University of South Carolina

School of Journalism and Mass Communications

Intern Review Form – 
Intern’s name: __________________________________________________________

Internship beginning date: ______________________ Ending date:_______________

Person Conducting review: _____________________ Title:______________________

Company:____________________________________ Phone:____________________

To the Supervisor: 

Please complete this form carefully for each University of South Carolina broadcast intern assigned to you. Generally, it is best if the form is completed by the highest ranking staff member who had direct contact with the intern. It is best to have an exit interview with your intern to discuss the evaluation. 

Carefully evaluate each factor separately. Each person has strong points and weak points, and these should be indicated on the rating scale, and discussed with the intern. 

Please return form to: Beverly W. Dominick, University of South Carolina, School of Journalism and Mass Communications, Columbia, SC 29208. Fax – 805-576-5656.
Assignments given this intern: _____________________________________________

________________________________________________________________________

________________________________________________________________________

Please check for the following. We expect most students will be marked satisfactory or higher in most categories. A reason must be noted for all rankings below satisfactory. 

Ability to work with others

(the polite attention, warmth and oral communication skill that an individual shows in his/her attitude toward customers, the public, other employees, his/her supervisor; works well as member of a team)

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Quality 

(the accuracy and quality of work duties performed) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Comprehension

(the ability to grasp instructions, to meet changing conditions and to solve problem situations) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Attendance

(faithfulness in coming to work daily and conforming to work hours) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Creativity

(talent for having new ideas, for finding new and better ways of doing things and for being imaginative)

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Dependability

(the ability to do required jobs well and within deadlines with a minimum of supervision)

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Initiative

(the drive and desire to attain goals, to achieve, works well without constant supervision, seeks additional work) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Flexibility

(the ability to adapt to changing conditions and new ideas) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Housekeeping

(the orderliness and cleanliness in which an individual keeps his/her work) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Judgment

(the capacity to make reasonable decisions necessary for job performance) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Quantity of Work

(the amount of work an individual does in a work day) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Stability 

(the ability to withstand pressure, to remain calm in crisis situations) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Work Organization

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Willingness to Learn

(positive attitude about learning, readily applies instruction, accepts constructive criticism) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Dresses Appropriately for Job

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Writing Skills

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Job Knowledge

(the information concerning duties which an individual should know for a satisfactory job performance) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Overall Evaluation

(in comparison with other employees with the same length of service on this job) 

_____Unsatisfactory   _____Marginal   ______Satisfactory   _____Good   ____Excellent

Comment:_______________________________________________________________

Major strong points of this intern: __________________________________________

________________________________________________________________________

Areas for improvement in intern’s work: ____________________________________

________________________________________________________________________

Based on your experience with this intern, do you believe the intern has the basic skill, intelligence and motivation to pursue a successful career in broadcasting? 

_____ yes  _____no    (please elaborate) _______________________________________

If you had a full-time position open in the area of the intern’s experience, would you seriously consider this intern as a likely candidate for the position? (This is not a commitment to hire the student.)   ____yes  ____no 
Finally, we would appreciate your evaluation of the extent to which this intern has demonstrated mastery of our basic learning outcomes in the school.  

	
	Extremely Well
	Very Well
	Yes, but needs work
	Needs a lot of work
	Not applicable

	To what extent did this intern demonstrate the ability to conduct research, gather information, write clearly and correctly and present relevant news or persuasive information at a professional level?


	
	
	
	
	

	
	
	
	
	
	

	To what extent did this intern demonstrate the ability to think critically, creatively and independently; evaluate their own work and the work of others for accuracy, fairness, clarity, style and correctness.


	
	
	
	
	

	To what extent did this intern demonstrate an understanding of the history of journalism and mass communications, the diversity of groups in a global society in relationship to communications and the role of journalism and mass communications in society?


	
	
	
	
	

	To what extent did this intern demonstrate an understanding of the ethical concepts, legal implications, considerations and practices that guide the mass media professions?


	
	
	
	
	

	To what extent did this intern demonstrate the ability to apply tools and technologies appropriate for the production, editing and presentation of visual, aural, textual or other media content?


	
	
	
	
	

	
	Extremely Well
	Very Well
	Yes, but needs work
	Needs a lot of work
	Not applicable

	To what extent did this intern demonstrate an ability to apply basic numerical and statistical concepts and methods appropriate for the communications professions?


	
	
	
	
	


Thank you for your help in evaluating this internship experience, and for your continuing support of the School of Journalism and Mass Communications!

Evaluation completed by: _________________________________________________






Signature



Date

Intern’s comments: ______________________________________________________

________________________________________________________________________

________________________________________________________________________



Intern Signature




Date
(Please mail or fax this form directly to Beverly Dominick, School of Journalism and Mass Communications, USC, Columbia, SC 29208.  FAX:  (803) 576-5656.  Phone:  (803) 77
