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Internship Guidelines: Graphic & Interactive Design Area / Graphic Arts and Design Department 

The following conditions must be met in order for an internship to be considered for elective course credit.

• The internship must be paid.

• The student must be employed for a minimum of 10 and no more than 15 hours per week for a minimum of 13 weeks: 130–150 hours total. This applies to internships during the regular school year. Summer internships can be full-time: 40 hours/week for a minimum of 4 weeks.

• The student’s duties must include design tasks, but can include production and other related tasks that are commonly associated with the practice of graphic design. 

• The student must perform the work at the employer’s offices under the supervision of an Art Director, Creative Director or Senior Designer. Other freelance arrangements will not be considered for internship credit.

• In order to submit an internship proposal, a student must arrange to have the internship sponsored by the Internship Coordinator, Stephanie Knopp. The potential employer must write a detailed description of the internship—payment arrangement, hours, and tasks to be performed—to the Internship Coordinator. This must be in the form of a letter on company letterhead that is mailed, emailed, or faxed to the Graphic Arts and Design Department. The student will be notified whether or not the internship proposal has been accepted.

• If the proposal is accepted the student must meet with the Internship Coordinator to be instructed in regard to registration arrangements for elective course credit. Students may only receive three elective credits for an internship. The credits may not be used to replace a required course.

• If the proposal is accepted, the student must enroll in the internship course through the Tyler Registrar. There are two forms that must be signed by Stephanie Knopp, the Internship Coordinator; these are the drop/add form and the special authorization form. Students are not enrolled in the internship course until these forms have been signed and returned to the Registrar.
• Upon completion of the internship, the student must be able to document his/her activities by the presentation of a report (on the Internship Report Form for Graphic & Interactive Design) with examples of design pieces in which the student was involved (with the student’s input on these pieces clearly described). The employer must evaluate the student’s performance in the internship by completing the Internship Report form for Graphic Design and submitting the student’s grade on company letterhead to Stephanie Knopp, the Internship Coordinator. 

• The student is responsible for arranging the submission of all documentation in a timely manner. Documentation must be submitted no later than the week of final reviews for studio courses. 

• All internships, including those supervised by another graphic design faculty member, must be approved by the Internship Coordinator. 

Please address any correspondence to:

Stephanie Knopp / Internship Coordinator

Graphic Arts and Design Department / Tyler School of Art of Temple University

2001 North 13th Street, Philadelphia, PA 19122

215-777-9145 [phone] / 215-777-9224 [fax]

stephanie.knopp@temple.edu
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INTERNSHIP APPLICATION

The Internship Coordinator will notify you in writing whether or not this application has been approved.


NAME OF INTERN







TU ID


PERIOD OF PROPOSED INTERNSHIP



SEMESTER IN WHICH INTERNSHIP CREDIT WILL BE GIVEN

ADDRESS


TELEPHONE WITH AREA CODE


FAX


E-MAIL


FACULTY SPONSOR





SIGNATURE OF FACULTY SPONSOR


STUDIO/AGENCY



SUPERVISOR/CONTACT






POSITION


ADDRESS


TELEPHONE WITH AREA CODE


FAX


E-MAIL

What skills are required for this internship?

What will your responsibilities be as an intern with this studio/agency?

How many hours will you be working each week? What is the rate of pay for the internship?


   STUDENT SIGNATURE
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INTERNSHIP REPORT (STUDENT)

This form is to be completed by the student intern and returned to Stephanie Knopp, Internship Coordinator, Tyler School of Art/Temple University, 2001 North 13th Street, Philadelphia, PA 19122.  In order for the student intern to receive course credit this form must be submitted immediately upon completion of the internship, no later than the week of final reviews for studio courses in that semester.  This form must be accompanied by samples of work completed by the student during the internship with a brief description of his/her input.


NAME OF INTERN



SEMESTER



SIGNATURE


FACULTY SPONSOR


STUDIO/AGENCY


SUPERVISOR/CONTACT







POSITION


TELEPHONE WITH AREA CODE


FAX



EMAIL
Describe your responsibilities as an intern (use the back of this sheet, if necessary):

Evaluate your performance (use the back of this sheet, if necessary):

Describe how this internship contributed to your education (use the back of this sheet, if necessary).

What grade do you feel you have earned for your performance in this internship?
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INTERNSHIP REPORT (EMPLOYER)

This form is to be completed by the employer and returned by mail to Stephanie Knopp, Internship Coordinator, Tyler School of Art/Temple University, 2001 North 13th Street, Philadelphia, PA 19122.  For the student intern to receive course credit this form must be submitted immediately up completion of the internship, no later than the week of final reviews for studio courses in that semester.


NAME OF INTERN








SEMESTER


STUDIO/AGENCY


SUPERVISOR/CONTACT



POSITION


SIGNATURE


ADDRESS


TELEPHONE WITH AREA CODE


FAX



EMAIL

The intern was paid an hourly rate.

The intern reported to work at the employer’s offices.

The intern was employed for a minimum of 130 hours

List start date and completion date below:

On a separate sheet of company letterhead, briefly describe the responsibilities of the intern and briefly evaluate the intern’s performance. Please include a letter grade (A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F) with your signature and submit this form with the letterhead sheet attached to:

Stephanie Knopp, Internship Coordinator 

Tyler School of Art/Temple University

2001 North 13th Street

Philadelphia, PA 19122

Thank you for your support of our students and program.
