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Definition of common terms 
Below is a list of common terms used to explain the internship process in the Communications Media 
department. 

1. Internship Coordinator – The Internship Coordinator is a member of the Communications Media 
Department faculty who assists you with your internship paper work. This individual is the point 
of contact for all questions regarding your internship and the individual who will collect your 
contracts and communicate all registration information concerning your internship course and 
placement. The internship coordinator is also responsible for all affiliation agreements. The 
internship coordinator assigns interns to specific faculty members based on geography and 
departmental policies.  

2. Internship Contract – This is a CONTRACT; where you enter into a formal and binding 
agreement. This is a document you sign declaring the internship site where you will be working. 
You will identify your Internship Site Supervisor and provide appropriate contact information 
and work schedule. Once you have signed this contract and returned it to the internship 
coordinator, it cannot be changed.  You cannot change internship sites after this point unless 
the internship has been canceled by the internship site.  The internship coordinator or faculty 
supervisor will verify any canceled internships with the internship site.  (Page 13) 

3. Affiliation Agreement – This agreement is a contract between IUP and an entity offering an 
internship.  It outlines duties and responsibilities of both the organization and the University as 
it pertains to appointing an IUP student as an intern. This is NOT a document students complete 
or have signed but the internship site. Your responsibility is to simply inform the internship 
coordinator if your internship site is on the list of existing agreements or if they are not yet on 
the affiliated list of sites. These are a requirement of the Pennsylvania State System of Higher 
Education and are not optional. You are not permitted to complete an internship at a site 
without that site having a valid affiliation agreement on file with the university. Approval of 
affiliation agreements is a process that requires several signatures, therefore it is imperative 
that students communicate the need for an affiliation agreement to the internship coordinator 
as promptly as possible.  (Example Page 19)  

4. Internship Site – This is the physical site where you will do your internship work. Your internship 
site is responsible for providing you a work space during your internship.  The internship site 
must have a street address (not a PO Box) and must identify the location where you will be 
working during your internship.  The Department of Communications Media will not approve 
“virtual internships”.   

5. Internship Site Supervisor – This is the person who is directly responsible for managing your 
time at your internship site.  This is essentially your employer during the internship.  The 
Internship Site Supervisor is someone who has the expertise to teach you new skills and provide 
you with experience to meet your internship goals. The Internship Site Supervisor is responsible 
for completing the Internship Performance Review for your midterm and final evaluation.  The 
Internship Site Supervisor is responsible for meeting with the Faculty Supervisor during the site 
visit.  

6. Faculty Supervisor – This is a member of the Department of Communications Media faculty who 
will evaluate your internship experience and assign the appropriate grade. Your Faculty 
Supervisor will provide you with a course syllabus for COMM 493 Internship, along with his or 
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her requirements for your communication responsibilities, internship project, deadlines and 
other documentation. As with any course taught by different instructors, your Faculty 
Supervisor’s instructions to you may be different than instructions given to students being 
supervised by other faculty.  Follow the instructions given to you by the faculty member who is 
designated as your Faculty Supervisor.  Your Faculty Supervisor is the person you will contact 
with any questions about your internship responsibilities or to report any issues with your 
internship.  You do not get to select your Faculty Supervisor. 

7. Faculty Supervisor Site Visit – Each intern will be visited by their Faculty Supervisor at least once 
during the period of his or her internship.  To the degree possible, these visits will be done in 
person.  In circumstances where it is not possible to visit the intern in person, the Faculty 
Supervisor may conduct this visit on Skype or by some other virtual means.  The visit will include 
a private conversation with the Internship Site Supervisor. The intern is responsible for 
coordinating this visit with the Internship Site Supervisor and being aware of any requirements 
the Faculty Supervisor has for this visit.  

8. Final Internship Project – All Communications Media interns are required to complete a Final 
Internship Project that will include, at minimum, daily logs documenting your work hours, a 
description of your internship duties and evidence of your internship work that is appropriate 
for inclusion in your career portfolio.  Specific requirements for your internship project will be in 
the syllabus for COMM 493, provided by your Faculty Supervisor. 

9. Internship Daily Log – This is a form your complete to document your work hours and verify that 
you have worked the appropriate number of hours for the credits you are receiving.  You will 
keep one log per day and document your total internship work hours completed at the end of 
each day.  (Page 33) 

10. Internship Performance Review – This is an evaluation form completed by your Internship Site 
Supervisor.  Your Internship Site Supervisor will complete a mid-term and final evaluation of 
your performance on the internship.  You are responsible for providing the evaluation form to 
your Internship Site Supervisor and seeing that it is returned to your Faculty Supervisor by the 
appropriate deadlines.  This Performance Review is part of your internship grade and you will 
not receive a grade until both the midterm and final reviews have been submitted to your 
Faculty Supervisor. (Page 34)  
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Internship Overview 
The Internship Program 

Communications Media students often find their internship experience is one of the most important 
parts of their IUP education. This is a required part of your Bachelor of Science Degree in 
Communications Media. 

An internship is an opportunity for juniors and seniors to work in their field of choice while receiving 
university credit. Students receive nine credits for completing 360 work hours on a summer internship.  
These hours are typically earned by working full time, 40 hours per week for nine weeks, however hours 
can be spread over a longer period of time with a shorter work week.  Students may either find their 
own internship site or choose from many resources identified by the department.  

Students begin their internship search and application process in the spring semester immediately 
preceding their planned summer internship.  Prior to registering for a summer internship, all students 
must complete COMM 395 Career Planning and have a 2.0 overall GPA.  

Internship Sites 

Communications Media students find internships at radio and TV stations, sports teams, magazines, 
graphic design firms, promotion agencies, private corporations, nonprofit organizations, hospitals, and 
many more sites. Students typically intern in Pennsylvania, New York, and the Washington, D.C. area.  

Some of our many internships sites include: 

• Altoona Curve 
• American Heart 

Association 
• Broad Street Music Group 
• CBS Radio - Pittsburgh 
• Center City Film and Video 
• Elias Savion 

 

• Gatesman & Dave 
• iHeartMedia, Inc. 
• Jenna Communications 
• Make-a-Wish 

Foundation 
• Renda Broadcasting 
• Root Sports 

 

• Vinegar Hill Creative 
• Washington Wild 

Things 
• WAMO 
• WJAC-TV 
• WQED 
• WTAE-TV 

 
IUP's Center for Media Production and Research (CMPR) offers on-campus summer internships. Interns 
work with real clients and gain real-world experience. Students broaden their production and 
promotions skills while networking with many different professionals.  On-campus internships are also 
frequently available through IUP-TV and WIUP-FM.   

The Washington Center (twc.org), located in Washington, D.C., offers internships that are integrated 
academic and work experiences in government, corporate, and nonprofit organizations. TWC interns 
participate in academic seminars featuring speakers who are leaders in government, media, and the D.C. 
community. Scholarships and tuition assistance are frequently available. Typically, students who are 
Pennsylvania residents receive a full tuition remission for their TWC internship and pay only for their 
summer housing at one of the TWC housing locations.  TWC internships are coordinated with the 
assistance of IUP’s Career and Professional Development Center.  More information and deadlines are 
available at http://www.iup.edu/career/internships/washington-center-for-internships-and-academic-
seminars/ 
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IUP Communications Media students have interned through TWC at organizations such as:  

• Voice of America 
• Smithsonian Museums of Asian Art 
• Public Broadcasting System 
• National PTA 
• Bravo! Events by Design 

• American Association of State Colleges 
and Universities 

• RedEye Professional Post 
• Double R Productions 
• Cumulus Media 
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The Internship Course: Communications Media 493 
COMM 493 is a class with different faculty instructors.  Each faculty member will provide a syllabus to 
his or her summer interns that will include due dates, requirements for communication, requirements 
for the final internship project and other pertinent class related information.  Different faculty may have 
different expectations for their students.  Follow the guidelines established by your faculty internship 
supervisor.  

Prerequisites:  COMM 395, 2.0 overall GPA and department approval 

I. Course Description: Supervised professional summer work experience in communications media.  
Internship sites reflect the academic goals of the department and are approved and administered by a 
department coordinator.  Location, duties, length of internship, and hours are tailored to students’ 
career goals.  Sites represent a broad spectrum of communications and media in business, education, 
allied health, or other agencies.  Students must complete 360 hours of internship work experience and a 
culminating internship project.  A maximum of 15 credits of internship and/or practicum are permitted 
toward a degree program.  Students whose internship responsibilities include regular contact with 
minors are required to take the Protection of Minors Training. All internship sites are required to be 
compliant with University internship policies and requirements. 

II.   Course Objectives 

Each student will define his or her own objectives for the internship experience while taking COMM 395 
(Career Planning in Communications Media).  These objectives will reflect the learning experience the 
student hopes to obtain through the internship.  These will be refined by the hosting site (during 
interviews), and accepted by the department internship coordinator.  This document, called the 
internship proposal, is included with the internship contract and other documents submitted to the 
Communications Media internship coordinator.   

The Department of Communications Media course objectives for COMM 493 are: 

At the conclusion of the internship experience, the student will: 
• gain experience in a professional work setting consistent with the student’s career goals; 
• develop an understanding of the work environment and use this understanding to refine career 

goals; 
• acquire skills, knowledge, and experience in areas specific to the internship setting; 
• participate in projects and compile materials suitable for inclusion in a final project and 

professional portfolio; 
• submit a culminating final internship project that includes an analysis of the internship 

experience and submission of an internship portfolio demonstrating the accomplishment of the 
student’s internship objectives; 

• use newly developed skills to conduct a job search in this or a related field; and 
• use the internship site to develop professional contacts and refine interpersonal skills. 
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Internship Requirements and Policies 
There are various requirements when looking for and securing an internship experience. Below is a list 
of important responsibilities to remember when you are searching for an internship. 

Selecting an Internship 
1. Select an internship site that meets your academic and professional goals.  Look for sites that 

will help you build your skills, provide you opportunities for networking, and potentially a first 
job.   

2. Search for internships on web sites of companies where you would like to work. Use common 
search engines such as Career Builder and Indeed.  When completing online applications, follow 
each application’s instructions carefully.  Remember to note the internship requirements, time, 
location, and materials required carefully. 

3. In identifying potential internship sites, the following Department of Communications Media 
policies will apply: 

a. Virtual internships – those internships without a physical work site – are not permitted 
for COMM 493 credit. 

b. The internship site/host must provide a physical workspace for interns. 
c. The internship site must provide an on-site supervisor who has face-to-face contact with 

the intern at least once per week. 
d. The internship site supervisor must be a professional in his or her field; that is the site 

supervisor must be able to teach the intern about a facet of the communications field in 
which they are proficient. 

e. The student intern’s immediate family members are not permitted to act as site 
supervisors or complete evaluations of the intern. 

4. To receive 9-credits, the intern must log 360 hours of internship work.  Make sure your potential 
internship organization is able to provide an experience that permits you to complete the 
required hours.  

5. If it is your intention to graduate in August, after the completion of your internship, it is 
important that your internship hours can be completed in time for your final grade to be 
submitted to clear you for August graduation.  

6. While the University encourages an internship experience within a 500-mile radius of IUP, the 
Communications Media Department has no restrictions on location.  Therefore, students are 
free to seek an internship at any location.  All internship sites are subject to appropriate vetting 
by the internship coordinator and department staff. 

7. All internship sites must sign an affiliation agreement with IUP, reside in a state that permits 
interns from Pennsylvania universities, and be willing to verify that the intern will be supervised 
by an expert whose content specialty matches the skills being sought by the intern.  

a. Some states, like Kentucky, North Carolina, New Hampshire, and Rhode Island, now 
prohibit interns from Pennsylvania universities.  

b. Additionally, some states have restrictions on certain internships. Please check with the 
internship coordinator if you are interested in an internship outside of PA. 

c. Students will be provided with a list of internship sites that have previously signed 
affiliation agreements.  These sites are approved and if you intern at one of these sites, 
they do not need to sign an additional affiliation agreement.  
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Identifying your Internship 
1. Once you have identified and confirmed your internship, you will complete the internship 

contract (Page 13) and associated documents. 
2. The Internship Site Supervisor must sign the Internship Contract and provide their contact 

information. 
3. You will sign the internship contract and return it to the Internship Coordinator by the 

established deadlines.   
4. Once you have signed and returned the internship contract, no further changes can be made.  

You cannot change internship sites after this point unless the site cancels your internship. 

Registering for an Internship 
1. All students must successfully complete COMM 395 Career Planning prior to their internship 

experience.  All students enrolled in the internship course must be either a COMM major or 
COMM minor.  

2. The internship is not a capstone course and may be taken the summer of your junior year. You 
are not required to complete COMM 475 Senior Portfolio Presentation to be able to do an 
internship.  COMM 475 is required to graduate with your Bachelor of Science in 
Communications Media but not required prior to taking COMM 493.   

3. COMM 493 Internship is a 9-credit course, which requires the appropriate tuition payment of 
approximately $3000 (as of 2016). Students who drop, withdraw from, or fail COMM 493 may 
still be responsible for paying tuition. Address any tuition concerns to the bursar’s office. 

4. The internship course is only offered during the summer terms. COMM 493 is not offered in the 
spring or fall semesters. 

5. If you are completing your summer internship as the final requirement for graduation, you will 
apply for August graduation but still be permitted to walk with your class for the May 
commencement program, both departmental and University-wide. The deadline to apply for 
AUGUST graduation is APRIL 1st. 

6. To register for your summer COMM 493 credits, you will be provided a specific Course Record 
Number (CRN) assigned to the faculty member who is your faculty internship supervisor.  You 
will use the CRN to register online through MYIUP.  Registration for your summer internship 
must be completed by the pre-session summer add/drop period, typically the third day of pre-
session classes in early May.  Students who do not register online within this time, will have to 
do paperwork to complete a late add.  The registration deadline is NOT based on the date you 
start your internship but is based on IUP’s academic calendar.   

7. Students cannot have more than 15 credits of internship and practicum combined (within or 
external to the major) within the 120 credits toward graduation; students may exceed 15 
experiential credits if they go beyond the 120 graduation credit requirements.  

8. The University requires all students be in good academic standing with a cumulative 2.0 GPA.  If 
your GPA drops below a 2.0 after you have registered for COMM 493, you will be dropped from 
your internship and will have to complete COMM 493 in a future summer term.  You will not be 
able to register for COMM 493 or any other course if you have holds on any type on your record.   

Completing an Internship 
1. Once the Internship contract is signed no changes are permitted. That is, there will be no 

changes made to the internship experience or site unless under extreme circumstances.  
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Extreme circumstances would consist of a misrepresentation of internship duties on the part of 
the internship site or potential illegal or unethical behavior on the part of the internship site. If 
your internship is canceled by the site, for any reason, the internship coordinator or faculty 
supervisor will verify this.   

2. You are responsible for maintaining regular communication with your faculty supervisor.  Email 
is IUP’s official communication system.  You are required to check your email daily and respond 
promptly to communication from your faculty supervisor.  Failure to do this may negatively 
impact your grade.  

3. To be assigned a grade at the end of the summer term, the intern must log the required 360 
work hours and meet all other internship requirements by the date identified by the faculty 
supervisor in the COMM 493 syllabus.  Students whose work hours extend past the deadline for 
submission of grades will provide completed daily logs to the Faculty Supervisor prior to any 
grade being submitted.  The intern will receive an “Incomplete” grade until all hours have been 
logged. 

4. Interns who anticipate August graduation upon completion of their internship and whose hours 
will not be completed in time for submission of grades must communicate with the faculty 
supervisor to determine whether the student can still be eligible for August graduation.  If hours 
cannot be completed in time for graduation clearance, students will be required to reapply for 
graduation in a future semester.  

5. If you are dismissed from your internship, or your internship is terminated for ANY reason, you 
must notify your Faculty Supervisor within 24 hours of this action by phone and via IUP email. 
Your faculty supervisor will contact you to discuss and determine what happened and ascertain 
why the internship was terminated. He or she will also attempt to contact your internship site 
and discuss the situation. Call the Department of Communications Media main office (724-357-
3210) if you are unable to reach your faculty supervisor.  Understand that if you are terminated 
or quit your internship at a date past the financial withdrawal deadline, you will still be liable for 
your tuition payment.  Consult the IUP Office of the Bursar for any questions about tuition 
responsibilities.  
 
The following circumstances will apply to your grade and ability to complete COMM 493 
depending on the situation: 
 
Termination or dismissal without just cause: If your internship site terminates your internship for 
reasons not connected to your job performance or if you are fired for reasons your faculty 
supervisor determine were not for “just cause” (meaning it was no failure on your part) they will 
work with you as you attempt to find another internship where you can complete your required 
hours and COMM 493 assignments. That said, finding another affiliated and appropriate 
internship is ultimately your responsibility, and failure to do so in the time frame of the summer 
term, will result in an “L” grade and you will be required to complete the remaining 
requirements of COMM 493 in the future. The “L” grade will remain on your transcript until all 
the internship requirements have been met and you will not be able to graduate until the “L” is 
converted to a regular letter grade.  
 
Termination or dismissal for just cause: If you are fired from your internship due to your failure 
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to perform as assigned OR if you fail to notify your faculty supervisor of your termination within 
24 hours of being discharged; you will be assigned an "F" grade for COMM 493 and no effort will 
be made to reassign you to another internship during the same summer. “Just cause” reasons 
for your dismissal would include (but are not be limited to) repeated absence from work, 
unacceptable performance of your assigned duties, lack of motivation, failure to follow 
instructions, dishonesty, sexual harassment, lack of civility or any violation of your COMM 493 
ethics agreement.   
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Internship Checklist  
1. Search for available Internships, apply to internships, accept an internship position! 

o Begin your internship search in the early part of the spring semester, prior to your 
planned summer internship.  

o Please check with IUP’s Career and Professional Development Center for information 
about The Washington Center and other internship opportunities. 

o The internship coordinator will also be sending out periodic e-mails with internship 
opportunities that get sent to them. 

2. Confirm need for an Affiliation Agreement. 
o Your internship site is REQUIRED to have an affiliation agreement on file with IUP. You 

cannot begin work on an internship until it has been determined that an existing 
affiliation agreement is on file or a new affiliation agreement has been approved.   

o The list of existing affiliation agreements will be available to look at in the internship 
coordinator’s office as well as the Communications Media front office. If you were 
enrolled in COMM 395, the list is also available on your course D2L website. 

o If the site is NOT on the existing affiliation agreement list please contact the internship 
coordinator, with the contact information/supervisor information for your site and he or 
she will obtain the appropriate documents needed for the University; you are NOT 
permitted to handle the affiliation agreements. Deadline for contacting the internship 
coordinator about affiliation agreements is APRIL 1st! 

o New affiliation agreements require the approval of the University Provost.  No work can 
begin on an internship site until final approval has been given.  

3. Confirm your need for Title IX/Protection of Minors Training – this is REQUIRED if you are going 
to be working with minors. 

o If you completed this training in COMM 395, you are all set. 
o If you did not complete this training and ARE WORKING WITH MINORS, you must e-mail 

the internship coordinator, to receive a Title IX Internship Handbook and return an e-
mail stating you are in full awareness of the precautions required when working with 
minors. 

4. Fill out Internship contract (5 pages) 
o This contract (remember this is a formal and binding agreement you are signing) 

requires your site supervisor’s signature.  Take this with you on your internship 
interviews.  If you are offered an internship that you want to accept, give the site 
supervisor the contract, ask them to complete page 2 and sign it while you are there.  

o Bring the completed internship contract to the internship coordinator.   
o If you are taking COMM 395 or COMM 475, the COMM Internship Contract is in your 

course D2L page or you can pick up a hard copy from the internship coordinator. 
5. Turn in the following documents to the internship coordinator – deadline is APRIL 15th! 

o Internship Contract – all 5 pages! Incomplete contracts will not be accepted! 
o Proposal paragraph 
o Resume 
o Cover letter 
o Reference list 
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6. Register for COMM 493 Internship – This will not occur until very near the end of the spring 
semester! You will not be able to do this until the internship coordinator confirms receipt and 
completion of all required documents and assigns you a faculty internship supervisor. You will 
be notified by email when you are able to register for your internship credits and the CRN# for 
your section will be included in that e-mail.  You will register for a specific section of COMM 493 
that is assigned to the COMM faculty member who will be your faculty supervisor for the 
summer.  After you have registered for COMM 493, your assigned faculty supervisor will 
communicate his or her expectations for your internship.  
** Register for your internship before the pre-session summer add/drop period ends! 

 

  

13 
 



Internship Contract 
Submit one completed and signed copy of this Internship Contract (5 pgs.) and all other related documents (proposal 
paragraph, resume, cover letter, and references) to Dr. Erin Kleinman (126 Stouffer).  The company with which you 
are seeking an internship is REQUIRED to have a signed “affiliation agreement” with IUP. If your organization is not 
on the list of affiliated sites, you must contact Dr. Erin Kleinman before April 1st to get that settled. Your contract will 
not be accepted unless your organization is on that list. 

All contracts are due April 15th 
 

We will not accept incomplete forms.  Read and sign each page as indicated (five pages).  
 

Part 1. Student Background Data ** signature required 
 
Name: ______________________________________________   IUP Banner ID#:______________   
                   Last  First  M.I.  

IUP E-mail: _________________________ @iup.edu   Off-campus email:      

(All official IUP correspondence is done only via your IUP email account) 

Permanent Address: __________________________________________     
     Street Number & Name  
  _________________________________________      
     City   State    Zip 

Cell Phone: ______________________________ Alternate Phone:  ________________________   

Major:       Minor:___________________________   

Total GPA (end of fall semester):       

Total Communications Media Credits (end of semester immediately prior to internship):     

Total Credits Completed and/or Transferred (end of semester immediately prior to internship):    

Anticipated Graduation Date (Month/Year):__________________________      

COMM Academic Advisor: __________________________________      

COMM Academic Advisor SIGNATURE:         Date:    

 
Part 2. Student Signature ** signature required 
By signing and submitting this Internship Contract, the student acknowledges that he or she will register for 
the number of academic credits indicated on this contract, understands that the indicated number of credits 
cannot be changed once this form is submitted, and understands that no changes to the internship or 
internship site are permitted. The student acknowledges that he or she has read, understands and will 
comply with the Internship Goals, Responsibilities, and Ethics Policy (Pages 4-6 of this contract) and that all 
information provided on this contract is accurate and truthful.  
Student Signature:       Date:       
 
 

Department Use Only 

Dept.:  COMM      Course No.: 493     Course Title:  Internship     Credits:    9          Date Received:    
 
Faculty Internship Advisor: __________________________  CRN # Assigned:  __________________   
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Part 3. Internship Data ** signature required 
 

Internship Site Name:             

Department:             

Internship Site Address: _______________________________________________________   
         Street Number, Name & Suite/Floor/Office Number (Do not use a PO Box) 

   ______________________________________________________    
    City                         State              Zip 

Internship Site Main Phone:              

Internship Site Supervisor’s Name: ________________________________________     

Internship Site Supervisor’s Title:            

Internship Site Supervisor’s Phone:           

Internship Site Supervisor’s E-mail:___________________________      

Internship Start Date      Internship End Date:      
   (month, day, year)     (month, day, year) 

Intern Work Schedule:   Indicate days of the week and work hours, including start and end time: 

(NOTE: A 9 credit internship requires the student to log 360 hours of work during the internship) 

              

              

Site Supervisor Signature:        Date:     
 

 
Part 4. Required Internship Supervisor Signatures ** signature required 
 
Protection of Minors: Does this internship require the IUP student intern to have regular contact with minors 
as part of the internship duties? [Supervisor please initial yes or no]  ____________YES   ____________NO   
 
An individual at the internship site, who is authorized to offer the internship must sign this Internship 
Contract.  
 
I confirm my organization has offered an internship experience in compliance with the information above to 
the student, identified on Page 1, and I have the authority to make such an offer. I further verify that during 
the internship the intern will work at the location indicated in the Internship Site Address above and will be 
supervised and mentored by an employee(s) who has superior knowledge of the job skills being sought by 
the intern as outlined in the job description.   
 

______________________________________________________________________________    
Signature & Title of Internship Site Employee Authorized to Offer an Internship   Date 
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Part 5. Internship Documents – ** additional materials to be turned in along with completed contract 
 
As part of your internship application, when you apply for an internship you must submit the following items 
to the internship site as well as to the Department of Communications Media internship coordinator: 

• Résumé 
• Cover letter  
• Reference list 

 
Additionally, submit an Internship Proposal Statement with your completed contract to the Communications 
Media internship coordinator. 
 
Internship Proposal Statement: Write a short (1 page or less) statement, typed in 12 pt. font that describes 
the purpose of your internship.  Attach this statement to your internship materials and contract.  
 
Include responses to the items below in your internship proposal statement.  Start each statement in items 1-
3 with an action verb that explains what you hope to gain.  Your responses may be a bulleted list.  

1. Identify three things that will be part of your daily internship responsibilities 
2. Identify three new skills you hope to obtain on your internship  
3. Identify three skills you currently have that you hope to increase or expand on your internship 
4. Identify three ways this internship meets your academic and professional goals 

 
Submit one copy of all documents to the COMM Internship Coordinator along with your completed and 
signed Internship Contract. 
 
As stated on the COMM 493 Internship syllabus of record – Internship Educational Goals and Objectives 

For your reference as you think about your own goals for this internship. 

At the conclusion of the internship experience, the student will: 
 
• gain experience in a professional work setting consistent with the student’s career goals; 
• develop an understanding of the work environment and use this understanding to refine career goals; 
• acquire skills, knowledge and experience in areas specific to the internship setting; 
• participate in projects and compile materials suitable for inclusion in a final project and professional 

portfolio; 
• submit a culminating final internship project that includes an analysis of the internship experience and 

submission of an internship portfolio demonstrating the accomplishment of the student’s internship 
objectives; 

• use newly developed skills to conduct a job search in this or a related field; and 
• use the internship site to develop professional contacts and refine interpersonal skills. 
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Part 6. COMM Intern Responsibilities ** signature required 
 
I am responsible for the following during my internship experience to: 

• Conduct myself in a professional manner. 
• Continuously work toward the achievement of my internship goals and objectives. 
• Monitor my IUP email account on a regular basis (checking it and responding to emails three to five 

times per week). 
• Communicate regularly with my site supervisor and my faculty supervisor, including communication 

relating to issues and/or problems that arise pertaining to my schedule, completion of hours, and 
work assignments. 

• Work with both my faculty supervisor and my site supervisor to arrange my faculty supervisor’s on-
site visit. 

• Maintain a daily log of my internship experience. 
• Complete the required minimum hours for my internship experience. 
• Complete my final internship project and submit it by the stated deadlines to my faculty supervisor. 
• Complete the required Protection of Minors Training if my internship experience requires me to have 

regular contact with minors as part of my internship duties.  
 
My internship site/organization must identify an on-site supervisor who will/is: 

• Experienced in the field in which I am seeking an internship. 
• Serve as my direct on-site supervisor. 
• Provide me with a detailed internship job description for this position. 
• Provide me with an experience that will further my learning and knowledge in my chosen field. 
• Help me to achieve my outlined educational goals and objectives. 
• Complete a mid-term and final performance evaluation on me, and submit these evaluations to my 

faculty supervisor within a timely manner. 
• Meet with my faculty supervisor during his or her on-site visitation. 

 
The Department of Communications Media at IUP will assign a faculty supervisor to me who will: 

• Correspond with me prior the start of my internship experience to review my internship proposal 
and necessary documentation. 

• Conduct at least one on-site visit (a teleconference may be necessary if this experience falls outside 
of 500-mile radius of IUP) and review during my internship experience. During this visit, my 
internship site supervisor and I are required to meet with my faculty supervisor to discuss my 
performance and experience. 

• Evaluate my final internship project and review my site supervisor’s mid-term and final performance 
evaluations. 

 

 
Student Name: (please print)            
 
Student Signature:       Date:       
 

International students ONLY 
The United States government has special regulations for the International students who acquire a PAID 
internship.  International students need to discuss current regulations and proper documentation with IUP’s 
Office of International Education. 
International Student’s Name: (please print)          
 
International Student’s Signature:       Date:      
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Part 7. Communications Media Internship Ethics Policy ** initials and signature required 

This form must be completed, signed, and returned to the COMM Internship coordinator along with your 
Internship Contract.  Please initial after each statement, then sign/print your name and date below.  
By initialing each statement and signing below, I acknowledge that I understand: 
 

• Theft of material at the internship site will result in the immediate termination of my internship.  This 
material includes, but is not limited to, promotional material, confidential or proprietary information, 
software, etc.                  __________ 

      Initials 
• The number of credits I place on my Internship Contract is the number of internship credits I will receive. I 

am NOT permitted to change this number once the Internship Contract is submitted. 
___________ 
       Initials 

• The requirements and guidelines for the internship program and that failure to follow these requirements 
or guidelines could result in the cancellation of my internship. 

___________ 
       Initials 

• Once I have submitted the Department Internship Contract with the internship site specified, I am not 
permitted to change internship sites unless extreme circumstances arise (such as harassment or 
discrimination). 

___________ 
       Initials 

• University policies for student conduct including academic integrity, civility and Title IX extend to the 
internship program.  Therefore, I understand that I am to abide by all IUP guidelines and policies relating 
to alcohol, substance abuse, sexual harassment, copyright infringement, and other ethical or professional 
matters during my internship experience.  Failure to follow these guidelines and policies could result in 
the cancellation of my internship (see also IUP E.E. Guidelines III D). 

___________ 
       Initials 

• I must provide documentation that I have completed the required Protection of Minors Training if my 
internship responsibilities include regular contact with minors.  

___________ 
      Initials 

• I have received a handout explaining IUP’s Title IX and the Protection of Minors Policies entitled Sexual 
Violence/Sexual Harassment, Students of Concern and Protection of Minors. 

___________ 
       Initials 

• IUP does NOT provide and cannot obtain liability insurance coverage for interns.  Should the hosting site 
require coverage, it is the intern’s responsibility to obtain insurance from a private underwriter.  
          

___________ 
       Initials 

• IUP is also directly prohibited from entering into any agreement that includes a “hold harmless” or 
“indemnification provision” for any internship.  If required by an internship site to sign any legally binding 
documents, I will first present said documents to the Department Internship Coordinator. 

       ___________ 
               Initials 
 

Student Name: (please print)            
 
Student Signature:       Date:        
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Affiliation Agreements 
All internship sites are required to have an affiliation agreement on file with the university. These 
agreements are required by the Pennsylvania State System of Higher Education for all internship sites. 
These agreements exist to protect YOU, the student intern, from be exploited in any way at your 
internship. It also provides mutual guidelines for internship expectations between the organization and 
the university. 

This document is a separate document from the internship contract and is to be handled by the 
internship coordinator ONLY. You are not permitted to manage the distribution or signing of an 
affiliation agreement with your internship site.  

Your responsibility is to make sure your internship site is on the list and if not, to get all necessary 
contact information for your internship site to the internship coordinator no later than April 1st.  You will 
provide the internship coordinator with appropriate contact information and he or she will 
communicate with the internship site about the affiliation agreement.  

Common questions about Affiliation Agreements 
1. Why do we need Affiliation Agreements? 

Agreements protect our students. Provisions in the agreement guarantee that the Civil Rights of 
our students are protected, that Title IX of the Education Amendments of 1972 and other 
applicable laws, as well as the provisions of the Americans with Disabilities Act are guaranteed. 
Without these guarantees, then our students are NOT protected. 

2. What is an Affiliation Agreement? 
It is a contract between IUP and an entity offering an IUP student an internship. It outlines 
duties and responsibilities of both the organization as well as the University as it pertains to 
hosting an IUP student as an intern. 
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Example Affiliation Agreement (example only – do not use) 
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Title IX – Sexual Harassment and Sexual Violence Policies 
 

All students expecting to interact with any minors (individuals under the age of 18) while at their 
internship site are REQUIRED to complete a Title IX training session through IUP. If you are taking COMM 
395 you will more than likely be able to complete this training during the completion of that course. 
Please review the pamphlet included as a preview for your own Title IX training.  

 

1. Policy 
Indiana University of Pennsylvania is committed to maintaining a learning and work 

environment that is free from sexual harassment and sexual violence. Sexual harassment and sexual 
violence are forms of sex discrimination prohibited under Titles IV and VII of the Civil Rights Act of 1964, 
Title IX of the Education Amendments of 1972, and the Pennsylvania Human Relations Act. Acts of 
sexual harassment or sexual violence, including sexual assault, dating violence, domestic violence, and 
stalking, seriously undermine the atmosphere of trust and respect that is essential to a university 
community. Moreover, sexual harassment and sexual violence are legally prohibited and will not be 
tolerated. The purpose of this Policy is to define prohibited conduct and provide guidance on the 
procedures for addressing complaints involving sexual harassment or sexual violence, including 
sexual assault, dating violence, domestic violence, and stalking. Persons found to be in violation of 
this Policy will be subject to disciplinary action up to and including expulsion for students and 
termination for employees. 

All students, managers, administrators, faculty, staff, vendors, and designated volunteers have a 
responsibility to adhere to the contents of this Policy. Employees of the university community are 
required to report complaints of sexual harassment and sexual violence promptly and in 
accordance with this Policy. Persons who have been victimized also have the option of reporting to 
the Office of Public Safety, Campus Securities Authorities, or the University Compliance 
Officer/Title IX Coordinator. 

IUP prohibits retaliatory action against persons filing complaints of sexual harassment and 
sexual violence or any person cooperating in the investigation of such a charge, as a complainant, 
respondent, witness, or other participant. The university will not tolerate knowingly making false 
charges. Acts of retaliation or knowingly making false charges shall constitute misconduct subject to 
disciplinary action up to and including expulsion for students and termination for employees. 
As much as possible, consistent with the university’s legal obligations related to federal and state 
regulations and to protect the rights and security of its employees and students, the university will 
respect the confidentiality of both the complainant and the accused, and only those persons who are 
necessary for the investigation and resolution of the complaint will be given information regarding the 
matter. 
 
 
Questions about the policy should be referred to Ms. Valerie Mercado, Compliance Officer/Title IX 
Coordinator in the Office of Social Equity, B17 Delaney Hall, 724-357-3402.  
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Title IX Intern Reference Manual
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Appendices – Internship course documents 

Appendix A. - Daily Log Form 
This is an EXAMPLE of the type of work log you will be using to track your work hours while working at 
your internship. 

Daily Log 

IUP 
COMM 

Internship 
Program 

Today’s Date: Click here to enter a date. 

Signature: Click here to enter text. 
Banner ID: Click here to enter text. 
 
Time: 
Start-Stop 

Task 

Time Click here to enter task. 
Time Click here to enter task. 

Time Click here to enter task. 
Time Click here to enter task. 

Time Click here to enter task. 
Time Click here to enter task. 

Time Click here to enter task. 
Time Click here to enter task. 
Time Click here to enter task. 

                                

              
Summary of Main Events, New Tasks Assigned or Completed  Today’s Hour Total 
Click here to enter text. 

 
 Hours 

 Total Internship Hours 
 Hours 
  
  
  
  

Complete one log page for each work day 
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Appendix B. - Site supervisor evaluation 
This is an example of the type of performance review used by your Site supervisor at your internship. It 
is helpful to review this form periodically to be aware of the areas in which you will be evaluated. 

Internship Performance Review 
Department of Communications Media 

121 Stouffer Hall, Indiana University of Pennsylvania 
Indiana, Pennsylvania 15705 

 
Intern’s Name: Click here to enter text. 
 
Evaluation (Check one): ☐  – Midterm ☐ – Final 
 

Ratings: Directions: 
1. Unsatisfactory (F) 
2. Satisfactory (C) 
3. Very Good (B) 
4. Excellent (A) 
5. Superior (A+) 
N/A Not applicable or Unable to 
Assess 

Please select the rating which best describes the performance or 
characteristics of the student. Your opinion can account for up to 
50% of the student’s total program evaluation.  
 
Additional academic requirements, site visits, and other 
responsibilities of the intern will be assessed by the 
Communications Media faculty in determining an assigned grade.  

 
Job Performance Skills  
 
Choose an item.    Quality of Work. Assignments are complete, accurate, orderly, and presentable. 

Choose an item.   Technical Ability. Possess the required entry-level abilities to complete assignments. 

Choose an item.   Judgment in Decision Making. Exhibits discretion and balance in making decisions. 

Choose an item.   Writing Skills. Demonstrates appropriate written communication skills in a wide range 
of writing tasks. 

Choose an item.   Oral Skills. Demonstrates appropriate verbal presentation skills, given a wide range of 
topics and audiences. 

Choose an item.   Team Member. Works well with and for others. 

Choose an item.   Time Management. Is able to schedule time efficiently in accomplishing goals; is 
reliable. 

Choose an item.   Productivity. Meets or exceeds assignment expectations. 

Choose an item.   Creativity. Imaginative and resourceful in problem solving. 

Choose an item.   Initiative. Seeks new responsibilities, tasks, or skills; does not hesitate to ask 
questions. 

Choose an item.   Supervisory Relationship. Attentive, cooperative, and responsive to supervision. 
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Interpersonal Skills & Personal Dynamics  
Please use the drop down menu on the left to choose a rating for each item 
 
Choose an item.   Attitude Toward Experience. Enthusiasm and interest are apparent and 

consistent. 

Choose an item.   Self-Confidence. Poised and sincere in representing their strengths and 
limitations. 

Choose an item.   Professional Interest. Seeks information from professionals, reads 
journals/articles or participates in activities enhancing career development. 

Choose an item.   Acceptance of Criticism. Receives and uses suggestions to bring about positive 
changes in work habits. 

Choose an item.   Personal Appearance. Is consistent with the image of the organization. 

 
Overall Evaluation (Check one) 
 

1. A+ ☐ 
 

2. A ☐ 
 

3. B+ ☐ 
 

4. B ☐ 
 

5. C+ ☐ 
 

6. C ☐ 
 

7. D ☐ 
 

8. F ☐ 
 

Open Comments (Optional) Please indicate any additional comments or suggestions you have for 
the student below. 
Click here to enter text. 
 
Notes to the University (Optional) Do you have any informational needs or comments for the 
faculty advisor regarding the intern or the internship program? 
Click here to enter text. 
 
Performance Review Feedback (Site supervisors are encouraged to discuss this evaluation with the 
student intern – please check which action has been taken) 
This performance review has: 
☐ – not been reviewed with the student 
☐ – been verbally reviewed with the student Date of the review: Click here to enter a date. 
☐ – been read and reviewed by the student Student’s Initials: Click here to enter text.  Date:   
Click here to enter a date. 
 
Signature of Supervisor: Click here to enter text.  Date: Click here to enter a date. 
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