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Mass Comm. 481, Internship/Senior Portfolio 
Dr. Gary Hicks, Professor  
<ghicks@siue.edu>   Summer, 2014 
Office:  Dunham Hall room 1041.  
Individual meetings by arrangement. 
Phone:  (618) 650-2248; Fax (618) 650-3716 
   
Course Description:  Experience with 
professional media under the joint supervision 
of Mass Comm. Dept. faculty and media 
professionals.  Preparation and presentation of 
a senior portfolio for evaluation by faculty.  Not 
for graduate credit.  Prerequisites:  Mass Communications major, senior standing and 
approval of instructor.  Also, broadcast journalism interns must successfully complete 
MC 332 prior to their internship semester.  Interns in TV production must successfully 
complete one of the following courses prior to their internship semester: MC 332, 333, 
334, 431 or 454. 
 
Note:  No internship credit is given ex post facto.  This means that you may not receive 
credit after the fact for an internship.  Your internship must be approved by the 
Department’s Internship Coordinator before you do it.  Next there is paperwork (the 
intern data sheet and the legal form [student participation agreement]) to fill out, and 
some web work on Banner, followed by your registering for the course on line.  Carefully 
read our Internship Q and A and other important documents on our Department 
Website:  Go to <http://www.siue.edu/MASSCOMM>  and click on “Internships”. 
 
Prerequisites: Mass Communications major, senior standing and prior approval of the 
Internship Coordinator before enrolling.  “Prior approval” includes your being properly 
prepared for the internship you seek.  As noted above in the course description, 
students seeking certain internships must first successfully complete the appropriate 
coursework. Additionally, to get the most out of a broadcast news internship, you 
should first spend at least a year reporting the news for WSIE-FM.  
 
If you’re planning on doing an internship at least 50 miles outside of the STL area, 
and you’re not long-commuting back from your internship venue to SIUE for any 
other courses this semester:  Instead of enrolling in MC 481, section 001, talk to the 
Internship Coordinator about enrolling in a special section MC 481, section 501.  
Because you would be off campus for the entire semester and not using the on-campus 
resources available to regular students, signing up for section 501 saves you hundreds 
of dollars on student activity fees.     
 
Textbook:  Yes, an internship has a textbook.  But like the practical nature of MC 481, the 
text is an aid in your post-graduation job search.  In textbook services:  Naked at the 
Interview: Tips and Quizzes to Prepare You for Your First Real Job, by Burton Jay Nadler.  
This is a great book: I recommend that you read it from cover to cover.  It really will help 
you get your first job.  You may want to buy this one:  Go to Amazon.com and buy a used 
copy for as little as $1.  This excellent guide to a job search is a keeper.  
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A note about Summer internships and portfolio judging, or why everyone receives  
an “I” (incomplete) grade in August:  Because few of our faculty members are on 
campus during the last few weeks of the Summer session, it is not possible to get a 
complete pro option committee together to judge portfolios before Summer grades are 
due.  So, the portfolio deadline for Summer is not until August 1, and judging will take 
the faculty at least the entire month of August.  Everyone enrolled for Summer will 
receive temporary Incomplete (“I”) grades. When our faculty members return to 
campus in the middle of August to prepare for the start of the Fall semester, portfolio 
grading will begin in earnest.  You’ll be notified – probably sometime in early 
September – when judging is done and you can pick up yours.  As ports are judged and 
graded, we will put through a change of grade from ”I” to the regular letter grade you 
earned for MC 481.  If you are planning to graduate in Fall or in the Spring, you would, 
of course, receive an “I” grade anyway.  During the Summer, you’d do your internship 
hours, arrange with your internship coordinator for your Intern Evaluation Form to be 
filled out by your supervisor (see below), and turn in your internship paper (see below).  
Then, on the portfolio deadline date for either Fall or Spring, you would turn in your 
port (see below), along with your assessment letter (yeah, also see below).    
 

The SIX major requirements of MC 481 (described in detail 
below): 
  
 1.  Attendance at two mandatory meetings; 
 2.  The personnel evaluation form filled out at the end of 
      your internship by your supervisor;  
 3.  Your internship paper;  
 4.  Your personal assessment of your learning experience 

       in the Mass Comm. Department;  
 5.  Satisfactory completion of a minimum of 225 hours on the job;  
 6.  Satisfactory completion and submission of the senior portfolio. The senior portfolio is our 
department’s standardized SIUE “senior project.”  Senior projects are required of all 
graduating seniors at our university, regardless of major.  For more details on the Senior 
Portfolio, obtain a copy of the “Senior Portfolio Instructions” handout from your Internship 
Coordinator or from the department website.    
 
1.  Attendance at two mandatory internship class meetings:  Unless you are doing your 
internship more than 50 miles away from St. Louis, you are required to attend both of these  
mandatory meetings.  The first is at the beginning of the semester for orientation, Q and A, 
and to take a Mass Communications senior post-test for departmental assessment.  Our class 
has been randomly selected to take another test during our second meeting, a SIUE general 
education post-test.  Your participation is required, and your name will be noted as a 
participant.  However the good news is with both of these tests that the results of these tests 
are anonymous.  They’re just trying to assess how much the senior class has learned during 
their time at SIUE.  Regarding the second, mid-term meeting, it will deal with preparation of 
the senior portfolio and your final evaluation, and administration of that second assessment 
test.  If you are doing your internship this semester but plan to take an incomplete and 
postpone turning in your portfolio until a later semester, you are still required to attend the 
first meeting.  You can attend the second (portfolio Q&A) meeting during the semester you’ll 
be graduating.  The two meetings are: 7-8 PM on Monday, June 2, and 7-8:30 PM on 
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Monday, July 7 – both in DH 1015.  If there is a change in classrooms for this meeting, 
your your internship coordinator will post a note next to the door of DH 1015.  Put these 
dates on your calendar now and discuss them with your internship supervisor, so he/she 
knows you can’t work too late on those dates.  
 

2.  Your Personnel Evaluation: This is a form filled out by your 
internship supervisor when you’ve just about completed your 
required 225 hours.  The first half of this evaluation uses personnel 
evaluation questions found in most mass communications 
organizations as well as in many businesses.  It asks how well you:  
 
• accept responsibility;  
• respond to supervisor direction;  
• are receptive to constructive criticism;  
• seek guidance when necessary;  
• exhibit good interpersonal skills; 

• have adapted to the organization’s environment and “culture”; 
• demonstrate initiative (Don’t just sit there! The most common reason 
      supervisors cite for downgrading interns in this category is that the just sit around and 
      wait to be assigned things to do and don’t ask questions);  
• dress and appear professionally;  
• are proficient at oral communication;  
• are punctual (this is another biggie: show up for work on time, “bright- eyed and bushy-   
      tailed”); 
• perform assignments well; 
• and appear to be generally academically prepared for entry-level work. 
 
In addition, you will be rated on a set of 11 educational objectives prescribed by the 
Accrediting Council on Education in Journalism and Mass Communication:  
How well you: 
• understand and apply the law and First Amendment principles; 
• understand media history and the role of individuals and institutions in shaping that 

history; 
• understand the diversity of groups in a global society as relates to mass 

communications; 
• can apply theories and concepts in the use and presentation of images and 

information; 
• work ethically in pursuit of truth, accuracy, fairness and diversity; 
• think critically, creatively and independently; 
• can conduct research and evaluate information as needed; 
• can write correctly & clearly; 
• can critically evaluate your work and that of others for accuracy, fairness, clarity, 

appropriate style and grammatical correctness; 
• can apply numerical and statistical  concepts as needed on the job; 
• can apply the tools and technologies as needed for the job; 
 
You will be rated on each criterion on this form, as applicable, just as the SIUE catalog rates 
students from A-to-F:  5 points for Excellent (A); 4 points for Good (B); 3 points for 
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Satisfactory (C); 2 points for Poor (D); or 1 point for Failure (F). The average (mean) of these 
ratings will be converted to percentage points (zero to 100) and used to determine half of 
your letter grade for the course. Your portfolio grade (also on a zero-to-100 scale) comprises 
the other half of your grade in MC 481.  These two scores out of 100 will be averaged.   
 
When you have about ten days left to go in your internship, you must notify me via 

phone, e-mail, etc., that it is time to e-mail this form to your 
supervisor.  When you e-mail me, re-confirm your supervisor’s 
name and e-mail address.  You’d be surprised how often one or 
both of these change between the time you fill out the intern 
information form and when it’s time for your intern evaluation. 
 
3.  The Internship Paper:  First, the internship paper is NOT part of 
your senior portfolio.  It is a separate assignment e-mailed directly 
to me.  Its purpose is to monitor the learning and working 
conditions at each of our internship venues to assure that the 
companies we list in our internship venues handout will afford 
students who follow after you a valuable learning experience.  

The internship paper is a four-page, double-spaced, well-written1 report of all your 
important experiences while on internship.  To help you remember what you did while on 
internship, it is highly recommended that you keep a daily diary.  Then, when you complete 
your internship, use your diary to write a paper that includes these eight points: 
 

1. What were your duties and accomplishments; 
2. What you learned there; 
3. What you didn’t learn but wish you did; 
4. What it’s like working with the people at your internship venue; 
5.  Your advice to students who will follow after you; 
6.  What did we teach you that helped you most on the job there; 
7.  What didn’t we teach you that you really needed to know there; 
8.  Any other comments you wish to make. 

 
 Your comments will help us determine whether your media organization is providing 
you a good learning experience, and whether your Internship Coordinator should continue 
to OK other students to work there.  The Internship Paper is, in essence, a “student 
evaluation form” for your particular internship venue.  Send this paper via e-mail 
attachment to me (e-mail address on page one of this syllabus) during the last week of 
your internship.  
 
4.  Learning Experience Assessment Letter:  This letter is also not part of your senior portfolio.  It 
is your personal assessment of your learning experience during the time you’ve been taking 
courses in the Mass Communications Department.  Your well-written1 letter will assist the 
faculty in assessing how we’re doing:  For example, are the required courses in your 
professional option adequate to prepare you for entry-level work in your chosen field?  Use 
this letter to compare your academic preparation to the entry-level requirements on the job at 
your internship.  Also, tell us if certain courses and assignments were more helpful to your 
learning experience than others.  Also comment on your experiences with your advisor 
regarding career information and help in selecting courses during pre-registration.   
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Also a major part of your learning experience is what YOU put into it, and we want to know 
your assessment of how you did.  In retrospect, did you do your part in the learning process?  
How many hours per week (total) did you devote to going to class, completing assignments, 
reading and studying?  Did you take advantage of the many extracurricular programs, 
organizations and events provided by the department to extend and expand your learning 
and skills, or were you burning rubber out of the parking lot the second classes were over?     
 
(Note: If you were a transfer student who completed some Mass Communications coursework at 
another college, you might briefly note this, and whether or not their courses were adequate substitutes 
for our equivalent courses in preparing you for more advanced courses in our department.  This 
feedback is one way for us to check to make sure that courses we accept for direct transfer credit 
prepare you well enough for the SIUE Mass Comm. courses you take afterward.) 
 
The Learning Experience Assessment Letter, which should be at least two double-spaced 
pages in length, must also be transmitted to me via E-MAIL attachment one week after the 
posted deadline for submission of senior portfolios.  It must be in the form of e-mail, 
because after we take your names off your letters, they will be combined into one large 
report to the faculty.  Say what you feel: you will have complete anonymity.  
 
1 About the term “well-written” in the last two sections:  It is expected that your Internship 
Paper and your Assessment Letter will be as well-written and free of errors as your Senior 
Portfolio.  If either is not, you have to write it again.  So do a good job: It’s your LAST 
paper, and the most personal.    
 
5.  225 Hours:  To earn your three credits in MC 481, you must complete a minimum of 225 
hours on the job (calculated by multiplying 15 hours per week by a 15-week semester). This 
requirement includes internships in summer session, in which there are fewer than 15 weeks 
to get your hours in.  Assuming you don’t get an early start, you should plan on putting in 
around 40 hours per week to accumulate 225 hours during summer session. 
 

6.  The senior portfolio: We have a separate handout 
in the department office outside my office door with 
detailed portfolio instructions. Each of you is 
required to read this handout carefully, follow its 
instructions and present your portfolio for evaluation 
by a faculty jury in your professional option.  It lists 
the minimum portfolio requirements for students in 
each of our professional options.  Remember that 
these are the minimum requirements, and if that’s all 
you turn in, your minimum submission will probably 
earn the minimum grade.  

 
 
Deadline for this semester’s portfolios is Monday, August 4, no later than 4 pm.  Turn it in 
to our department administrator, and she’ll log it in.  If you miss the deadline, your 
portfolio will not be accepted for judging this semester.  You’ll have to wait to submit it 
until the Fall semester’s portfolio submission date in November.  
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Note:  If you are doing your internship now but planning to graduate sometime within 
a year, you can arrange with your internship coordinator to receive an “I” (Incomplete) 
grade.  During the Semester, you’d complete your internship hours, arrange with your 
internship coordinator for your Intern Evaluation Form to be filled out by your 
supervisor (see below) and turn in your internship paper (see below).  Then, on the 
portfolio deadline date for either Fall or Spring, you turn in your port (see below), along 
with your assessment letter (yeah, also see below).    
 
Grading your portfolio:  You must receive at least the minimum grade of 70 on your 
portfolio to satisfactorily complete MC 481.  If your score is below 70, you will receive faculty 
feedback on your portfolio’s shortcomings, along with the opportunity to submit your 
portfolio again (and again, and again, if necessary) until you pass.  You may resubmit your 
revised portfolio to the internship coordinator at any time.  Once it’s re-judged and 
considered satisfactory (at least a 70 grade), regardless of how high a score you earn on your 
Intern Evaluation Form, the highest grade you can receive for Mass Comm. 481 is a “C”.   
The moral of the story is this:  don’t blow off one of the last Mass Comm. assignments you’ll 
ever have: If you do, you may not get your diploma on time.  It’s a lot less stressful to do it 
right in the first place.  Visit with the internship coordinator or your advisor (who is 
probably one of your portfolio judges, so it makes sense to get advice directly from the 
source) at any time during the semester on your portfolio.  Also remember, neatness, lack of 
typos and correct, department copy/script style count!  More than one faculty member 
reduces your final portfolio score by one point for every typo or style error. 
 

Disaster:  Here’s what happens if you get fired by your 
internship supervisor or your internship supervisor’s 
rating of your performance on the intern evaluation form 
is below 70.  If you receive below a 60 score on the intern 
evaluation form or are fired, your grade for MC 481 is  
“F”.  If you receive between a 60 and 69 score on your 
intern evaluation form, your MC 481 grade is a “D.”  Since 
Mass Comm majors must earn at least a “C” in all major 
courses, neither an “F” or a “D” grade satisfies the 
department’s requirements.  In both cases, you will not be 
given a second chance to intern off-campus. Why?  You 
have proven that for one shortcoming or another, you’re 

not reliable enough for us to trust with our department’s reputation out there.  Your “D” or 
“F” grade in MC 481 will stand, and you won’t be allowed to intern again to improve your 
grade.  To earn 36 credits in Mass Communications and graduate, you must successfully 
complete an additional 400-level Mass Communications course chosen for you by one of the 
faculty in your professional option.  If you earned less than a score of 70 on your portfolio, 
you must revise and re-submit it until the faculty in your professional option are satisfied 
with its quality and award you a 70.  If you have not yet submitted your portfolio at the time 
you are fired (or earn less than a 70 on the intern evaluation form), to meet department 
requirements for your degree, you will still have to submit the portfolio and earn a grade of 
at least 70.  This is because all SIUE students must complete a Senior Project, and our senior 
portfolio is the Mass Communications Department’s senior project.     
Note: If you had already successfully completed an extra three Mass 
Communications credits (not counting MC 481 or 482), as some majors do, and thus 
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have earned 36 total credits of Mass Comm with a “C” grade or better and have met 
all other major requirements, you are not required to complete the course substitute 
for MC 481. 
_________________________________________________________________________ 
 
OK.  You can see why you don’t want to be forced to go through any of this remedial 
process.  So for heaven’s sake, do a good job on your portfolio the first time, and amaze 
your internship supervisor with the quality and reliability of your work on the job.  
Then everybody wins. 
 
Grading for the course:  As stated above, your 0-100 numerical score on the personnel 
evaluation form determines half your final grade, and your 0-100 score on your Senior 
Portfolio makes up the other half. These two scores are averaged:  A 90-to-100 average 
score nets you an “A”; 80-89 gets a “B”; 70-79 a “C”; below 70, a “D”, Below 60 an “F”.  
The Internship Paper and the Learning Experience Assessment Letter, both e-mailed 
separately to the internship coordinator, are non-graded but required assignments.  
This is to say that if either the paper or the letter is not turned in, you do not complete 
the course and will receive an “I” grade.  Also, the quality of the papers is important: 
Intern papers and assessment letters turned in with numerous misspellings, grammar 
errors, typos, etc., are not acceptable, and will be returned to you for rewrites. 
 
Summary of Deadlines and Dates to Remember:   
 
Enter these in your calendar now: 
 
1. The two internship course meetings are: 7-8 PM on Monday, June 2, and 7-8:30 PM 
on Monday, July 7 – both in DH 1015. 

 
2.  When to let your internship coordinator know it’s 
time to send your supervisor your intern evaluation 
form:  When you have about a week to ten days left to 
complete your 225 hours, send me that e-mail.  My e-
mail address is on the first page of this syllabus.  
 
3.  Deadline to turn in your portfolio: Monday, August 
4th, no later than 4 pm.  Late portfolios will not be 
accepted for judging this semester, and you will have to 

wait for judging until the end of following semester.  
 
4.  When to e-mail your internship coordinator your internship paper: after the last 
week of your internship.  
 
5.  When to e-mail your internship coordinator your assessment letter: one week 
after you turn in your senior portfolio.  Note: If you’re taking an incomplete and -- 
for example -- turning in your portfolio at the end of the following semester, turn in 
your assessment letter at that time.    
___________________________________________________________________________ 
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A note about the use of Mass Comm. Department equipment: You are not permitted 
to check out any kind of equipment from this department for use on your internship. If 
someone at your internship venue asks you to do this, you might suggest that he/she 
rent the equipment they need.  If they have any difficulty with this, they may certainly 
call the internship coordinator to talk about it, but the answer will remain the same:  
Our equipment is scarce and is used only by on-campus students enrolled in our 
courses for Mass Comm. Dept. class assignments.  Also, you may not check out 
equipment for your private productions, even if they might end up in your portfolio.  
It’s great experience for you to do media projects for professional clients, but when you 
bid on a project, include the cost of equipment rental in your expenses.  We cannot 
support this.   
 
You are representatives of SIUE and the Mass Communications Department:  Up until 
now, it’s been “school.”  On an internship it’s for real, and the stakes for you are extremely 
high, especially in this recessionary time.  Work long and hard: Don’t be a clock-watcher on 
your internship.  Interns they may choose to hire are almost always the ones who volunteer 
to stay late to get the job done. Each company’s culture is different and you must learn to fit 
in.  Dress according to employee regulations, speak well and articulately, listen mostly, shut 
up a lot (that’s how you listen), but ask questions and learn their way of doing things.  Make 
sure they only have to tell you how to do something once.  But if you don’t know how to do 
something, don’t fake it.  ASK.  Do all you can to meet people on the job who might give you 
good advice and/or help you find a job later on.  You’re there to learn and be of some 
service, but also to “network:” so make many friends.  Remember names: write them down.  
Print your own business cards so you can distribute them to the pros you meet.  The card 
could say something like, “John Smith, Advertising Creative Services,” “Mary Jones, 
Television Production,” or “Jack White, Photojournalist,” along with your address, cell 
phone number and e-mail/Facebook/personal website addresses.  You characterize the 
Mass Communications Department’s final “product”:  Employers rate how good the mass 
comm. program is by your behavior and performance.  Most employers’ hiring decisions 
take into account where students earned their degrees.  So besides earning a good grade in 
the course and adding a good reference to your resume, it is in your best interest to maintain 
and improve the SIUE Mass Communications Department’s reputation. Over the long run, it 
will help you get more interviews and more job offers.  Represent us well! 
 
Diversity & Inclusiveness Statement 
The Department of Mass Communications’ curriculum is designed to foster student 
understanding of issues and perspectives that are inclusive in terms of race, ethnicity 
and sexual orientation.  It also strives to help instill an appreciation for the diversity of 
groups in a global society in relationship to communications. As such, producing work 
that panders to racism, sexism, classism, homophobia, xenophobia or other social 
pathologies is not an acceptable way to intellectually or creatively express ones ideas, 
and will not be tolerated. 
 
 


