Internship Contract for Communication 461

Name:





Year Admitted into COM:
Bronco #:




COM Option: 

Telephone Number:



Academic Units Completed:
Complete this form and submit it to the Communication Department BEFORE you begin an internship. Failure to follow the procedures will result in denial of internship credit.  You may complete two or three separate internships to accumulate the required 200 hours of job-related work; however, you must submit an internship contract form for each internship.  Refer to the Internship Guidelines & Procedures manual for additional information.

Step 1:  Indicate below where you will do your internship, the supervisor/mentor information, and what duties will be assigned to you.  State the learning objectives you have established for your internship.  After you have completed Step 1, call Lyn Hughes who will make an appointment with Dr. Kallan, the internship coordinator, Building 1, Room 313.  If he approves your contract, you may begin the internship.

Name and address of sponsoring organization:

____________________________________________________________________________________________________________________________________________________________________ 

__________________________________________________________________________________
Name, phone number, email, and job title of the immediate supervisor you will work under:

__________________________________________________________________________________ 

Describe the educational background and work experience of immediate supervisor/mentor:

(1) Education: (see attachment for example) __________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
 (2) Experience: (see attachment for example) 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Your duties:

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Your learning objectives:

____________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

Step 2:  Once you have started the internship, obtain a letter from the internship sponsor outlining your duties and responsibilities.  The duties outlined must be compatible with your learning objectives.  The letter should be written on the organization’s letterhead and include your supervisor’s name and telephone number.  The Communication Department must receive the letter within two weeks of your start date.  You can hand-carry it to the department office, or your sponsor may mail it directly to the Communication Department.

Step 3:  Upon completion of your internship you will email Victoria (vmkey@csupomona.edu) and include your supervisor/mentors email address.  She will send you and your supervisor/mentor an evaluation link that must be completed before you turn in your final paper.  This evaluation is for you to evaluate your internship and for your internship provider to evaluate you and confirm you have completed the required 200 hours of service.

Step 4:  Submit the written report (12-15 pages) of your internship—as specified in the Internship Guidelines and Procedures manual—to the Communication Department no later than the ninth week of the quarter during which you completed the work.  (If you completed more than one internship to accumulate your 200 hours of work time, see Dr. Kallan for special instructions on your report format.) At the same time you submit your report, you will be asked to rate your performance, using a questionnaire similar to the one scored by your supervisor.  Late reports will jeopardize your graduation. COM 461 IS NOT OFFERED DURING SUMMER QUARTER.  PLEASE PLAN AHEAD!  This means that you are not able to post credit in the Summer Quarter.  You can submit your final paper in the Summer Quarter, but it will not be reviewed or post for credit until the Fall Quarter.  If you have registered for the class but have not completed the requirements within 12 months, ask Victoria about filing an extension.

Please complete the following contract declaration:

I will begin my internship in _________________ quarter of _______________, enrolling in COM 461, and I expect to complete the internship at the end of _____________quarter of______________.  I have discussed my proposed internship with the internship coordinator, and I have received his approval.

The Site Supervisor:

· Agrees to guide this student’s work and to submit a brief final evaluation of his/her achievement upon request. 

· Agrees to discuss any concerns about the intern’s performance with him/her directly, and with the faculty/course supervisor, if necessary.

Site Supervisor’s signature:________________________________________ Date:_______________

Student’s signature:______________________________________________ Date________________

Dr. Kallan’s signature: ___________________________________________ Date________________

