Media Studies
and Journalism
Department’s
Internship
Manual 2018

[MSJ]
1

Contents
Statement of Identity

Page 1

Internship Course Description

Page 5

Types of Internship

Page 6

Contemplating about Internship

Page 7

Registering for Internship

Page 8

Guidelines for Workplace Internship

Page 9

Guidelines for Study Tour and Project
Internship

Page 13

Guidelines for Research Project
Internship

Page 17

MSJ Internship Group

Page 20

A step-by-step guideline of the
internship process.

Page 21- 26

Appendix 1 (Forms)

Page 27

Appendix 2 (General guidelines)

Page 44

Appendix 3 (Checklist)

Page 54

2|Page

Statement of Identity
We are the flagship department of the University of Liberal Arts Bangladesh (ULAB)
devoted to Cultural and Communication Studies. We put special emphasis on film, media,
creative art, public relations and journalism. We believe in progressive and continuing
education that is personalized, interdisciplinary, technologically updated and centered on
active learning.
We uphold a curriculum that is flexible, industry specific and balanced in terms of theory
and practice- a curriculum that is grounded in both global and local contexts. Our
curriculum is complemented with dynamic co-curricular activities that are driven towards
students’ portfolio building.
We are aware of our roles as producers of knowledge, creators of leaders and drivers of
social change. As such, scholarship always steers our pedagogical approach and our
creative works are part and parcel of who we are. We are committed to producing
professionals who are skilled, creative, knowledgeable, open minded and analytical in
thinking. We strive to instill ethics and a lifelong love for learning in our students.
Goal Statement
To continuously produce graduates who are globally competitive, critical in thinking,
problem solvers, excellent communicators and professional through a curriculum that is
relevant, balanced, liberal arts-based and devoted to communication and media studies
with faculties who are excellent generators and disseminators of knowledge,
interdisciplinary in approach and updated in their fields of expertise and with facilities that
are technologically updated, multimedia oriented, conducive to learning and supportive of
research.
ULAB MSJ Graduate Core Competencies
All graduates of the Media Studies and Journalism Department of the University of Liberal
Arts Bangladesh are expected to have the following core competencies:
Serial
No.
CC1

Key Words
Freedom of
Speech

Full Description
Understand and apply the principles and laws of freedom of
speech and press for the country in which the institution
that invites ACEJMC is located, as well as receive instruction
in and understand the range of systems of freedom of
expression around the world, including the right to dissent,
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to monitor and criticize power and to assemble and petition
for redress of grievances.
CC2

History/Role in
Shaping
Communications

Demonstrate an understanding of the history and role of
professionals and institutions in shaping communications.

CC3

Gender, Race,
Ethnicity, Sexual
Orientation

Demonstrate an understanding of gender, race, ethnicity,
sexual orientation and as appropriate other forms of
diversity in domestic society in relation to mass
communications.

CC4

Diversity of
Peoples and
Cultures

Demonstrate an understanding of the diversity of peoples
and cultures and of the significance and impact of mass
communications in a global society.

CC5

Concepts and
Theories

Understand concepts and apply theories in the use and
presentation of images and information.

CC6

Professional
Ethical
Principles

Demonstrate an understanding of professional ethical
principles and work ethically in pursuit of truth, accuracy,
fairness and diversity.

CC7

Critical Thinking
and Creativity

Think critically, creatively and independently.

CC8

Research Skills

Conduct research and evaluate information by methods
appropriate to the communications professions in which
they work.

CC9

Writing Skills

Write correctly and clearly in forms and styles appropriate
for the communications professions, audiences and purpose
they serve.

CC10

Evaluation Skills

Critically evaluate their own work and that of others for
accuracy and fairness, clarity, appropriate style and
grammatical correctness.

CC11

Numeric and
Statistical Skills

Apply basic numerical and statistical concepts.
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CC12

ICT

Apply current tools and technologies appropriate for the
communications professions in which they work and to
understand the digital world.

Source: ACEJMC (2015-2016) Journalism and Mass Communications Accreditation,
Accrediting Council on Education in Journalism and Mass Communication.
Internship Course Description:
All students studying at the MSJ Department will undertake an internship in an area of
media or communication that interests them. By their final semester of study, students are
required to seek out a suitable organisation for an internship to appreciate and experience
the dynamics of working in a real organisation. These may be unpaid or occasionally paid,
depending on the employer. The duration of the internship is usually from 8 to 12 weeks.
Students are expected to work the employer’s requested hours. This is to be negotiated
between the host institution and the students.
Suitable employers include any reputable organisation in a field related to the student’s
course of study at ULAB. The student internship advisor will approve the suitability of the
host institution for the student. Then, a recommendation letter will be given by the Career
Services Centre to the student as a potential candidate for the host institution. The student
is expected to write a report detailing their internship and any lessons learned from it. This
report will be presented before a panel of ULAB examiners and will be graded.
ULAB students are expected to take the internship as seriously as they would take any
other job and conduct themselves in a mature manner. They are expected to be able to
work both independently and in a team, and be flexible, proactive and enthusiastic.
Course Objectives:
The objectives of the course are to familiarize the student with the demands of actual
workplace, to develop contacts/networks in the industry and to apply their
knowledge/attitude/skills into practice. Alternatively, students may be exposed to an
international setting and/or work on an independent project (for internships via study
tour and research proposal).
Intended learning outcomes of the course (ILOs)
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KNOWLEDGE
SKILLS
ATTITUDE

1. To understand the demands of the industry and gain required
information.
2. To build a basic work network.
3. To get to know the work culture and the ethics involved in a workplace.
4. To learn how to conceptualize research papers and/or work-related
projects.
1. To enhance report writing, oral presentation and negotiation skills.
2. To improve cross-cultural interpersonal abilities, including face-to-face
communication skills and multicultural awareness.
3. To possess better problem-solving abilities, including working in a team.
4. To appreciate other lifestyles and cultures, especially if internship is
done outside Bangladesh.
1. To demonstrate appropriate behavior at workplace, including grooming,
dressing and other decorum.
2. To build good rapport with colleagues.
3. To learn to be confident while doing projects.

Internship Course Codes and Credits.
The MSJ Department has a six credit internship course with course codes: MSJ11498 and
MSJ 11499.
Types of Internship
-

Workplace Internship
If a student decides to intern in a company either in Bangladesh or abroad, the
internship will fall under this category. Students are expected to utilise the
competencies in communication and media studies, which they gained in the last
four years, and apply it in the workplace. A workplace internship should last for a
minimum of 8 to maximum of 12 weeks. Students, after deciding on a company, will
need to get approval from the internship coordinator in order to pursue that
company for an internship. Once accepted, a student will have to spend the entire
semester working with the organisation.
In order to be eligible for a workplace internship, MSJ students need to be in their
last semester of study. If they have only one other course in the said semester, it will
be subject to the approval of the intern's supervisor at the workplace and
concurrence of the internship coordinator/advisor.

-

Study Tour and Project Internship
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ULAB’s Media Studies and Journalism Department regularly organises study tours
abroad. Students can join this programme and get involved in a two-stage internship
programme. The student will first need to go abroad (Thailand, India and Russian
Federation) and accomplish the tasks provided by the company or organisation. The
time period of stay abroad may vary (normally, around two weeks). Upon the
student’s return, s/he will need to organise a seminar based on the study
programme and then do projects with ULAB’s Apprenticeship programmes
throughout the semester. A student will be eligible to take part in this programme
from seventh semester onwards. The students are also required to produce an
internship report and defend it to a panel.
-

Research Project Internship
The Research Project Internship takes advantage of the Pathway to Masters in
Communication (MComn). MSJ students need to make their decision on taking
research in lieu of a workplace internship at the end of their 11th semester. During
the semester, the student is required to produce the first two chapters (Introduction
and Study Framework) of the research project. This will be presented and defended
to a panel. The student will likewise attend three MComn courses.

Contemplating about internship
Students are advised to start thinking about what kind of an internship they want to
do right from the end of their second year in university. What are they good at?
What kind of activities do they enjoy? Do they wish to work in a company? Do they
enjoy conducting research work? Do they want to enhance their interpersonal
communication proficiency? Do they aspire to learn about other cultures and
lifestyles? An internship is a student’s in-depth exposure to the media industry and
in order to make that experience meaningful and memorable, students need to do
ample research. Start by trying to figure out your best skills and things that you like
to do. And then try to find out the best possible internships that may work out for
you.
Workplace Internship. If you want to join a job straightaway, then doing a
workplace internship is likely to help you a lot more. If you start contemplating
early, you won’t face problems in your last semester—that’s when you are supposed
to do your internship.
Study Tour and Project Internship. If your preference is to go beyond the
boundaries and have a cultural exchange along with developing your skills, then you
might prefer to join ULAB’s study tour programme. If your goals are different and
you instead want to get a feel of how it is to work outside Bangladesh, then you can
apply for the study tour and project internship. If you choose this, you will get an
opportunity to be attached to an organization outside Bangladesh.
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Research Project Internship. On the other hand, if you prefer to get a Masters
degree, then you can always take into consideration the Masters programme that
ULAB’s MSJ department has. The Pathway programme helps you finish your Masters
at a cheaper cost and more quickly.

Registering for Internship
A student must register for the internship at the university level and the department
level. For starters, you must be an active on-going student to be eligible to take
internship. . A student then needs to complete the ‘Internship Sign-Up Sheet’ and
submit it to the ULAB Career Services Center (UCSC). The sheet is available at the
Career Services Center. After this, you must sign up with the MSJ Department
Internship Coordinator and Internship Advisor. The Internship Advisor will ask you
to fill out a Student Internship Placement Details (for Workplace Internship), which
will include the student name, ID number, contact details, position, company,
supervisor name, supervisor contact details, internship period, advisor name and
work/project description/duties and responsibilities. For Study Tour and Project
Internship, an application form needs to be completed. For Research Project
Internship, a Research Student Progress Report needs to be complied with.
Internship Orientations: There are two kinds of internship orientations university level and department level.
University Orientation
The university orientation takes place prior to the semester that you will be
interning in. For instance, if you are interning in your 12th semester, the orientation
will take place in the 11th semester. In the university orientation, the students will
get a wholesome idea about the dos and donts of an internship. Students from the
various departments will be briefed by their respective internship coordinators and
they will also be addressed by the Vice Chancellor. In addition, the Career Serivce
Center will organise a workshop on the basic documents that one would need in
order to apply for an internship. They will also provide the students with a lot more
knowledge about the industry and also do a workshop on the making of a CV.
Departmental orientation
The MSJ Department will schedule internship orientations for the different types of
internships. During the orientation, students will learn about the goal of the
internship type, general guidelines, timelines, report requirement, presentation
requirements and internship advisors.
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For all types of internship, there is a need for the student to write a CV. Students
need to follow a particular format in writing this document. The Career Services
Centre, sometimes, organizes a boot camp where they instruct students how to
create impressive CVs.

Guidelines for Workplace Internship
-Exploring Internship Placements.
Keep in mind, you may not always get the kind of internship that you are hoping to
get. You may sometimes have to settle for the second best, however, if you have
done ample research on the company that you want to work for, the chances of you
ending up there are higher.
ULAB students have interned in a wide array of places ranging from big to small
companies. Each kind of a company has its own benefit.
The following are some of the companies in which students have interned in the
past:
BBC, The Daily Star, Prothom Alo, The Daily Samakal, Jamuna TV, Independent TV,
The Daily Ittefaq, Dhaka Tribune, Rapid PR, Grey, Ekattor Television, Priyo.com,
Bdnews.com, Alokito Bangladesh, Maverick Studios etc. There are companies that
have developed relationships with the department and are thereby highly
recommended There are also companies that have been blacklisted by the
department given its limitations in providing student learning and due to bad
behavior of its personnel. Please talk to the internship coordinator to learn more
about these organizations.
-Workplace Internship Approval
MSJ students are encouraged to seek out and arrange their own internship.
However, your Internship Advisor must assess and approve your recommended
placement. Once your advisor gives approval and once you have been accepted in
your host institution, the Career Services Centre will arrange a letter and the MSJ
Department will provide an internship packet to be sent to the intern's supervisor.
If a student finds it difficult to arrange for a placement, the MSJ Department may
find a work placement either in or out of campus.
Please note that the above steps have to be taken within specific deadlines and they
have to be met. The deadlines will be announced each semester both by the MSJ
coordinator and the UCSC. They must be strictly followed.
-Student Internship Advisor. All MSJ interns will be provided with an internship
advisor. The duties of the internship advisor are as follows:
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•
•

To monitor the progress of the student during the course of his/her internship.
To act in consultation with the MSJ Department Head in case the student
encounters problems during the course of his/her internship.

•

To participate in evaluating the student’s performance in the internship.

The internship advisor is supposed to write a report regarding his or her visit to the
student's work placement and be in touch with the students' work supervisor.
-Internship Period. The internship period is usually from 8 to 12 weeks. Students
are expected to work during the host institution’s requested hours, except the class
time required by ULAB (if the student is taking a course together with internship).
This is to be negotiated between the host institution and the student.
-Internship Decorum. For the MSJ Department, the internship is a serious
undertaking. Students are expected to work hard since their performance reflects
on ULAB. Students are expected to abide by the rules and regulations of their host
organization.
-Withdrawal from Work Placement. Although this does not happen often, a
student however, has the right to withdraw from an internship at any point. In the
past there have been a couple of occasions when students continued their
internship despite being harassed and abused at their respective workplace. When
asked why, a number of them said that they were afraid that the University wouldn’t
let them graduate if they didn’t complete their internship and hence decided to bear
the pain.
Under such circumstances students MUST report the matter to their university
advisor immediately. The University will intervene in the matter. One must
understand that ULAB will always uphold the safety of the students and we will
confirm the withdrawal of the students if we find that they have been treated
unprofessionally.
If such an incident takes place midway through the student’s internship and the
student decides to withdraw, ULAB will ensure to formulate a plan through which
the student can complete the rest of his or her internship successfully.
If it happens at the start of the internship, ULAB will help the student find another
placement opportunity.
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Internship Presentation/ Defence
The student will have to present their report and defend their analysis in front of a
panel. The format of the report has been provided in the annex. Students will be
given grades based on that presentation and the report, which will be credited
against a student’s internship courses and will fulfill their graduation requirements.
The following are the segments of the Internship presentation:
Introduction: At the start of the presentation you will need to introduce yourself and
the company that you interned for. You will have to provide a detailed background
of your company, including an organogram.
Presentation Proper: Following your introduction you will be describing the various
duties you had to fulfill during your internship. You will have to explain the projects
and your work schedule in detail. You might also have to show proof of your work
during the presentation, so don’t leave any stones unturned and be ready. During
the presentation you will also have to explain in detail your learning and your
mistakes during the course of your internship.
Question and Answer: Following your presentation, you will be involved in a
question and answer round with the panel. The panel will ask you questions based
on your presentation and your report. A lot will depend on this round.
Deliberation: Following the question and answer segment, you will be asked to leave
the room that you presented in momentarily. The panel members discuss and
deliberate the kind of grade that should be given to you.
Announcement of the grade result: After a prolonged discussion, your grade will be
announced at the end. The following is the grade system and the grade criteria:
A+
A
AB+
B
BC+
C
D
F

= Outstanding =
= Superlative =
= Excellent =
= Very Good =
= Good
=
= Average
=
= Below Average=
= Passing
=
= Probationary=
= Fail

4.0
4.0
3.8
3.3
3.0
2.8
2.5
2.2
1.5

Revision of grade: If a student is unhappy with his or her grade, he or she may write
to the department’s internship coordinator. In such a scenario a separate panel will
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be formed and the student’s report will be reanalysed by the new panel. The student
may be contacted again if the panel needs to. However, a student may not need to
provide his or her presentation again.

Internship Evaluation. A panel will evaluate the student’s performance during the
internship. The panel consists of the Department Head, internship advisor and a
faculty member. The panel will consider the following in evaluating the student:
•

•

Internship Report: The report that you submit to the panel is essentially the only
way through which the panel can get to know about the kind of work that you
have done. You may have worked on a number of projects, however, if you don’t
document them professionally in your report, you may not get the reaction that
you would have hoped to get. As such, ensure that you your report is extremely
detailed and that each of your work is well explained. To make things easier, the
MSJ department has provided a format that every student MUST follow. The
format is given at the annex. Read the format properly and follow it while
making your report. If you still have questions, you can always contact your
university advisor.
Internship Presentation: Your report might have been well done, however, if
your presentation isn’t up to the mark or if you have a tough time during the
question and answer round, that could have a negative impact on your grading.
As such, a student must provide a good show during the presentation as well.
For starters, make sure that you are in your formals. Secondly, always reach at
least ten minutes prior to the presentation time given to you. This way, you can
take the extra time to go through your slides and also make sure that your slides
are compatible with the university computer.

•

Intern Self-Evaluation: Another aspect that a student needs to take part in is the
internship self-evaluation. The student will need to fill up a form (found in annex) that
will evaluate the internship programme that he or she has participated in. It will help
the university get a better idea with regards to the company and will help the university
advise the future interns accordingly. The evaluation form will be based on the
requirements of the Accrediting Council on Education in Journalism and Mass
Communications (ACEJMC) an agency responsible for the evaluation of
professional bodies.

•

The evaluation of the Institution’s supervisor: The supervisor of the student in
the company he or she worked for will also need to evaluate the student. The
form that the supervisor will need to follow is also based on the requirements of
the ACEJMC and is provided in the annex. The panel will take into consideration
the grading of the supervisor as well.
12 | P a g e

A high percentage of ULAB’s students end up getting a job in the place that they
intern. Please note that internships are not necessarily paid. In fact, a majority of the
companies do not pay interns. So, ensure that you get to intern in a company that
not only suits your favoured skills but also helps you develop them, for you might
just get a job there.
Guidelines for Study Tour and Project
Introduction
ULAB MSJ organises a two-week (or more) media and communications course with
a foreign institution in Bangkok, Thailand, Delhi, India and Moscow, Russian
Federation. The programme is then integrated with the internship programme. It is
divided it into two phases which are as follows:
The first phase of the internship will take place abroad and will last at least two
weeks. Students will need to go through a series of Academic, Experiential and
Cultural Programmes. For example, students may need to visit an international
press club, they might have to visit museums, various historical sites and submit
reports on them. They may also have to do projects and provide a presentation on
their projects towards the end of the first phase of the programme.
The second phase of the internship will begin once the students return at the
University of Liberal Arts Bangladesh on return. Students will have to sign for their
regular courses for the said term and also continue the second phase of the
internship. Most of the activities in the second phase will be directly related to the
two-week course work abroad. On return, students will have to conduct seminar or
a workshop and contribute to all three apprenticeship programmes – The ULABian,
ULAB TV and Radio Campbuzz. Finally they will have to produce an Internship
Report and present his/her work during Internship Presentation at the end of the
term. The interns will have to complete the above activities during the said term in
ULAB. Students successfully finishing both the phases will be give a certificate of
completion of internship. At their 12th term they will only have to register for the
courses MSJ 11498 and MSJ 11499, and will be officially given grades.
-Second Phase requirements
i) Seminar
Upon their return, students will be required to provide a seminar on their
experience and learning abroad. The topic and the date of the seminar will be
selected in consultation with the Internship coordinator and supervisor.
ii) Contributing to Students’ magazine
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Students will have to contribute to all three students media in ULAB - the ULABian
students’ magazine, Radio Cambuzz and ULAB TV. She/he will have to work on one
project each of the media. In order to be able to work with either of these students’
media they need to provide a pitch to the coordinators of the media. If the pitch is
accepted, they will be allowed to work on their project.
iii) Report/Defense
Students will have to submit a complete internship report covering both the phases
of his/her work and will have to present before a panel.

•
•
•
•
•
•

iv) Eligibility
To be eligible for this study tour and internship, an applicant must be a
ULAB MSJ student in his or her seventh semester or above.
Have CGPA of at least 2.75.
With Grades not lower than C in English for Media.
Be able to bear all expenses.
Should sign the form of waiver provided by ULAB
Student must be able to clear the screening and selection process at ULAB.
-Financial requirement: Students will need to pay for this programme. The fees for
the different foreign programmes may vary. The MSJ will try its best to link up with
programmes that are affordable. For example, for the two week study tour with Asia
Centre in Bangkok the students had to pay a total of USD 780 for Tuition fees and
Accommodation. Along with the flight and daily allowance the total cost of the twoweek programme for each student came up to around TK 110,000.

-How to apply
a) Interested students, who meet the above-mentioned requirements will have to fill
up the application form available at the admin desk on the sixth floor of ULAB’s
Campus B. They will have to fill up the form and submit it to Naimul Karim
(naimul.karim@ulab.edu.bd) along with the required documents.
b) Students must also submit a written consent from their parents to the Department
of Media Studies and Journalism that they do not have any objection.
Student Internship Advisor. All MSJ interns will be provided with an internship
advisor. The duties of the internship advisor are as follows:
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•
•
•
•

To assess the proposed internship placement of the student – whether it is in
accordance with the goals of the course.
To monitor the progress of the student during the course of his/her internship.
To act in consultation with the MSJ Department Head in case the student
encounters problems during the course of his/her internship.
To participate in evaluating the student’s performance in the internship.

Internship Period.On the whole, if a student chooses the study tour option
the internship, combining both the first and second phases will last for up to 12
weeks. After spending two weeks abroad, the student will need to work on
apprenticeship programmes under a designated advisor upon his or her return. The
student will need to visit the advisor at ULAB for two hours every week and discuss
the second phase of the internship.
Internship Decorum. For the MSJ Department, the internship is a serious
undertaking. Students are expected to work hard since their performance reflects
on ULAB. Students are expected to abide by the rules and regulations of their host
organization.
Internship Presentation/ Defence
Students will have to present their report and defend their internship in front of a
panel. The format of the report has been provided in the annex. Students will be
given grades based on that presentation and the report, which will be credited
against a student’s internship courses and will fulfill their graduation requirements.
The following are the segments of the Internship presentation:
Introduction: At the start of the presentation you will need to introduce yourself and
the company that you interned for. You will have to provide a detailed background
of your company, including an organogram.
Presentation Proper: Following your introduction you will be describing the various
duties you had to fulfill during your internship. You will have to explain the projects
and your work schedule in detail. You might also have to show proof of your work
during the presentation, so don’t leave any stones unturned and be ready. During
the presentation you will also have to explain in detail your learning and your
mistakes during the course of your internship.
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Question and Answer: Following your presentation, you will be involved in a
question and answer round with the panel. The panel will ask you questions based
on your presentation and your report. A lot will depend on this round.
Deliberation: Following the question and answer segment, you will be asked to leave
the room that you presented in momentarily. The panel members discuss and
deliberate the kind of grade that should be given to you.
Announcement of the grade result: After a prolonged discussion, your grade will be
announced at the end. The following is the grade system and the grade criteria:
A+
A
AB+
B
BC+
C
D
F

= Outstanding =
= Superlative =
= Excellent =
= Very Good =
= Good
=
= Average
=
= Below Average=
= Passing
=
= Probationary=
= Fail

4.0
4.0
3.8
3.3
3.0
2.8
2.5
2.2
1.5

Revision of grade: If a student is unhappy with his or her grade, he or she may write
to the department’s internship coordinator. In such a scenario a separate panel will
be formed and the student’s report will be reanalysed by the new panel. The student
may be contacted again if the panel needs to. However, a student may not need to
provide his or her presentation again.

Internship Evaluation. A panel will evaluate the student’s performance during the
internship. The panel consists of the Department Head, internship advisor and a
faculty member. The panel will consider the following in evaluating the student:
•

Internship Report: The report that you submit to the panel is essentially the only
way through which the panel can get to know about the kind of work that you
have done. You may have worked on a number of projects, however, if you don’t
document them professionally in your report, you may not get the reaction that
you would have hoped to get. As such, ensure that you your report is extremely
detailed and that each of your work is well explained. To make things easier, the
MSJ department has provided a format that every student MUST follow. The
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•

format is given at the annex. Read the format properly and follow it while
making your report. If you still have questions, you can always contact your
university advisor.
Internship Presentation: Your report might have been well done, however, if
your presentation isn’t up to the mark or if you have a tough time during the
question and answer round, that could have a negative impact on your grading.
As such, a student must provide a good show during the presentation as well.
For starters, make sure that you are in your formals. Secondly, always reach at
least ten minutes prior to the presentation time given to you. This way, you can
take the extra time to go through your slides and also make sure that your slides
are compatible with the university computer.

•

Intern Self-Evaluation: Another aspect that a student needs to take part in is the
internship self-evaluation. The student will need to fill up a form (found in annex) that
will evaluate the internship programme that he or she has participated in. It will help
the university get a better idea with regards to the company and will help the university
advise the future interns accordingly. The evaluation form will be based on the
requirements of the Accrediting Council on Education in Journalism and Mass
Communications ( ACEJMC) an agency responsible for the evaluation of
professional bodies.

•

The evaluation of the Institution’s supervisor: The supervisor of the student in
the company he or she worked for will also need to evaluate the student. The
form that the supervisor will need to follow is also based on the requirements of
the ACEJMC and is provided in the annex. The panel will take into consideration
the grading of the supervisor as well.

Guidelines for Research Project Internship
-Eligibility
ULAB MSJ students following the new curriculum can avail of the Pathway to
Masters in Communication Program. They must be self-driven, committed and
willing to work hard. BBA and DEH students can also avail of the Pathway if they
take MSJ minor.
-Steps to avail the project
1. Fill up the application form
When a student is in his or her eleventh term he or she may collect the Preliminary
Project Sign-up Form available at the Masters in Communication Office (Room#
B615) as well as MSJ Admin Officers’ Desk and submit after filling it up properly.
2. Register for your 12th term
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On your 12th semester you need to register for the internship courses (MSJ 11498
and MSJ 11499)
Description
Instead of doing the workplace internship and the study tour a student will attend
and complete the courses entitled: Communication Research (MSJ11511) and
Communication Theories (MSJ11512).
Under Communication Research a student will work on his or her preliminary
Chapter or the first chapter of their Masters thesis. And under the Communication
Theories, a student will work under the second chapter of the Masters thesis.
Outline for Chapter one:
Communication Research will mainly cover the introduction chapter. It will include
the Background of the study, the problem statement, the study objectives, the
significance of the study, the scope and delimitation and the research implications.
Outline for Chapter two:
The Communication Theories course will cover the Study Framework and
Literature Review. Students in this course will study the following: Literature
Review, Theoretical Framework, Conceptual Framework, Operational Framework,
Hypotheses and Definition of Terms.
Student Internship Advisor.
Students will work on their preliminary chapters under the supervision of an
assigned advisor.
Workshops
There will also be workshops on Academic Writing, Citation & Plagiarism, and
Thesis Formatting & Styling for the first two chapters and students will need to
attend these workshops.
Internship Presentation/ Defence
Akin to the workplace internship and the study tour internship, students will need
to present their research idea and literature review at the end of the 12th term
through a report. They will also have to present their report and defend their
analysis in front of a panel. The format of the report has been provided in the annex.
Students will be given grades based on that presentation and the report which will
be credited against a student’s internship courses and will fulfill their graduation
requirements.
The following are the segments of the Internship presentation:
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Introduction: At the start of the presentation you will need to introduce yourself and
your project.
Presentation Proper: Following your introduction you will be describing the various
duties you had to fulfill during your internship. You will have to explain the chapters
in detail. You might also have to show proof of your work during the presentation,
so don’t leave any stones unturned and be ready. During the presentation you will
also have to explain in detail your learning and your mistakes during the course of
your internship.
Question and Answer: Following your presentation, you will be involved in a
question and answer round with the panel. The panel will ask you questions based
on your presentation and your report. A lot will depend on this round.
Deliberation: Following the question and answer segment, you will be asked to leave
the room that you presented in momentarily. The panel members discuss and
deliberate the kind of grade that should be given to you.
Announcement of the grade result: After a prolonged discussion, your grade will be
announced at the end. The following is the grade system and the grade criteria:
A+
A
AB+
B
BC+
C
D
F

= Outstanding =
= Superlative =
= Excellent =
= Very Good =
= Good
=
= Average
=
= Below Average=
= Passing
=
= Probationary=
= Fail

4.0
4.0
3.8
3.3
3.0
2.8
2.5
2.2
1.5

Revision of grade: If a student is unhappy with his or her grade, he or she may write
to the department’s internship coordinator. In such a scenario a separate panel will
be formed and the student’s report will be reanalysed by the new panel. The student
may be contacted again if the panel needs to. However, a student may not need to
provide his or her presentation again.
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Internship Evaluation. A panel will evaluate the student’s performance during the
internship. The panel consists of the Department Head, internship advisor and a
faculty member. The panel will consider the following in evaluating the student:
•

•

Internship Report: The report that you submit to the panel is essentially the only
way through which the panel can get to know about the kind of work that you
have done. You may have worked on a number of projects, however, if you don’t
document them professionally in your report, you may not get the reaction that
you would have hoped to get. As such, ensure that you your report is extremely
detailed and that each of your work is well explained. To make things easier, the
MSJ department has provided a format that every student MUST follow. The
format is given at the annex. Read the format properly and follow it while
making your report. If you still have questions, you can always contact your
university advisor.
Internship Presentation: Your report might have been well done, however, if
your presentation isn’t up to the mark or if you have a tough time during the
question and answer round, that could have a negative impact on your grading.
As such, a student must provide a good show during the presentation as well.
For starters, make sure that you are in your formals. Secondly, always reach at
least ten minutes prior to the presentation time given to you. This way, you can
take the extra time to go through your slides and also make sure that your slides
are compatible with the university computer.

•

Intern Self-Evaluation: Another aspect that a student needs to take part in is the
internship self-evaluation. The student will need to fill up a form (found in annex) that
will evaluate the internship programme that he or she has participated in. It will help
the university get a better idea with regards to the company and will help the university
advise the future interns accordingly. The evaluation form will be based on the
requirements of the Accrediting Council on Education in Journalism and Mass
Communications ( ACEJMC) an agency responsible for the evaluation of
professional bodies.

•

The evaluation of the Institution’s supervisor: The supervisor of the student in
the company he or she worked for will also need to evaluate the student. The
form that the supervisor will need to follow is also based on the requirements of
the ACEJMC and is provided in the annex. The panel will take into consideration
the grading of the supervisor as well.

MSJ Internship Programme (www.facebook.com/groups/msjinterns)
Finally, it is a must for every internship student to join the MSJ Internship Group on
Facebook. It is a closed group on Facebook and a student’s membership will be
accepted only if he or she is set to participate in an internship. In order to join the
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group you a student must search for ‘MSJ Internship Programme’ on Facebook and
apply to join the group. Members of ULAB’s alumni and former students of the
university keep posting in that group quite frequently and it can help a student get
an internship as well. The internship coordinator frequently posts updates on that
page that the students need to be mindful of. As a result, it will be extremely helpful
for the students if they join this group.
Dos and Don’ts
1. Any post that you try to publish on this Facebook page will need the approval of
the internship coordinator. This page will strictly be used for internship
purposes only, as a result, posts related to any other topic shall not be published.
Kindly don’t post anything that is not related to the internship programme.
2. This is a page that includes not only your batch mates, but your alumni as well.
As a result, try to post your comments as formally as possible. Avoid slangs or a
unnecessary short forms such as the usage of ‘r’ instead of ‘are’ or any other
similar references. Remember, the clearer your comments are, the easier it will
be for your internship coordinator and your alumni to help you out.
3. At the same time, you may not swear or use abusive language in the group.
Anyone breaking the decorum shall be banned forever from the group.

A step-by-step guideline of the internship process
In order to explain the entire internship process in brief, the following is a
guideline that a students my use once they register for their respective
internship.
Steps for Workplace Internship
Step 1: Register for your last semester
Step 2: Sign up with the University’s Career Service Center (CSC). You are also
required to submit your CV to the CSC. Collect it from CSC. Sample on page 42.
Step 3: Look for possible companies where you can intern.
Step 4: Once you get an offer from a company, contact your internship
coordinator.
Step 5: The internship coordinator will analyse the company and then based on
the result will either allow or disallow you to intern in that particular company.
If the coordinator accepts the company, you will have to fill up the approval form
(Form available on page 34) and get it signed from your coordinator. If he does
not accept the company, repeat steps four and five.
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Step 6: Once the approval form is completed, collect a letter of acceptance from
the company. Submit the letter of acceptance to the University’s Career Service
Center.
In case you have a course left in your final semester, you will need to get a letter
from the company stating that they do not have a problem with you attending
university whilst doing the internship and that they will be providing you with
enough leeway so that you can attend class in that particular semester. You will
also need to get that letter signed from the Head of the Media Studies and
Journalism Department.
Step 7: Fill up the sign-up sheet with the MSJ department. (Form available on
page 37) and submit it to your advisor.
Step 8: Get to know your internship advisor and begin your internship.
Step 9: Try to meet your internship advisor at least once a week and make sure
you provide the advisor with all the details the advisor requires.
Step 10: Towards the end of your internship (during your last month), you will
need to start filling up a number of forms, all of which are available along with
this manual. You will need to fill up these forms. You will need to submit some of
these forms along with your Internship report. There are some other forms that
you will need to submit to the Internship Coordinator and the University’s
Career Service Center separately.
The following are the forms that you will need to fill and submit along with your
report (You will need to print these forms and add them to your report) :
1. Plagiarism Declaration Form (Available on Page 40)
2. Internship Report Approval Form (Available on Page 41)
3. Self Assessment Form (Available on Page 38)
4. Supervisor Evaluation Form (Available on Page 30)
The following are the forms that you will need to submit to the University’s
Career Service Center.
1. Intern Assessment form (Available on Page 32). This is a form that the intern
should submit to his or her supervisor at the company. The Supervisor will
need to fill this form and give it back to the intern in a sealed envelope. The
intern will need to submit the sealed envelope to the University’s Career
Service Center.
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The following are the forms that you will need to submit to the Internship
Coordinator:
1. Advisor Assessment form (Available on Page 28)
Step 11: You need to submit your internship report to your internship advisor
within the given deadline. Once your adviser approves your internship, send the
internship coordinator a PDF of your internship report.
Step 12: You will need to provide a presentation in front of a panel on a given
date regarding your internship. This will officially bring an end to your
internship.
Steps for Study Tour Internship
Step 1: Collect the application form of the Study Tour Internship from the admin
(Campus B, Floor 6). Fill it up as per the instructions given on the form and
submit it to the Internship Coordinator.
Step 2: Sign up with the University’s Career Service Center (CSC). You are also
required to submit your CV there. Get the form from CSC. Sample on page 42.
Step 3: You will need to go through a screening process, which will be conducted
by the internship coordinator.
Step 4: If you are selected you will need to constantly stay in touch with the
internship coordinator since there will be plenty of work ranging from visa
application, travel plans to the payment procedures that you will need to be
aware about.
Step 5: Once you get the offer letter from your company abroad, you will need to
submit that to the University’s Career Service Center.
Step 6: You will have to fill up the approval form (Form available on page 34)
and get it signed from the internship coordinator.
Step 7: Fill up the sign-up sheet with the MSJ department. (Form available on
page 37) and submit it to your advisor.
Step 8: Get to know your internship advisor and begin your internship.
Step 9: Try to meet your internship advisor at least once a week and make sure
you provide the advisor with all the details the advisor requires. You will need to
clock in and clock out your timings by signing your name on a designated
register.
Step 10: Once you return from your internship abroad, you will need to work on
the second phase at the University. You will need to work on apprenticeship
programmes at ULAB. In case you are not a student who is in your last semester,
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you will need to complete the second phase of your internship alongside your
normal semester course work.
Step 11: Towards the end of your internship (during your last month), you will
need to start filling up a number of forms, all of which are available along with
this manual. You will need to fill up these forms. You will need to submit some of
these forms along with your Internship report. There are some other forms that
you will need to submit to the Internship Coordinator and the University’s
Career Service Center separately.
The following are the forms that you will need to fill and submit along with your
report (You will need to print these forms and add them to your report):
1. Plagiarism Declaration Form (Available on Page 40)
2. Internship Report Approval Form (Available on Page 41)
3. Self Assessment Form (Available on Page 38)
4. Supervisor Evaluation Form (Available on Page 30)
The following are the forms that you will need to submit to the University’s
Career Service Center.
1. Intern Assessment form (Available on Page 32). This is a form that the intern
should submit to his or her supervisor at the company. The Supervisor will
need to fill this form and give it back to the intern in a sealed envelope. The
intern will need to submit the sealed envelope to the University’s Career
Service Center.
The following are the forms that you will need to submit to the Internship
Coordinator:
1. Advisor Assessment form (Available on Page 28)
Step 11: You need to submit your internship report to your internship advisor
within the given deadline. Once your adviser approves your internship, send the
internship coordinator a PDF of your internship report.
Step 12: You will need to provide a presentation in front of a panel on a given
date regarding your internship. If you pass and you are in your last semester you
will be provided your grades and that will mark the end of your internship.
If you pass and you are not in your last semester, you will be provided a
certificate from ULAB that will state the completion of your internship. Once you
reach your last semester and register for your internship, you will be officially
provided your internship grades.
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Steps for Research Internship
Step 1: Register for your last semester.
Step 2: Sign up with the University’s Career Service Center (CSC). You are also
required to submit your CV to the CSC. You will need to mention there that you
have applied to do a research internship.
Step 3: Fill up the application form for the research internship. Collect it from the
admin on the sixth floor of ULAB’s campus B.
In case you have a course left in your final semester, you will need contact the
faculty who coordinates the Masters studies segment of ULAB.
Step 4: Start studying the courses, Communication Research (MSJ11511) and
Communication Theories (MSJ11512). You will also need to attend various
workshops. You will also need to spend a stipulated amount of time on campus.
You will need to clock in and clock out your presence on a designated register.
Step 5: Fill up the approval form (Form available on page 34) and get it signed
from the internship coordinator.
Step 6: Fill up the sign-up sheet with the MSJ department. (Form available on
page 37) and submit it to your advisor.
Step 7: Get to know your internship advisor and begin your internship.
Step 8: Try to meet your internship advisor at least once a week and make sure
you provide the advisor with all the details the advisor requires.
Step 9: Towards the end of your internship (during your last month), you will
need to start filling up a number of forms, all of which are available along with
this manual. You will need to fill up these forms. You will need to submit some of
these forms along with your Internship report. There are some other forms that
you will need to submit to the Internship Coordinator and the University’s
Career Service Center separately.
The following are the forms that you will need to fill and submit along with your
report (You will need to print these forms and add them to your report) :
1. Plagiarism Declaration Form (Available on Page 40)
2. Internship Report Approval Form (Available on Page 41)
3. Self Assessment Form (Available on Page 38)
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The following are the forms that you will need to submit to the Internship
Coordinator:
1. Advisor Assessment form (Available on Page 28)
Step 11: You need to submit your internship report to your internship advisor
within the given deadline. Once your adviser approves your internship, send the
internship coordinator a PDF of your internship report.
Step 12: You will need to provide a presentation in front of a panel on a given
date regarding your internship. This will officially bring an end to your
internship.
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Appendix 1
This section of the appendix will include the list of forms that students will require during their
internship. All the forms in this manual can be used in the report except for the sign-up sheet with
the Career Services Centre. A sample of that form is provided in this manual, however, the original
form will be given to you from the Career Services Centre at the start of your internship.
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ADVISOR ASSESSMENT FORM
The purpose of this survey is to analyse the performance of the student’s internship advisor.
Name of Advisor: ____________
1. Please rate the following dimensions based on the advisor’s quality of work:
5 = Excellent, 4 = Very good, 3 = Good, 2 = Average, 1 =Poor
NO. CRITERIA
1.
The advisor regularly monitored the course of the
student during the internship
2.

The advisor was able to properly handle the problems
encountered by the student during theinternship

3.

The advisor was helpful instrumental in the student’s
internship report.
The advisor provided proper feedback in writing the
internship report and presentation.

4.

RATING

2. Strengths and weaknesses you have observed
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3. General Comments

_________________________________
Signature of Intern
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SUPERVISOR EVALUATION FORM
The purpose of this survey is to obtain information with regards to the company’s supervisor in
which the student has interned. The information will help the university in its future endeavors.
Name of Intern: ____________
University ID: _____________
Name of the Institute/Organization:
Corporate Office Address:
Email:

Web:

Nature: Please put tick (√) in appropriate box
Academic
Research
Business Enterprise
Others
1. Please rate the following dimensions according tothe level of the company’s
performance.
5 = Excellent, 4 = Very good, 3 = Good, 2 = Average, 1 =Poor
No.
Dimensions of Quality
A. Knowledge
3.1
Job knowledge (knowledge on the subject matter)
3.2
IT knowledge
3.3
Innovative knowledge
B. Communication Skills
3.4
Oral communication
3.5
Written communication
3.6
Presentation skills
C. Interpersonal Skills
3.7
Ability to work in teams
3.8
Leadership
3.9
Empathy
3.10
Motivation ability
3.11
Reliability
3.12
Appreciation of ethical values
3.13
Adaptability

Rating
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D.
3.14
3.15
3.16
3.17
3.18
3.19
3.20

Work Skills
Time management
Judgment
Problem formulation, solving and decision making
skills
Collecting and analyzing appropriate data
Ability to link theory to practice
Discipline
Sense of responsibility

4. Strengths and weaknesses you have observed

5. General Comments

_________________________________
Signature of Intern
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INTERN ASSESSMENT FORM
The purpose of this survey is to obtain employers’ input on the quality of work of :
Name of Intern: ____________
University ID: _____________
The intern is a student of the Media Studies and Journalism Department of the University of
Liberal Arts Bangladesh.
Name of the Institute/Organization:
Corporate Office Address:
Web:
Email:
Nature: Please put tick (√) in appropriate box
Academic
Research
Business Enterprise
Others
1. Please rate the following dimensions based on their quality of work:
5 = Excellent, 4 = Very good, 3 = Good, 2 = Average, 1 =Poor
No.
CRITERIA
1
Skills and knowledge necessary for job
2
Quality of work done
3
Amount of work done
4
Reliability in meeting deadlines
5
Working relationship with members of organisation
6
Ability to communicate clearly
7
If you were to assign a grade for our Intern’s
performance what would it be?

RATING

2. Major weakness you have observed
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3. General Comments (please make additional comments or suggestion, which you think
would help to strengthen our programs for the improvement the quality of graduates).

_________________________________
Name and Signature of Intern Supervisor
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Approval Form
A. General Information
1. Name of intern:
2. ID Number:
3. Mobile Number:
4. Email Address:
5. Company name:
6. Position in Company:
7. Name of Supervisor:
8. Contact details of Supervisor:
9. Internship Period:

B. Job Description

This is to certify that the internship coordinator of the University of Liberal Arts Bangladesh’s
Media Studies and Journalism Department has approved the above-mentioned student to intern in

34 | P a g e

the specific company. Based on the job description provided by the company and the work that they
have done in the recent past, it seems like an organisation is suitable for the student to intern in.
C. Internship coordinator’s name and Signature

INTERN WORK OBSERVATION REPORT
A. General Information
1. Department:
2. Name of intern:
3. ID Number:
4. Name of advisor:
5. Date and time of visit:
B. Aspects Evaluated and Scoring Scale
5- Excellent
4- Very Good 3- Good
(Please provide a tick mark for each aspect)
Description

2- Fair
5

4

1- Poor
3

2

1

1. Appearance
a. Dressing
b. Cleanliness
c. Grooming

2. Attitude
a. Rapport with colleagues
b. Enthusiasm
c. Pleasantness
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3. Adjustment to work
a. Awareness of organisation
b. Awareness of job responsibility
c. Problem solving ability

Advisor’s remarks

Advisor’s signature: __________________________
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MSJ SIGN-UP SHEET
A. General Information
1. Name of intern:
2. ID Number:
3. Mobile Number:
4. Email Address:
5. Company name:
6. Position in Company:
7. Name of Supervisor:
8. Contact details of Supervisor:
9. Internship Period:
B. Job Description
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C. Adviser’s name and Signature

SELF-ASSESSMENT FORM
The purpose of this survey is to obtain students input on how they think they have performed.
Name of Intern: ____________
University ID: _____________
Name of the Institute/Organization:
Corporate Office Address:
Email:

Web:

1. During a typical week, approximately how many hours did you dedicate to your
internship?

2. Was your internship paid? If yes, how much?
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3. Was your site supervisor available to meet when needed? Tick any one of the following.
☐Not at all

☐Slightly

☐Moderately

☐Quite a bit

☐A great deal

4. Next, we would like to know how you were affected by your internship. Using the scale
below, please indicate the degree to which participation in your internship experience
increased or strengthened your abilities, attitudes, awareness or understanding in each of the
areas identified:
1=Not at all
NO
1
2
3
4
5
6
7
8
NO
9
10

2=Slightly

3=Moderately

4=Quite a bit

5=A great deal

CRITERIA (Personal)
I have a sense of satisfaction in doing something worthwhile.
I believe in my ability to make a difference.
I am open to new experiences.
I have gained the capacity to be more productive.
I can recognize my personal strengths.
I can recognize my personal weaknesses.
I have a sense of personal achievement.
I have the ability to persevere in difficult tasks
CRITERIA (Social/Interpersonal Impact)
I demonstrate concern for the welfare of others
I can be understanding and appreciative of people with diverse
backgrounds
11 I have the ability to work cooperatively with others
12 I have the ability to communicate effectively
13 I have increased my ability to be a leader
14
I feel more connected to my community
NO CRITERIA (Academic learning impact)
17 I have acquired knowledge from the job duties I performed
18 I have broadened my critical thinking skills (reasoning, problem solving)
19 I have learnt the ability to work independently
20 I feel my classroom learning was enriched
21 I have the ability to connect academic subject matter to the real world.
NO CRITERIA (EMPLOYMENT/JOB SPECIFIC IMPACT)
22 I developed specialised technical skills for a specific job function
23 I broadened my future employment possibilities
24 I received an opportunity to explore a specific career

RATING
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25
26
27

I developed realistic ideas about the work world
I narrowed my future possible career choices.
What is your average score from this test?

5.General Comments

_________________________________
Signature of Intern

PLAGIARISM DECLARATION

1.
I know that plagiarism means taking and using the ideas, writings, works or inventions of
another as if they were ones own. I know that plagiarism not only includes verbatim copying, but
also the extensive use of another person’s ideas without proper acknowledgement (which
includes the proper use of quotation marks). I know that plagiarism covers this sort of use of
material found in textual sources and from the Internet.

2.

I acknowledge and understand that plagiarism is wrong.

3.

I understand that my research must be accurately referenced.

4.
This assignment is my own work, or my group’s own unique group assignment. I
acknowledge that copying someone else’s assignment, or part of it, is wrong, and that submitting
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identical work to others constitutes a form of plagiarism.
5.
I have not allowed, nor will I in the future allow, anyone to copy my work with the
intention of passing it off as their own work.

Name:
ULAB ID:

Signature _____________________________

Date ___________________

Internship Report Approval Form

Student Name _________________________
Major: _______________________

IDNo.___________
Year: _________

Local Phone: ____________________________ Email: _______________________________

INTERNSHIP/PROJECT INFORMATION
Internship
Organization/Project:____________________________________________________________
Internship /Project Report
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Topic:___________________________________________________________
Semester (Tick one): □ Spring 2016

□ Summer 2016

□ Fall 2016

--------------------------------------------------------------------------------------------------------------------Advisor APPROVAL
(Please place a Tick)
□ Approved □ Not Approved

□ Partial Re-write

□ Full Re-write

Remarks (If Not Approved/Pretrial/Full Rewrite):
______________________________________________________________________________
Signature: ______________________________

Date: _________________

Name: _________________________________

Title: _________________

E-mail: __________________________________ Phone: ________________
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INTERN EVALUATION FORM
Date of Evaluation:

Name of Student:

Student ID:
Name of Panelist

Numeric Score

TOTAL
AVERAGE
FINAL GRADE: __________________
A+ = Outstanding = Above Average Performance
A = Superlative = Above Average Performance
A- = Excellent = Above Average Performance
B+ = Very Good = Above Average Performance
B = Good = Above Average Performance
B- = Average = Acceptable Performance
C+ = Below Average= Below Average Performance
C = Passing = Below Average Performance
D = Probationary = Unacceptable
F= Fail
= Unacceptable

= 4.0
= 4.0
= 3.8
= 3.3
= 3.0
= 2.8
= 2.5
= 2.2
= 1.5
=0

________________________________________
Signture of Panel Chairperson
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Appendix 2
This section of the appendix will include general guidelines, instructions on how a student can
create his or her CV and the format that a student should follow while writing the report.
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14. Self Assessment Form
Students should fill up the self assessment form provided in the appendix and include it in this
section of the internship report.
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Appendix 3:
The following is a checklist of the forms that you need to fill and the things that you need to do at
the time of the submission of your report.
CHECKLIST
☐Plagiarism Declaration Form
☐Internship Report Approval Form (To be approved by your advisor)
☐Self Evaluation Form
☐Company Evaluation Form
☐Intern Assessment Form
☐Advisor Assessment Form
☐After submitting your report to your advisor, e-mail the PDF version to the internship

coordinator
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