
1. THE HOURS AND CONDITIONS OF THE INTERNSHIP ARE ARRANGED BETWEEN THE INTERN AND THE SPONSOR.

2. BY LAW, AN UNPAID INTERN IS NOT ALLOWED TO BE USED IN PLACE OF A PAID EMPLOYEE.

3. EMPLOYMENT BEYOND THE INITIAL INTERNSHIP IS NEITHER INFERRED NOR IMPLIED.

4. STUDENTS SHOULD BE AWARE THAT AN INTERVIEW IS OFTEN REQUIRED OF PERSPECTIVE INTERNEES.

5. ONCE STARTED, AN INTERN MAY NOT CHANGE HIS/HER INTERNSHIP.
If an intern receives an unsatisfactory evaluation or is released prior to the agreed upon hours, 
the intern will not receive credit.

6. SPONSORS AND/OR INTERNS SHOULD REPORT ANY PROBLEMS ARISING WITH THE INTERNSHIP
Report to the Cal Poly Art Department: (909) 869 – 3580.

7. THE INTERN SHOULD OBSERVE PROFESSIONAL STANDARDS: ATTENDANCE, PERFORMANCE, AND ALL WORKS RULES
AT THE SPONSOR’S EMPLOYMENT.

8. INTERN SPONSORS ARE RESPONSIBLE FOR PROVIDING ALL JOB MATERIALS.

9. SPONSORS AGREE THAT ALL THE HOURS OF THE INTERNSHIP WILL BE COMPLETED WITHIN A 15-WEEK TIME PERIOD.

10. SPONSORS MUST COMPLETE AND RETURN AN “EVALUATION OF PERFORMANCE” DIRECTLY TO THE SUPERVISING FACULTY 

DURING THE LAST WEEK OF THE 15-WEEK INTERNSHIP.
This is typically one week prior to finals for the quarter. The intern should provide the employer 
the date of finals week for that quarter. The review is confidential. Therefore, the intern may not 
hand deliver or email on behalf of the employer.

The Evaluation of Performance can be mailed to:
ART DEPARTMENT
SARAH MEYER, INTERNSHIP COORDINATOR
C/O PAT MARTINEZ
3801 WEST TEMPLE AVE
POMONA, CA 91768

Or emailed to:
SARAH MEYER: SAMEYER@CPP.EDU 
AND WITH A CC (COPY) TO PMARTINEZ@CPP.EDU

VISUAL COMMUNICATION DESIGN & GRAPHIC DESIGN INTERNSHIP AGREEMENT
A student with Junior or Senior level standing in VCD is eligible to perform a 50 to 100 hour internship 
if he/she has completed VCD 3321A Visual Communication Design 2 with a C- or better. The purpose 
of the internship is to provide the student with “stimulated job and work experience”. 



I have read and understand the internship and placement rules and regulations. I agree to abide by these rules. 

INTERN NAME: ___________________________________________ PHONE: __________________________ 

E-MAIL: _______________________________________________________________________________ 

ADDRESS: ______________________________________________________________________________ 

CITY: ____________________________________________ STATE: _________ ZIP: ___________________

INTERN SIGNATURE: ___________________________________________________ DATE: ________________

INTERNSHIP COMPANY NAME: _________________________________________________________________ 

ADDRESS: ______________________________________________________________________________ 

CITY: ____________________________________________ STATE: _________ ZIP: ___________________ 

E-MAIL: _______________________________________________________________________________ 

PHONE: ___________________________________ CELL PHONE: ___________________________________ 

SUPERVISOR NAME: _____________________________________ PHONE: _____________________________

SUPERVISOR EMAIL: _______________________________________________________________________

SUPERVISOR SIGNATURE: _______________________________________________ DATE: ________________

SUPERVISING INSTRUCTOR: ______________________________________________ DATE: ________________

Please return the evaluation form and time sheet before finals week of the quarter. The intern should 
provide the employer the date of finals week for that quarter.



Or emailed to:
SARAH MEYER: SAMEYER@CPP.EDU 
AND WITH A CC (COPY) TO PMARTINEZ@CPP.EDU

This Evaluation of Performance can be mailed to:
ART DEPARTMENT
SARAH MEYER, INTERNSHIP COORDINATOR
C/O PAT MARTINEZ
3801 WEST TEMPLE AVE
POMONA, CA 91768

ART/CREATIVE DIRECTOR EVALUATION OF PERFORMANCE

Dear Evaluator / Supervisor,

Please address these issues in your performance memo of our Cal Poly Pomona student intern. 
Please write a short narrative and circle the most appropriate numbers for each criteria, as this will 
be used to grade the student.

Four exceeds expectations and equals an A. Zero does not meet expectation and equals an F.

4      3      2      1      0

4      3      2      1      0

4      3      2      1      0

4      3      2      1      0

4      3      2      1      0

QUALITY OF PERFORMANCE

ATTENDANCE DEPENDABILITY 

PROFESSIONALISM/INDEPENDENCE          

RESPONSIBILITY

CREATIVITY

SHORT NARRATIVE OF STUDENT’S PERFORMANCE:




