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DEPARTMENT OF COMMUNICATION STUDIES
Annex 1
Regulations – Department of Communication Studies Teaching Guide for External Academic Internships 
ORGANISATION OF EXTERNAL ACADEMIC INTERNSHIPS AT THE DEPARTMENT OF COMMUNICATION STUDIES
CURRICULUM INTERNSHIPS
In accordance with the Universitat Rovira i Virgili’s current regulations governing external internships and with the specific characteristics of the bachelor’s degrees taught at the Department of Communication Studies, the curricular internships for the Bachelor's Degree in Journalism, the Bachelor's Degree in Audiovisual Communication, and the Bachelor’s Degree in Advertising and Public Relations will be organised during the 2024-2025 academic year in accordance with the following guidelines:
In the event of any circumstance that leads to a lockdown of the population and/or any modification of any section of this regulation, the Moodle space for the External Internship subject will be used to provide the relevant information about any adaptations. 
1. Nature and purpose of the curricular internships
During an external curricular internship, the student participates in the processes and the productive routines of a communications-based organisation (company, institution, etc.) for a specified period (see the following section), without financial remuneration in the form of a wage and under the auspices of an agreement signed between the Universitat Rovira i Virgili and the organisation.
Before they can begin an internship, undergraduate students must have passed 168 of the total credits required to obtain their degree. Internships take place during the academic year in which the student is registered; internships will not be authorised for the summer period before the academic year.
External internships are one of the most important training activities for Communications students as they allow them to put their knowledge into practice in a real-life working and business setting. By satisfactorily completing an internship, a student will generally leave a good impression that in the future may lead to a job offer at the same organisation or at others in the sector. This also positively affects the social standing of the university, which in turn enhances the prestige of the qualification obtained by the student and helps any students who may undertake an internship at the same organisation in the future.
To get the most out of these internships, the right attitude is fundamental. This means that the student must be:
https://www.urv.cat/ca/universitat/normatives/normativa-pract-externes/
https://www.fll.urv.cat/media/upload/domain_680/arxius/Normatives/Normativa_practiques_FLL.pdf
https://www.urv.cat/ca/universitat/normatives/normativa-pract-externes/
https://www.fll.urv.cat/media/upload/domain_680/arxius/Normatives/Normativa_practiques_FLL.pdf
· Proactive and committed: the student must demonstrate an interest in the organisation’s activities and in the tasks assigned to them, provided that these are broadly related to the training objectives of the internship. The student must ask questions, take the initiative and be curious, and not limit themselves to a passive role, offering to do things without simply waiting for instructions;
· Responsible: the student must approach the internship with the same level of responsibility as if he or she were under a contract of employment, for example with regard to punctuality and compliance with assignments given within the specified timeframe. In the event that they fail to carry out any assignment, the student must promptly inform their tutor at the organisation and explain the reasons why.
Nevertheless, it must not be forgotten that the internship is a training activity and that the student should not supplant any paid employee, either in terms of workload or complexity of assignments. They should immediately report any indication of abuse in this regard to the internship tutor at the URV. 
The student cannot begin the internship if they have not signed the internship agreement, which outlines their training plan and specifies the start and end dates of the internship, their working hours, and the tasks that they will carry out, in agreement with the organisation.
2. Duration and distribution of the internship
The external internship lasts 300 hours (approximately 15 weeks, with a standard commitment of 20 hours per week), to be distributed in agreement with the organisation.
By mutual agreement between the organisation and the student, the internship must be carried out during one of the following periods:
a) First semester (between October and December)
b) Second semester (between January and May)
c) Summer (between May and August)
Summer internships end on 31 August and those who wish to undertake internships during this period must be available to start them during May.
These periods are flexible, taking into account the specific characteristics of each collaborating organisation and/or the student's availability. These periods will not apply to students who are already working in an organisation and who have requested that their work there be recognised as an external internship (see point 8).
Under no circumstances may internships be scheduled to take place at night or any at other time that is incompatible with the students' attendance at classes. The internships will also be scheduled from Monday to Friday, but organisations may also request for them to take place at the weekend if the nature of the internship requires this. 
[bookmark: _Hlk224634141]Depending on what the organisations can offer in the first quarter, the internships may be designed to be carried out in-person or by remote working, although priority will be given to in-person internships. The directory of organisations may contain organisations that offer both modes; in this case, the student can agree with the organisation on which mode the internship will follow. In the event that the work internship is carried out by remote working, either because the organisation has changed the way that it works in recent months or because there is a lockdown, the internship supervisors will ensure that the planned training activity is not replaced or substantially modified.
In the event of a new situation of general lockdown, alternative/complementary assessment activities will be designed to compensate for that part of the internship that cannot be carried out at the organisation. The academic or professional tutor will consult with the student on the internship when designing these assessment activities.
3. Scholarships or study grants
Internships are academic and do not take the form of an employment contract. Consequently, and in accordance with labour legislation, students cannot receive any payment in the form of a wage for their internship. However, the organisation may voluntarily establish a study grant to cover living and travel expenses during the internship.
4. Organisation and supervision
The academic tutors at the URV for the 2024-2025 academic year are Professor Jordi Prades (Journalism), Professors David Mauri and Anna Fonoll (Audiovisual Communication) and Professor Jan Gonzalo (Publicity and Public Relations). The general coordinator of the curricular internship programme is Professor Jan Gonzalo. Students should contact their respective academic tutors, before or during the internship, if they have any questions about their stay at the organisation. For any questions about the general running of the internship, they should contact the coordinator. Each student will be supervised during the internship period by a professional member of staff from the collaborating organisation, whose functions will be to:
a) Draw up the student's internship activities plan, in coordination with the URV tutor.
b) Guide and supervise the tasks to be carried out by the student.
c) Inform the URV academic tutor of any incident during the student's internship.
d) Evaluate the student’s activities and submit a report to the academic tutor at URV.
5. Rights of the internship student
The internship student has the right to:
a) Be supervised during the internship by a member of the URV teaching staff (academic tutor) and by a professional from the collaborating organisation
(professional tutor).
b) Obtain a grade.
c) Be absent from the internship if they have to:
• Attend assessment activities or tutorials at the URV;
• Participate in the activities of representative bodies at the URV;
• Attend a medical appointment;
• Attend to any other personal or academic situation deemed necessary by the URV tutors.
The manner in which the student compensates the hours that they have missed due to leave, sickness or accident must be agreed on by the academic tutor and the professional tutor, who will take into account the circumstances of the case and the student’s achievement of the objectives set out in the training project.
6. Obligations of the internship student 
The internship student has the obligation to:
a) Begin the internship on the agreed date and comply with the timetable set out in the training project signed between the student, the organisation and the URV.
b) Contact the professional tutor immediately in the event of any incident affecting the development of the internship (personal conflict, withdrawal, unsuitability of the tasks assigned, etc.) to try to resolve the issue. If no solution is found, or if no professional tutor is provided, they must contact the URV academic tutor.
c) Successfully complete the internship, in accordance with the stipulated training project and conditions.
d) Respect the internal rules and regulations of their host organisation, especially with regard to professional secrecy, and in no case use or disclose to third parties, without the express authorisation of the organisation, any information relating to the organisation or its activities to which they have had access during the internship.
7. Obligations of collaborating organisations
The collaborating organisation has the right to:
a) Appoint, for each internship student, a tutor from among the qualified professionals
who work at the centre, unit or department where the student will carry out their internship.
b) Agree with the URV academic tutor and the student the tasks to be carried out by
the student.
c) Provide the student with the necessary tools to enable them to correctly carry out
the tasks assigned.
d) Inform the student in writing of the internal regulations applicable to the place
of work.
e) Comply with the internship programme and the other clauses provided for in the agreement and, if necessary, inform the URV academic tutor of any changes to them.
f) Pay the student the amount established in the agreement in the form of a study grant where applicable.
8. Recognition of previous work experience
Students can ask for previous work experience to be recognised by presenting a certificate of their work history. Students can find more information on the recognition procedure and download the corresponding application from the following link:
http://www.urv.cat/gestio_academica/tramits_administratius/proc_reconeixement_exp_laboral_grau.html
9. Important aspects of the regulations that affect assessment
9.1
The internship application is binding. Once the internship application forms have been received, students are assigned to places according to order of preference and availability. Once an organisation has agreed to host the student, the student cannot withdraw from the internship without cause of force majeure. Students who breach this rule will fail the internship and be expelled from the programme in future academic years (i.e. they will not have access to the organisations in the internship directory). If the student’s first three options are unavailable, the academic tutor will offer them alternatives. Under no circumstances may alternative arrangements be made without informing the academic tutor.
9.2
The relationship with the organisations is the responsibility of the academic tutors who
manage the internships. Under no circumstances may a student contact the
organisations in the DEC’s internship directory unless the tutor has indicated otherwise. The internship tutors and the faculty dean are responsible for managing the relationship with the organisations. In terms of procedures, the student only has to do what they are told. Students who breech this rule will fail the internship and be expelled from the programme in future academic year (i.e. they will not be able to access organisations in the internship directory).
9.3
It is the student's responsibility to correctly complete the application forms and the training project data sheet and to provide an up-to-date CV within the established deadline. Any student who fails to do so will lose their place and the only way they will be able to undertake an internship will be to find an organisation outside the directory.
9.4
It is the student's responsibility to upload via the internship intranet all required documentation within the established timeframe (for example, the
CV). They must also ensure that communication with the academic tutors and the Dean’s Support Office (OSD) is smooth. All students will receive all communications about their internship via their student email account (students.urv.cat). If a student fails to provide the required documentation on time, fails to respond to emails or otherwise impedes the management of the internship, this will have a negative effect on the student’s grade for the internship.
9.5
Under no circumstances may internships be undertaken outside the agreement: a student cannot start the internship before the internship agreement has been signed by the student, the URV and the organisation, nor can the internship be extended beyond the agreed end date. If a student begins or finishes the internship outside the contract period, this will have a negative effect on the student’s grade for the internship.
9.6
Once the student has completed the internship, they must complete the self-assessment form and upload an internship report (using the report template) to the relevant Moodle space by the specified deadline. Students who do not upload their internship report will receive the grade of 'Absent' for their internship.
10. Additional considerations for those undertaking an Erasmus or SICUE internship
A student undertaking an internship outside the URV is still required to submit an internship application within the deadlines indicated.
Students who participate in one of the mobility programmes have several options. They can:
1. Undertake their internship in the city or country where they are staying. In this case, except for the Blog Europa internship, the student must find an organisation and, if the organisation agrees, an internship agreement is signed. The student must contact the coordinator of the internship programme. This applies to SICUE and Erasmus programmes.
2. Complete the internship when they return from their mobility stay. If the internship is undertaken in the summer, the student must commit to returning in May and accept the offers that are available. Anyone returning in June will no longer be able to undertake an internship.
3. Get their internship recognised so that it counts towards their degree at the URV (see point 8)
EXTRACURRICULAR INTERNSHIPS
Before they make any arrangements, students who wish to undertake an extracurricular internship during the academic year must inform the academic tutors to ensure there is no incompatibility with the curricular internship programme. If someone makes contact without informing the tutors, it will be understood that this is a self-initiated contact and that, therefore, in no way do they speak on behalf of the university. If they do, they will be in breach of point 9.2 of these regulations. The person responsible for extracurricular internships is Professor Bernat López (bernat.lopez@urv.cat).
The student must be registered for the degree course for which they wish to undertake the internship, and have passed 50% of the credits of their degree programme. In general, the maximum duration of the internship cannot exceed 7,502 hours during one academic year (from 1 September to 31 August). The internship schedule must always be compatible with the student’s timetable. In any case, the content of the practical tasks to be undertaken must be directly related to the student’s course of study.

In accordance with URV regulations, all extracurricular internships are paid.
Students cannot undertake two extracurricular internships at the same time.
2 In very exceptional cases, and duly justified by the host organisation, extracurricular internships may be extended for up to 250 additional hours. Any extension requires the
approval of the internship programme coordinator.
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