VIRGINIA FILM FESTIVAL INTERNSHIP
University of Virginia – Fall 2015
Instructor: Jody Kielbasa                                                General Festival Contact Information: 

Office: 617 West Main Street, 2nd Floor                           Mailing Address: PO Box 400869, C-ville 22904
Phone: 434-982-5326                                                       Phone Number: 434-982-5277
E-mail: jkk8j@virginia.edu                                              Website: http://www.virginiafilmfestival.org/ 
The Virginia Film Festival Internship program exists to give current, full-time University of Virginia students experience in all aspects of planning and implementing a premiere regional film festival.   Internships are available in the following areas: Adrenaline Film Project; Community Outreach; Development; Graphic Design; Marketing and Promotions; Production; Operations; and Student Publicity and Copywriting; as well as internships surrounding the Festival’s special programs.  Students interested in applying to an internship should visit the Virginia Film Festival’s internship page (http://www.virginiafilmfestival.org/participate/internships/) for instructions on how to apply. 
Virginia Film Festival Internships must be taken for a grade through a three credit enrollment in DRAM 4591:  Special Topics in Theatre Management. 
REQUIREMENTS AND GRADING

Attendance and Participation   
Attendance is required at weekly staff meetings to be held on Tuesday mornings at 9am beginning Tuesday, August 25, 2015.  Your attendance will also be required at all scheduled office hours.  Festival interns will work approximately 15 hours per week from August 24 through November 13, and 5 hours per week after November 16 through the end of the semester.  You must be available to work at the Festival office a minimum of 10 hours a week during business hours (Monday-Friday between 9am-5pm). Office hours will be scheduled with the Festival staff during the week of August 25. 
Punctuality is important and required. Three or more unexpected absences or late arrivals will affect your grade. Please alert both your supervisor and the Festival’s Managing Director Jenny Mays at least 24 hours prior to any unexpected absence. 
Upon arrival for your office hours, you are expected to check in with your direct supervisor to receive updates and assignments.  Beyond these assignments, we expect you to pitch in and help wherever you are needed. Interns who find ways to help outside of their specific assignments, both during scheduled and unscheduled office hours, will receive the highest participation grades.
In addition to office hours and staff meetings, it is expected that you will arrive presentable, with a positive attitude, and ready to work at all Festival events that require your attendance.  Such events will be discussed at weekly staff meetings and in more detail individually as they relate to your intern duties.  

The 2015 Virginia Film Festival will be November 5-8.  The weeks leading up to and after the Festival will be exciting but demanding.  We ask that you clear your work and personal schedules as much as possible from November 2-13, as you will be called upon to work additional hours beyond your scheduled hours during these two weeks. You will be expected to be “on call” the entire 4 days of the Festival.  Please begin to make appropriate arrangements and plans now rather than later to free up your schedule during these weeks. Please know that we are not expecting you to miss any of your regularly scheduled classes but to practice good time management when it comes to your course work load and to schedule your non-class commitments smartly. 
Remember as a Festival Intern, you are one of our key ambassadors both within the University and in the larger Charlottesville community. We expect your behavior, appearance, and attitude to reflect the Festival at all times.

Dress Code
For general work days in the office, casual dress is accepted.  If you are invited to a meeting on Festival business, please be prepared to wear business casual.  There will be events on the calendar before and during the Festival that require dressier attire, and we will review the dress code for such events at weekly staff meetings as appropriate. 

Shared Drive
Information on how to access the Film Festival’s shared drive will be distributed at the internship orientation meeting in late August. Please check with your direct supervisor regarding where to save your documents.  

Expenses and Reimbursement
Please do not commit to any payments or incur any expenses without first clearing the expense with the Festival’s Business Administrator. Wherever possible, payments should be made through the U.Va. financial system not on personal reimbursement.

Merchandise
Interns are entitled to one complimentary t-shirt. Additional merchandise can be bought at cost price. Please do not take merchandise items for prizes, promotions etc, without first notifying the Festival’s Business Administrator.
Papers
All Virginia Film Festival interns are required to read the book Party in a Box: The Story of the Sundance Film Festival by Lory Smith. Interns will also be expected to keep a daily journal of your experiences working with the Festival and to write two papers throughout the semester.  The first will be due Friday, October 2, should act as a self-evaluation and be at least two pages.  The second will be a 6-8 page paper, due at the end of the semester, which details your experience with the Festival, what you observed, and what you will take away from that experience.
Grading
Grades will be determined by your performance, active participation, as well as your attendance and papers.  
We expect all Festival interns to be punctual, professional, motivated, organized, proactive, and creative.  
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