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DEPARTMENT OF FILM, TELEVISION, & THEATRE

DeBartolo Performing Arts Center, Room 230
Notre Dame, IN 46556 USA

tel (574) 631-7054    web ftt.nd.edu
FTT 45999 – Summer Media Internship Course Packet

Attached is the packet of information and materials you need to complete the academic and legal components of FTT 45999, the summer school media internship course. 

REGISTRATION AND COST

When registering for the summer course, FTT 45999, please manually input three academic credits under variable credits if you are registering for a major internship (it means you have previously not received credit for an internship). If you do not do that, the system will automatically resort to “one.” It is almost impossible to correct that if you don’t catch the mistake immediately.
The three-credit internship course fulfills a requirement for one 30000-level FTT elective, even though the summer school course has a 40000-level designation.
If you have already done one three-credit internship, you will be able to register for the course again for one credit.

Also, you will receive an invoice for the course from student accounts, but your cost will be zero as the University provides a “scholarship” for summer internships. Please read the following statement from the registrar’s office regarding billing:

Why did I get charged tuition for my summer internship?

If you are a current Notre Dame student participating in a credit-bearing internship in the summer, you will be charged tuition for the internship; however, you are eligible for an internship exemption and will receive a scholarship toward your internship credits. Scholarship is placed on your student account at the end of the month before statements are released and tuition might be accessed at different times throughout the month. Expect a gap between the tuition being charged to your account and the scholarship being placed on your account.
If you do receive a bill and the scholarship credit fails to appear in a timely manner, please contact the office of student accounts (574-631-7113).

INTERNSHIP COURSE VERIFICATION

Enclosed is a letter for you to give to your on-site internship employer/supervisor. This document verifies that you are registered for the course and will receive academic credit upon the successful completion of all requirements. The Fair Labor Standards Act requires interns at for-profit organizations to receive academic credit in exchange for their efforts at an unpaid internship. Your employer must have this form for its records.
WAIVER

Also enclosed is a waiver of liability from the University. Please read, sign and return the document to me as soon as possible. 

ACADEMIC REQUIREMENTS

Also enclosed are materials to help you meet the academic requirements of the internship course. 

TIME SHEETS

If you are registered for three academic credits, you are expected to complete a total of at least 150 hours of work at the internship. If you are receiving funding from the Notre Dame Career Center, you are required to work 32-40 hours per week for eight weeks. All hours must be documented. Weekly time cards are included in this packet. Please complete these on a weekly basis and have your on-site supervisor sign and date them. You will return the signed time cards when you return to campus in the fall.

INTERNSHIP PROJECT

Interns are expected to complete a project for their employer or produce a tangible sample of their experience. Projects will vary in form, depending on the internship. For example, a student interning in the news department of a local television station may produce a demo reel or write several scripts. A student interning at a production company may write coverage for submitted scripts. A student interning at a video production company may do research or help produce a video for a pro bono client. It is your responsibility to work with your on-site supervisor to determine what this project/work sample will be. You must submit your project idea for approval no later than three weeks into your internship. 
REPORTS/PAPERS

You also will notice sheets for a mid-semester progress report and final evaluation/reflection paper. You may simply send an email to discuss how the internship is progressing. You should receive an email reminder of this obligation in late June. The final paper and project will be turned in, along with the time cards and other paperwork, when you return to campus.

SITE EVALUATION
The packet also includes a site evaluation form, which you must also complete and return at a final meeting in the fall. 

PERSONAL EVALUATION

Once you begin your internship, please provide the name, title, email, mailing address and phone number of your direct supervisor. At the end of your internship, that person will receive an evaluation form to report on your performance. 
FINAL MEETING

Although you are registered for the internship as a summer school course, the official end date of FTT 45999 has been extended to September 15. When you return to campus in late August, you will be required to make an appointment with the internship coordinator to turn in your paperwork and discuss your experience. 
Please remember this is a graded course, and failure to meet the above obligations and deadlines will result in your failure of the course. You also will not be allowed to drop this course unless you request that in writing.

Internships provide an incredibly valuable experience in so many ways. You learn not just about the industry or craft you hope to pursue, but you also gain insight into the lifestyle and rhythm of an industry. In addition, your internship allows you to serve as a representative of the Department of Film, Television and Theatre as well as the University of Notre Dame to those in the entertainment and media industries. 
Please do not hesitate to contact me if you have questions or concerns.

Good luck and best wishes,

Christine Becker
Associate Professor and Internship Coordinator

Department of Film, Television and Theatre

230D DeBartolo Performing Arts Center

University of Notre Dame

Notre Dame, IN 46556

cbecker1@nd.edu

FTT INTERNSHIP COURSE APPLICATION

Name:

Major(s) & concentration:

Cell: 

Email:

Anticipated Graduation Date:

Semester of Internship (i.e. Summer 2019, Spring 2020):

Circle One:

Applying for 3-Credit Internship or 1-Credit Internship  

FTT majors are allowed to take one major internship, which fulfills one 30000-level elective. FTT majors can take one one-credit internship, which counts toward the number of hours required for graduation. FTT majors can take additional one-credit internships to fulfill the employer’s legal requirement, but that credit DOES NOT count toward graduation. The course is, however, listed on the student’s transcript.
Internship Employer and Contact Information (name of company, name of supervisor if known, mailing address, email address, phone number):

Please Provide a Brief but Thorough Description of Expected Internship Tasks/Responsibilities:

Expected Work Schedule (Hours Per Week): 

Please return completed application form to:

Christine Becker

Department of Film, Television and Theatre

230 DeBartolo Center for the Performing Arts

cbecker1@nd.edu
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