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JIMC 499, PROFESSIONAL MEDIA INTERNSHIP, SYLLABUS:

Instructor
Your facuty adviser is your instructor for J| MC 499

Internship Coordinator
Kim McDonough

Required Resources

JI MC 499 Professional Media Internship Packet

ISU email addressYour ISU email address is the official form of communication
during your internship.You must check your lowa Statevail on a daily basis during
your internship.

Prerequisites
To earn credit for JI MC 499 and to begin work on an internship, you must have fulfilled
the following requirements:
1. Passed the English Usage Test (EUT) or lm@&mpted by an ACT English
score of 26 or above or an SAT Verbal score of 590 or above;
2. Completed JI MC 201 with a grade of C+ or better;
3. JI MC majors must have completed JI MC 202, 206, or 321 with a grade of
C+ or better; ADVRT majors must have complefdaVRT 301,
4. Classified as a junior or senior;
5. Complete any specialized courses in your emphasis recommended by your
adviser.

Note: Your faculty adviser can give you the best guidance about whether a
particular internship is suitable for you, depending/our interests, course work

and experience. Taking on an internship for which you are not prepared can result
in an unsatisfactory experience.

Course Description and Credits

JI MC 499 is a 40Gour internship in the studentOs journalism and mass cooatiom

or advertising specialization. JI MC 499 is available for J| MC and advertising majors
only. This is a threeredit course.

Learning Objectives
The learning objectives for J| MC 499 are based on the professional values and
competencies of the Acaditing Council on Journalism and Mass Communication.
1. To understand the role of communication as it relates to the mission and goals of
the employing organization.
2. To understand and apply First Amendment principles and the law appropriate to
professionapractice.
3. To work ethically in pursuit of truth accuracy, fairness and diversity.
4. To show sensitivity to diversity and cultural issues in verbal and visual
communication.



To think critically and independently.

To write correctly and clearly in appropridtems and styles.

To understand and/or use good visual communication concepts and techniques.
To demonstrate creativity in completing assignments.

To apply basic numerical and statistical concepts.

10 To demonstrate adequate skills in appropriate technaodysoftware.

11.To demonstrate research/fact finding skills.

12.To critically evaluate oneOs own work and that of others for accuracy and fairness,
clarity, appropriate style and grammatical correctness.
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Expectations

You are expected to conduct yourself inrafpssional and ethical manner during your
internship. Remember that you are representing the Greenlee School. Failure to conduct
yourself in an appropriate manner may result in your failure of this course.

Student Responsibilities

A portion of the followng list of student responsibilities is adapted frbmarnships in
Communications by James P. Alexander.

Meet with faculty adviser to discuss internship interest and preparation.
Conduct a professional internship search and secure an internship.

Submit irternship PreApproval form to Internship Coordinator.

Submit completed internship proposal on Internship Web System (IWS).
Check the progress of internship approval in IWS to ensure timely approval.
Register for JI MC 499 with an add slip processed atiilHall.

Meet with supervisor prior to internship to discuss expectations. This includes
duties and responsibilities, length of internship, wages, methods of direction,
feedback, and evaluation.

Be prepared and on time each day, and notify your supepofismy absences.
Complete a minimum of 400 hours of work.

Dress appropriately for the workplace environment.

Behave ethically and professionally.

Be positive and enthusiastic about the internship and assigned duties.
Discuss any problems with supervisod, if necessary, with the faculty adviser
or the internship coordinator.

Submit the all required evaluations and remind your supervisor to do the same.
Submit a final paper and portfolio, and meet with faculty adviser for an exit
interview.
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Course Requirements

Pre-Approval You are required to completiee top portion of the JI MC 499 Pre

Approval Form, have your faculty adviser sign it and submit it to the internship
coordinator before completing your online internship proposal. Théppeoval form s
located at the end of this packet. Once you submit youAppeoval form, the internship
coordinator will create a profile for you in the IWS. Once your profile is created, you will
receive an #mail with instructions for logging into IWS and creatinguy proposal.



Please note that the PAg@proval form is only the first step in the approval process. You
cannot begin counting internship hours until your faculty adviser formally approves your
internship.

Internship Proposal Once you have spoken to ydaculty adviser, secured a potential
internship and turned in your JI MC 499 Ppproval Form, you will receive antmail
with information about logging in to the Internship Web Portal and completing your
internship proposallhe internship proposal must be confirmed by vour supervisor
and formally approved by yvour faculty adviser before you begin your internship.

Contact With Your Faculty Adviser and Internship Coordinator You must keep your
faculty adviser and the internship coordinator updated onrtgggss of your internship.
You should Email them every other week to let them know how you are doing. This can
be one email copied to both individuals.

Evaluation Forms Both you and your supervisor are required to complete internship
evaluations. Therst evaluation is due at the completion of your first 200 hours, and the
second is due at the conclusion of your internship. It is your responsibility to submit your
evaluations on time and to remind your supervisor to do the same. The evaluation forms
are found in the IWS.

Portfolio with Report You are required to submit a portfolio and report at the
completion of your internship.

The portfolio should include examples of the work you completed throughout your
internship. Please contact your faculty igdv to discuss the materials that should be
included in your portfolio.

The report should be a minimum of seven pages and should include a description of the
organization with which you interned, a summary of your tasks and assignments, a
summary of youaccomplishments, a summary of the connections you made between
your workplace and what you have learned in the classroom, the impact that the
internship had on you, how the internship influenced your career goals, how the
internship did or did not meebyr expectations and whether or not you would
recommend this internship to other students.

Exit Interview You will be required to meet with your faculty adviser at the conclusion

of your internship for an exit interview. During this interview, you willdsg@ected to

discuss your internship experience, evaluations, final report and portfolio. Please contact
your faculty adviser to schedule an exit interview.

Evaluations and Grading
Students will receive a satisfactefiail grade based on evaluations, peniance and the
final portfolio and report.



Student Guide to JI1 MC 499
INTRODUCTION:

Employers are looking for graduates who have taken part in eatatzd experiences in
college. These experiences are especially important in the highpetitine fields of
journalism and mass communication and advertising. JI MC 499, Professional Media
Internship, is designed to give students the opportunity to transfer the knowledge gained
in academic settings to practice in a professional setting.

All students in the Greenlee School of Journalism and Communication are required to
complete a 40Gour internship in journalism and communication or advertising. This
packet is the handbook for the JI| MC 499. It contains the information you need to
successfly complete your internship experience. If you have any question about the
internship program, please contact your faculty adviser or Kim McDonough, the
Greenlee SchoolOs Internship Coordinator.

STEP 1: PREPARE FOR YOUR INTERNSHIP

Begin thinking abouyour internship as early as possible in your academic career. You
should decide where you would like to do an internship no later than the first semester of
your junior yearPlease note that it may take up to a year to secure an internship that

will satisfy the J1 MC 499 requirement.

Meet with your faculty adviser to discuss your internship interests and have him/her
review your resume and cover letter. If you need help preparing your resume and cover
letter, your faculty adviser, the Liberal Arts antiéhices Career Services staff, and the
internship coordinator are all good resources.

STEP 2: CONDUCT YOUR INTERNSHIP SEARCH

Internship opportunities are posted in a number of places including on the Greenlee
School Internships Web site,
https://secure.jlmc.iastate.edu/iws/internshipjobboard/internshipjobsearch.jsp/, the

ISU CMS Web sitehttp://www.las.iastate.edu/careerservices/isucms.shtml, and on

the bulletin board outside room 176 Hamilton Hall. The Greenlee School Reading Room
also has a varietyfd®ooks and resources from which you can learn how to put together
your internship materials and how to research internship opportunities in your major and
emphasis area. You should also consider taking advantage oftlaenpis internship
interviews thatake place each semestlease note that it is your responsibility to

secure an internship. The internship office provides internship resources and

support, but we do not place students in internships.



The Greenlee School does not approve internshgigut you in the position of working

for immediate or extended family members or friends. You also will not be allowed to
intern with student media where you are under the supervision of other students, or under
the supervision of someone who does netharofessional media or communication
experience.

STEP 3: OBTAIN AN INTERNSHIP OFFER

When an employer offers you an internship, let that employer know that you are
interested, bugou cannot officially accept the internship or begin to receive credit

until you receive formal approval from your faculty adviser. This is standard
procedure for internships; you will not forfeit an opportunity because you cannot give
final acceptance of the internship the day that it is offered.

When you receive an interriphoffer, ask your potential employer for the basic
information you will need to complete the JI MC 499 Proposal. This information includes
the internship title or position, the start date, the estimatedntachship date, the

estimated end date, the naieind address of the company, the supervisors name,-title, e
mail and phone number, the total number of hours you expect to work, the number of
hours you expect to work each week, whether the internship is paid or unpaid and the
amount you will be paid it is a paid internship. Internship Proposal Worksheets are
available in the Internship Office to help you collect this information.

Tell the employer you will complete the proposal, and the internship coordinator will
send an @nail explaining how to lognto and use the online internship system.

Remember, any internship you propose must be at least 400 hours.
STEP 4: REQUEST APPROVAL AND REGISTER FOR THE INTERNSHIP

Once you have been offered an internship, have your faculty adviser sign your Pre
Approval form and submit to Kim McDonough. She will complete theAjyproval

Form, and create a profile for you in the Internship Web System. You will receive an e
mail once your profile is created explaining how to log into the internship system and
complet the proposal.

It is important that you complete your proposal in a timely manner. Your proposal must
be submitted and formally approved before you can begin work.

After you submit the proposal, the internship coordinator wifial the supervisor yo
listed on your proposal requesting confirmation of the internship, a description of the
internship responsibilities and a brief educational/professional profile. It is your
responsibility to make sure that your supervisor submits this informatmnmay

check the progress of your internship approval process at anytime by logging into

the internship system and viewing your profile.



Once your supervisor confirms the internship, your faculty adviser will log in to the IWS
to review the internship.

Both yau and your internship supervisor will be notified bgnail when the internship

has been formally approved. You may then begin work and start counting your hours.
You must wait until you receive approval to begin counting your hours. Please allow
two weeksfor the approval process.

Register for JI MC 499 using an add slip signed by the internship coordinator. It is your
responsibility to obtain an add slip from the internship coordinator and to submit it at 10
Enroliment Services Center (formerly knownfsmni Hall). It is also a good idea to

check AccessPlus to ensure your add slip has been procésaadust register for

credit in the semester your internship begins, according Registrar policy. The

university does charge tuition and fees for J| MC 489our internship begins after

classes have started, you will need to follow the UniversityOs guidelines for late adds. If
you cannot complete your internship in the term in which you started it, your faculty
adviser will file a NorReport until the 40tour requirement is fulfilled.

Students may be eligible for summer financial aid loan assistance for tuition and living
expenses. Go to the Financial Aid Office in Beardshear Hall to fill out-page

summer budget adjustment form. International stigleeéd to request formal approval

to work on U.S. internships. Contact the International Education Services (IES) office for
information.

STEP S: BEGIN THE INTERNSHIP AND SUBMIT MID-INTERNSHIP
EVALUATIONS

Work hard everyday. Your performance may resuthe most important job references
you will receive.

Keep a record of your internship hours. It is a good idea to take notes during your
internship experience and to keep samples of all of your work. Doing this will make
writing your final paper and erting your final portfolio much easier. Talk to your
faculty adviser about the type of materials to include in your portfolio.

Log in to the online internship system and submit yourimiernship evaluation when
you have completed 200 hours of work. Reanyour supervisor to do the same.

The midinternship evaluation gives you a chance to reflect on how your internship is
progressing. You do not have to restrict your feedback to answering the questions on the
form. If you have any problems or questippkease contact Kim McDonough or your

faculty adviser.

STEP 6: SUBMIT FINAL EVALUATIONS AND REPORT AND SCHEDULE AN
EXIT INTERVIEW



About two weeks before you complete your internship hours, prepare to submit the
internship final evaluation materials.

1. Log into the Internship Web Portal to submit your final evaluation, and remind
your supervisor to do the sanieis your responsibility to make sure your
supervisor has submitted all evaluation materials before the final deadline.

You will not receive credit for the internship until all materials have been
submitted.

2. Contact your faculty adviser to arrange an exit interview to discuss your final
reviews, portfolio and report, and to make certain all the requirements have been
met. Please refer to the sylss at the beginning of this packet for the portfolio
and final report requirements.

STEP 7: CHECK GRADE ON ACCESSPLUS
Once you and your supervisor have submitted all of the required internship materials and

you have met with your faculty adviser for exit interview, check on AccessPlus to
ensure that a grade has been submitted for you.



Student Internship Checklist

Before Beginning an Internship

Begin thinking about where you want to do an internship.

Print and read the JI MC 499 packet.

Set up an appointment to speak with your faculty adviser to talk about internships.
Send resume and cover letter to internship employers.

Obtain an internship offer.

Meet with faculty adviser to discuss internship offer and have hirsige PreApproval Form.
Submit the JI MC 499 PsApproval Form to the internship coordinator.

Log in to the internship system and fill out the internship proposal.

Receive internship approval from internship coordinator.

Obtain an addlip from internship coordinator and submit it to 10 Alumni Hall.

During the Internship

Work hard everyday. Remember, this is your first real career experience. It is a good id«
take notes and keep samples of your work. This will help yep kack of your hours, and w
I make writing the final paper and putting together your portfolio much easier.
Maintain regular contact with your faculty adviser. You should update your faculty advis
your progress every couple of weeks. If yos@mter a problem during your internship,
I contact your faculty adviser and internship coordinator immediately.
At the completion of 200 hours, log into the internship system and complete tiet@nrcship
! evaluation. Remind your supervisor to do saene.

End of Internship

! Remind your supervisor to log into the internship system and complete your final evalue
Log into the internship system and complete your final evaluation. Write your final papel

I create your portfolio.

I Set up an exit interview with your faculty adviser. Turn in your final report and portfolio.
Make sure that a grade has been submitted at the end of the semester in which you cor

! your internship.




JI MC 499 Pre-Approval Form

Please note: The pre-approval form is only the first step in the J1 MC 499 approval process. The
faculty signature on this form does not signify formal approval of your internship. You cannot
begin counting internship hours until your faculty adviser formally approves your internship. It
is your responsibility to monitor the approval process on a daily basis to ensure timely approval of
your internship.

Name: Student ID:
ISU E-mail: Phone:
Major: Emphasis:

Intended Internship Semester:

Proposed Internshipr@anization:

Have you previously worked at or interned at this organization?

To be completed by faculty adviser:
] This student has spoken to me about the internship process and this inter

Faculty Adviser Signature

To be completed by Kim McDonough:
O This student has passed the English Usage Test or been exempted by tl
ACT-E or SATV minimum score requirement.
Date EUT passed
ACT-E o SAT-V exemption score

] This student has completed the coursework required to take JI MC 499.

JI MC 201 (C+ or better)
JI MC 202 or 206 or 321 (C+ or better) for JI| MC students only
ADVRT 301 for Advertising stdents only

n This internship has not been flagged as unacceptable based on prior Gr
School experience and appears to meet the accreditation standards of tl
Greenlee School.

Kim McDonough, 176 Hamilton Hall Date



