Revised 16-9-05


BA in Communication Studies
Cover Sheet for Student Portfolio

Personal Information

Name:

Student ID:

Concentration in Major:

Minor:

Semester of admission to AUI (semester/year):

Semester of first regular course work (semester/year):

Expected semester of graduation (semester/year):

Academic Advisor:

Portfolio Due Date:

Portfolio Checklist

□ Transcript with the following items identified: Max and Min GPA, Current GPA, GPA in Com classes

□ 2 Resumés (in English and French)

□ 3 Motivation letters (in Arabic, English and French)

□ At least 5 projects from communication courses or major core courses (these can be technical studies, reports, research papers, videos, and class projects in any media, as well as Capstone or internship materials).  At least 3 projects must be from Communication classes.  At least 3 of the 5 must be individual work; you must submit at least two research papers.  Submit, preferably, copies of the graded versions of projects.  For each submission, identify the course, semester, instructor, and grade both on the assignment and in the course.  Make sure each submission is clearly labeled.

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

I hereby certify that all of the work contained in this portfolio is entirely my own.  If a project is the result of a group project, it is clearly identified as such.  I also certify that I am fully aware of the possible consequences of academic dishonesty at AUI.

Signature
Date

Additional Academic Information

Please indicate any semesters you have been on the Dean’s list or President’s list.

Please identify any times during which you were on academic probation, received a semester off, or was asked to come before the disciplinary committee.

Please list any internship or training experiences you have had.

Please list any course you have had to repeat along with an explanation of the nature of the problems you had in the course.

SHSS Exit Examination for BA in Communication Studies

Objectives of the Exit Exam:

1. Evaluation of the student’s extent of mastery of academic material of the major before leaving the university.

2. Obtaining from the student feedback that would assist in evaluating the overall educational system and programs of the university.

3. Implementation of remedial work after an early assessment for those who need it, prior to their graduation, so that they can adequately reflect our programs and easily integrate into the job market. (AUI Handbook, 2003-2005 p. 82-83)

Format for Communication Studies

Communication courses combine theoretical and practical work in various fields of communication such as media studies, professional writing/communication and promotion/advertising.  Therefore, the assessment process should reflect this experience.  For this reason, the exit examination will have two parts within an oral Review Diagnosis Session and then a follow up session at the end of the last semester, as stipulated by the AUI catalog, for those who do not pass the first exam.

Review Diagnosis Session

This session has two sections.  In the first section, the student will be asked to prepare himself/herself in the format of a job interview which will be conducted with the members of the Review Committee.  This committee is made up of the student’s academic advisor and one other faculty member from the Communication Studies Department (the Program Coordinator or other) and the Dean of SHSS (when possible, or the Dean will nominate a non-communication faculty as replacement) for a total of 3 members.  These members should, between them all, be able to assess language competencies in Arabic, French and English.  The student will be asked to prepare and submit, at least 10 days before the scheduled exam date (a deadline will be announced for each semester), a formal portfolio of academic work that best reflects his/her accomplishments in the field of communication.  This portfolio may contain such items as: technical studies, reports, research papers, and class projects in any media, as well as Capstone or internship materials.  In addition, the student must also submit a copy of his/her transcript, a resumé in English and in French, and 3 formal motivation letters (in English, French and Arabic).  During the exam, which should last 30 minutes, committee members will ask questions of the student with the aim of identifying strengths and weaknesses in three major areas as well as seek feedback about the program.  The areas of mastery are:

· Mastery of the main courses of the major

· Communication skills

· Readiness for the job market.

If the committee identifies weaknesses in the performance of the student, or in the portfolio, they may ask for remedial work.  For problems relating to mastery of course material, the primary instructor for that course will recommend appropriate work.  The student is thereafter responsible for improving the needed skills.  The student’s advisor will know that the student has completed this work through written confirmation from the above-mentioned instructor.  For deficiencies in language and communication skills, it is the student’s own responsibility to improve the deficiency and we will not ask language faculty or the CAD faculty to work with the student.  It is the job of the advisor (with help of faculty fluent in the target language) to ensure acceptable levels of competence are met. For deficiencies in the portfolio, recommendations will be made on a case-by-case basis.  

At the end of the session, we will seek general feedback on the program.

Stage Two (in instances of remedial work or revisions required)

During the student’s last semester the Review Committee will meet again to examine the progress made by the student.  The Committee has the right to require more work before clearing him/her for graduation.

Exit Test Procedure for Communication Studies

1. Academic advisor informs student of requirements of the portfolio and the format of the exam. (see procedures document)

2. Academic advisor identifies committee members (one other faculty [program coordinator or other] and informs the Dean)

3. Academic advisor schedules an acceptable date for the exam with the student and committee members.

4. 10 days prior to the exam (or on the due date scheduled by SHSS), the student submits his/her academic portfolio with all required documents to Academic Advisor (see portfolio checklist which should be attached to the front of the portfolio, preferably downloaded and typed).  The portfolio due date is fixed; if the portfolio is not received by the due date, student forfeits the opportunity to finish the exit exam procedure until the following semester!

5. Committee members review the portfolio and prepare several questions to ask during the exam.

6. Committee members meet one time before the scheduled exam but after they have all reviewed the portfolio to discuss format of the exam, identify what questions will be asked and to consider if the portfolio has any apparent weaknesses.

7. Interview is conducted.

8. After the interview is over, committee members discuss and evaluate the student and decide if:

a. Student passes with no additional work required

b. Student has demonstrated weaknesses

If the student has demonstrated weaknesses, it may be in one of three general areas:

a. Oral communication skills in one or more languages (Arabic, French, English)

b. Written communication skills in one or more languages

c. Content weakness

If the committee identifies weaknesses in the performance of the student, or in the portfolio, they may ask for remedial work.  For problems relating to mastery of course material, the primary instructor for that course will recommend appropriate work.  The student is thereafter responsible for improving the needed skills.  The student’s advisor will know that the student has completed this work through written confirmation from the above-mentioned instructor.  For deficiencies in language and communication skills, it is the student’s own responsibility to improve the deficiency; Committee will not ask language faculty or the CAD faculty to work with the student.  It is the job of the advisor (with help of faculty fluent in the target language) to ensure acceptable levels of competence are met. For deficiencies in the portfolio, recommendations will be made on a case-by-case basis.  

The Advisor will collate these comments and file them on the Exit Interview report.

9. Advisor communicates results and files the report with the Dean of SHSS.

10. Advisor arranges to have overall feedback of the student’s interview and portfolio given to the student.

11. Advisor will schedule follow-up meeting at the end of the following semester in case remedial work or portfolio revisions are required.

Preparing for the Exit Interview
Directions for Students

How should I prepare the Portfolio?

The portfolio should contain all the following items presented with the items in this order to your advisor at least 10 days before the scheduled date of your exit interview or on the deadline date established by SHSS.  The submission deadline set for each semester is firm; if you miss the deadline you will not be able to finish the exit exam procedure and will have to wait until the following semester to take the exit exam!  BE ATTENTIVE TO THE DEADLINES ANNOUNCED EACH SEMESTER!  

The portfolio should be submitted in a formal type of folder, like one you would present to a potential employer, or be spiral bound with dark blue spiral binding and clear front cover.  Each section of the report must be labeled with a tab that extends beyond the edge of the paper; use either pre-tabbed covers or “stick-on” tabs, labeled with the section contents.  No color or design in standard typed pages (ok for attachments, graphs, etc); type in plain black and white.
The portfolio needs to contain the following items:

· A cover page with the following items: AUI logo, School of Humanities and Social Sciences, student’s name, advisor’s name, date of submission. 

· Table of content: all your portfolio items must be in the same order as in the table of content.  

· Transcript with the following items identified: Max and Min GPA, Current GPA, GPA in Com classes.

· 2 Resumés (in English and French).

· 3 Motivation letters (in Arabic, English and French).  Your letters should be addressed to the committee; see below for further information/requirements.  All letters are typed.
· Sample Projects, a minimum of 5: at least 3 must be individual work; at least three must be from Communication courses; at least two must be research papers.  

· All these projects should indicate the grade and comments of the professor to whom you have submitted your project (i.e. be a copy of the original work submitted and graded). 

· Cover pages for each project, include student’s name, course title, semester and year. Provide a description of the project, and the assignment. 

· For group project cover pages, provide a description of the project and of your role in the group. 

· Attachments

· Make sure all attachment items are labeled, including title, course, instructor, semester, and grade. 
· All audio and audio-visual items (such as audio tapes, video tapes, CDs, etc.) must be enclosed inside the portfolio, behind the other documents in each project. There are two options for how attached media can be submitted.  Either use a page with an appropriate “pocket” in which your media fit without easily falling out.  Or use a page-sized envelope to include the item(s) and attach envelope to a hard paper page, or have bound in the spiral bounding like all other pages.  Any attachments not related to a particular project should be located at end of attachments but before final back cover.

· All “audio-visual media” included on CD must be readable on Windows Media Player for audio and video, or be in a standard audio cassette format or a standard VHS cassette format.  

· For website projects, the project must be ON the web AS WELL AS submitted on a CD or floppy disk readable in University computers.

What should the Motivation letter contain?

The motivation letter should follow standard conventions of such types of letters, which are available from a variety of sources such as textbooks, the career office and the library.  You should write the letter in French, English, and Arabic, keeping in mind the differences between the styles associated with each language.  All letters must be typed.  All writing must be your own.  Address your letters to the Committee, relative to the exit exam, and address some of the following points:

    What are some of your overall personal strengths/weaknesses?

    What are some of your strengths/weaknesses in the field of communication studies?

    What particular projects or experiences best reflect your abilities in this field?

    How have your non-communication classes or your minor helped prepare you for graduation?

    What are your plans after graduation?

What should the Résumés contain?

The résumés should follow standard conventions of such types of documents, which are available from a variety of sources such as textbooks, the career office and the library.  You should write one in French and another in English, keeping in mind the differences between the two.  All writing must be your own.

How should I choose the projects?

You need to submit 5 pieces of your work in communication or major core courses.  These may be technical studies, reports, research papers, and class projects in any media, as well as Capstone or internship materials.  You should choose pieces that best represent your abilities.  We understand that many projects in Communication Studies have been group projects.  Therefore, 2 of the 5 pieces may be group work.  As well, 2 of the 5 pieces must be research papers.  At least 3 of the pieces must be from communication courses!  Each submission must be clearly labeled on the cover page to the project, indicating the course for which it was submitted, the assignment the project fulfills, the grade on the project and the grade in the course.  For group projects, this cover page should also indicate YOUR work in the group project.  Preferably, submit copies of the work that contain the instructor’s grade and comments.  If you have never gone to retrieve your “end of semester” work from an instructor, check to see if the originally graded work is still available to you from instructor.


How should I prepare for the Interview?

The goal of the interview is to assess your mastery of academic material in the field of Communication Studies as well as to evaluate your preparedness for the job market.  You will be evaluated on:

· your ability to communicate fluently in the three target languages of Arabic, French and English.

· your ability to articulate your understanding of major concepts and ideas from major courses in Communication Studies.

· your ability to discuss your own sense of preparedness for the job market

Therefore, carefully prepare your portfolio and review your notes for major classes you have taken during your time at AUI.  Be prepared to present yourself as someone knowledgeable in Communication Studies and who can see how this knowledge relates to the job market.

