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Communication Student Internship Agreement

As an intern providing communications assistance, I WILL:

1. Check in with supervisor about the priority of projects to be working on that day when I arrive.

2. College staff may e-mail me about items that they would like me to complete for them.  Unless given prior 
approval, please run these by supervisor before sending the file directly to the person making the request.

3. Commit to taking full advantage of this opportunity!

4. Make an honest commitment to assist the colleagues with whom I work with to the best of my abilities.

5. Remain professional with my co-workers and treat them in a respectful manner.

6. Refer a student to the appropriate resources or staff members if they require career assistance.

7. Adhere to the agreed upon schedule unless pre-approved by my supervisor(s).

8. Maintain accurate log in time.

As an intern providing communications assistance, I understand and agree to abide by the guidelines concerning the preservations of student’s confidentiality and FSU Academic Honor Code, I understand that I CANNOT:

1. Discuss with anyone other than my supervisor(s) any information I learn, overhear, am told, or read while 
performing my duties as an intern providing assistance.

2. Must abide by FSU’s Sexual Harassment Policy.

3. Adhere to FSU’s policy regarding cheating and other acts of academic dishonesty as outlined in The FSU 
Academic Honor Code as published in the FSU Student Handbook.

As an intern I agree to not wear the following type of clothing:

	1. Sandals

2. Revealing clothing

3. Shorts

4. Sunglasses
	5. Hats

6. Bandanas 

7. Anything considered inappropriate 
by your supervisor(s).


As an intern I agree to the following attendance and late procedures:

1. If I will be more than 15 minutes late I must call my supervisor(s) and let them know.

2. If I know I will be absent I am required to call and e-mail my supervisor(s) at least 2 days before my scheduled shift. (This is exempt to emergencies)

3. If I did not plan to be absent I must email or call my supervisor(s) on the day of absence before my shift begins.

4. If I miss a shift I must make up those hours on my own time and let my supervisor(s) know at least 1 day in advance.
5. If absent more than 3 times I must bring in a doctor’s note for any absent thereafter.
I understand that full performance in this opportunity, REQUIRES me to:

1. Try my best to be customer service/detail-oriented, organized, and reliable when completing all work tasks and duties.

2. Show initiative to learn and bring new ideas to the table.

3. Appear fully engaged, energetic, and enthusiastic.

4. Learn by doing, and feel free to ask questions instead of proceeding in doubt and increasing risk of making mistakes.

5. Treat this opportunity as if it were my career.

6. NOT be on Facebook or do homework for any class outside my work shift (unless pre-approved by my supervisor).

7. Meet deadlines and complete all assignments within a reasonable timeframe determined with your supervisor(s).

8. Form the habits of regularly saving all work items where requested and regularly checking your e-mail account to 
stay on top of deadlines, events, and new requests.

9. Provide consistent work project updates in-person or via e-mail.

The FSU College of Communication & Information Communications team will:

1. Provide necessary training and skill development to ensure the continued quality of graphic design assistance.

2. Provide continual feedback regarding performance and achievements.

3. Assist with issues or problems confronted by intern.

4. Regularly seek student intern feedback concerning communications and promotional assistance in order to 
assess the internship program and make corresponding service changes for the future.

I understand that any violation of the above guidelines will result in the following 3 steps of disciplinary actions:

           Step 1: Verbal Warning
           Step 2: Write-up Action

           Step 3: Suspension or Termination of Internship
I understand that any of the following actions will result in immediate termination of my internship:

1. Falsifying sign-in sheet

2. Physical violence

3. Any type of harassment stated in FSU’S Sexual Harassment Policy
As an intern for the FSU College of Communication & Information, I understand that am required to provide (depending on the number of credits being taken) ____ hours of work per week. (Initial here) ________

I have also received a copy of the Communication Internship Contract from the Department (Initial here) ________
I understand that any violation of the above guidelines will result in disciplinary measures and could lead to immediate revocation of my internship.
Intern Name ___________________________________
Signature                                                                             ​​​           
Date                    


Supervisor _____________________________________
    
Date______________

