey, once the internship has been complete. 
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5.         Would you be interested in having another intern from Florida State University in the 
         future?
NO
YES
Evaluator's Signature
Date
Intern's Signature
Date
The Florida State University
Department of Communication
Attention: Mary J. Ealey
University Center Bldg. C, Suite 3100
Tallahassee, Florida 32306-2664
Office: 850-644-8743
Fax: 850-644-8642
1
7
2
7
3
7
4
7
5
7
6
7
7
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