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Graduate Students who register a 4-CR internship with AUP are REQUIRED to complete a series of 
assignments to clear the incomplete grade for their internships:   
 

1. Student Internship Evaluation and Assignment Submission webform (found here) 
2. Internship Report (Includes the following sections): 

a. Cover Sheet  
b. Table of Contents  
c. Organizational Overview 
d. Internship Roles 
e. Relationship of Internship to Course Material/Relation to Theory 
f. Conclusion 
g.

mailto:internship@aup.edu
/academics/career-center/students/internship-forms
mailto:internship@aup.edu
https://my.aup.edu/webform/graduate-student-internship-evaluation-assignment-submission-form
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2. Internship Report 
The report reflects your internship and its relationship to your studies: namely, how has the theoretical 
knowledge you acquired in your courses prepared you for this professional experience? H

mailto:internship@aup.edu
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7. Bibliography 

a. Footnotes throughout the report, as well as the Bibliography, should follow the format 
required for research in your field.  

b. This section does not count towards the 15-page count. 
c. If you have questions about how to format this, contact your faculty reader, the AUP Library 

or the Academic Resource Center (ARC). 
 

8. Appendices of Supplementary Material 
This section is not compulsory. Please attach any materials specifically related to your experience. 
These extra materials are considered as separate from the total of 20 pages required for the report 
and interview. 

 
REPORT LAYOUT AND SPECIFICATIONS 

i. Written in English 
ii. A4 paper format 

iii. 1” margins top, bottom, left, and right 
iv. Times New Roman font size 12 or Arial font size 12 
v. Line spacing of 1.5. Do NOT add extra spaces between paragraphs. 

vi. Add page numbers to the footer of the document 
vii. Save in PDF format 

 

3. Informational Interview 
Students must submit a written 4-5-page summary of an interview with a relevant professional as part of 
their portfolio. This provides an opportunity to acquire information useful in the formulation of career 
plans. Students may select the professional supervising their internship or others in the same company or 
field, but they may not interview family members.  

Please see the guidelines below for examples and ideas of what to discuss during the interview. 
a. Informational Interview Guidelines 

i. RECOMMENDED PROCEDURE 
1. Call or write directly to request permission to interview your contact. You 

mailto:internship@aup.edu
https://aup.libguides.com/research_help
/academics/academic-career-resources/academic-resource-center
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mailto:internship@aup.edu
/academics/career-center/students/resources
/sites/default/files/download/Academics/academic-resources/career-center/English%20Resume.pdf
https://www.youtube.com/watch?v=GGkpmGI7_HM
https://my.aup.edu/webform/graduate-student-internship-evaluation-assignment-submission-form
https://my.aup.edu/webform/graduate-student-internship-evaluation-assignment-submission-form
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B ς Good. The portfolio demonstrates a complete and accurate understanding of the relationship between 
communication theory and how it is applied in the organization’s industry. The work presents a reasonable 
degree of insight and broad levels of analysis. The work reflects competence, but remains at a general or 
predictable level of understanding. Use of resource materials and examples is appropriate, and writing is 
clear. 
 
C ς Adequate/Fair. The portfolio demonstrates some understanding but remains superficial, incomplete, 
or expresses some significant errors or weaknesses. Communication theory may be used inadequately or 
inappropriately and arguments lack concrete, specific examples. Writing may appear vague, hard to 
follow, or loaded with typographical or other technical errors. 
 
D ς Unsatisfactory. This portfolio demonstrates a serious lack or error in understanding, and fails to 
express the most rudimentary aspects of communications theory. Sources may be used entirely 
inappropriately or not at all, and writing is seriously deficient. 
 
F ς Failed. Work not submitted by the deadline. 
 
Late Submissions and Non-submission of Assignments 
Students who do not turn in assignments by the deadline will be sent an overdue notice. If assignments 
are not submitted within two months of the submission deadline, the internship grade is automatically 
be changed from “IN” (incomplete) to F. 
 
If a student needs to request an extension due to exceptional circumstances they must contact the 
Internship Office and their faculty reader before the initial internship deadline. Extensions will be 
approved or denied on a case-by-case basis.  

Evaluation Criteria:  

• Meeting administrative and academic (learning objectives) requirements. 

• Meeting academic writing standards. 

• Meeting professional and ethical behaviour expectations. 

• Meeting the deadline. 
 
Note: Faculty readers do not grade the employer evaluation. Students will not be held academically 
responsible if the employer does not complete the employer evaluation, or if the employer refuses to 
participate in the informational interview.  
 

Confidentiality 

When preparing your report, please be aware of any confidentiality or non-disclosure agreements you 
may have signed with your organization. Indeed, employers may ask interns to sign confidentiality 
statements, which may have a bearing on what information you may disclose in your internship report 
and elsewhere. If this is the case, individuals and client corporations may be described rather than named, 
and projects may be recounted in general terms rather than specific details.  
 

mailto:internship@aup.edu
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Students with this type of agreement are encouraged to discuss any questions that may arise with the 
Internship Office and/or their faculty reader to make sure they fully understand the terms and conditions 
of the agreement. 
 

Plagiarism 
The report and all related documents may be inspired in part by the organization’s corporate literature, 
but the bulk of the project must be the student’s own. Students who draw heavily from other sources 
without proper citation will be subject to university disciplinary action.  
 

AUP Library Resources 
AUP students benefit from remote access to AUP library databases, but these databases are intended for 
non-profit educational use and are for the student’s personal research only – NOT for research requested 
by the employer as part of the student’s internship duties. Please contact the AUP Library for further 
clarification: library@aup.edu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:internship@aup.edu
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