Media Consortium Independent Internship Project Guidelines

About: The Media Consortium is pleased to announce a new editorial internship program for undergrad and graduate students committed to smart, independent journalism. Interns will be placed with a magazine, online news site, television network/show or a radio network/program for three months in Summer or Fall 2009.

Summer Internship Schedule:
First week in February 

· Email members about applying to receive an intern 


Mid-February 

· Post Internship Opportunity on University/Internship Websites (This can be for summer and fall) 

· Contact Advisers 

· Open online application form (we need to accept PDFs this round!) 

· Let MC Organizations know who will be receiving an intern 

 
First week in April 

· Internship Applications Due (by 12pm noon on specified day!) 


Second week in April 

· Review Applications 

· Email at least three candidates to each member organization 

· Allow 1 1/2 weeks for interviews to take place 

· Organizations must let us know their top picks from first to last (in case an intern backs out) 


End of April 

· Email qualifying interns to let them know they have been chosen for an internship 

· Email applicants who didn't make it, let them know they can apply for an unpaid internship or try again next year 

· Email internship supervisors contracts and accounting info (W4 and I9) 


First week in May 

· Intern and member contracts along with accounting paperwork due 

· Schedule general call to discuss internship policies, worksheets, etc. with intern supervisors 

· Schedule general call to discuss internship policies, worksheets, etc. with interns 


Second week in May 

· Hold general intern supervisor call 

· Hold general intern call 

· Propose dates to Supervisors and interns for professional development calls and worksheets to be due 


Mid-May 

· Internship Begins 

· Plan first professional development call 


First Week in June 

· First Professional Development call 

· First worksheets due from interns and supervisors 

· Plan second call 


First Week in July 

· Second Professional Development call 

· Second worksheets due from interns and supervisors 

· Plan final call 


First Week in August 

· Final Professional Development call 

· Final worksheets due from interns and supervisors 



Fall Internship Schedule:
Mid-March 
· Re-post internship opportunity for fall and follow-up with any internship coordinators 


First week in April 

· Close summer internship application; open only for fall 

· Let MC organizations know who will be receiving an intern 


First week in May 

· Internship Applications Due (by 12pm noon on specified day!) 


Second week in May 

· Review Applications 

· Email at least three candidates to each member organization 

· Allow 1 1/2 weeks for interviews to take place 

· Organizations must let us know their top picks from first to last (in case an intern backs out) 


End of May 

· Email qualifying interns to let them know they have been chosen for an internship 

· Email applicants who didn't make it, let them know they can apply for an unpaid internship or try again next year 

· Email internship supervisors contracts and accounting info (W4 and I9) 


Mid-June 

· Intern and member contracts along with accounting paperwork due 

· Schedule general call to discuss internship policies, worksheets, etc. with intern supervisors 

· Schedule general call to discuss internship policies, worksheets, etc. with interns 


When do we want to hold call?
-Wed. Sept. 16--Give monthly worksheets and discuss expectations and questions


Mid-September 

· Internship Begins 

· Plan First Professional Development call 


First Week in October 

· First Professional Development call (Tues. Oct. 6, 2009) 

· First worksheets due from interns and supervisors (Fri. Oct. 9, 2009) 

· Plan second call 


First Week in November 

· Second Professional Development call (Tues. Nov. 3, 2009) 

· Second worksheets due from interns and supervisors (Fri. Nov. 6, 2009) 

· Plan final call 


First Week in December 

· Final Professional Development call (Tues. Dec. 1, 2009) 

· Final worksheets due from interns and supervisors (Fri. Dec. 4, 2009) 


Spring Internship Program
August 

· Open Application for TMC Members (Forms due Fri. Aug. 21, 2009) 

· Open Intern Application (Open on Fri. Aug. 28, Forms Due October 2) 

September 

· Intern applications due Fri. Oct. 16, 2009) 

· Begin matching interns 

October 

· Email members about their candidates  (Friday October 16, 2009) 

· Review Applications 

· Email at least three candidates to each member organization 

· Allow 1 1/2-2 weeks for interviews to take place 

· Organizations must let us know their top picks from first to last (in case an intern backs out) 


November 

· Email qualifying interns to let them know they have been chosen for an internship 

· Email applicants who didn't make it, let them know they can apply for an unpaid internship or try again next year (wait to do this until confirmations come from top candidates. We've had candidates back out in the past, in which case we will go to the second choice) 

· Email internship supervisors contracts and accounting info (W4, I-9 and Direct Deposit) 


January 

· All internship paperwork due (January 18) 

· Schedule general call to discuss internship policies, worksheets, etc. with intern supervisors 

· Schedule general call to discuss internship policies, worksheets, etc. with interns 


When do we want to hold call?
-Wed. Sept. 16--Give monthly worksheets and discuss expectations and questions
February 

· Internship Begins (2/1-4/23) 

· Plan first professional development call 

POSTING RESOURCES 

UCAN Internship Exchange, a one-stop portal to access talented intern candidates from many of the best colleges and universities across the nation. Through UCAN you will reach thousands of the best and brightest candidates at no cost to your organization; there is absolutely never a fee to post internships to the UCAN Internship Exchange. 

Source intern candidates with a broad range of experiences, diversity of skill sets, and breadth of perspectives from 21 of the best American colleges and universities. 

To post fall, spring, summer or post-grad internship opportunities, visit: 
http://ucan-csm.symplicity.com/employers
Your username and password are as follows: 

Username: your email address
Password: tinenfan 

With your account, you can post internships to our students by following the instructions below: 
1.) From http://ucan-csm.symplicity.com/employers
2.) Enter your username (email) & password on Login screen then click "Go"
3.) You are now on your HOME PAGE
4.) Click "internships" on the top menu bar
5.) Click on ADD NEW button on the next screen page
6.) Complete the fields and click SUBMIT! 
Sincerely, 

Partners of the University Career Action Network (UCAN)
www.ucanintern.com 

