
The following packet contains all the information you will need to complete an internship in Music. Please look 

it over and feel free to contact me with any questions you may have. 

 

1. Steps for Arranging an Internship 

a. This outlines what steps need to be taken prior to your internship beginning. 

2. Internship Agreement Form 

a. This needs to be completed and signed by all parties before beginning your internship. Once this 

document is completed, signed and submitted your official registration can be forwarded to the 

Registrar’s Office. 
3. You will be required to report your hours after approximately each 40 hours completed. You’re your 

internship is officially registered, you will be able to access the course in your LiveText account. To 

report your hours, please use the Time Log feature in LiveText. Your site supervisor will also be 

required to log in and verify your hours. You may also want to keep a separate time log for your own 

use, tracking both the hours completed that period as well as the total number of hours completed to date. 

4. Analytical Paper Guidelines 

a. At the conclusion of your internship you will be required to submit an analytical paper. The 

guidelines and requirements for this are listed in this document. 

5. Presentation Rubric 

a. Provides information on how your final presentation will be graded. 

6. Steps During Internship 

a. This outlines what steps need to be taken while you are completing your internship. 

b. Note: You and your site supervisor will both be required to complete midpoint and final 

evaluations, as well as participate in a site visit at some point during your internship. Be watching 

your email for additional information on both of these requirements. 

  



 
 

Guidelines for Analytical Paper 
Required to complete Internship for:  

Music Majors if preferred and agreed to by Division 

 

 
Note: Please submit your paper to the Internship Office as an email attachment of the paper saved in Microsoft Word or 

Rich Text Format. 

 

Papers are expected to be seven to ten pages in length.  They should begin with an introduction that describes the site 

and intern’s responsibilities.  The body of the paper draws the comparisons and connections between previous coursework 
and internship duties.  The conclusion contains the judgments about the worth of the internship to the student.  Students 

may elect to include appendices with samples of work completed. 

 

Due Date: Your paper is due in the Internship Office within 2 weeks of the completion of your hours. If there are less than 

two weeks left in the term; the paper is due by the last day of classes (this does not include finals week). 

 

The paper you prepare should accomplish the following objectives: 

1. Familiarize the reader with the duties you completed as an intern.  Remember the grader has reviewed your list of 

duties and responsibilities and the Site Visit Report. 

 

2. Draw connections between coursework and workplace learning.  Several connections are possible.  First, you can 

explain how your coursework related directly to your internship duties.  Alternately, you can address any gaps or 

disconnections between what you learned in class and what you were expected to know or learn as an intern.  

Finally, you can explain how your internship leads you to place greater or less value on selected courses you’ve 
completed or made you eager to learn about topics not fully covered in your classes. 

 

3. Render a judgment about the importance and utility of your internship.  The paper should support your judgment 

with examples, recollections or comparisons.  You may comment upon the nature of the work you did or the 

quality of the supervision you received.  One way to render the judgment is to consider how strong a candidate 

you are for an entry-level position in your field.  Then consider how strong a candidate you would be without an 

internship.  Keep in mind that your experience as an intern need not be completely positive in order for you to 

benefit from the internship.  You may have benefited from a placement that created stress or put you in a difficult 

position with a site supervisor. 

 

Criteria for Grading: 

1. Does the paper achieve purposes outlined above? 

2. Is the paper well written, carefully proofread and professionally presented? 



3. Does the paper demonstrate strong analytic skills by the writer? 

4. Does the paper support reasonable judgments with useful, credible information? 

5. Does the paper reflect the professionalism of the writer?  Does it honor the confidentiality and good will of the 

firm or clients an intern worked for? 

 

 

 

 

 

 

 

(course prefix and number go here) 

 

Iowa Wesleyan University 

COURSE NUMBER 

FINAL ANALYTICAL PAPER 

Title of Paper 

 

Submitted to the Internship Office 

By (your name goes here, in bold) 

Starting Date of Internship: 

Ending Date of Internship: 

Name of Company or Organization (where you completed the internship) 

Name and Title of Supervisor during Internship 

 

Advisor’s Name: 

SAMPLE TITLE PAGE:  Times New Roman; 12 point font; margins should be a 

maximum of one inch.  Your title page is not to be numbered, as that page does not count 

toward the total.  The course number for most internships will be the prefix for the major 

followed by 498; for example BIO498, PE498, etc. Occasionally, an Adult & Graduate 

Studies student (predominantly evening students) will have an internship registered under 

the numbers 440, 441 or 442; if in doubt; check the portal to see how you are registered. 

 



Internship Presentation Rubric 
Music 
 
Student: 

Evaluator: 
 
 
 

CATEGORY 4 3 2 1 

Attire Business attire, 
very professional 

look. 

Casual 
business 

attire. 

Casual business 

attire but wore 
sneakers or 
seemed somewhat 

wrinkled. 

General attire 

not appropriate 
for audience 
(jeans, t- shirt, 

shorts). Preparedness Student is 
completely 

prepared and has 
obviously 
rehearsed. 

Student seems 
pretty prepared but 

might have needed 
a 
couple more 
rehearsals. 

The student is 

somewhat 
prepared, but it is 
clear that rehearsal 
was lacking. 

Student does not 
seem at all 

prepared to 
present. 

Enthusiasm Facial expressions 

and body language 
generate a strong 
interest and 
enthusiasm about 
the topic in others. 

Facial expressions 

and body 
language 
sometimes 
generate a strong 
interest and 
enthusiasm about 

Facial expressions 

and body language 
are used to try to 
generate 
enthusiasm, but 
seem somewhat 
faked. 

Very little use of 

facial expressions or 
body language. Did 
not generate much 
interest in topic 
being presented. 

Speaks Clearly Speaks clearly 

and distinctly all 
(100- 
95%) the time, 
and 
mispronounces 

Speaks clearly 

and distinctly all 
(100- 
95%) the time, 
but 
mispronounces 

Speaks clearly 

and distinctly 
most ( 94- 
85%) of the time. 
Mispronounces no 
more than one 

Often mumbles or 

can not be 

understood OR 
mispronounces 
more than one 
word. Stays on Topic Stays on topic all 

(100%) of the time. 
Stays on topic most 
(99-90%) of the 
time. 

Stays on topic 
some (89%-75%) 
of the time. 

It was hard to tell 
what the topic 

was. 
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Comprehension Student is able to 

accurately answer 
almost all 
questions posed by 

classmates about 
the topic. 

Student is able 
to accurately 
answer most 
questions 

posed by 
classmates about 

the topic. 

Student is able to 

accurately answer 
a few questions 
posed by 

classmates about 
the topic. 

Student is unable to 

accurately answer 
questions posed by 
classmates about 

the topic. 

Presentation and 
Content 

Student 

proficiently uses 
appropriate 
presentation 
software. It is 
structured in a 

logical manner with 
images of the 
internship site, 
events or projects. 

Student uses 

appropriate 
presentation 
software. It 
contains images 
of the internship 
site and projects. 

Student 
used 
presentatio
n software. 

The student used 

presentation 
software to 
demonstrate his/her 
work creativity 
during presentation. 

Context Provides 
background for a 
project that you 
completed and the 

purpose in how it 
related to the 
sponsoring 
business. 

Provides 
minimal 
background for a 
project 
completed. 

Provides 
background only 
when asked. 

Provides 
no 
backgroun
d. 

 

 

  


