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ABOUT
Goals & Objectives

The ProCom BA at Ryerson University is a unique and 
comprehensive  that encourages critical thinking. It is 
complemented by practical projects to better understand 
theoretical models and communication processes.

The ProCom BA nternship is an elective course that provides an 
invaluable experience for students to apply their skills in a work 
environment. It also allows sponsors to benefit from and 
contribute to the development of our young communication 
professionals. 

In this internship course students will:

• Gain insights into corporate culture and operations
• Develop a greater understanding of their options while

more clearly defining personal career goals
• Strengthen knowledge and increase competencies in

professional communication
• Acquire practical experience within a communication

environment
• Add relevant work experience to their resume
• Apply and integrate theory and practice

ProCom BA Intership Goals

To incorporate the practical application of 
communication skills acquired throughout the 

ProCom BA program

To foster a learning environment outside of the 
classroom setting that develops young professionals 

and encourages expert mentorship



ABOUT
Quick Facts

Elective course - 1 credit (Pass/Fail grade)

Positioned in the Spring semester

240 hours (minimum) to 320 hours (maximum) in 
duration

Candidates must have a cumulative minimum GPA 
average of 3.0 (B)

Application process includes written submission + an 
interview with the ProCom BA Internship Committee

Students are responsible for actively sourcing, 
searching, and securing an eligible internship 
opportunity

Course work involves weekly journals and 
final summary report

6
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Students are accountable for securing their own internship 
placements. While ProCom 

, successful candidates are responsible for 
sourcing and securing a position that meets the following 
guidelines:

• Placements must be with a private, public, or not-for-profit
company in active operation during the internship
semester

• The organization must have an operating communications
division, department, or staff role at the time of student
placement

• Placements can be performed in any professional industry
provided the above two parameters are met

When looking for a host organization, students should use the 
following questions to help guide their search:

• Can I see myself working with this company?
• Is the organizational culture one that fosters growth,

support, and a pleasant work environment?
• Will my sponsor be available to act as my professional

mentor?
• Do I know who to turn to if I have questions or am unsure

about an assignment?
• Who will be my primary point of contact?
• Will I be able to apply and expand my communication

skills?
• Will I be able to learn and develop new techniques that will

enhance my expertise?

ABOUT
Internship Placements
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Potential internship duties may have students assisting with:

• Content development for internal or external communications
• Social media account management
• Corporate website maintenance and content creation
• Media relations drafting press releases  compiling media

contact lists
• Graphic design
• Strategic communication and/or event planning

Internship placements should not require that students:

• Engage in any sales lead or client recruitment activities
• Perform tasks normally requiring a certified technician
• Execute other, non-communication related duties unless explicitly

described in the signed Intern-Sponsor Agreement

ABOUT
Internship Placements
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The guests an exclusive 
opportunity to explore 

tudents and o 
consideration .

This casual meet and greet is intended to establish rapport and 
 relationships. A formal interview with the Procom 

Internship Committee is still required prior to an offer of internship 
placement. 

 
procom.internships@ryerson.ca.

Where else to look for internships:

• D2L Brightspace CMN376 Course Organization
•  Career  Centre
• Job fairs
• Magnet.com
• Job search engines (e.g. indeed.com, talentegg.ca,

Workopolis.ca, etc.)
• Networking sites (e.g. tenthousandcoffees.com)
• Industry events
• Company websites
• Previous jobs/volunteer work
• Family and friends

ABOUT
Internship Connector
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ProCom is committed to just and equitable career advancement and 
has structured the Internship course in compliance with provincial 
legislation and University policies.

Although paid internship placements (including those offering 
honoraria or stipends upon completion) are preferable, unpaid 
internships are acceptable provided they satisfy all course 
conditions.

Please visit the following sites for more detailed information 
regarding legal internships in Ontario and current student rates of 
pay:

Student rates of pay: 
https://www.tbs-sct.gc.ca/psm-fpfm/pay-remuneration/rates-taux/student-etudiants-eng.asp

Are unpaid internships legal in Ontario?: 
http://www.labour.gov.on.ca/english/es/pubs/internships.php

Employment Standards Act [Part III.3.(5)]: 
http://www.ontario.ca/laws/statute/00e41

Ministry of Training, College and University guidelines:
http://www.tcu.gov.on.ca/pepg/publications/UnpaidWork_PlacementsGuide.pdf

ABOUT
Compensation & Insurance
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ProCom is responsible for ensuring that all students have the 
appropriate workplace insurance required for the duration of their 
internship.  The following graphic outlines the necessary insurance 
coverage in the anticipated placement scenarios.

ABOUT
Compensation & Insurance
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ABOUT
Evaluation

The ProCom BA nternship is equal to one elective course credit and 
students will be awarded a pass or fail grade upon successful 
completion of . 

  submit a series of weekly journals that reflect on their 
activities, challenges, successes, connections, and the divergences 
between practice and theory. A reflective  

.

Sponsors will be asked to complete interim and final evaluation 
to provide feedback on student performance. Detailed information 
regarding reviews and evaluations will be provided prior to the 
start of student placement .

12
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INFO FOR INTERNS
Application Process

To apply for the Internship course, students must submit  online 
application form and forward all supporting documents and work 
samples to procom.internships@ryerson.ca by the indicated  
deadline. The application will consist of basic student information, 
a 500-word reflective essay, an up-to- date résumé, and one (1) 
work sample in PDF format.

All students who submit an application will be invited to a brief 
interview with the Undergraduate Internship Committee. In an 
“elevator pitch” presentation,  will be asked to convey what 
makes  qualified to participate in the ProCom Internship 
course.

Once an offer of admission into the course has been extended, 
 will be r egistered for the course during the 

spring course-enrollment period.

Although the process can extend over a two-month period, we 
encourage students to continue prospecting in conjunction with 
their applications.  

As placement is based on the number of interested 
host organizations, an internship position cannot be 
guaranteed.
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INFO FOR INTERNS
Code of Conduct

Ryerson University is a learning, teaching, and work community of 
students, faculty, and staff, committed to providing a civil and safe 
environment which is respectful of the rights, responsibilities, 
well-being, and dignity of all of its members.

Students enrolled in a professional degree program and as 
representatives of Ryerson University will conduct themselves in a 
respectful and professional manner.

In Accordance with the Ryerson University Student Code of 
Non-Academic Conduct¹ , it is expected that students remain 
consistent with generally accepted standards of behaviour, 
University regulations and policies, departmental policies, and in 
compliance with federal, provincial, and municipal laws, as well as 
professional standards and codes of ethics that govern students 
who are members of some regulated professions.

Students are also expected to adhere to their host organization’s 
Confidentiality Agreement policies. This may include workplace 
conduct, intellectual property governance, potential conflict of 
interest, and privacy maintenance.

Similarly, we trust that all internship sponsors uphold the same 
professional standards when dealing with student interns as they 
would any employee or member of their team. 

If you feel you are being treated unfairly or have any additional 
questions or concerns please email procom.internships@ryerson.ca 
or contact the Internship Liaison or Internship Coordinator 
immediately.

¹See Ryerson University Policy of Senate – Student Code of Non-Academic Conduct 
http://www.ryerson.ca/senate/policies/pol61.pdf
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INFO FOR INTERNS
Timeline

 - December

January

• Student networking and
prospecting
• Student Info Session
•

•
February

• Student networking and
prospecting
•
•

•

March

• Student networking and
prospecting
•
•
•

April

•

May - June

•

• Placement start - May
• Mid-term luncheon
• Placement end - June
•
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INFO FOR INTERNS
FAQs

May I submit more than one work sample with my 
application?Only one work sample will be considered during 
admissions review; should more than one sample be received, 
only the the first attachment will be reviewed for admission 
into the course.

Can I participate in both the Internship and International 
Exchange program?
The ProCom BA Internship must take place during the Spring 
term of third year. International semesters may not align with 
the Ryerson academic calendar. Students may participate in an 
International Exchange if there is no conflict with the 
Internship course schedule. 

Can I intern with my current employer?
Please note  that  hours worked

 be counted towards 
course completion.

17
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Does my internship have to be in the same city/province/
country?
Not at all! Ryerson unpaid internship insurance extends coverage 
for placements that take place across Canada. However, should you 
secure an international internship, it is your responsibility to obtain 
the necessary private and travel insurance required.

Do I have to apply to opportunities posted by ProCom?
Student are encouraged to network and source their own internship 
placements; you aren’t required to apply to the positions offered 
through the School.

Can I work more than the maximum 320 hours? Will I be insured 
if I do?
Any additional hours worked beyond the 320 maximum 
requirement are entirely up to the student and sponsor. WSIB 
insurance coverage will extend for the duration of the stay with the 
company and no additional paperwork is required.

Where do I go if I experience problems at my placement?
Contact the Internship Liaison and/or the Internship Coordinator 
immediately should you experience any problems during your 
placement.

INFO FOR INTERNS
FAQs
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How do I register for the Internship Connector?
Online registration for the Internship Connector event will begin in 
the New Year.

What do I need to prepare for the Internship Connector?
We recommend that students come prepared with a 60-second 
pitch describing their experience and career aspirations.

Who do I contact if I have any questions?
Please the ProCom BA Internship Committee at 
procom.internships@ryerson.ca with any questions or concerns.

INFO FOR INTERNS
FAQs
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SPONSOR INFO
Sponsor Expectations

ProCom is grateful to partner with the host organizations that 
volunteer their time and resources to the development of our 
students. While students contribute to organizational 
communication under the guidance of a designated mentor, 
internship sponsors play an active role in providing feedback 
and support as required. Sponsors will also be expected to 
assess student performance through interim and final 
evaluations.

We look forward to  with 
 sponsors who :

Facilitate workplace on-boarding  including any 
necessary organizational privacy and confidentiality 
agreement policies
Support, encourage, and accommodate professional 
development
Submit duly completed 

Ensure a safe working environment in which students 
can thrive to apply their communication skills
Contribute to student evaluation  interim 
and final assessment
Act as a professional mentor and support student career 
development throughout the placement



SPONSOR INFO
How to Register

Prospective sponsors should review this Handbook and contact 
procom.internships@ryerson.ca for additional information.

If you wish to , we ask that you please 
complete  online Placement Proposal Form  a https://
www.ryerson.ca/procom/programs/undergraduate/
undergraduate-hireanintern/  

Should a detailed job description already exist, as a 
separate addendum to procom.internships@ryerson.ca. 

22
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SPONSOR INFO
How to Register

Will my proposed internship placement be approved?
The ProCom BA Internship Program aims to create meaningful 
opportunities in professional communication for both students and 
sponsors. As long as the proposed internship adheres to the 
aforementioned Internship Placement guidelines and provides a 
professional learning environment for students to develop their 
skills, the placement will be approved for recruitment.

What next?
Once a proposed internship placement has been received and 
approved, it will be circulated internally for all eligible candidates to 
apply. You may register for our Undergraduate Internship Connector 
to introduce yourself and the upcoming opportunity to the current 
cohort or simply wait for interested students to be in touch with 
you directly. Should an offer of employment be extended following a 
one-on-one candidate interview, the student will provide you with 
all necessary forms and contracts required to be signed before the 
start of their internship.
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SPONSOR INFO
Timeline

 - December

January

•

•
•

February

•

•
March

•

•
• Candidate

April

•

• Candidate

•

May - June

• Le signing
and submission

•
•
•
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How do I register for the Internship Connector?
Please contact procom.internships@ryerson.ca; a description of 
the available position OR a completed Placement Proposal Form 
(available at https://www.ryerson.ca/procom/programs/
undergraduate/undergraduate-hireanintern/) will be required.

I wasn’t able to register for the Internship Connector event - 
can I still attend?
The Internship Connector is a private event aimed at introducing 
internship sponsors whose  placements have been 
approved . , all potential 
sponsors register in advance.

What should I bring to the Internship Connector?
We recommend bringing enough business cards to  
interested e prepared to talk briefly with individual 
students about your organization and internship opportunity.

Can I still hire an intern if I don’t attend the Internship 
Connector?
Yes! Please submit a Placement Proposal Form, available at https://
www.ryerson.ca/procom/programs/undergraduate/
undergraduate-hireanintern/, or forward a description of the 
available opportunity to procom.internships@ryerson.ca. nce 
approved, your position will be circulated to prospective interns 
who will  directly  .

How many ProCom interns can I hire?
Host organizations may hire multiple interns  sufficient 
opportunities  available and individual mentorship and support 

 provided.

SPONSOR INFO
FAQs
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Can the intern keep working past the length of their placement?

Who can I contact for more information?
Please contact procom.internships@ryerson.ca should you have 
any questions or concerns.

SPONSOR INFO
FAQs
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CONTACT

Danielle Taylor
Internship 
Liasion
procom.internships@ryerson.ca

Jessica Mudry
Acting 

jessica.mudry@ryerson.ca

Robert Bajko
Internship 

Coordinator
rbajko@ryerson.ca



APPENDIX

Course Description | Placement Proposal Form | Student 
Application Form | Student Waiver - Release of Liability 



CMN376 – ProCom Internship 
Course Description 

In the internship ProCom students have the opportunity to gain insight into professional practice. 
The internship will be 240 hours minimum to 320 hours maximum and is scheduled in May to 
June between third and fourth year, covering approximately 6 to 8 weeks. The internship is 
optional with admission at the discretion of the internship committee. Students will be required 
to write a series of weekly journals, submitted to the undergraduate internship coordinator, and 
a final reflective internship report. Internship sponsors will submit one (1) interim and one final 
student assessments. The final grade will be determined by the internship coordinator with 
consultation from the sponsor. Minimum GPA of 3.0 (B) and written submission request required 
for consideration. 

Lab: 3 hrs. 

Departmental consent required 

GPA Weight: 1.00 









ADDRESS: Rogers Communications Centre, 80 Gould Street ROOM: RCC 370A TEL: 416-979-5326 
MAILING ADDRESS: 350 Victoria Street, Toronto, Ontario, Canada M5B 2K3 FAX: 416-979-5120 
WEB: procom.ryerson.ca










