Internship Checklist

( ) INTERNSHIP CONTRACT - Due the first week of the semester

( ) JOB DESCRIPTION - Due the first week of the semester

NOTE: Until the contract and job description are submitted, your internship cannot be formally approved, and your internship credit may be administratively dropped.

( ) WORK SAMPLES - Due the last week of classes during the semester

( ) REFLECTION PAPER - 3 to 5 page reflection paper due the last week of classes during the semester

( ) DAILY JOURNAL - Daily journal that records your work activities due the last week of classes

( ) EVALUATIONS - Make sure that your supervisors returned their evaluations of you by the last week of classes

NOTE: Submit all of the above materials to Ken Smith, Director of Internships, Dept. of Communication & Journalism, University of Wyoming, Box 3904, Laramie, WY 82071-3904

DISNEY INTERNS

1. Please send a contract and job description during the first week of classes. Without these, we have no record of your internship, and it may be administratively dropped. The Disney form that you completed for your application is not the contract that is required by the Director of Internships at UW. 

2. You are required to submit work samples, a reflection paper, and a daily journal by the last week of classes. If you have questions about this, please contact the internship director. 

3. In the past we have had problems with the Disney supervisors submitting their evaluations of the intern by deadline. Please begin to ask your supervisor about the evaluation two weeks prior to the end of classes. Even if the internship is not yet completed, s/he must submit it by the deadline. If it is not received on time, it will adversely affect your grade. 

4. Most Disney internships are awarded credit under either COJO 3480 or A&S 2400. Nine hours of credit in the Dept. of Communication & Journalism are required for COJO 3480. Students without this required credit should register for A&S 2400. Only students who have completed one Disney internship may register for A&S 4400. This course number is reserved for advanced Disney internships and is unrelated to class standing. 

5. Disney interns must enroll in one of the courses offered by Disney to receive college credit. 

BRANDING IRON INTERNS

1. You are required to submit a contract and job description. The internship supervisor at the Branding Iron will not submit this for you. 

2. You are required to meet with the on-site supervisor on a weekly basis to receive critiques of your work. Failure to meet with the supervisor will adversely affect your grade. 

3. You are required to submit work samples, a 3-5 page reflection paper, and a daily journal at the end of the semester to the Director of Internships at UW. Failure to submit these materials will adversely affect your grade. 

UW TV INTERNS

1. You are required to submit a contract and job description at the start of the semester. 

2. You are not required to submit the work samples, reflection paper, and daily journal at the end of the semester. The internship supervisors at UWTV will specify your requirements. 

Kenneth L. Smith

Internship Director
klsmith@uwyo.edu
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