The
Mississippi University
for Women

A Tradition of Excellence for Women and Men

Department of Art and Design

INTERNSHIP REQUEST APPLICATION

Semester/Year

Student’s Name Student’s ID

Location of Internship

Supervisor of Internship

Faculty Supervisor

Checklist:
D | have discussed the internship proposal with the Art faculty internship supervisor.

D | have three copies of the Internship Agreement/Contract. (one for the student, one for
the internship supervisor, and one for the faculty supervisor.)

D The Art faculty supervior has gone over the Agreement/Contract forms with me.

APPROVALS
STUDENT

| have discussed my internship goals and agree with the duties and requirements outlined
in the internship contract. | agree to maintain reqular communication with my faculty
supervisor and internship supervisor to ensure compliance with all requirements.

Student Signature: Date:

FACULTY SUPERVISOR

| agree with the duties, goals, and requirements outlined in the internship contract. | also
agree to support the student’s internship experience by making myself avalaible to the
student and internship supervisor by email, phone, or appointment. | also agree to evaluate
all academic portions of the internship.

Faculty Supervisor Signature: Date:

Department Chair Signature: Date:




The

M lq'-,l'-?,s]ppl Univers ity 1100 College St. MUW-70

A Tradition of Excellence for Women and Men 662-329-7341
DEPARTMENT OF ART AND DESIGN Course Number :
Instructor:

INTERNSHIP ...

Course Description:

Course Objective:

Course Requirements:

Text:

Course Materials:

Examinations:
Attendance:

A student-planned work experience related to their major of study.

Based on the importance of augmenting classroom learning with on-the-job application this
internship is intended to acquaint/update students with current working opportunities,
conditions, and issues in their field of study. New learning is expected as the student related
classroom preparation to the professional workplace.

A. Student must be a declared major in Fine Arts/ Graphic Design and at the Junior Level.

B. Student secure job; internship must be related directly to specific major; and new learning
to be expected.

C. Work hours (225 minimum) must be completed during enrollment term.

D. Arrangements for internship are completed during semester preceding enrollment.

E. Completion of and submission of announced WRITING ASSIGNMENTS by end of
semester/term. Using the student Written Internship Assignment section, students will type
their descriptive responses to all assignments and email the final pdf/Word document to their
faculty advisor.

F. Student will meet with faculty advisor as mutually determined.

G. Faculty Advisor will be in contact with employer periodically to monitor student progress
on the job.

H. Grading will be based on full compliance with Course Requirements stated above and
Employer’s Evaluation.

None

Internship Request Application.

Internship Agreement/Contract.

Student Written Internship Assignments.
Employer Mid-Term and Final Evaluation Forms.

None

Student is expected to establish work schedule with the employer and to adhere to such
schedule promptly and dependably. Student will meet with Faculty Advisor as mutually
determined.



INTERNSHIP AGREEMENT/CONTRACT
ART-452 DESIGN GRAPHIC DESIGN

* This form is to be filled out in triplicate with one copy going

Date: to the student, one to the instructor and one to the supervisor.
Intern’s Name: Company Name:

Intern’s Address: Company Address:

Intern’s Phone Number: Instructor’s Name:

Supervisor’s Title: Instructor’s Phone Number:

Supervisor’s Phone Number: Descriptive Title of Internship:

General Duties and activities to be undertaken by the intern:

Minimum Hours Scheduled:

Monday Tuesday Wednesday Thursday Friday

Signatures: The undersigned have read and agree to all the conditions set forth for this internship.

Intern: Date:
Supervisor: Date:
Faculty Advisor: Date:

NOTE: This agreement must be signed by the student and supervisor and submitted to the advisor. Copies signed by the faculty advisor will be
returned to the student and supervisor.



STUDENT WRITTEN INTERNSHIP ASSIGNMENTS

Name of Intern:

Company:

Term/Semester:

Assignment I: Introduction To Work Assignment

Describe initial interview for present job, particularly in terms of who conducted the interview,
topics covered, time involved, rules and regulations discussed, starting information, etc., and your
opportunity for questions.

Assignment Il: Initial Orientation and Training

Describe initial training and orientation for job, particularly in terms of length and location of
training; who conducted the training, topic, skills, and procedures; extent of orientation to policies,
personal and work environment; your opinion of adequacy of initial orientation and training.



Assignment Ill: Description of Company/Firm

Describe nature of business, its location, size, type, and quality of product/service.

Assignment IV: Profile of Environment/Work Station

Describe your work area and environment, particularly in terms of number of employees, and relationship of your
area to company mission.

Assignment V: Your Job

Describe your responsibilities in detail-citing each major task with full elaboration. (Attach samples of your work if
appropriate.)



Assignment VI: Company Personnel

Describe company personnel that you work with —indicating age range, educational background, formal education
required, etc.

Assignment VII: Company Customers

Describe the range of customers, primary target customers, and customer services-typical age range, economic
status, men/women, professional/non-professional.



Assignment VIII: Company Product/Service

Describe type and quality.

Assignment IX: Promotional Practices

Describe efforts of promotion, particularly in terms of advertising, displays, special events, etc. Also, describe the
relationship of salesmanship practices with these promotion efforts.



Assignment X: Internship Summary

Explain how you feel about your chosen field of study in relationship to this experience; how would rate your
experience as training for internees; would you seek this company after graduation; your impression of the value of
your training and experience in the internship at the location?



MIDTERM
STUDENT INTERN EVALUATION

Company: Semester:

Student: Year:
Completed by Internship Supervisor

Preparedness and Attitude Toward Job

1. Knowledge and understanding of areas of responsibility.
(A) Please list specific jobs handled by student.

(B) Check performance, please.

[] 1b. Excellent understanding and performance.
[] 2b. Good understanding and performance.
[] 3b. Needs improvement in understanding and performance. (Please explain, in what area?)

2.[] Shows more knowledge concerning in above areas than employees without college training.

3.[] Shows same level of knowledge and understanding as any part-time employee.

4.[] Shows less knowledge and understanding than average part-time employee.

5. Comments: Mentioning specific strengths or your suggestions for improvement in the above questions will be
welcome and helpful to the student.




MIDTERM
STUDENT INTERN EVALUATION

Personal Qualifications (Check only those that apply)

1. [ consistently businesslike and well groomed in appearance. Please explain.
[] Needs improvement in appearance. Please explain.

2. [ Is punctual and dependable.
] Needs improvement in #3. Please explain.

3. [ Shows mental alertness and maturity in handling job assignments.
] Needs improvement in # 5. Please explain.

D

. [0 Takes initiative without prompting in accomplishing work assigned.
. [ Follows directions carefully.
. O works well with others.
[] could improve #4, #5, and #6. Please add in explanation and comments.

o

7.[] Do you feel the student has potential management ability?

Suggested Grade (Mid-term):

(A) Excellent
(B) Superior

©) Fai Signed (Supervisor or Training Director):
air

(D) Poor
(F) Unsatisfactory Date

OOO0O0




- 1100 College St. MUW-70

Mississippi University

for Women
A Tradition of Excellence for Women and Men 662-329-7341

Columbus, MS 39701

DEPARTMENT OF ART AND DESIGN
Name of Intern:

STUDENT INTERNSHIP FINAL
Major:

EVALUATION &7

Number of Hours Completed:

To employer/supervisor:

Please complete this evaluation in accordance with the following scale:

1= Outstanding; 2=Very Good; 3=Average; 4= Maediocre; 5=Poor; N/A= Not Applicable

Trait 1 2 3 4 5 N/A

Ppunctuality ] [ O O O O

Dependability(] [0 [ O O 0O

creativity ] [0 O O O O

Resourcefulness (1 [ [0 O O O

mtiatve (] O O O O O

Professionalism [1 [ 0O O 0O O

AttentiontoDetail [] [0 [0 O 0O O

CompletesTasksonTime (1 [ O O O O

Ability to Work Under Pressure O O O 0O 00

communicationskils (1 [0 0O O O O

Acceptance and Constructive O O O 0O O O
Use of Criticism

Interest in Job/Enthusiasm O O 0O O OO0

Abilityto Workwithothers (1 [0 O O O O




STUDENT INTERNSHIP
FINAL REPORT

Final Report Questions:

1. What do you consider the student’s most significant strengths?

2. What do you feel are areas where the student could improve?

3. Hypothetically, if your company had an opening for a person with the background of this intern,
would you hire him/her? Why?

OYes ONo

Overall Performance (Final):

(A) Excellent
(B) Superior

©) Fai Signed (Supervisor or Training Director):
air

(D) Poor
(F) Unsatisfactory Date

OO0O0O0




