Metropolitan State University Individual Internship Guidelines

Communication, Writing, and the Arts (CWA)

Internships in CWA are for students who are in the following majors/minors: studio arts, professional communication (including all minors in this area), intermedia arts, information studies, media literacy, music, reading, screenwriting, technical communication, theater, creative writing and professional writing. 

Requirements
· 40 hours at the internship site for each hour of college credits earned.  A student may elect to register for an internship from 1 – 4 credits.  A student may do more than one internship but the maximum credit limit for each internship is 4 credits.

· Must include the following under “Evaluation” in the Internship Agreement

·  Attend two meetings with the CWA faculty liaison during the term you are registered for the internship.  These meetings differ with each term but will usually occur at the beginning of the internship and at the end of the internship.  Sometimes these are group meetings; often they are individual meetings with the faculty liaison.

· Write a weekly log that is submitted to the faculty liaison
· Submit a letter of recommendation from the supervisor to the faculty liaison

The supervisor and the intern will decide on any additional evaluation measures to successfully complete the internship.

· Complete an exit survey at the end of the internship.  You will be given more information about how to complete this survey when you meet with the faculty liaison.

The final grade will be submitted by the faculty liaison when all requirements are met.  The grade option for the internship is S/N only.

Procedure for student seeking an academic internship

· Register for Comm 010 CWA Internship (you can find this in the class schedule in the Communication section and register for it online—there are no charges for this registration; it holds your place in the internship process). Please confirm with the Internship Office what the deadlines are for registering for an internship in a particular semester.  NOTE that registering for Comm 010 is only part of the process. You must also complete the Academic Internship Agreement form and register for the number of credits that agreement indicates. 

· Complete the Academic Internship Agreement (obtained on line or in person from the Internship Office) with your site supervisor.  If you need any help in developing the Competencies, Learning Strategies, or the Evaluation, please contact the CWA faculty liaison or the CWA Department.

· Sign and date the Academic Internship Agreement

· Have the site supervisor sign and date the Academic Internship Agreement.  Submit a resume of the site supervisor with the Internship Agreement.  The supervisor must be qualified to supervise and this should be demonstrated in the resume. Please contact the CWA faculty liaison if this is an issue. 

· Submit the Academic Internship Agreement to the CWA faculty liaison.  S/he will review the document and sign and date the Agreement and forward it to the Internship Office. 

· The Internship Office will mail you an approval letter and a copy of the agreement that will allow you to register for the internship.
· Submit the form at the Metropolitan State University registration desk to register for the credits indicated on the Agreement and pay for your credits.
