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Section 1:
Senior Internship Program

Definition

Internships are work-based activities in which students engage in learning through practical and relevant experiences at various internship sites. Hatboro-Horsham High School Internships are for seniors who are exploring career opportunities or are interested in serving our community in a meaningful way. These experiences may involve the practical application of previously studied theory through course work but can include an area of interest that the student wishes to explore due to a new awareness/interest and/or as a result of the inability to schedule relevant course work in their high school schedule. 
Internships are targeted to the students’ future plans and allow students to explore careers that require additional degrees, certification, or on-the-job training following high school. These experiences will not be paid experiences. Credit hours/outcomes and levels of intensity vary, depending on student and teacher-mentor created learning goals. 
Benefits and Advantages

The internship program is an arrangement involving the student, the student’s parents/guardians, the school, and the businesses/industries and organizations of the community. Each of these will benefit from the operation of an effective internship program. Some benefits of the program include but are not limited to:

· Students receive guidance and feedback during the entire internship period.

· Business/industry and organizations are utilized for specialized training.

· Internship experiences assist in exploring future career choices.

· The private sector is provided with opportunities to take an active part in the

education and career preparation of students in the local community.

· Job experiences are supplemented with technical information and 

      encounters that cannot be simulated in the classroom.
In addition to these general benefits, internships offer specific advantages to the student, school, and the community. Several of these advantages are listed below.

Advantages to the Student

· Affords the opportunity to explore and verify career interests and competencies in an actual job situation.

· Establishes desirable work habits and attitudes while developing a sense of

responsibility.

· Promotes personal success, which may motivate interest in other school 

      subjects and activities.

· Enhances the ability of the student to develop a post-high school plan for 

      continuing education and employment.

· Offers specialized learning experiences that could not be provided within the confines of a classroom.

· Enables classroom-learning experiences to become more relevant and meaningful.

· Provides the opportunity for possible employment at the internship site upon graduation.
Advantages to Hatboro-Horsham School District:

· Broadens the curriculum through the utilization of many community resources.

· Provides information for school personnel to meet the needs of a changing

      society.

· Fosters provisions for individual differences in interests and abilities of 

      students.

· Establishes a cooperative working relationship between the school and the

community.

· Provides interaction with professionals outside the school environment who are involved in the training of young people.

· Demonstrates the concept that education is indeed a community-wide partnership.

· Promotes assessment by both the internship coordinator and site supervisor/mentor for better guidance towards realistic career goals.

· Enhances public relations within the school community through the uniqueness and diversity of the internship program.
Advantages to our Community:

· Provides the opportunity to develop good community-school relationships.

· Allows site supervisors/mentors to share their expertise and serve as positive role models for young adults.

· Encourages young adults to stay in our local community.

· May reduce post-secondary dropout rate by providing relevant career exploration.

· Brings recognition to the community for partnering with a school.

· Allows better community understanding of an organization's structure and responsibilities.

Advantages to the Business/Industry:

· Enables business/industry to grow future workforce.

· Affords business/industry the opportunity to influence program curriculum so that skills/knowledge that are important in the field may be taught.

· Training or orientation costs may be reduced if the business/industry hires students after the internship period ends.

· Not-for-profit businesses or industries may utilize partnership with schools towards Community Benefit Report and maintenance of not-for-profit status.

Program Characteristics

Hatboro-Horsham’s internship program contains the following:

· Proper time for the senior internship teacher-mentor to coordinate and travel to internship sites.

· A screening process for acceptance into the internship program (students must have and maintain a good attendance record, be on track for high school graduation, have an impeccable discipline record and have earned a B+ or higher in the Junior Pathways course, a teacher recommendation is desired but not mandatory at this writing Summer 2007).

· School-directed coordination of instruction, preparation, and internship experiences.

· Communication with parents/guardians including their orientation to the internship program.

· Structured instruction by the senior internship teacher-mentor during the experience, which
      includes student competencies and emphasis on the career-choice process, the student’s
      career portfolio, and the student’s reflective journal .
· Student identification of a meaningful future plan resulting from career study and exploration (career transition plan).

· A goal of facilitating the student’s personal and career growth, including student’s ability to adapt to business/industry trends and to become the manager of his/her own career development (career transition plan).

· Student instruction and/or practice in decision making, problem solving, teamwork, internship expectations, terminology and protocol, and adaptation to unexpected or unusual events at work.

· Careful placement of each student according to their future plan and readiness to participate in the internship program.

· Program orientation for the internship site supervisor/mentor.

· An internship agreement signed by all individuals identifying responsibilities of the intern, site supervisor/mentor, internship coordinator, and parents/guardians. 
· An internship training plan listing tasks, assignments, and/or observations specific to each internship site.
· Communication by the senior internship teacher-mentor with all participants during the internship experience, including handling of problem situations.

· Evaluation of internship program by interns, site supervisors/mentors, and parents/guardians. 
· Intern reflection of internship experience and revisitation of meaningful future plan to identify next steps in career development.

· Effective use of an advisory committee that contains representatives from business, industry, and education.

· Policies that address liability and insurance, transportation, absences, inclement weather, confidentiality, local legal regulations, child labor laws, etc.
· Public information and program promotion.

· Recognition of program participants.
Internships vs. Other Work-Based Learning Programs

Internships are work-based learning programs but distinctly different than other programs. Students participating in the internship program should understand that the emphasis of the experience is on applying skills developed through classroom instruction, exploring career opportunities, and on learning new career competencies at the internship site—not on earning money or getting out of school. Intern interests, aptitudes, abilities, and career aspirations are determined through classroom instruction and activities, followed by placement at an internship site related to these factors. Refer to the section below for more information on how internships relate to or differ from other work-based learning experiences.
Components of Work-Based Student Learning Options at HH
	Characteristics
	Cooperative

Learning
	Job Shadowing
	Senior Internship

(Career

Exploration)

	  Senior Internship
 (Professional Career)

	Senior Internship
 (Service Learning)

	 Major objective


	Occupational

preparation
	Beginning career

exploration
	Exploration,

application,

career

experience
	Exploration,

application, career

experience
	Reflective thinking,

service, citizenship

	Classroom

instruction
	Yes

Related class

Required


	Orientation to

shadowing

experience


	           Yes

	            Yes
	Yes



	Student

requirement for

career interest in

occupation field


	Must have

interest in field
	Explore early  career interest
	   Explore early

career interest
	Must have interest in the field
	No

	Coordination

provided by related

class instructor
	Yes
	Desired, but not

required
	  Yes
	Yes
	Yes

	Training plan and

agreement used
	Yes
	No
	      Yes

	Yes


	Yes

	Advisory committee

used
	Yes
	No
	   Yes


	Yes
	Yes

	Students paid for

work
	Yes
	No
	             No
	No
	No


RED—working toward




YELLOW—currently do

Progression of Work-Based Learning Experiences

A progression of work-based learning experiences helps students to clarify early career interests and progress along a continuum of activities that:

· engage and motivate student learning

· connect academic concepts and knowledge to skills and responsibilities required for various careers

· stimulate career exploration and guide decision-making related to further education and training

· help students to connect the selection of elective courses to initial career choices

· develop occupational and employment skills and habits

At the high school, a variety of flexible work-based learning options have been designed to help address the needs of all students---ranging from those who are undecided about future career choices to those who have developed a strong focus on a particular occupation or career pathway.

The Career Exploration Internship is intended for students who are undecided about their future career choices or have a limited understanding of what options might be available. The main goal is to assist students in identifying a career area that complements their interests and abilities. Since the main focus is on exploration rather than occupational skill development, these internships are unpaid. Students must complete a planned series of activities that address a specific set of learning objectives and result in a broad understanding of a business or larger career cluster. Career Exploration Interns may shadow several times before deciding on the area of internship placement.
The Professional Career Internship, allows students with specific, targeted career objectives to gain workplace experience in their chosen field. This internship is unpaid. The professional internship is structured to directly build upon knowledge and skills learned in previous technical and/or academic experiences. Professional Career Internships should be considered capstone experiences similar to those offered to senior-level students in postsecondary programs. The main goal of a professional internship is to help students progress toward a specific career objective. 

Both school based and work-based activities provided in the Career Exploration and Professional Internships should allow students to: engage in active reflection and analysis of the experience; link the career field with further education and training opportunities; receive on-going coaching; and participate in mentoring/networking experiences.

Section 2:
Guidelines For Internships

Organizing

Internships are planned, structured, and evaluated by the intern, internship teacher-mentor, internship site supervisor/mentor, and parents/guardians. Effective internships provide interns with the opportunities to develop an understanding of the career area duties and responsibilities, terminology, climate, protocol, and other information that will enable interns to analyze and revise their meaningful future plans. There must be agreements, understandings, instruction, and orientation for all participants; coordination by the school; evaluation of each intern’s experience; and program analysis for future program improvements.

Internship Teacher-Mentor Qualifications

The internship Teacher-Mentor must have a valid teacher's license; must be professionally competent; and must demonstrate technical ability, workplace experience, and formal or informal preparation for coordination and supervision of senior internship experiences.
Professional Development

Internship Teacher-Mentor’s should experience continuing professional development. Professional development experiences could include summer workshops and conferences, college courses, teacher internships in business and industry (such as Educator in the Workplace), and other state and local staff development offerings.

Level of Commitment

The Hatboro-Horsham Internship program requires a commitment of time and resource. To be successful you must have support at all levels of the internship program, as well as cooperation of all participating school personnel. Planning, coordination, and continuing communication with the education staff and internship site mentors are crucial.

Coordination Time and Travel

Adequate time is provided for the internship teacher-mentor to obtain appropriate internship sites, to supervise and coordinate all internship arrangements, to handle all operational details, to respond to questions or concerns of all participants, to conduct and follow up on evaluations, and to plan, organize, and complete all other internship activities. 

Student Credit for Instruction and Internship

One credit over one semester may be earned for successful completion of classroom instruction and the internship experience. Seminars held before, during, or after the on-site internship experience are counted as instructional time. 

Implementing the Program

Program Duration
The teacher-mentor, in cooperation with the internship site organization, should determine the time frame and duration of an internship. The “job acquisition” time takes on average 4-6 weeks. Some students will begin their internship experience very quickly. Some students will begin around the 8th week (but this is rare). All interns should complete their internship site based activities two weeks before the semesters end.
Full credit senior interns are required to serve their internship site eight hours a week. Half credit senior interns are required to serve four hours a week in their internship service.

To accommodate our site organizations students will serve their weekly time at the mutual agreement of the site-supervisor, senior intern and teacher-mentor. Since our students are available to leave the high school after third period, they may schedule their intern experience to begin at 12:30 PM and no earlier. (Students must be allowed time to have lunch before their intern service begins.) Some students will work two days a week for four hours each day, others will work two hours a week for four days, etc. There are many ways time can be divided to accommodate all parties involved. No student should be interning after 5 PM on a regular basis.

Classroom Activities

Senior Internship requires seminars and/or classroom activities in addition to the time spent at the internship site. For a list of topics that may be addressed in the seminars/classes, see Appendix E.
Workplace Activities

The intern’s site activities may include special projects, a sampling of tasks from different jobs, or tasks from a single occupation. The internship teacher-mentor and the internship site supervisor/mentor should determine the nature of the activities jointly, with input from the intern. Students may travel with their site-supervisor to attend special events for the site sponsor. Typical activities include luncheons, trade shows, sales calls, training seminars, etc. 
Internship Training Agreement

A training agreement should be developed and followed for each intern. Parties to the agreement should include the intern, parent/guardian, internship coordinator, and internship site supervisor/mentor. These documents identify the responsibilities of each of the parties and serve as evidence of their intention to fulfill the conditions of the agreement.
Internship Sites and Site Supervisors/Mentors

Internship sites should be carefully selected so that interns are placed in locations and situations that provide quality learning experiences compatible with the intern's meaningful future plan. The management of the cooperating internship site should appoint an internship site supervisor/mentor to provide continuing guidance, direction, and training for the intern. Parents/guardians may not serve as internship site supervisors/mentors to their children. Internship site supervisors/mentors will communicate regularly with the internship teacher-mentor and periodically evaluate the intern.

Monitoring the Program
Visits to the internship site are extremely important. However, the exact number of visits to the workplace by the teacher-mentor will depend upon the length and scheduling of the experience as well as any problems or concerns that may develop at particular internship sites. The number of coordination visits must be sufficient to obtain appropriate placements for all interns, to conduct conferences with the internship site supervisors/mentors, to resolve any problems, and to evaluate intern performance and progress. Regular communication is essential and should be done by fax, phone, e-mail, and face-to-face.

Federal Labor Regulations

All Hatboro-Horsham internship experiences are subject to applicable federal and state labor regulations. Internship teacher-mentors must keep abreast of such regulations to ensure compliance.

For unpaid student internships, the following requirements are outlined by the Department of Labor:

· Training is for the benefit of the student intern.

· The intern cannot displace regular employees.

· The employer derives no immediate advantages. On occasion, operations may be actually impeded.

· The intern is not entitled to a job at the conclusion of the training period.

· The employer and the student intern understand that there is no wage entitlement for the time spent in training.

Internship Records

It is recommended that each teacher-mentor maintain records for each intern. 
Special Considerations

Legal Issues. All state and federal child labor laws must be followed for learners under the age of 18. It is especially important to resolve all labor and liability issues prior to the start of the internship.

Insurance. Parents, school administrators, and internship site supervisors/mentors should understand the following insurance considerations. It is your responsibility as the teacher-mentor to make sure all insurances are covered with all parities:

· Accident/Liability Insurance—provided by Hatboro-Horsham School District (yes, as per memo from Bob Reichert, 2/2005 with updated confirmation 6/2007). 
· Automobile Accident Insurance—provided by the intern/parent/guardian for travel associated with the internship experience

· Health/Life Insurance—provided by intern/parent/guardian

· Workman’s Compensation—does not apply for interns participating in non-paid internship experiences, but if injured at the internship site should be covered by the parents'/guardians' personal insurance. 
Transportation. Interns/Parents/Guardians should provide reliable transportation. 

Wages. The purpose of this program is for career exploration and not for the intern to become a productive employee; as such, interns are not paid. If the site mentor or organization is required to pay the senior intern for any reason the payment should be determined to become a donation for the 8 hours per week that the senior intern serves. The student may decide where the donation is to go. 

Senior interns may receive pay for time served above the required 8 hours per week. This time is the student and site mentor’s arrangement and is considered regular employment—it is not part of the school’s internship agreement. 

Section 3:

Roles and Responsibilities of
Internship Participants

Roles and Responsibilities of Internship Participants

A number of people are involved in the operation of our internship program. In this section the roles and responsibilities of these people are outlined.

Administrator Roles and Responsibilities

The responsibilities of administrators are important to ensure quality for our internship program. The leadership and involvement of administrators is critical to the success of the program.

Selection of Teacher-Coordinators (Administrator Role)

Selecting an appropriate internship teacher-mentor is essential to the success of any internship program. Internship teacher-mentors must be properly licensed and qualified for their roles and responsibilities.

· Internship Teacher-Mentor Roles and Responsibilities
An internship coordinator is an educator who coordinates internship experiences for students. Monitoring daily operations, troubleshooting potential problems, and acting as the liaison for program partners are among the internship coordinator's key responsibilities. Many of the additional responsibilities are outlined below.

Administration (Teacher-Mentor Role)

· Interview senior interns.

· Work with guidance counselors to facilitate the proper placement of students in the internship program.

· Meet with interns prior to the start of the internship to help them prepare.

· Confer with site supervisors/mentors to secure internship placements.

· Ensure that interns are placed in an internship site directly related to their career objective.

· Provide parent/guardian orientation.

· Ensure that all legal requirements have been met. 

· Document and file visitations and conferences with site supervisors/mentors, interns, and parents.

· Maintain accurate and current program records.

· Use appropriate evaluation instruments to measure intern achievement of performance expectations during the internship experience.

· Submit a list of interns’ names, career objectives, internship sites, and site supervisors/mentors to the school principal and other stakeholders as requested.

· Manage time effectively while balancing school and community responsibilities.

· Gather data for follow-up

Coordination (Teacher-Mentor Role)

· Contact businesses to select appropriate internship sites.

· Assist in determining appropriate placements.

· Meet with other work-based learning teachers to develop a coordinated approach when contacting business/industry and community representatives.

· Orient new site supervisors/mentors.

· Comply with local, state, and federal laws relating to safety and employment of minors

· Visit internship sites to observe interns and to confer with site supervisors/mentors concerning intern performance and progress.

· Hold conferences with interns, site supervisors/mentors, and parents/guardians as needed.

· Resolve any problems that arise between the intern and the site supervisors/mentors.

· Adjust intern placements as needed.

· Ensure that site supervisors/mentors provide consistent, effective guidance and supervision in accordance with interns’ training plans.

Seminar/Class Instruction (Teacher-Mentor Role)

· Explain program goals and expectations of intern.

· Use appropriate state standards. Career Education and Work Standards www.pacareerstandards.com. 

· Meet with senior interns individually or in small groups to form research goals and networking goals and assignments during the internship acquisition process.

· Plan instructional strategies to meet individual needs.

· Select, develop, and evaluate appropriate materials for seminars/classes. 
· Provide the opportunity for students to participate in the appropriate CTSO where applicable. (Future Business Leaders of America & Family and Consumer Science Service Club)
· Encourage and facilitate the use of technology in the educational experiences of students.

· Assist interns in revisiting their meaningful future plans and completing their career portfolios.

Document Management (Teacher-Mentor Role)

Keeping accurate records is the responsibility of internship Teacher-Mentors. A great deal of data is required and generated in the initiation and operation of an internship semester. Information contained in intern files is subject to review by administrators, parents/guardians, or students if they are age 18 or over. Therefore, use careful judgment in the choice of information placed in student files. 

Administrators may ask internship coordinators to maintain site visit records. This tool can aid internship coordinators in documenting conversations or meetings with interns and site supervisors/mentors.

It is recommended that the following records be kept for each intern. 
· Internship Application (some internship sites (example: healthcare organizations) may have additional required applications related to federal or state law for their industry. The internship teacher-mentor should aide the site supervisor/mentor in the facilitation of these documents.)

· Internship Interview Evaluation Form

· Weekly Internship Report and Time Sheet

· Internship Cumulative Hours Summary

· Parent/Guardian Consent Form

· Permission to Participate

· Permission to Travel

· Internship Vehicle Verification

· Photo Release

· Medical Authorization and Insurance Information

· Orientation to Business

· Visitation/Communication Summary

· Intern Evaluation of the Internship Program

· Site Supervisor's/Mentor's Internship Evaluation

· Intern Evaluation

· Request for Absence

· Inclement Weather Driving Policy

· Internship Confidentiality Agreement

· Internship Termination Notice

· Internship Probation Notice

· Make-Up Time Record

· School driving policy

Intern Roles and Responsibilities
Prospective interns should demonstrate that they have acquired the competencies for the internship program and that they are ready to apply and further develop these skills during the internship period. In addition, interns are required to:

· Adhere to dress and behavior guidelines.

· Participate in all approved activities structured by the internship teacher-mentor and the internship site supervisor/mentor.

· Complete, sign, and submit all documentation as directed by the internship teacher-mentor.

· Communicate with the internship teacher-mentor throughout the internship experience, especially if concerns or problems need to be addressed.

· Evaluate and share information about the internship experience.

· Comply with the policies and procedures of the internship site.

· Meet established criteria of the internship program (e.g.,  not seek internships with family members; maintain passing grades and good attendance and discipline records)

· Comply with policies and procedures of the work site.

· Maintain up-to-date weekly work reports and cumulative hour summaries.

· Cooperate with the internship teacher-mentor in securing appropriate internship placement.

· Notify internship teacher-mentor and internship site supervisor/mentor if unable to report to internship site or seminars/classes.

· Have transportation to and from the internship site.

· Participate in internship recognition/celebration activities.

· Cooperate with the site supervisor/mentor and internship coordinator; engage in the program as a learning experience; observe business etiquette, and abide by safety rules.

· Furnish the internship coordinator with requested information.

· Demonstrate honesty, punctuality, respect, courtesy, cooperative attitude, proper health and grooming habits, and a willingness to learn both in the seminars/classes and at the internship site.

· Remain at the assigned internship site for the duration of the internship period except by mutual agreement of all parties.

· Maintain confidentiality guidelines.
Supervisor/Mentor’s Roles and Responsibilities

An internship site supervisor/mentor who is prepared for his or her role will demonstrate the following:
· Ability to serve as a role model for the career field or discipline with a good understanding of the industry and current trends.

· Dedication to learning about and teaching about the major aspects of the field, including issues and controversies.

· A strong work ethic.

· Ability to communicate with all involved parties.

· An understanding of the internship program and what is expected of all involved parties.

· Timeliness in completing school documentation for the intern and/or internship coordinator.

· A willingness to help develop the intern training plan and to implement or revise the plan as circumstances arise.

· A willingness to assist the internship coordinator in evaluating the intern throughout the internship experience.

· A willingness to verify reports, time sheets, and other internship documents.

Parents'/Guardians' Roles and Responsibilities

Parents/Guardians should:

· Communicate questions or concerns to the internship teacher-mentor, not the site supervisor/mentor.

· Understand that career exploration/preparation is the goal of the program.

· Approve and sign appropriate forms for student participation in the program (proof of insurance, insurance, permission to drive).

· Become knowledgeable concerning the purposes and procedures of the internship experience.

· Provide proof of health and liability insurance coverage, understanding that because the intern is not an employee of the company, no worker’s compensation would apply. The intern and parents or guardians assume all responsibility, accountability, and liability for any and all acts arising out of the intern’s participation in the internship program, including but not limited to the operation of a motor vehicle to and from the internship site.

· Assist the intern's compliance with the rules of the program.

· Give intern permission to drive from school to internship site and be responsible for providing transportation for the intern.

· Provide time for conferencing with the internship teacher-mentor.

· Provide guidance in career selection.

· Support the policies of the program.

· Work cooperatively with internship teacher-mentor and intern in solving school, work, and home problems.

· Assume general legal responsibility for the actions of the intern while at the internship site.

Guidance Personnel Roles and Responsibilities

Internship teacher-mentors should work closely with guidance personnel. It is the responsibility of the guidance personnel to understand the eligibility standards and program requirements before allowing a student to enroll in the program. Guidance personnel, as well as other educators within the school, should be involved in establishing and/or further developing an internship program, including participation in public information and program promotion efforts.
· Provide encouragement and assistance to ensure their child meets program objectives, which maximizes benefit from the internship experience.

· Maintain and reinforce confidentiality regarding any information/encounters their child gains while at their internship site.

Appendix
A
Glossary

Administrator: Principal and/or assistant principal

Advisory /Committee: Representatives from business/industry, organizations, secondary and post-secondary institutions, parents, and students who meet periodically to assist in developing and maintaining program standards

Career Portfolio: An organized, documented collection of an individual’s qualifications, skills, experience, and achievements

Child Labor Laws: Regulations outlined by the federal and state governments related to employment of children under the age of 18

Confidentiality: Not sharing, discussing, or revealing personal and private information to which one is privy

Credits (for instruction and internship): Units earned toward graduation requirements CTE: Career and Technical Education

CTSO: Career and Technical Student Organization (FBLA, FCCLA)
Intern: a student learner who has requested and been accepted into the internship program
Internship Teacher-Mentor: Educator who is trained to implement internship experiences for students

Intern Evaluation: Form completed by site supervisor/mentor to rate the performance of the intern

Internship Cumulative Hours Summary: Document used to tally hours completed during the internship

Internship Mentor: An experienced, competent person at the internship site who supports, coaches, nurtures, and guides interns; may also be the internship site supervisor

Internship Site: Location where an intern is placed

Internship Site Supervisor: Designated liaison between the internship coordinator and mentor

Internship Training Agreement: Document that states the conditions and parameters which participants agree to when taking part in an internship program

Internship Training Plan: An outline of the competencies to be developed during the internship
Interview: Process used to help determine whether a student is accepted into the internship placement
Meaningful Future Plan: An individualized career plan that fits the student’s unique specific needs and is designed to facilitate the transition from high school to future learning or employment

Medical Authorization: Form giving parental/guardian permission for medical treatment of the student in the absence of the parent/guardian while participating in the internship program

Permission to Travel: Form used to give parental/guardian consent for the intern to drive a private vehicle during the internship program

Probation: Conditions that must be met to be accepted into and/or complete the internship program

Program Evaluation: Comments and suggestions from site supervisor/mentor and intern regarding the quality of the internship experience and program

Proof of Insurance: Documentation furnished by the parent/guardian verifying that the intern has insurance coverage

Request for Absence Form: Used by the intern to request an absence in advance 
SCANS: Secretary’s Commission on Achieving Necessary Skills

Screening Process: The guidelines/prerequisites that must be met by a student prior to acceptance into the internship program

Seminar/Class Instruction: In-house training related to the internship experience 
Termination: Removal from the internship program

Weekly Internship Report and Time Sheet: Documentation of activities, hours, duties, tasks, and/or observations verified by the internship site supervisor/mentor

Appendix B
Career and Technical Student Organizations

(CTSO’s)

The internship teacher-mentor should encourage students to participate in an appropriate co-curricular organization. Listed below is information regarding Career and Technical Student Organization choices at HHHS.

Future Business Leaders of America (FBLA)--a national student organization for students preparing for careers in business.

Hatboro-Horsham Advisor: Donna Doherty 


  http://www.fbla.org  

Family, Career, & Community Leaders of America (FCCLA)--an organization in which students plan for their multiple roles as family members, wage earners, and community members.

Hatboro-Horsham Advisor: Diane Cordell

http://www.fcclainc.org/
Appendix C
Prerequisites/Guidelines
for Acceptance into the Internship Program

Part of the success of the internship program requires careful screening of students. To be a Hatboro-Horsham High School Senior intern is a privilege and honor since the intern is representing him/herself, his/her family, and the high school in an adult career environment. 
Student will have

· earned all credits to be a “true” senior and be on schedule for graduation

· excellent attendance (ex.: rate of 95% or higher; no more than 4 absences in a school year, etc.)

· a clean discipline record

· reliable transportation

· a valid driver’s license

· requested an internship in a career field in accordance with his/her meaningful future plan

· proof of health insurance
Screening guidelines should be reviewed by teacher-mentors and administrators at the end of the school year. As our program grows we will need to consider additional screening. Listed below are sample additional prerequisites to consider for the future:
Student will have

· completed an application and interview process

· a minimum of
GPA (ex.: 2.0/4.0) 
· at least three outstanding recommendations from certified school personnel

Appendix D
Program Promotion

Program Promotion

Senior Internship offers real and tangible value to business, industry, and labor in the community. Promotion of our internship program in the community and at school is essential to ensure quality and success. It is vital that internship teacher-mentors promote internship programs to both internal and external audiences.

Internal Audiences

Program Promotion to Administrators:

· Invite to

· parent/guardian orientation meeting

· an internship site visit

· participate in a class activity

· an internship recognition/celebration activity

· participate as a member of the advisory committee

· interns’ final presentations

· Update on intern achievement

· Provide reports as requested Program Promotion to Counselors:

· Build relationships

· Invite to

· a coffee break

· a lunch in fall and spring to update on program

· an internship site visit

· participate in a class activity

· participate as a member of the advisory committee

· interns’ presentations

· an internship recognition/celebration activity

· Update on participation in CTSO

· Prepare video for counselors to use in scheduling process 

· Provide reports as requested 
Program Promotion to Faculty:
· Distribute promotional materials in mailboxes

· Ask for recommendations in identifying students for the program

· Invite to

· a coffee break

· a lunch in fall and spring to update on program

· an internship site visit

· participate in a class activity

· participate as a member of the advisory committee

· interns’ presentations

· an internship recognition/celebration activity

· ask for input in the evaluation of prospective interns

· arrange faculty visits to the classroom

· participate in school programs and events

· assume your share of faculty responsibilities

· invite to an internship recognition/celebration activity

· share intern roster and list of internship sites
External Audiences
Program Promotion to Community:

· Make personal contacts

· Recruit advisory committee membership/participation

· Provide token of appreciation (plaque, certificate, etc.)

· Organize an internship recognition/celebration activity

· Recruit guest speakers

· Become a member of community organizations

· Invite to participate in a class activity

· Invite to review curriculum

Appendix E

Seminar Topics

Sample Seminar/Class Topics

The following list of topics is meant to provide ideas for an internship teacher-mentor and by no means is an all-inclusive list.

Attitude and respect

Business correspondence

Career portfolio

Chain of command

Communication skills: verbal and non-verbal, listening, writing, reading

Confidentiality

Customer service

Dealing with difficult people

Dining and business etiquette

Diversity/discrimination

Dress code/proper attire

Ethics

Giving and receiving constructive criticism 

Goal setting

Job application process

Leadership

Maximizing the internship 
Meaningful future plan

Office politics

Personal reflection/journal

Presentation software instruction (Presentation “Zen”)

Professionalism

Program requirements/forms

Projecting a professional appearance 

Protocol

Resume

Safety at the internship site

Teamwork

Technology training

Telephone techniques
Internship Interview Evaluation Form
Name ________________________________________________Date_________

	
	Excellent
	Good
	Average
	Below

Average
	Points

Earned

	Applicant’s Greeting:
	
	
	
	
	

	~
Proper introduction
	10-9
	8-7
	6-4
	3-1
	

	~
Positive first impression
	10-9
	8-7
	6-4
	3-1
	

	Applicant’s Appearance:

~
Neat, well groomed
	10-9
	8-7
	6-4
	3-1
	

	~
Appropriately attired
	10-9
	8-7
	6-4
	3-1
	

	Personality and Poise:

~
Positive, courteous, sincere, and
	10-9
	8-7
	6-4
	3-1
	

	confident

~
Good posture, gestures, and eye
	10-9
	8-7
	6-4
	3-1
	

	contact
	
	
	
	
	

	Communication Skills:

~
Proper grammar 
	10-9
	8-7
	6-4
	3-1
	

	~
Good pronunciation and enunciation
	10-9
	8-7
	6-4
	3-1
	

	~
Pleasant voice and tone
	10-9
	8-7
	6-4
	3-1
	

	Responses:

~
Responded with appropriate answers*
	10-9
	8-7
	6-4
	3-1
	

	~
Showed knowledge of program's
	10-9
	8-7
	6-4
	3-1
	

	purpose

~
Indicated knowledge of company
	10-9
	8-7
	6-4
	3-1
	

	~
Asked appropriate questions
	10-9
	8-7
	6-4
	3-1
	

	~
Volunteered information
	10-9
	8-7
	6-4
	3-1
	

	~
Demonstrated initiative and
	10-9
	8-7
	6-4
	3-1
	

	enthusiasm about involvement in

program
	
	
	
	
	

	Skills:

~
Showed evidence of career preparation
	10-9
	8-7
	6-4
	3-1
	

	~
Showed evidence of good work habits
	10-9
	8-7
	6-4
	3-1
	

	~
Showed evidence of problem-solving abilities
	10-9
	8-7
	6-4
	3-1
	

	
	
	
	
	
	

	Close of Interview:

~
Expressed a thank you
	10-9
	8-7
	6-4
	3-1
	

	~
Concluded interview effectively
	10-9
	8-7
	6-4
	3-1
	



Interviewer’s initials 
Internship Interview Evaluation Form (continued)

Possible Interview Questions:

· Why should you be considered for an internship? 

· Why did you choose this career field?

· What career preparation have you already done? 

· Do you have reliable transportation?

· What are your strengths, weaknesses, goals? How would a teacher/employer describe you?

· (It is recommended that this form be shared with the student prior to the interview so he/she is aware of the expectations and can prepare for the interview.)

Internship Training Agreement 
Hatboro-Horsham High School 

899 Horsham Road

Horsham, Pennsylvania 19040

215.420.5500

Student Name and Address:

Student Phone Numbers:


Home:


Cell:

Student Email address:

Company Name and Address:

Supervisor Name and Address (if different from the address above):

Company Phone Number:

Supervisor Phone Numbers:


Business:


Cell:

Supervisor Email address:

Agreement Begins: (describe the service here—ex. Tues. & Thursdays, 12:30-4:30 beginning October 1)

Agreement Ends: (ex. December 22, 2007) 
School Calendar days off during this time period: Y / N  (give the student and the site supervisor a school calendar that has the days where there is no school indicated where it is relevant to the internship)
Internship Training Agreement
General Criteria:

1. 
The training is for the benefit of the students.

2. 
The students do not displace regular employees, but work under their close observation.

3. 
The business that provides the training derives no immediate advantage from the activities of the students, and on occasion its operations may actually be impeded.

4. 
The students are not entitled to a job at the conclusion of the training period.

5. 
The business and the students understand that the students are not entitled to wages and shall not receive the same for the time spent in training.

6. 
A student who is released from the job by the employer for a justified reason may be dropped from the program.

7. 
The employer and the school will provide instruction and experiences at the training site and in the classroom that will provide the student with skills and attitudes necessary for life-long learning, competitive employment, and continuous improvement.

The Student-Learner agrees to:

1. 
perform the necessary tasks and follow instructions as given by the school coordinator and/or business supervisor;

2. 
abide by the regulations and policies of the business and the school;

3. 
attend the related class as required;

4. 
provide transportation to and from the assigned internship site;

5. 
notify the school coordinator and the business supervisor on days absent or late prior to starting time

6. 
not report to the internship site on days absent from school;

7. 
file complete weekly reports on his/her activities as required;

8. 
report to the school coordinator as soon as possible when problems arise affecting his/her internship placement;

9. 
study the student handbook and accept the conditions set forth therein;

10. 
not hold the business liable for accidents or injuries sustained during training;

11. 
dress appropriately for the school-related program as well as the internship;

12. 
support all activities related to the internship program, including the year-end recognition ceremony;

13. 
keep all matters confidential.

Internship Training Agreement 

The Business agrees to:

1. assign a training supervisor who will evaluate and supervise the student-learner as agreed upon;

2. meet with the school teacher-mentor at periodic intervals to discuss the student-learner's progress;

3. notify the school teacher-mentor in advance if plans are made to terminate or alter the position of the student-learner;

4. provide safety instruction for all tasks and duties to be performed that present a possible safety hazard to the student-learner;

5. provide compensation for any work done beyond the regular hours of the internship and only for said work beyond the regular hours;

6. comply with all student-learner applicable state and federal employment regulations, will provide student-learner equal opportunity employment, and will not discriminate on the basis of race, color, national origin, including limited English proficiency, sex, or handicapping conditions;

7. adhere to the provisions of all state and federal child labor laws and existing labor-management agreements;

8. evaluate the student-learner.

Hatboro-Horsham High School agrees to:

1. administer the program and provide necessary forms;

2. provide specific and/or general related instruction;

3. act as liaison between the parties of this agreement;

4. maintain adequate records;

5. notify the business in advance if the training status of the student-learner changes (when possible);

6. make periodic contacts with the business to discuss student-learner's progress 
7. evaluate the student-learner and assign letter grades.

Internship Training Agreement

The Parent or Guardian agrees to:

1. Direct the student-learner in carrying out his/her responsibilities and to contact the school teacher-mentor, not the business, when problems or questions arise concerning the student-learner's internship;
2. Provide insurance for the student-learner

____________________________________________________ __________________

Signature of student-learner





Date

____________________________________________________ __________________

Signature of parent or guardian




Date

____________________________________________________ __________________

Signature of site supervisor





Date

____________________________________________________ __________________

Signature of teacher-mentor





Date

Internship Training Plan

Student’s Name


Last
First
Middle

D.O.B.


Internship Site
Site Supervisor/Mentor


Address
Phone/FAX

Career Area

Career Goal

Daily Schedule: M
T
W
TH
F
 

Appropriate Attire (what to wear and what not to wear to site):

Intern Tasks, Activities, and/or Observations
Knowledge, Skills, and Abilities Required to Perform Internship Responsibilities

________________________________________________________________ _____________

Internship teacher-mentor signature





Date

_____________________________________________________________________________ _______________

Site-supervisor signature







Date

_____________________________________________________________________________ _______________

Student-learner/intern signature






Date

Weekly Internship Report and Time Sheet (page 1 of 2)
Name:

Week:

Please document in detail the activities in which you participated, specific incidents you observed, and your hours at the internship site for each day (rounded to the nearest 1/4 hour).

Monday

Hours from: ________ to ________

Tuesday

Hours from: ________ to ________

Wednesday

Hours from: ________ to ________

Thursday

Hours from: ________ to ________

Friday

Hours from: ________ to ________

If you were absent from school and/or your internship site, any day or part of any day, give an explanation below. Identify the specific day(s).

Weekly Internship Report and Time Sheet (page 2 of 2)

NOTE: In order to obtain credit for this assignment, all questions must have a response. N/A or "none" does not constitute a complete response.

1. What  new knowledge or skill did you learn on the internship this week? Describe.

2. WWhat have you learned in high school that you applied on the internship?

3. LList any difficulties, mistakes, pleasant or unpleasant experiences that occurred this week. What did you do to correct your mistake(s)?

4. On what skill or question could you use help in performing your internship responsibilities better?

5. What interesting or challenging experience did you have with your fellow “workers” or site supervisor? Describe.

6. Is there anything concerning your internship, your internship site supervisor/mentor, fellow "workers," or school that you would like to discuss with me?

Yes 

No

___________________________________________________________ ___________

Signature
Date

Parent/Guardian Consent Form (page 1 of 2)
Your son/daughter has chosen to participate in the Internship Program offered through Hatboro-Horsham High School. This document is intended to give permission for your child to participate in the program, realizing that each student must provide his/her own transportation to and from the internship site and that your son/daughter must meet the requirements to participate in the program.

Permission to Participate
Student name:
may participate in the Internship Program as specified in the Internship Training Agreement and Training Plan, which will be completed once he/she is officially assigned an internship site.

Yes 

No

Permission to Travel

As the parent/legal guardian of the above-named student, I hereby consent he/she may drive a private vehicle to and from the internship site. I acknowledge that he/she is licensed to drive under the laws of the State of Pennsylvania and agree to advise the school immediately if his/her driving privileges are suspended, revoked, or have expired without a timely renewal. I understand that automobile insurance is required.

Yes 

No

As the parent/legal guardian of the above named student, I hereby consent to allow him/her to ride with another student to the internship site.

Yes 

No

Internship Vehicle Verification

Make/ model of vehicle ________________________________________________

License Plate #  ________________________________
Permission to Travel with School Personnel 
Occasionally students need to be transported by school personnel to their place of internship (ex. student vehicle is not available) or to special meetings (ex. Rotary, etc.). As the parent/legal guardian I permit my child to be driven by their teacher-mentor or other qualified teacher-mentor. 
Yes



No
Photo Release

I grant permission for my son/daughter to be photographed or videotaped for promotional and educational purposes while participating in this program.

Yes 

No
Parent/Guardian Consent Form (page 2 of 3)

Medical Authorization and Insurance Information

Should it be necessary for my son/daughter to have medical treatment while participating in this program, I hereby give the school and/or the internship site personnel permission to use their best judgment in obtaining medical services for my child, and I give permission to the physician selected to render whatever medical treatment he/she deems necessary and appropriate.

Yes 

No

Permission is also granted to release emergency contact/medical history to the attending physician or to the internship site personnel, if needed.

Yes 

No

Early Release on non-service days

Your child may have a day where he/she is not scheduled to intern. If your child has a “bye” day you may grant permission for your child to leave school after 3rd period (11:50) on that day during the internship semester. Please note that during the last two weeks of the semester your son/daughter will return to the classroom for reflection and sharing of experience.

Sign the appropriate line.

I allow my child to leave school at 11:50 AM if he/she is not scheduled to intern on that day. My son/daughter will sign-out of school as a Senior Intern Early Release student.

Parent signature ___________________________________________________

I want my child to stay in school on the days he/she is not scheduled to intern. My child will go to Directed Study 4A and then lunch 4B. Fifth period my child will report to LGI (study hall).

Parent Signature ___________________________________________________

Does your son/daughter require any special accommodations because of medical limitations, disabilities, or other restrictions?

Yes 

No

If yes, please explain:

Parent/Guardian Consent Form (page 3 of 3)

I hereby agree to waive and release any and all rights that I, my child, or our representatives may have to make claim against Hatboro-Horsham School District and (name of internship site) or their respective officers, employees, or representatives arising from injury or damages, including attorney fees that may result from my child's participation in the Internship Program.

I further agree to indemnify and hold harmless the Hatboro-Horsham School District and (name of internship site) or their respective officers, employees, or representatives from any claims, including attorney fees, which I or my child might make or which might be made on my or our behalf by others, or which might be made against me or my child by others, arising from my child's participation in the Internship Program.

Signature of Parent/Guardian
Date

Witness
Date

Please attach copies of your child’s driver’s license, auto insurance, auto registration and health insurance to this document.
EMERGENCY CONTACT INFORMATION
	Parent and student address and phone number (both day and evening)

	Mother’s Name:

Daytime phone number:

Evening phone number:

Cell phone number:

Email address:



	Father’s Name:

Daytime phone number:

Evening phone number:

Cell phone number:

Email address:



	Student Name:

Daytime phone number:

Evening phone number:

Cell phone number:

Email address:




Orientation to Business (page 1 of 2)
Intern name:

Intern Site:

Intern Site-supervisor:

Directions: Be sure that your student intern obtains information about the following factors. Check the information on each item as it is completed. The intern should return the completed form to the internship coordinator.

Company Orientation

1. 
Give student copies of printed materials.

2. 
Explain the company's history.

3. 
Describe the company's product line(s) or service(s).

4. 
Discuss company policies and procedures regarding:

a. Hours of operation/work

b. Appropriate dress and grooming

c. Safety rules

d. Emergency procedures

e. Procedures for absence

f. Parking

g. Procedures for arrival Procedures for departure

m. Policies about use of telephone

n. Policies about use of Internet

5. 
Describe employee benefits such as:

a. Discounts

b. Educational assistance

6. Describe the relationship of the department to the company.

7. Discuss specific rules including:

a. breaks

b. work schedules

c. days off

d. presence of food at work 

8. Introduce co-workers

9. explain job responsibilities of co-workers

10. show intern his/her work station
Orientation to Business (page 2 of 2)
11. describe intern’s responsibilities

12. explain the importance of the intern’s responsibilities to the organization
Signatures:

____________________________________________________________ _________________

Site-Supervisor







     Date

____________________________________________________________ _________________

Student-learner/intern






     Date

____________________________________________________________ _________________

Teacher-mentor







     Date

Visitation/Communication Summary

Intern’s Name:


Internship Site:


Visitation Date:
Time:


Purpose for contact

Regular visit/communication

Requested visit/communication (requested by
/
 )

Summary of discussion and/or observation:

Teacher-mentor Signature:





  Date of report:

Site-supervisor Intern Evaluation Sheet (1 of 2)
	Student:
	Date:

	Mentor:
	Employer:

	Evaluation Period 
	1
	2
	3
	4

	Directions: Please circle the number indicating the student learner’s level of achievement for the following criteria.


	Cooperation with supervisor: Ability to get along with mentor
	1. Is antagonistic, pulls against rather than works with supervisor
	2. Is difficult to handle.
	3. Usually gets along with supervisor, needs improvement.
	4. Cooperates easily with supervisor.
	5. Very good working relationship with supervisor.

	Cooperation with co-workers: Ability to get along with co-workers
	1. Is self-centered, does not relate to co-workers.
	2. Does not get along with co-workers.
	3. Usually gets along with co-workers.
	4. Cooperates willingly; gets along with co-workers.
	5. Gets along well with others; is friendly and helpful.

	Courtesy
	1. Has been discourteous to the public and staff.
	2. Is not overly courteous in action or speech.
	3. Usually is polite and is considerate of others.
	4. Is considerate and courteous.
	5. Is very courteous and very considerate of others.

	Attitude toward constructive criticism
	1. Doesn’t profit from criticism, resents it.
	2. Doesn’t pay much attention to criticism.
	3. Accepts criticism and tries to do better.
	4. Accepts criticism and improvement noted.
	5. Accepts criticism and improves greatly.

	Initiative: Tendency to go ahead without direction
	1. Needs instruction repeatedly, no initiative.
	2. Takes very little initiative; requires urging.
	3. Does routine work acceptably. 
	4. Fairly resourceful; does well by themselves.
	5. Is resourceful, looks for things to learn and do.

	Accuracy of work
	1. Is extremely careless.
	2. Is frequently inaccurate and careless.
	3. Makes errors; shows average care, neatness and thoroughness.
	4. Makes few errors; is careful, neat and thorough.
	5. Very seldom makes errors; very good quality.

	Work habits
	1. Habitually wastes time; has to be watched and pushed along.
	2. Frequently wastes time; needs close supervision.
	3. Occasionally wastes time; is usually reliable.
	4. Seldom wastes time; is reliable.
	5. Is industrious, concentrates very well.



	Site-supervisor Intern Evaluation Sheet (2 of 2)

	Adaptability
	1. Can’t adjust to changing situations. 
	2. Has difficulty adapting to new ideas or situations.
	3. Makes necessary adjustments after considerable instruction.
	4. Adjusts readily.
	5. Learns quickly; is adept at meeting changing conditions.

	Personal appearance
	1. Is extremely careless.
	2. Often neglects appearance.
	3. Is passable in appearance, but should make effort to improve.
	4. Is very good in appearance; looks neat most of the time. 
	5. Is excellent in appearance; looks nice all of the time.

	Safety: Prevent injuries and accidents
	1. Disregards all safety procedures.
	2. Often neglects safety procedures.
	3. Safety habits could be improved.
	4. Follows good safety practices.
	5. Always has safe working habits.

	Attendance
	1. Too frequently absent for employment to continue. 
	2. Not regular enough in attendance.
	3. Usually dependable.
	4. Dependable.
	5. Never absent except for an unavoidable emergency.

	Punctuality
	1. Too frequently tardy for employment to continue.
	2. Very often tardy.
	3. Punctuality could be improved.
	4. Seldom tardy. 
	5. Never tardy except for unavoidable emergency.

	Maturity Level
	Below Average
	Average
	Above Average


How many days has student been absent? __________________________

What letter grade do you recommend for the time period? _____________

Comments:

	Total Score
	

	55-60
	A

	48-54
	B

	42-47
	C

	39-41
	D

	Below 41
	F


This is only a guide in determining the student’s grade. Other factors may alter this grade.

Mentor’s Signature _______________________________________________________________________
Site Supervisor’s Internship Program Evaluation

Site Supervisor/Mentor:
Title:

Internship Site:


Intern:
Date:


1. How would you rate the internship program? Excellent
 Good
 Average
 Poor


2. Were the internship competencies identified in the training plan accomplished? Explain?


3. Were the site visits and/or communications with the internship coordinator regular and systematic? Explain.

4. Were you provided appropriate opportunity for input for determining your senior interns learning opportunities? Explain.

5. What were the advantages of this program to your business?
6. How can the program be improved?

7. If needed, I could easily contact the internship teacher-mentor?

8. I received the necessary orientation to feel comfortable mentoring an intern.

9. Are you willing to participate in the program in the future? Additional comments?

Request for Absence
To: Site Supervisor/Mentor

_________________________________________________ has requested permission to be excused on:

Date(s):

Time:

Reason:

The student and I have discussed the request and agreed to make the request of you.  It is for you to determine if it is possible to excuse this student from his/her internship during the requested time.
Teacher-mentor signature:

Senior-intern signature:

Site-supervisor/mentor acknowledgement of request:

Permission granted


Permission denied (circle one and sign)

Inclement Weather Driving Policy

Hatboro-Horsham School District does not require, or recommend, that students drive to, or report to, any internship site during any part of a day covered by an announced school cancellation due to extreme inclement weather. 

Your student learner will notify you of a school cancellation via email or phone call as soon as the cancellation has been announced.
Internship Confidentiality Agreement

I understand that in the course of my internship experience I may have access to and be involved in the processing of verbal, written, computer generated, computer accessed, filmed, and/or recorded information related to clients, employees, and staff or company business.

I understand that I am required to maintain confidentiality of this direct or indirect information at all times, both during and after my internship experience. I understand that I will not share, discuss, or reveal any of this information with anyone.

I understand any breach of confidentiality may result in disciplinary action, including termination or legal action.

I certified by my signature that I acknowledge being informed of the confidentiality policy concerning confidential information and its treatment. I agreed to adhere to and uphold the private and privileged information therein.

Print full legal name ____________________________________________________

Signature ____________________________________________________________

Date ____________________________________

Site supervisor/mentor signature ____________________________________________

Date ____________________________________

Intern Probation Notice

Intern Name

Site Supervisor/Mentor

Internship Site

Internship Coordinator

Internship Period (Duration)

The above-mentioned intern has been put on probation for the following reasons: (check all that apply)

· Site supervisor/mentor request

· Administrator request

· Poor attitude

· Dress code violation

· Lack of cooperation

· Lack of good work ethics

· Failure to take initiative

· Internship documents falsified

· Failure to communicate effectively

· Excessive absences or tardiness from school/internship site

· Lack of productivity or failure to complete tasks assigned by site supervisor/mentor

· Needs more academic training for this internship experience

· Classroom failure or more concentration needed on academic courses required for graduation

· Failure to turn in required program assignments and documentation

· Failure to comply with all rules/regulations of the internship program

· Failure to comply with safety regulations

· Other:

Comments:

As a result of this probation, the above-mentioned student will be:

· Monitored daily for internship violations

· Required to meet with internship coordinator daily

· Terminated from the internship program if any further violation occurs

· Other:

I fully understand the above conditions and agree to cooperate for the best interest of the student.

Intern Signature
Date

Site Supervisor/Mentor Signature
Date

Internship Teacher-mentor Signature
Date

Internship Termination Notice

Intern Name:

Internship site-supervisor:

The above-mentioned student has been terminated form his/her internship assignment for the following reason(s):

This action will result in recommendation for:


Loss of credit


Other

As a result of this termination, the above-mentioned student will be:


Withdrawn from internship


Given a new internship site, if available


Other

Intern Signature:







Date:

Site Supervisor/Mentor Signature:





Date:

Internship Teacher-mentor Signature:




Date:
Make-Up Time Record

Current Date:
Intern:_____________________________


Date of Absence: (Use one form for each date missed)

Number of Hours Missed:


	Date(s) On Which Missed Hours Were

Made Up

	Number of
Hours/Minutes
Made Up
	Hours/Minutes Left to Make Up
	Intern
Signature
	Site Supervisor/
Mentor
Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Parts of this manual were taken from “Guidelines and Procedures for Indiana Internship Programs” Permission granted by Barbara Beadle, Indiana Department of Education


