
Kennesaw State University Library System 

Publishing Internship with the Digital Commons 

 

The Digital Commons at Kennesaw State University is the institution’s digital repository, home 

to academic works created by faculty, staff, and students. It is an open-access space where 

audiences worldwide can access the content, which includes theses and dissertations, peer-

reviewed journals, open educational resources, conference proceedings and much more.  

 

If you are interested in applying for the publishing internship position with the Digital 

Commons, please send your résumé and cover letter to digitalcommons@kennesaw.edu 

 

Internship Specifics 

Description 

The intern will provide copyediting, layout, and/or design services to the journals published 

through the Digital Commons. The intern will maintain constant communication with different 

editors, to ensure proper and updated content is added to the journals when necessary. He 

or she will work under the direct supervision of the Managing Editor of the Digital Commons 

at KSU and the general supervision of the director of the Graduate Library. 

Location 

Horace W. Sturgis Library (Kennesaw Campus) 

Who Can Apply 

This semester-long position is open to both advanced-level undergraduate and graduate 

students at Kennesaw State University who have an interest in copy editing and graphic 

design.  

 

Requirements 

o Strong communication and organizational skills 

o Experience with copy editing  

o Experience with graphic design 

o Comfortable with meeting tight deadlines 

o Detail-oriented 

o Knowledge of MS office applications, especially Word, Excel, and PowerPoint 

o Experience/interest in Web maintenance 

o Experience with Adobe InDesign and Adobe suite  

 

Timeframe 

10-15 hrs/ week = up to 3 credits 

 

Readings 

There are no specific readings for this course. However, the intern should be familiar with the 

different style guides (MLA, APA, Chicago, and so on) in order to better serve the needs of 

each publication that the intern may be developing or editing. Also, graduate students may 
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receive readings on different aspects of publishing, which should then be discussed in the 

weekly internship report as a separate section titled “reading response.” 

 

Internship Outcomes 

o Students will demonstrate proficiency in copy writing, editing, graphic and layout 

design. They will also showcase professionalism and timeliness by reporting with their 

supervisor, meeting deadlines, and maintaining communication with the different 

journal editors. 

o Students will receive experience with academic editorial processes, distinguish how 

the diversity of subjects and content influence design, and support the creation 

process of some journals and in the editing process of others. 

 

Internship Structure 

The student will have a work space in the Horace W. Sturgis Library (Kennesaw Campus) 

where he or she will be able to work on the different assignments. In the beginning of the 

semester, the instructor/supervisor will provide training on the digital platform used to 

publish the journals from the Digital Commons. 

 

Internship Requirements 

In order to obtain the internship position, the student needs to be in an advance level of his 

or her degree*. He or she must make sure to apply for the position by sending his or her 

résumé and cover letter to digitalcommons@kennesaw.edu. If accepted, the student should 

make sure he or she is registered for the internship course (titles and numbers vary by 

department). Also, the student should be aware of any other requirements made by his or 

her program/internship director, especially if internship work will allow the student to earn 

academic credit. 

 

*Advance level of degree means having a declared major and at least 60 hours of 

undergraduate credit completed toward such (not including general education credits). 

 

Internship Policies 

Attendance 

While not being a regular lecture-based class, the internship does count for class grade. 

Therefore, the student should attend 10 hours per week throughout the academic semester. 

He or she will be allowed three unexcused absences, and it is encouraged that the student 

informs of the absence to his or her supervisor via email and makes sure the absence does 

not affect any work deadline. If that is the case, the student should let the supervisor know so 

steps can be taken to solve any issues. 

  

Class Participation 

The student is expected to participate during the allotted time per week for the internship by 

coming into the library work space. He or she should be punctual, responsible, and open to 

dealing with tight deadlines. The participation will also be reflected in the weekly and final 

internship reports. 
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Assignments 

Weekly Internship Reports: At the end of each week, the student will submit to the supervisor 

a 200-300 word report about the activities and projects with which the student interacted. The 

report should include specific information about the name of the journal and the different 

updates done to each publication. 

 

Final Internship Report/Portfolio: At the end of the semester, the student will submit to the 

supervisor, a final internship report discussing the different projects and activities with which 

the student interacted and his her overall experience with the internship. The report is a place 

where the student will be able to share his or her thoughts on the experience as well as discuss 

the implications of the internships on the student’s career interest and experience. The report 

should be between 1200-1500 words. This will include digital copies or links to materials 

created. 

 

University Policies 

Kennesaw State University is an Equal Employment Opportunity/Affirmative Action employer and 

does not discriminate on the basis of age, color, disability, national origin, race, religion, sex, 

sexual orientation, and/or veteran status. 

 

Academic Integrity 

Every KSU student is responsible for upholding the provisions of the Student Code of Conduct, 

as published in the Undergraduate and Graduate Catalogs. Section 11 of the Student Code of 

Conduct addresses the University’s policy on academic honesty, including provisions 

regarding plagiarism and cheating, unauthorized access to University materials, 

misrepresentation/ falsification of University records or academic work, malicious/intentional 

misuse of computer facilities and/or services, and misuse of student identification cards. 

Incidents of alleged academic misconduct will be handled through the established 

procedures of the University Judiciary Program, which includes either an “informal” 

resolution by a faculty member, resulting in a grade adjustment, or a formal hearing 

procedure, which may subject a student to the Code of Conduct’s minimum one semester 

suspension requirement. 

http://web.kennesaw.edu/scai/content/ksu-student-code-conduct/. 

  

ADA Statement 

Kennesaw State University provides program accessibility and reasonable accommodations 

for persons defined as disabled under Section 504 of the Rehabilitation Act of 1973 and the 

Americans with Disabilities Act.  

 

Any student who, because of a disabling condition, may require some special arrangements 

in order to meet the course requirements should contact the instructor as soon as possible to 

arrange the necessary accommodations. Students should present appropriate verification 

from KSU Student Disability Services. No requirements exists that accommodations be made 

prior to completion of this approved University process. 

http://www.kennesaw.edu/stu_dev/dsss/dsss.html. 

 

Confidentiality and Privacy 

Student education records are considered confidential and should not be released to any 

person without the written consent of the student, unless the disclosure meets one of the 

exceptions to signed consent found in FERPA. University officials are granted access to 
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student information only for “legitimate educational interest” -- completion of job 

responsibilities. They have a responsibility to protect the confidentiality of education records 

in their possession, regardless of the medium in which the records are stored or presented. 

http://enrollmentservices.kennesaw.edu/training/ferpa.php. 

 

KSU Code of Conduct 

All students are responsible for knowing the information, policies and procedures outlined in 

the Kennesaw State University Codes of Conduct. Kennesaw State University reserves the 

right to make changes to this code as necessary and once those changes are posted online, 

they are in effect. Students are encouraged to check online for the updated versions of all 

policies.  

http://scai.kennesaw.edu/codes.php. 

 

Student Rights and Responsibilities 

Students of Kennesaw State University are entitled to an environment that is conducive to 

learning and individual growth. To this end, students enrolling at Kennesaw State University 

assume a responsibility to abide by the policies and regulations expressed in this section. By 

doing so, students may fulfill their responsibilities and enjoy the exercise of their own rights 

while also respecting the rights of others.  

http://catalog.kennesaw.edu/content.php?catoid=27&navoid=2263. 

 

Copyright Law  

The Copyright Law of the United States (codified as Title 17 U.S.C.) governs the making of 

photocopies or other reproductions of copyright material. Teachers have latitude to copy 

materials, but within the “fair use” intent and should consider the effect of the copying on the 

sales of books and other materials. The Board of Regents provides comprehensive information 

on university policies and procedures with regard to copyright laws at: 

http://www.usg.edu/galileo/skills/unit08/credit08_09.phtml. 

 

Assessment and Grading 

The internship will be graded on an S/U basis (satisfactory or unsatisfactory), and it does not 

impact GPA. The grade is determined on attendance, participation, and supervisor’s 

evaluation. 

Attendance: The student is expected to be present for the required time during the week to 

work on the different tasks that will come from the different publications. 

Participation: The students is expected to attend the weekly internship time, meet the different 

deadlines that were previously set with the supervisor and the editors of the different 

publications. He or she is also expected to maintain proper communication with the 

supervisor, editors of the publications, and document whatever projects take place during 

the week in the weekly internship report. Lastly, the intern will turn in, at the end of the 

semester, a final internship report, which will include copies of the works created. 

Internship Schedule 

Date Assignment 

8/14/17 Introductions and Training 

12/4/17 Last day of Internship 
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