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Internship: MACO 4498E-01 
 

English, Modern Languages, and Mass Communication 

Albany State University 

Summer 2010 

 

ACAD 265 

 Mondays, 12:15-1:50pm 

 

Instructor:  

Benjamin Johnson  

Office: ACAD 263 

Office Hours:  MW 11am-12pm or by appointment 

Email: benjamin.johnson@asurams.edu  

Phone: 229.430.4846 (office)   517.230.1272 (mobile) 

 

Course Description:  

“Part-time placement in professional media facilities in Albany and other cities.   

Emphasis is on learning overall business structure and developing skills for entry-level  

decision-making positions.”  

Credits: 3    Prerequisites: Junior or senior status in major and permission of instructor.  

  

Course Expectations:  

• The purpose of this course is to provide the student with direct contact and experience 

with the mass communication industries, in a way that allows for the application of 

knowledge and skills learned in prior coursework and prepare the student for 

successful employment in the industry.  
 

• The student is responsible for identifying potential internship locations and making 

arrangements with an organization to intern there for 4498 credit.  The student and 

their supervisor must complete and sign the Internship Agreement Form provided by 

the instructor.  You may not begin working any hours until your Agreement Form is 

submitted to the instructor.  Please note that you must have a single designated 

supervisor at your location.  You are permitted to work with other staff, but must 

report to and work primarily for your supervisor. 
 

• You are expected to arrange your working hours with the organization, and to be 

prompt and consistent in your attendance.  Become familiar with and follow your 

organization’s expectations and protocol, including dress code. 
 

• This internship should entail 20 to 40 hours a week – a semester total of 140 to 280 

hours.  Work must be done on-site under the guidance of your supervisor. 
 

• The instructor will be responsible for monitoring the progress of the student through 

weekly progress reports, in-class updates, and contact with the supervisor at the 

organization.  The supervisor should also submit reviews of your performance at 

midterm and at the end of the internship. 
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• A weekly in-class component on Mondays will consist of presentations, mock 

interviews, discussion, verbal updates, assigned readings, and other activities 

designed to supplement your professional experience.  If you are interning outside of 

Albany or have a time conflict, you should arrange a weekly time for an over-the-

phone, face-to-face, or Wimba meeting. 
 

• Class starts at 12:15, and other meetings will begin promptly, too.  Being late is the 

same as being absent.  Each absence or late arrival will result in a loss of 5% of your 

final grade.  Two absences, late arrivals, or departures may be excused in advance, at 

the discretion of the instructor.  Those excuses will only be granted for valid reasons, 

such as illness, legal obligations, or loss of an immediate family member. 
 

• Deadlines are absolute in the working world.  All late assignments will receive a zero.  

There will be no exceptions in this course. 

 

Schedule: 

Prior to Summer Semester 

 Read Syllabus 

 Secure Internship 

 Complete Agreement Form 

 *Submit Resume and Cover Letter for Review by Instructor* 

 

Week 1 

M, May 24 

 Class Meets 

Finalize Placement 

Course Expectations 

  Instructor Will Return Resume and Cover Letter Feedback 

 

F, May 28 

*Student Internship Agreement, Offer Letter, and Statement of Understanding 

Are All Due by 5:00pm* 

• Failure to secure an internship by this date may result in course failure or 

administrative withdrawal from the class 

 

Week 2 

M, May 31 

No Class – Memorial Day 

 

F, June 4 

 *Midterm Evaluation Due* 

 

Week 3 

M, June 7 

 Class Meets 

  Portfolio Workshop 

  *Resume and Cover Letter for Mock Interview Due* 
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Week 4 

M, June 14 

 Class Meets 

  *Mock Interviews* 

   

Week 5 

M, June 21 

 Class Meets 

  *Mock Interviews* 

 

Week 6 

M, June 28 

 Class Meets 

  *Final Intern Review Due by 5:00pm* 

  *Hard Copy Portfolios Due by 5:00pm* 

 

Week 7 

M, July 5 

 No Class – Independence Day Observed 

 

T, July 6 

 *Digital Portfolios Due by 5:00pm* 

 

Week 8 

M, July 12 

 No Class 

  *Last Monday to Submit Progress Reports* 

 

W, July 14 

 Grades Submitted to Blackboard and Banner Web 

 

Grade Composition:     Total  

Progress Reports      30%  

Midterm Intern Review    10%  

Final Intern Review     10%  

Portfolio       30% 

Class Participation     10% 

Mock Interviews      10% 

              100%  

Final Grade: 

A: 90% - 100% 

B: 80% - 89% 

C: 70% - 79% 

D: 60% - 69% 

F: 0% - 59% 
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 Assignments: 

• Progress Reports must be emailed to the instructor at the end of every working week.  

Each report should provide a detailed narrative of duties performed and the skills and 

concepts learned.  Weekly reports should demonstrate how you are developing and 

being given new tasks each week.  Each report should also state the number of hours 

worked that week and hours worked total.  Progress reports must be punctually 

submitted at the end of every week.  Reports received after Monday at 5:00pm will 

receive a zero. 
 

• Midterm and Final Intern Reviews are to be completed and signed by the supervisor 

and returned to the instructor electronically or via mail by the due date. 
 

• Completion of the course requires submission of a professional Portfolio of your 

work completed during the internship.  The portfolio should consist of the following, 

in a labeled three-ring binder or similar portfolio holder, or presented digitally as a 

website or email with attachments: 

o A reflective essay that explains your growth over the course of the 

internship and provides context for the content included 

o A current and polished resume 

o Content created during the internship.  This includes scripts, publications, 

audio, video, etc., and documentation of promotional or other activities 

o Cover pages are helpful for production work, especially audio and video 

You may submit an electronic portfolio, or submit a hard copy in person or by mail. 

The student should consult with both the instructor and their supervisor to determine 

the appropriate content for their internship portfolio.  The target audience for your 

portfolio is a prospective employer in your field.  The portfolio will be graded based 

on the resume, content, reflective essay, professional presentation, and demonstration 

of growth. 
 

• Other in-class and homework assignments, as designated. 

 

Academic Honesty: 

All forms of academic misconduct are prohibited by the student code of conduct. 

Students who plagiarize, cheat, or commit other forms of academic misconduct will fail 

the course and be recommended for academic probation. At the discretion of the 

instructor and department, extenuating circumstances may lead to a lesser penalty of a 

zero for the entire assignment, with no opportunity to make up points. All instances of 

misconduct will be fully documented, and the chair of English, Modern Languages, and 

Mass Communication, along with other university officials, will be notified. Students 

with a previously documented record of academic dishonesty who commit a second 

offense will automatically fail the entire course and be recommended for suspension from 

the university for no less than one year. 

 

Academic dishonesty is a very severe offense, and ignorance is not a defense. Students 

are responsible for understanding the difference between original and unoriginal work. If 

students are unsure about the appropriateness of their coursework, they need to contact 

the instructor, and assistance will be given. Anti-plagiarism information is also available 
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in style guides and online resources.  Examples of academic dishonesty include, but are 

not limited to: 

• Representing the work of others as one’s own. 

• Failing to cite others when quoting, paraphrasing, or incorporating their ideas. 

• Failing to clearly quote, cite, or attribute another’s words, if even that author 

is identified. 

• Recycling work completed for one course to satisfy any requirements for 

another course: all work must be original. 

• Supplying or using work or answers that are not one's own. 

• The use of any unapproved notes, reference materials, or electronic devices 

while taking any examination. 

• Providing or accepting unapproved assistance with the completion of any 

assignment or examination. 

• Falsifying quotes, data, reports, or facts. 

• Interfering through any means with another's academic work. 

 

Accommodations for Students with Disabilities: 

Students in need of accommodations or assistance are encouraged to discuss their 

requirements with the instructor, who will work with the student and the University to 

address and support those learning needs.  Your privacy and confidentiality will be 

preserved to the fullest extent possible. 

 

Changes to the Syllabus: 

The instructor reserves the right to make any changes to this syllabus or the weekly 

schedule provided here.  Any changes will be communicated to all students as far in 

advance as possible. 

 

Statement of Understanding: 

After having read this syllabus, please complete and return the form on the next page. 
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MACO 4498E 

Statement of Understanding 
 

English, Modern Languages, and Mass Communication 

Albany State University 

 

 

I, ______________________________, have completely read and fully understand the 

syllabus for this course.  I know what is expected of me, I am capable of adhering to the 

course’s schedule, and I understand how I will be evaluated.  I also understand the 

various forms of academic dishonesty, and am aware of the penalties involved. 

 

 

Student Signature: _________________________  Date: ______________ 

 

Instructor Signature: ________________________  Date: ______________ 

 

 

 

 
This form should be completed and submitted to the instructor by Friday, May 28 


