Internship Policies and Procedures

Department of Advertising
The Department of Advertising believes that an internship is an important part of career preparation. An internship should be used to help you identify a career path in advertising; to gain experience and expertise in what you already like to do; to determine the skill level you need to develop to be successful after graduation; and to build your resume with this advertising experience. 
Although an internship is not required for graduation, the Department of Advertising strongly urges students to obtain work experience through at least one or, if possible, two internships. Internship credit counts toward fulfilling the Department’s professional electives requirement and allows sponsoring organizations to comply with federal work policies. No more than three credits for internships can count toward graduation, regardless of the department awarding the credit. 
Students may enroll in ADV 4940, Advertising Internship for 1 credit hour, 2 credit hours, or 3 credit hours with 100 hours of service required for each credit hour; 1 credit hour requires 100 hour of work; 2 credit hours require 200 hours of work; and 3 credit hours require 300 hours of work.  Students must serve on their internships for a minimum of 6 weeks.  Internship requiring students to work more than 40 hours a week will not be approved. 

To secure and complete an internship, here are the steps you should follow:

1. Determine if you are qualified to enroll. Prior approval of the advertising internship coordinator is required before starting the internship. Credit will not be awarded for work a student completes prior to approval of the internship. To be approved, a student must be a junior or senior and majoring in Advertising, earned a 2.50 or higher overall GPA, earned a 2.50 or higher professional GPA, and have completed specialized coursework in advertising appropriate to the internship. At a minimum, the specialized courses include MAR 3023, ADV 3008, and at least one other course relevant to the internship.

2. Find a potential internship sponsor. Review “Guidelines for Choosing An Internship” and determine your personal objectives. Review the various sources of information on internships within the College, including email announcements and the AD Society bulletin board, first floor of Weimer, and on the internet. Students may not receive internship credit working for themselves or another student, a sponsor with whom the student is currently employed, unless the internship duties are completely different from normal duties and in addition to normal work hours, student-run organizations, family, a faculty member, or the same internship sponsor unless there is a complete change in the internship duties to be performed. 
3. Contact the sponsors in which you are interested and arrange an interview as soon as possible. Internships are competitive! Be prepared to present yourself in a convincing manner. Present your resume and, if appropriate, a portfolio of your work. You may want to take a copy of these internship requirements to answer questions your sponsor may have (See “Requirements for Sponsoring Organization”). Also, take a copy of the “Letter of Acceptance” to have your sponsor complete if you are selected.
4. Complete the Advertising Internship Application, including the “Letter of Acknowledgement” certifying that you have read and understood all internship requirements. Deliver completed application must be delivered to the Department of Advertising for approval. We do not accept faxes. We do not accept incomplete applications. A completed application includes: (1) ADVERTISING INTERNSHIP APPLICATION FORM including your signature; (2) LETTER OF ACKNOWLEDGEMENT, including your signature; (3) LETTER OF ACCEPTANCE, including your supervisor’s signature. A PDF of the Letter of Acceptance is acceptable provided it includes a signature, and we receive an original.
5. Once your application is approved, the Department of Advertising will notify you of the terms of your internship via email. You must respond, as directed, to that email before you can be added to the course. To avoid a late registration fee, students must be enrolled for an internship before the end of regular registration for the appropriate semester. Typically, this deadline is 5:00 p.m. of the Friday prior to drop/add. The Department of Advertising will not request waiver of late fees on behalf of students who have not submitted their application with sufficient time for approval of the internship and departmental registration of the student.

6. Reminders about credit hours:

a. Students must work 100 hours for each credit hour enrolled (1 credit hour requires 100 hours; 2 credit hours require 200 hours; and 3 credit hours require 300 hours).
b. Student must work a minimum of 6 weeks.
c. A student must work a minimum of 3 days per week. While a student may count the work hours from working only 1 day during a week, the 1 day will not count as a week.

d. Students with must work at least 6 consecutive weeks on their internship. A 6-week internship requires that a student work each of the 6 weeks consecutively. 
e. Students may not work more than 40 hours a week.
f. Students must work at their internship organization’s office under direct supervision. Internship in which students are assigned territories or allowed to work off-site, e.g., working from the student’s home or apartment, with off-site supervision will not be approved.

g. Credit cannot be increased or decreased after the internship begins.
h. No credit will be awarded for work a student completes prior to approval of the internship.

i. No more than 3 credit hours of internship, e.g., ADV 4940, Advertising Internship, may be used to fulfill the requirements for graduation regardless of the department from which a student enrolls in internship (4940). For example, if a student has earned 3 credit hours of IDH 4940, the student has maximized the credit of internship that will count toward graduation credits. The student may enroll for additional credit hours of internship, but those credits will NOT be used toward the 124 minimum credit hour graduation requirement.

7. During your internship, you must submit a typewritten weekly report of your internship activities. Each week begins on Saturday and ends on the following Friday. Each report is due on Monday by 5 p.m. at the Department of Advertising office. Reports submitted from outside of Gainesville must be postmarked by Monday. Our “Weekly Report” form shows you the format and depth of reporting that is expected. To use the “Weekly Report” form, save the document to your computer. Type your weekly report on the saved format. (see example of format)
Weekly reports must be mailed or hand delivered to the Advertising Office.  Work done at home cannot be counted on the weekly report.  Student must be responsible for fully completing required information on weekly reports; reports that are not completed will not be accepted.  Student is also responsible for keeping a copy of their reports.  Student must complete required hours every week; if unable to meet required hours for that reporting week, hours must be made up during future weeks.

You must submit a description of what you did and learned on a day-by-day description in this report.  Reports must be typed, doubled-spaced and no more than two pages.  The cover page MUST be typed and included when submitting reports.

8. Weekly reports will be reviewed, graded and placed in your internship file in 2086 Weimer. You may review your file at any time. You must have all weekly reports on file to obtain a grade in the course (15 for fall/spring; 12 for summer C; and 6 for summer A/B). Reports will receive an “Unsatisfactory” evaluation when the weekly report is:

a. Not professional, e.g., not typewritten, sloppy, written with poor or incorrect grammar; contains misspelled words;

b. Not complete, e.g., descriptions of daily activities are vague, not specific or too brief.
9. At the end of your internship, you are responsible for the submission of two final reports (1) your personal summary report and (2) your supervisor’s evaluation of your performance. Students’ summary reports should be a 1-2 page, typewritten, evaluation of your internship commenting on its value to you and its potential value to future interns. An example report is presented in “Example Summary Report.” Your supervisor should complete the form, “Intern Evaluation” These two reports must be delivered to the Department of Advertising no later than 5:00 p.m., Friday, the last day of final examination week, for summer semesters this is the last Friday of the semester. While your internship may not be officially completed by this date, both reports are due on this date.

Final grades are SATISFACTORY, UNSATISFACTORY, or INCOMPLETE.

An “Incomplete” grade will be assigned when a student is unable to complete the internship due to circumstances beyond the student’s control. 

An “Unsatisfactory” grade will be assigned when a student fails to meet the course requirements, including:

a. Failure to complete the minimum number of required weekly reports in a satisfactory manner;

b. Have more than 4 late weekly reports;

c. The student’s supervisor assigns an “unsatisfactory” evaluation to the student’s performance.


REQUIREMENTS FOR SPONSORING ORGANIZATION

Qualifications for the sponsoring organization:

1. Must have successfully been in full-time business at least one year and maintain a full-time office other than in a private home.

2. Must offer continuous hands on experience as the primary function of the intern in advertising sales, media planning, copywriting, promotion, graphics & design, production, or research.

3. Business must be listed in the phone book.

Location Limits:

There is a maximum of 3 interns for advertising credit at any one location in the same semester. Be sure you are not the 4th intern for advertising credit at that location because the faculty instructor will not accept it for credit whether or not the location wants you there.

A word about non-profit organizations:  

Assure your duties will complement you career employment goals upon graduation. This is the whole point of internships, particularly when on your resume. Solid advertising experience in as internship involves selling ads, writing ads, graphics, media planning, research, ad production, writing radio commercials, etc.  

Clerical Duties
Clerical duties, e.g., filing, clipping, phone duty, copy, making bank deposits, serving as a receptionist, etc. on a continual basis, are inappropriate and not acceptable for advertising internship credit.  While an internship may include such duties, they are not acceptable if assigned on a continual basis and/or account for the majority of your time. You should assure that the duties and responsibilities reported on your internship supervisor’s Letter of Acceptance, accurately and specifically, your duties and that those duties are appropriate for a professional internship in advertising. This document is similar to a contract. The Department of Advertising will not be able to “argue” for more professional experience if you have agreed to a clerical internship.
Supervisor Evaluations:

During the semester, your internship sponsor is asked to evaluate your performance.  This evaluation is only one part of your semester grade.  The supervisor evaluation is due by 5:00 pm, the last day of class for semester in which a student is enrolled. STUDENTS are responsible for assuring that the Sponsor Evaluation is delivered to the Department of Advertising by this deadline. A PDF of the completed evaluation that includes your supervisor’s signature is acceptable. We prefer mail or hand-delivery.
LETTER OF ACCEPTANCE

TO:
John C. Sutherland, Chair

College of Journalism & Communications


Department of Advertising


2086 Weimer Hall


P.O. Box 118400


Gainesville, FL 32611-8400

INTERN’S NAME: ___________________________________________________________





             (Print)

DUTIES:  (Please define what the intern will do and/or learn as specifically as possible, including specific tasks if appropriate)

Intern’s Work Schedule: ____# days of the week and ____________# hours
PRINT NAME: ________________________________________ Title: __________________
                                                              (Internship Sponsor)
SIGNATURE: ___________________________________________ Date: _________________

As part of earning academic credit, interns are not permitted near hazardous equipment.  Driving vehicles other than their own, nor performing purely personal tasks for other people, i.e., shopping, picking up dry cleaning, meeting children after school, etc., Interns are not permitted to work for another student.
ADVERTISING INTERNSHIP APPLICATION

Department of Advertising/College of Journalism & Communications

Name: _____________________________   Classification: _________ Term Requesting: ___________________
​

Address: _________________________________ ______________________________ _____________________
                                    Street                                                                                          City/State                                                          Zip Code

Phone number: ___________________________E-mail address: _________________________________________









Print as clearly as you have ever printed before
UFID#: _______________________________________
Requirements

1.
At the time when your internship begins, will you have completed 8-9 hours of Advertising courses?  

     (MMC, PUR and RTV do NOT count)
YES _____ 
NO ______

      2.  Is your grade point average 2.5?
YES ______
 NO ______

Intern Work Information

Name of Firm or organization: __________________________     Supervisor: _______________________________
Address: _________________________________  ______________________________  _____________________
                                    Street                                                                                          City/State                                                          Zip Code

Phone Number: ___________________________  Fax: _________________ Is Internship: Paid ___ Non-Paid ___
Credits Requesting:  1 ____  2 ____   3 ____    Total  Hours: ____________  Hours Per Week: _______________
Internship Start Date: __________________
End Date:_______________  Total # of Weeks: ________________
Give brief description of job duties: 
_______________________________________________________________________________________________                                                                                                                                                 
Academic credit will not be given for an internship in a private residence. Working for another student, relative or faculty member is not permitted.  ADV 4940 may be repeated up to 3 credit hours, but the internship must change each time.  If the internship is repeated at the same location, there must be a change in duties.  ADV 4940 is graded on an S-U basis. The Department of Advertising will register you for the course. All interns must submit weekly written reports to the Department of Advertising. 
I have read and completed the Advertising Internship form. I have also been advised to read the ADV 4940 Course On-line packet  that explains the rules for earning academic credit for an advertising internship.
_______________________________________________________     ________   Date: _______________________
Student’s Signature

APPROVAL SIGNATURE

__________________________________________________________    Date: ______________________

Department Chair
LETTER OF ACKNOWLEDGEMENT 


This is to certify that I have read and understand the requirements for ADV 4940, Internship.


I acknowledge that my lack of familiarity or understanding of course requirements is an unacceptable reason for not completing the requirements properly or not meeting the assigned deadline.
Print Name:_____________________________________________________________

Signature:_________________________________  Date:________________________

ADV 4940 WEEKLY ADVERTISING INTERNSHIP REPORTS

Report #  ______     Week Beginning: ___________ Week Ending:_______________

                                                                          Date                                                       Date   

Student Name: ____________________________ Working at: __________________

Current Address: _______________________________________________________

Telephone Number:   _______________________       __________________________
                                                      Home                                                           Office (internship)

Supervisor: ____________________________  Supervisor’s Number: _____________

Supervisor’s Fax Number: ____________________________

	Day of the Week
	Date
	Hours Worked

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	


Total Hours Reporting: ____________
Note: all weekly reports submitted must be TYPED,  reports that are not completed will not be accepted; student is responsible for keeping copies of their reports; student must complete required hours every week, if unable to meet required hours for that reporting week, hours must be made up during future weeks.

You must submit description of what you did and learned on a day-by-day basis for this report.  Report must be double spaced, typed, and no more than two pages. Also, this page MUST be typed and included when submitting reports.

**THIS IS AN EXAMPLE FORMAT FOR THE WEEKLY REPORT**

reports MUST be typed, doubled-spaced 

and no more than two pages

Weekly Report 

(Your Name)








(Name of Company)

Monday, 7/29/02:


Give a brief description of what you did and learned for Monday.

(example);

Met with supervisor to discuss internship duties, worked on a project, merged and printed letters for 
Ongoing Projects.  Sent out weekly disbursement, entered data into spreadsheets.  Checked to see if 
credit was pulled on new members, etc…..

Tuesday, 00/00/02:  

Give a brief description of what you did and learned for Tuesday.

Wednesday, 00/00/02:

Give a brief description of what you did and learned for Wednesday.

Thursday, 00/00/02:
Give a brief description of what you did and learned for Thursday.

Friday, 00/00/02:

Give a brief description of what you did and learned for Friday.

*note: please follow format or report will not be accepted*

**THIS IS AN EXAMPLE OF A FINAL SUMMARY REPORT**
(MUST BE ONE PAGE)
(PROOFREAD YOUR WORK)
(YOUR NAME)
INTERNSHIP JOB DESCRIPTION

LOCATION:
Gainesville Sun Newspaper

JOB TITLE:
Retail Account Assistant

WHAT YOU DO:
Most of your time is spent making spec ads and changing existing ads for your assigned salesperson’s accounts.  Although many of the larger accounts have their ads sent from a home office.  The majority of the advertisers require ads to be made from scratch.  This often involves visiting the advertiser’s store and meeting with the manager or supervisor to discuss any changes or new ideas concerning their advertising.  This duty can range from simply picking up a new copy sheet to actually spending 10 to 15 minutes going over copy changes and art requests with the advertiser.  When you’re not on the road or making spec ads.  A good deal of time will be spent writing order tickets for ads, searching through clip-art books and taking phone calls from your salesperson’s clients.  Basically, you are the salesperson’s assistant whose job is to make sure no mistakes are made and to keep the advertisers satisfied with their advertising.

BASIC SKILLS NEEDED TO START THIS INTERNSHIP:  The most important thing you will need is the ability to listen well and pick up things quickly.  There is a tremendous amount of paperwork and newspaper terms involved that you will need to understand from your first day on the job.  Another skill needed is being good with people.  The advertisers you will be working with will be a diverse group and you will need to be able to deal with each one differently.  Flexibility is also important because you will be asked to do many things.  One minute you’ll be on the road to pick up an ad and the next you could be hunting through clip-art books.

WHAT SKILLS ARE LEARNED OR INCREASED BY THIS INTERNSHIP:  Your ability to create hard-hitting, no nonsense advertising will increase dramatically.  By the end of your internship you will be able to prepare four or five ads for your salesperson in a very short time.  You will find that the Sun is very lax concerning copy sheets and coding parts of ads.  As long as your copy and changes are done neatly, the production people will be able to understand you.

One skill increased by this internship will be your people skills.  Not only will you be dealing with a large group of advertisers, but you will also need to work well with all the salespersons in the department.

WHAT TYPE OF PERSONALITY SHOULD AVOID THIS TYPE OF INTERNSHIP WORK:  You should avoid this type of work if you only want to prepare ads or just write copy.  During your time at the Sun you will be expected to perform numerous duties, including preparing ads and copywriting, but also customer relations and clerical work.
University of Florida, Department of Advertising, Intern Evaluation Form

Name of Intern:_________________________________________________  Semester:_____________________

Name of Supervisor: ________________________________    Phone: _________________________________

Organization: __________________________________________    Email: _______________________________

	Description of duties performed by the intern this semester:




1. Please rate how well the intern demonstrated an understanding of: (Please circle or mark an “X” on your response.)   

    4= Clearly demonstrated   2=Generally demonstrated    3= Partially demonstrated    1= Demonstrated lack or Not able to judge

	a.
	The principles and laws of freedom of speech and press including the laws regulating advertising?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	b.
	The history and role of professionals and institutions in shaping advertising?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	c.
	The diversity of groups in a global society in relationship to advertising?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	d.
	Concepts and theories relevant to the creation and delivery of advertising messages?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	e. 
	Professional ethical principles in pursuit of truth, honesty, accuracy, fairness and diversity?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge


2. Please rate how well the intern demonstrated an ability to: (Please circle or mark an “X” on your response.)   

    4= Clearly demonstrated   2=Generally demonstrated    3= Partially demonstrated    1= Demonstrated lack or Not able to judge

	a.
	Apply the principles and laws of freedom of speech and press including the laws regulating advertising?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	b.
	Utilize concepts and theories in the creation and delivery of advertising messages?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	c.
	Work ethically in pursuit of truth, accuracy, fairness, diversity leading to ethical, honest advertising?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	d.
	Apply standards that lead to messages sensitive to a culturally diverse society?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	e. 
	Think critically, creatively and independently?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	f. 
	Conduct research and evaluate information by appropriate methods? 
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	g. 
	Write correctly and clearly in forms and styles appropriate for the advertising profession?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	h. 
	Critically evaluate his/her work for accuracy and fairness, clarity, appropriate style and grammatical correctness?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	i. 
	Apply basic numerical and statistical concepts?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge

	

	j. 
	Apply tools and technologies relevant to the development and delivery of advertising messages?
	4

Clearly
	3

Generally
	2

Partially
	1 Lacked
	Not able to judge


3. Please evaluate the intern based on his/her performance rather than one or two isolated instances of good or bad situations. Please circle your choice.
	EXCELLENT
	Went beyond expectations; did really extraordinary effort.

	

	GOOD
	Did whatever was required on time with a good attitude. Overcame normal obstacles encountered on any job.  Needed average supervision.

	

	FAIR
	Did average work. Average interest in motivation. Missed some deadlines or failed in a few detail areas. Occasionally late to work.

	

	POOR
	Did not really exert any unusual effort; did minimal work.  Little respect for the time or deadlines. Constantly late to work. Made excuses that nothing was his/her fault.

	

	FAIL
	Totally unreliable about deadlines and/or quality of work.  Needs serious counseling to be successful after graduation.


	Other comments/suggestions:




Supervisor’s Signature: _______________________________________   Date: _____________________________

Title: ______________________________________________________

Thank you very much, especially for your supporting efforts to help us achieve our educational mission and serve the profession!

Please mail intern evaluation to the address below or fax to 352-846-3015 as soon as possible.

                                                              
John Sutherland, Chair






Department of Advertising






College of Journalism & Communications






University of Florida






P.O. Box 118400






Gainesville, FL 32611

Interested  in Future Interns:  When? How many? What Qualifications? Contact the Advertising Office

Neither the Advertising Department nor the Department faculty nor the University of Florida is responsible for any personal injury, loss, or death while you are engaged in the internship nor while traveling to or from the internship.








