
 
 

 
Scripps Howard Communication Internship Program  
Supervisor Guide 
 
Scripps Howard Foundation provides undergraduate college students paid internships at Greater Cincinnati not-
for-profit organizations. Students want to learn, to help, to be a part of the working world, benefit by producing 
meaningful work in a structured environment, and learn about the not-for-profit world and philanthropy. Not-
for-profits benefit from the extra help, skills and youthful energy students provide.  
 
The intern supervisor is asked to set high expectations for the student; offer guidance, supervision and 
feedback; give training on the professional standards and expectations of the job, pay the student in a timely 
manner and give constructive criticism where needed and praise when deserved. 

 
 

Eligibility 
1. Undergraduate students at the junior or senior level from the University of Cincinnati (UC), Xavier 

University (XU) or Northern Kentucky University (NKU) majoring in communications, marketing, and/or 
public relations are eligible to apply.  

 
There is flexibility in majors. For example, if a not-for-profit needs a website upgrade, students majoring 
in computer science may apply. Arts not-for-profits may be interested in students majoring in arts 
administration.   

 
2. During the school year, students work between 10-15 hours per week for a semester. For example, a 

student working 12 hours a week for 15 weeks, would intern a total of 180 hours. Total hours will vary 
because of a student’s schedule and the not-for-profit’s needs.  
 
Internship time periods during the school year are as follows: 

 Winter/Spring: January to May (end of semester) 

 Fall: August to December (end of semester) 
 

3. Summer internships are up to 200 total hours maximum. The intern supervisor and the student 
determine the number of hours to work per week and the total number of weeks.  
 
Examples: a student may work 40 hours a week for five weeks or may work 25 hours a week for eight 
weeks.    

 
4. Students may have one Scripps Howard Foundation paid not-for-profit internship in their academic 

career. A not-for-profit may have one Scripps Howard Foundation intern per calendar year.  
 

Application process 
5. Intern supervisor completes an online application and then Lee Rose sends the application to the 

university contacts. UC, XU and NKU all have various ways of letting their students know about 
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internships such as, applications are posted on bulletin boards, information is available on online 
recruiting systems and professors are sent emails. 
 

6. Not-for-profits also may advertise the internship through its staff, board, volunteers, newsletter, etc.   
 

7. Students will contact the intern supervisors to apply and/or the university contacts may email intern 
supervisors a bundle of student resumes to review.  

 

Hiring process 
8. The intern supervisor interviews students and selects the student with the skills and qualifications 

needed for the internship. Students find out about the internships from their friends, the university’s 
online recruiting system, professors, etc. Assume students have not seen your complete application and 
email a copy to the students who are invited to interview.    

 
9. If you are interested in a student who is attending school full time, working one or more jobs, and 

participates in a zillion school activities, think again. Something will suffer and it will be the internship.   
 

10. If a student’s resume has a previous internship listed, but doesn’t indicate it was a Scripps paid 
internship, ask the student. See number 4. And then encourage the student to add the information to 
his/her resume. A paid internship is priceless in this economy.    

 
11. Lee Rose has nothing to do with the hiring process.   

 
12. Once a student has been selected, you will need to log into the online application system and enter in 

the following information before we can send you your grant check: 

 Name of the student 

 University (UC, XU or NKU) and class (junior or senior) 

 Start and end dates of the internship 

 Student’s current email address and phone number  

 Total hours for internships during the school year, multiply the number of hours worked per week 
by the number of weeks in the semester. Take into consideration if the student will be working 
during spring break or the holidays.  Summer internships are a maximum 200 hours total.   

 
13. Once a student is hired, Lee Rose will ask the university contacts to delete the not-for-profit’s 

application. Students may not know the position is filled and continue to apply. Please tell students to 
check with their university career center for other Scripps internships that may be available.  

 
Start of the internship 

14. Before the student starts or shortly afterwards, Lee Rose will send a letter confirming the internship 
details along with a check to the intern supervisor.  
 
Scripps Howard Foundation supports the internships at $10 an hour. Check is made payable to the not-
for-profit organization. The not-for-profit is responsible for paying the student in a timely manner and 
any tax-related paperwork.  

 
15. At the start of the internship, the intern supervisor should review with the student the professional 

standards, expectations and goals of the internship. Provide the student with information regarding the 
not-for-profit’s policies. Be clear about the opportunities provided by the internship.  
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16. Time management is a challenge for many students and at the start of the internship is the time (pun 
intended) to agree on the days and hours the student is expected to be at the not-for-profit. This 
internship isn’t homework to be completed at the student’s convenience. The intern supervisor is the 
employer and should work with the student to determine the working schedule.  

 
17. Students come to the internship with limited experience. Don’t assume the student understands the 

assignments from the very beginning. Explain the project or task, ask for questions, give the student 
some time to get started and then ask how they are doing. Let the student know questions for 
clarification are welcome and expected.  

 
18. Ensure the student has adequate resources, materials, guidance and independence to complete the 

assigned projects.   
 

19. Please add the word ‘Scripps’ (or Scripps Howard) to your intern’s title. We are incredibly proud of this 
program and our partnership with not-for-profits. Scripps Intern, Scripps Marketing Intern – whatever 
the title you assign. Adding Scripps to the title is a way to recognize the Foundation’s contribution and 
make other organizations, funders and students aware of the program. It reminds the student that the 
Foundation is supporting the internship, as well as recognizing your commitment to the internship 
program.   

 
 
During the internship 

20. Revisit the expectations and goals of the internship. Tweak what needs tweaking. Regard mistakes as 
learning opportunities. Give the student the opportunity to learn new skills. Is the student ready for a 
challenge? If possible, provide the challenge.  

 
21. Address any time management issues immediately. If the problem continues, contact Lee Rose to 

discuss options. The intern supervisor is the employer and has the right to terminate the internship if a 
student is repeatedly unable to report to work on time on the days needed. 

 
22. If there are any other concerns or questions, immediately contact Lee Rose. Do not wait until the 

internship has ended.  
 

23. Provide the student with feedback – constructive criticism and positive reinforcement.  
 

24. Lee Rose will email students during the third week of the internship to touch base and ask if there are 
any issues.  

 
25. If the internship end date changes, it is the responsibility of the intern supervisor to notify Lee Rose 

with the reason and new end date, so the file can be updated and the evaluation emailed at the 
appropriate time. Internships are for a concentrated period of time and will not be extended for months 
after the initial end date.  

 
26. If a student is unable to complete the internship, it is the responsibility of the intern supervisor to 

notify Lee Rose with the reason, final date of the internship and total hours worked.  
 

27. All unused funds are to be returned to the Scripps Howard Foundation promptly. Please make check 
payable to Scripps Howard Foundation.  
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End of the internship 
28. Lee Rose will email an evaluation form the first business day of the month the internship is ending. At 

the end of the internship, conduct an exit interview with the student. Together the supervisor and 
student complete the Scripps Howard Foundation evaluation form. Email the completed evaluation form 
to Lee Rose.   

 
29. The intern supervisor is responsible for completing any paperwork required by the university.  

 
Questions? 
Lee Rose, Director of Community Investments  
Scripps Howard Foundation 
Lee.Rose@Scripps.com  
513-977-3847 

mailto:Lee.Rose@Scripps.com

