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I. General Description of the Program

1. The Anyplace School district proposes to pilot an Internship program.  The Anyplace Internship program will assist in the planning and development of a state-wide program model designed to help students successfully transition from schools-to-careers.  

The program will be open to students grades 11-12 who have:  an identified career major on file;  are enrolled in their third unit of that major; (have completed Workplace Readiness training);  have an academic standing of at least 2.0 on a 4.0 scale;  have an acceptable attendance record; are members of a student organization that reflects their career goal, and have been recommended for acceptance in the program by at least two teachers and a counselor.   The program will recruit students who expect to begin their careers immediately upon high school graduation as well as those who need to complete post-secondary training/education prior to starting a career.


2.
The internship will be utilized in the following career focus/major areas:

a.   Agriculture Mechanics

b. Child Care

c. Computer Technology – Business Education

d. Drafting & Design

e. Education

f. Engineering

g. Medical Professions

f. Journalism


(Drawing boards for each of the career major areas offered at Anyplace High School can be seen in Attachment B)

3.
The Anyplace School District proposes a rigorous program of between 180 – 720 hours of instruction for each intern.  The length of enrollment in the internship program will be determined by the individual needs of each student.    The Anyplace School District expects to grant between 1 and 4 semesters of credit to interns based on the length of time they are enrolled in the program. However, theInternship program will not be used as credit toward or replace a student’s career focus/major requirements. 

Interns will receive guided classroom and guided work-site instruction that is competency based and incorporates academics and applied learning activities. The program centers on accountability and will use the VTEC Direct and VTEC Connect systems to assure that the correct competencies are covered and appropriate records are maintained.  Each classroom and work-site competency that an intern successfully completes will be documented and recorded in her/his portfolio, which she/he receives upon completing the Internship program.

Classroom Instruction – The classroom portion will center on the course Framework and focus on teaching students the basic skills required by all employers.  Upon enrollment, interns will be individually assessed.  The student’s weak areas will be addressed while her/his strong areas will be reinforced.  At least one hour of classroom instruction per week will be provided for each student.  The curriculum used will include the study of teamwork, problem solving and self -management as well as units designed to enhance the student’s ability to plan her or his future and find and keep jobs. Information and applied activities will include but not be limited to employer-employee expectations, human relations, communications, the economic system, labor unions, budgeting, banking services, paying taxes, and safety in the workplace. Speakers from business and industry and seminars led by industry professionals will be incorporated to reinforce classroom instruction. Every opportunity will be taken to demonstrate the relationship of academics to the World of Work.

(Copies of Cooperative Agreements with representatives from Business and Industry who will contribute time and/or resources to classroom instruction can be seen in Attachment C)

4. Work-site Instruction – Individual work-sites will be approved by the Internship Coordinator.  Prior to an intern’s placement, written agreements will be established at the work-site that outline the competencies that the intern is expected to complete.   All work-site instruction will incorporate applied learning activities that demonstrate the application of academics in the work place.  Particular attention will be paid to fostering an understanding of all aspects of the industry.  

(Copies of Cooperative Agreements with employers agreeing to provide Internship slots and work-site instruction can be seen in Attachment D)

Articulation Agreements – Anyplace High School has established formal articulation agreements with the following post-secondary institutions in each of the current career focus areas:  

Anywhere Community College – Associate Degree Programs

· Accounting

· Business Administration

· Child Care

· CAD

· LPN-Nursing

Anywhere University – Bachelor Degree Programs

· Agriculture Science

· Business

· Architecture

· Engineering

· Pre-Med & BSN Program

· Journalism

(Copies of Articulation Agreements with post-secondary institutions can be seen in Attachment E)

II.
Justification for the Program

A.
The Anyplace High School believes that the skills and experience that our students will gain in their chosen career areas from the internship program are invaluable to their future career and educational success.  The Internship program is expected to function as a capstone program for our career counseling and development process. 

The District implemented Career Development Planning (CDP) in 2000 to help ensure that our students graduate with the appropriate education and skills needed to successfully reach their career goals.  The process provides each student with appropriate career counseling and educational placement. 

Beginning in the eighth grade Career Orientation (CO) class, portfolios are established that contain the results of interest inventories and assessment tests.  Each CO student establishes written goals that are updated and adjusted annually throughout their high school years with assistance from her/his parents.  Portfolios containing this updated information are maintained for each student.  Enrollment in specific course work is based on the student’s career goal and she/he is encouraged to participate in school-sponsored activities and events that enhance her/his goals.  Club membership, and career exploration activities such as job shadows and mentoring experience are included in the process. 

Anyplace High School believes that the Internship program will help ensure that  our students experience a smooth transition from school-to-work. At the present time, Anyplace High School has well defined career majors in eight areas.  It is expected that our career major areas will continue to expand so that eventually all our students will have an opportunity to participate in an Internship program.  

1.
The following survey information indicates that employers are highly interested in the Internship program.

Employer Survey Results

· 10 Employers were requested to complete the survey.

· 8 responded.  The results of those surveyed are as follows:

Eight (8) employers expressed a willingness to employ Interns, and participate in their selection, instruction, and training in the skills needed for effective job performance in their chosen career major areas.

Ten  (10) Internship slots were established as a result.
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Medical
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1
2
1
1
1
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On-going efforts will be made to identify additional Internship situations that directly relate to the career majors available at Anyplace High School.

2.
The following survey information indicates that students are highly interested in the Internship program.

Student Survey Results

· The entire sophomore class, 100 students, was surveyed to identify those interested in participating in an Internship program.

· All sophomores completed the survey.

· Career plans were examined and it was found that 50 of the sophomores indicated that they planned to complete high school with three units of credit in one of the current career focus areas.

· 25 of those planning to complete a career focus area were among those stating that they were interested in participating in an Internship program.

· 25 additional sophomores stated that they were interested.  However, career focus majors do not currently exist for their stated career choice. 

III.
Student Enrollment Information for Internship Program 

A.
The Anyplace School District proposes to enroll at least 10 students in the Pilot program.  It is expected that the program enrollment will expand to serve between 25 –30 students by 2004-2005 school year.       

(A complete description of enrollments can be seen in Attachment F – Please note that a projection of the program’s growth through the 2004-2005 school year is included and the teacher’s schedule is adjusted accordingly).

IV.
Administration

The Internship Coordinator will work directly under the Anyplace High School Principal.   The following graphic describes the organizational structure. 

School Board

(
Superintendent

(
Principal

(
Internship Coordinator

In addition, a 12 member Advisory Committee with equal representation from private business, government, and education will be used to help guide the program.  At least one parent and one Intern will serve on the committee.  Members shall serve for a minimum of two years with elected offices held for one-year terms.  Meetings will be held no less than four times a year. The Committee will have the following responsibilities:

1) Serve as an ongoing forum for communications and coordination among the collaborating partners and interns.

2) Serve as a source for the on-going development of Internship positions that match the Career Majors offered at Anywhere High School and reflect the career development needs of the school’s student population.

3) Serve as a primary source for developing additional resources, both financial and human. 

4) Source of awards presentations and special recognition for both interns and employers.

5) Responsible for developing scholarships and other forms of financial assistance to help graduates of the Internship program continue their education.

One annual meeting will be open to the public. Interns and their parents, potential interns and their parents, as well as current and potential business partners will be encouraged to attend.  The Advisory committee will also assist with arranging an annual employer recognition banquet.

(A complete list of Advisory Committee members can be seen in Attachment G).

V. Resource Material

Resource materials will include but not be limited to the following:

1. Communication 2000 modules  6, 7, and 10.

2. A classroom set of Succeeding in the World of Work (Glencoe Publishing)

3. A classroom set of Succeeding in the World of Work Activity Book (Glencoe)

4. A Teachers Binder for Succeeding in the World of Work (Glencoe)

5. VTEC Direct & VTEC Connect Software

6. Internship Curriculum Guide, developed by Wayne Griffin and Bert Wages.

7. A classroom set of Succeeding in the World of Work (Glencoe Publishing)

8. O*Net access for 5 computers

9. The Get Real Game
10. Audio Visual Aids – A Complete Set of Enter Here Videos
VI. Physical Facilities

The Internship classroom is equipped with a sliding dry marker board.  There are 12 electrical outlets to accommodate computers.  The fluorescent inset lights are adequate for fine print and computer systems.  The classroom is furnished with twenty student desks , five (5) work tables with ten (10) chairs, and five (5) computer stations. There are four large bookcases.  Classroom and restroom facilities are handicapped accessible.  Room size is as follows:

Area Size

Square Feet

Use of Area

  27X27

      729

 Classroom

 10X10


      100

    Office

 10X17


      170

   Storage

The classroom will also be used to teach Business Education courses.  

VII. Equipment

Presently available:
Private office including desk, chair, telephone and one lockable file cabinet. 


Classroom Desk & Chair for Instructor.

Bulletin board

Storage Cabinet

(3) File Cabinets in Classroom


Dry marker board




Projection screen




2 Internet linked microcomputers (only one year old)




1 Large screen




Access to copier


Equipment Needed:

(3)
Microcomputers @ $2,000 …………… $6,000.00

(1) 
Laser Printer @  …………….. …….           800.00

(1) Digital Camera…………………………….   400.00

(1)       Video Camera …………………………….   800.00

(1)       VCR………………………………………..    300.00

(1) 27” TV …………………………………….    500.00

(1)       CD-RW ……………………………………    500.00

(1)       Scanner ………………………………….      500.00

(1) LCD Projector……………………………  5,000.00  

TOTAL COST:                                                    $14,800.00
VIII. Internship Validation

A survey of business and industry within a twenty-five mile radius of the school was conducted last month to locate business/industry partners and appropriate training stations.  Eight employers expressed a willingness to provide training stations and abide by the Internship program guidelines.    Although these employers represent a wide variety of career opportunities, only eight were able to offer internship positions that matched the career focus/majors available at Anywhere High School.  The average pay for an entry -level position in the area is approximately $5.60 per hour.  All business partners agreed to compensate interns at a rate of at least $5.25 per hour with built-in rewards leading to a rate of at least $5.60 per hour based on competency achievement.

The scope of employment opportunities in the area is not particularly large.  However, in recent years, two additional businesses/industries have located within a 25-mile radius of the school.  These businesses created 300 additional jobs for the area.  The majority of these jobs require skills in areas for which career majors currently exist.  However, with the addition of these businesses, more work must be done to establish career majors relating to Food Science, Microcomputer Systems Technology, and Automotive Service Technology. 

According to information recently released by the Employment Security Department, all of the career areas, those that currently exist as well as those in the areas of Food Service, Microcomputer System Technology, and Automotive Service Technology, are high demand occupations across the nation. Students who graduate having participated in the Internship program will be better equipped for post-secondary education and/or job placement in promising careers and steady employment almost anywhere in the United Sates.  Developing these major areas with quality capstone Internships will be part of the on-going effort for program development and improvement at Anyplace High School.

IX.
Faculty Credentials

Mr. Joe Doe will coordinate our Internship program.  He is a certified teacher with vocational certification in Business Education and seven years experience as a Human Resources manager.   

To ensure that Mr. Doe is endorsed as an Internship Coordinator by the Department of Workforce Education, the Anyplace School District agrees that he will :

· Attend the Workplace Readiness training in the fall of 2002; and

· He will job shadow an experienced Internship Coordinator for a minimum of two days in the Spring of 2002 and prior to implementation of the program;

The Anyplace School District understands that Mr. Doe will participate in all activities associated with piloting an Internship program including one-day out-of-town planning meetings every six to nine weeks, and an annual in-service training workshop sponsored by the Department of Workforce Education. 

During the remainder of the 2001-2002 school year, Mr. Doe will teach Marketing and Multi-Media .  However, one period in his schedule will be allocated to expanding resources for the Internship program. Students will be recruited for the program in the Spring of 2002 and Internships will be available in the 2002-2003 school year.  Because the program is expected to expand rapidly, a 2003-2004 schedule for Mr. Doe has been projected that considers an expected enrollment of 35-40 students.  His contract will be extended to 220 days at that time.   

(A copy of the required Statement of Coordinator’s Qualifications can be seen in Attachment H) 

X.
Accountability

The Anyplace High School will use the VTEC Direct System to help employers produce competencies for each internship station.  The VTEC Connect system will be used to produce reports as requested by the Department of Workforce Education, Office of Career Exploration and Preparation 

Follow-up information regarding the success of program graduates will be gathered at three, nine, and twelve-month intervals for one full year.  It is understood that the program’s success will be judged by the Intern’s ability to achieve their career goals.  Successful Interns will be those who: 

1) continue to strive toward their educational/career goals in their career major area at the post-secondary educational or training level (Apprenticeships are considered post-secondary training); and/or 

2) successfully enter employment in their stated career area (this may include military placement).   

Documentation of follow-ups regarding student placement and achievement will be provided to the Department of Workforce Education, Office of Career Exploration and Preparation, according to program guidelines. 

All required documentation will be submitted in a timely manner.

(Examples of Forms can be seen in Attachment I).  

ATTACHMENTS

ATTACHMENT B

BUSINESS AND MARKETING TECHNOLOGY

Revised April 1998




 Program of Study/Career Major:  MARKETING          

 Name of Teacher(s) JOE DOE


JUNIOR HIGH

HIGH SCHOOL




SUBJECT
7th GRADE
8th GRADE
FRESHMAN
SOPHOMORE
JUNIOR
SENIOR

MATH


Instruction to be provided in grades 5-8 as set forth in the Standards for Accreditation of Public Schools

Language Arts

Mathematics

Science

Social Studies

Physical Education

Fine Arts: Art & Music

Health and Safety

Tools for Learning

COMMON CORE CURRICULUM

English - 4 units

Oral Communications - ½ unit

Science - 3 units

Math - 3 units

Social Studies - 3 units

Physical Education - ½ unit

Health and Safety - ½ unit

Fine Arts - ½ unit




ENGLISH









SCIENCE









SOCIAL STUDIES









OTHER









FOUNDATION COURSES  for Technical Career Focus

 
Career orientation - ½ unit

Keyboarding - ½ unit

Computer Tech Intro - ½ unit








CAREER FOCUS 

(minimum  3 units)*




Career Focus
Career Focus
Career Focus
Career Focus







Career Focus Core Requirements:



Options may be selected from the following:







Marketing 





Advertising


International Business






Marketing Management




Travel and Tourism


Multimedia Applications















Computerized Business Applications
Retailing














Entrepreneurship 


Salesmanship














Fashion Merchandising 

Workplace Readiness

ATTACHMENT C

LETTER OF COOPERATIVE AGREEMENT

00-00-0000

Mr. Joe Doe, Internship Coordinator

Anyplace School District

123 Anywhere

Anytown, AR  12345

Dear Mr. Doe:

The XYZ Company fully supports the Anyplace School District and the Arkansas Department of Workforce Education in their efforts to implement a Workforce Education Internship Program.  We recognize the importance of providing students with coursework that incorporates both classroom and work-based competencies that are related to students’ career interests, and wish to offer our assistance in sharing our time and resources in a partnership with the Anyplace High School Workforce Education Internship Program. 

We look forward to presenting an informational seminar on “Safety in the Workplace” to the Internship participants.  In addition, the XYZ Company is committed to providing assistance in the following areas:

· Information sharing

· Guest speakers for short classroom sessions or for longer, extended seminars

· Field trip opportunities to allow students the opportunities to develop a more complete understanding of the multiple opportunities that exist in today’s workplace

· Student placement for Internship positions

· Skill development training and evaluation for Interns

· Participation on the advisory committee

· Provide referrals and linkages with other businesses and industries that support the program’s efforts

· Other capacities when possible

Best of luck in your program application. 

Sincerely,

Betty Busybee, Human Resources Manager

XYZ Company

COOPERATIVE AGREEMENT                                                                        ATTACHMENT D

Jimmy Olsen



01-01-1983


01-234-5678



STUDENT NAME



DATE OF BIRTH


SOCIAL SECURITY #

Anyplace High School


Daily Planet


Journalism



SCHOOL




TRAINING STATION


CAREER MAJOR

Clark Kent



Cub Reporter







WORK SUPERVISOR



JOB TITLE (RELATED OCCUPATIONAL OBJECTIVE)

TRAINING AGREEMENT:

1. The employer will accept and assign students to jobs without discrimination on the basis of race, color, national origin, sex or handicap.

2. The employer will adhere to all applicable federal regulations regarding employment of students.

3. The employment of a regular employee shall not be terminated to create a position for the training of a student.

4. The student will be assigned to an on-job-training supervisor and will be given the greatest possible variety of job training and experiences.

5. The student will be prompt and regular in attendance, both at school and on the job.  A student who fails to attend any school day is not allowed to report to work without the teacher-coordinator’s permission.

6. The teacher-coordinator will assist with resolution of any on-job problems of the student.

7. The student will adhere to company policy and may be terminated from employment for the same reasons as other employees.

8. Employment shall not be terminated by the student without the prior approval of teacher-coordinator.

9. The employer will contact the teacher-coordinator immediately in the event the student is dismissed from the job.

10. Students should have a minimum of 180 clock hours of on-the-job training per school semester.

11. The student will not be eligible for unemployment compensation.

12. There is no obligation on the employer’s part to offer the student regular employment if the student is dismissed from or voluntarily leaves the Internship program.

13. The employment will relate to the student’s career goals.

SITE TRAINING PLAN:

JOB DESCRIPTION:

REPORTERS AND CORRESPONDENTS-Collect and analyze facts about newsworthy events by interview, investigation, or observation.  Report and write stories for newspaper, news magazine, radio, or television.

Intern is evaluated in the following areas by checking the appropriate column opposite the work task.

4-Excellent; 3-Good; 2-Average; 1-Fair; 0-Poor

WORK COMPETENCY
4
3
2
1
0

1. Gathers and verifies factual information regarding story through interview, observation, and research.






2. Organizes material and determines slant or emphasis.






3. Writes news stories for publication or broadcast from written or recorded notes provided by reporting staff, following prescribed editorial style and format standards.






4. Reviews and evaluates notes to isolate pertinent facts and details.






5. Conducts taped or filmed interviews or narratives.






6. Receives assignment or evaluates news leads and news tips to develop story idea.






7. Transmits information to writing staff to write story.






8. Edits or assists in editing videos for broadcast.






9. Takes photographs or shoots video to illustrate stories.






EMPLOYER’S SIGNATURE

DATE


COORDINATOR’S SIGNATURE

DATE


STUDENT SIGNATURE

DATE


PARENT/GUARDIAN SIGNATURE
DATE

ATTACHMENT E

ARTICULATION AGREEMENT

E-92: 11/98

2001/2002



ENROLLMENTS


 ATTACHMENT F

Workforce Education Internship________


 Joe Doe_____________________

Program of Study/Career Major (Sr. High) 


 Teacher’s Name

OR Foundation Course (Middle/Jr. High)

FIRST SEMESTER

Period
# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
MULTIMEDIA I




19
2
21

2
1
MULTIMEDIA I




5
12
17

3
2
MARKETING 




5
10
15

4
2
MARKETING 




15
2
17

5
2
MARKETING MANAGEMENT




8
8
16

6
2
PREPARATION








7
1
WORD PROCESSING I




5
13
18












SECOND SEMESTER

Period


# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
MULTIMEDIA II




11
2
13

2
1
WORKPLACE READINESS




5
12
17

3

MARKETING








4

MARKETING








5

MARKETING MANAGEMENT








6

PREPARATION








7
1
PROGRAM DEVELOPMENT



















According to these categories, estimate the total number of students you expect to serve in the new/expanded program:

Handicapped


_____12________

Race: Black
_____62_______
Disadvantaged

_____42________


White
_____80_______
Limited-English Proficiency
_____8________ 


Other
______8_______
Sex:  Males



____ 90________

Females


____ 60________

E-92: 11/98

2002/2003



ENROLLMENTS


 ATTACHMENT F

Workforce Education Internship________


 Joe Doe_____________________

Program of Study/Career Major (Sr. High) 


 Teacher’s Name

OR Foundation Course (Middle/Jr. High)

FIRST SEMESTER

Period
# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
WORKPLACE READINESS




19
2
21

2
2
INTERNSHIP CONFERENCE




5
5
10

3
2
MARKETING




5
10
15

4
1
WORKPLACE READINESS




15
5
20

5
2
PREPARATION








6
2
PROGRAM DEVELOPMENT








7
2
PROGRAM DEVELOPMENT



















SECOND SEMESTER

Period


# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
WORKPLACE READINESS




11
2
13

2

INTERNSHIP CONFERENCE








3

MARKETING








4
1
WORKPLACE READINESS




15
5
20

5

PREPARATION








6

PROGRAM DEVELOPMENT








7

PROGRAM DEVELOPMENT



















According to these categories, estimate the total number of students you expect to serve in the new/expanded program:

Handicapped


_____10________

Race: Black
_____43_______
Disadvantaged

_____31________


White
_____50_______
Limited-English Proficiency
_____2________ 


Other
______6_______
Sex:  Males



____ 55________

Females


____ 44________

E-92: 11/98

2003/2004



ENROLLMENTS


 ATTACHMENT F

Workforce Education Internship________


 Joe Doe_____________________

Program of Study/Career Major (Sr. High) 


 Teacher’s Name

OR Foundation Course (Middle/Jr. High)

FIRST SEMESTER

Period
# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
WORKPLACE READINESS




19
2
21

2
2
INTERNSHIP CONFERENCE




7
12
19

3
2
INTERNSHIP CONFERENCE




6
10
16

4
1
WORKPLACE READINESS




15
5
20

5
2
PREPARATION








6
2
PROGRAM DEVELOPMENT








7
2
PROGRAM DEVELOPMENT



















SECOND SEMESTER

Period


# Of Sem.
Name of Course
                     Grades




7
8
9
10
11
12
Total

1
1
WORKPLACE READINESS




11
2
13

2

INTERNSHIP CONFERENCE








3

INTERNSHIP CONFERENCE








4
1
WORKPLACE READINESS




15
5
20

5

PREPARATION








6

PROGRAM DEVELOPMENT








7

PROGRAM DEVELOPMENT



















According to these categories, estimate the total number of students you expect to serve in the new/expanded program:

Handicapped


_____10________

Race: Black
_____47_______
Disadvantaged

_____31________


White
_____56_______
Limited-English Proficiency
_____2________ 


Other
______6_______
Sex:  Males



____ 62________

Females


____ 47________
ATTACHMENT G

VOCATIONAL EDUCATION ADVISORY COMMITTEE

Workforce Education Internship Program
School






Address

Teacher

(List names of committee members beginning with chair), title, and employer of advisory committee members.

1.
Name





Title




Employer


2.
Name





Title



Employer

3.
Name





Title


Employer

4.
Name





Title



Employer

5.
Name





Title


Employer

6.
Name





Title


Employer

7.
Name





Title



Employer


8.
Name





Title


Employer









Superintendent or authorized Person

(Please use reverse side to list additional members.  Be sure to include the above requested information for each of those listed.) 

ATTACHMENT H

Statement of Coordinator’s Qualifications

Return to:

Christine Nichols, Program Manager

Career Exploration and Preparation

Arkansas Department of Workforce Education

# Three Capitol Mall, Luther Hardin Building

Little Rock,  Arkansas 72201

The Workforce Education Internship coordinator must have a bachelor’s degree and a secondary teaching certificate in a vocational education area.  A master’s degree is highly recommended.   A Workforce Education Internship coordinator shall have a minimum of 2,000 hours of paid work experience other than teaching.

Coordinator’s Name 

School   

Social Security Number  

                   
         School Telephone No.  

Work Experience other than Teaching:

Employer

Employed from 

             , 19 
    to  

      , 19 
           

Location 


Type Business   


Your Job Title   


                          Hours worked per week 

Hours Employed at this business 

Employer

Employed from


, 19 
    to  

      , 19 
           

Location 


Type Business   


Your Job Title   

    
                          Hours worked per week 

Hours Employed at this business   

Employer

Employed from   


, 19 
    to  

      , 19 
           .

Location 


Type Business   


Your Job Title   




Hours worked per week 

Hours Employed at this business 

ATTACHMENT I


FORMS

INTERNSHIP EDUCATION AGREEMENT






INFORMATION FORM

ANYPLACE HIGH SCHOOL

Student Information




Student Name


Home Phone
Emergency Phone

Address


Date of Birth
Age
Grade

City


State  ZIP
Social Security Number

Employer Information


Organization


Contact Name

Address


Contact Phone              
Fax

City


State  ZIP


Supervisor


Phone


Fax
Supervisor Phone
Fax

Employment Information



Job Title


Date Employment Begins
Date Employment Ends

Training Duties  

(see training plan)


Time

From:                                    To:
Beginning Wage

School Information



Coordinator


Phone Number
Fax Number

Teacher


Phone Number
Fax Number

Career Major


Comments:

Comments (cont.):



The Agreement

The employment of the student will conform to all federal, state, and local laws and regulations, including those that:

· Prohibit discrimination against any applicant or employee because of race, age, sex, religion, marital status, national origin, ancestry, or handicap.

· Restricts both the hours of employment and type of occupations that minors can work in order to safeguard their well-being, health and safety, and progress in school.

Safety instructions shall be given by the school and correlated by the employer with on-the-job training.

A training plan that includes a schedule of organized and progressive work processes to be performed on the job has been prepared by the school and employer.

(Organization/Agency Copy

(Student/Parent Copy

(School Copy

(Other Copy

Page 2

Further, the Student agrees to:

· Complete assigned work tasks.

· Abide by both employer and school policies.

· Seek assistance for workplace problems.

· Maintain daily work log sheets.

· Not leave job or program without prior approval of the school coordinator.

_














Further, the School agrees to:

· Monitor the progress of the student and assist the mentor as requested.

· Serve as the contact/liaison for all parties named in this agreement.

· Offer technical and academic courses related to the occupational training.

· Assist the student with course selection, time use, scheduling, and career decisions.

_














Further, the Employer agrees to:

· Provide a work schedule of sufficient length to enable the student to learn the occupational area detailed in the attached training plan.

· Assist the school in designing work-based learning curriculum.

· Structure learning by assigning appropriate work tasks.

· Evaluate the student’s progress periodically.

· Assign the student to an adult mentor.

· Not terminate the student without consultation with the school coordinator.

_














Further, the Parent/Guardian agrees to:

· Grant permission for student participation.

· Assist the student in meeting the terms of this training agreement.

· Assist the student in arranging for transportation.

· Inform the school coordinator of facts vital to the progress and success of the student.

_














Signatures:

_














We, the undersigned agree to the conditions in this agreement:

Student                                                                                       Date


Coordinator                                                                            Date

Employer                                                                                    Date


Parent/Guardian                                                                    Date

(Organization/Agency Copy

(Student/Parent Copy

(School Copy

(Other Copy

COOPERATIVE AGREEMENT

STUDENT NAME



DATE OF BIRTH


SOCIAL SECURITY #

SCHOOL




TRAINING STATION


CAREER MAJOR

WORK SUPERVISOR



JOB TITLE (RELATED OCCUPATIONAL OBJECTIVE)

TRAINING AGREEMENT:

14. The employer will accept and assign students to jobs without discrimination on the basis of race, color, national origin, sex or handicap.

15. The employer will adhere to all applicable federal regulations regarding employment of students.

16. The employment of a regular employee shall not be terminated to create a position for the training of a student.

17. The student will be assigned to an on-job-training supervisor and will be given the greatest possible variety of job training and experiences.

18. The student will be prompt and regular in attendance, both at school and on the job.  A student who fails to attend any school day is not allowed to report to work without the teacher-coordinator’s permission.

19. The teacher-coordinator will assist with resolution of any on-job problems of the student.

20. The student will adhere to company policy and may be terminated from employment for the same reasons as other employees.

21. Employment shall not be terminated by the student without the prior approval of teacher-coordinator.

22. The employer will contact the teacher-coordinator immediately in the event the student is dismissed from the job.

23. Students should have a minimum of 180 clock hours of on-the-job training per school semester.

24. The student will not be eligible for unemployment compensation.

25. There is no obligation on the employer’s part to offer the student regular employment if the student is dismissed from or voluntarily leaves the Internship program, or when the Internship program is completed.

26. The employment will relate to the student’s career goals.

SITE TRAINING PLAN:

JOB DESCRIPTION:

Intern is evaluated in the following areas by checking the appropriate column opposite the work task.

4-Excellent; 3-Good; 2-Average; 1-Fair; 0-Poor

WORK COMPETENCY
4
3
2
1
0
































































EMPLOYER’S SIGNATURE

DATE


COORDINATOR’S SIGNATURE
DATE


STUDENT SIGNATURE

DATE


PARENT/GUARDIAN SIGNATURE
DATE

ATTENDANCE/TIME VERIFICATION FORM

Note to employer: Students enrolled in an approved Internship program can earn high school credit.  State guidelines require that a record of the student’s attendance on the job be maintained by the school.

It is the student’s responsibility to complete and return this form to the school.  Employers must verify the student’s work hours.

Student Name


Program
Session

Training Station


Month/Year
Report Period

Instructions to student: 
1.     Complete all sections




2.     Codes for Total Hours






A=Absent (no call)

C=Absent (called in)
X=Not scheduled

3. This report must be returned to the coordinator within the last two weeks of the last work date.


DATE


IN
OUT
IN
OUT
TOTAL HOURS
TASKS PERFORMED

Sunday










Monday










Tuesday










Wednesday










Thursday










Friday










Saturday










 





           SUB TOTAL__________________

DATE


IN
OUT
IN
OUT
TOTAL HOURS
TASKS PERFORMED

Sunday










Monday










Tuesday










Wednesday










Thursday










Friday










Saturday










    GRAND TOTAL__________________

I verify that I have worked the above stated hours, times, and dates.

Student Signature:


Date:

As the Supervisor, I verify that this student has worked the above stated hours.




Supervisor Signature:                                                                   Title:


Date:

Return to:  Anyplace High School


The student’s work performance for this pay period is:


   123 Anywhere



_______Exceptional  _______Satisfactory  _______Unsatisfactory, please call


   Anytown , AR  70000




STUDENT-TRAINEE EVALUATION REPORT

Trainee






Completion Deadline





Training Station




Training Supervisor






Grading Period

Internship Coordinator



Phone





Please indicate, on the scale from one to ten, your estimate of the trainee in each area.  Omit any traits which do not apply or cannot be properly evaluated at this time.  It is suggested that you take time to discuss the evaluation with the trainee after it is completed.

PERFORMANCE ON THE JOB:


Quality of Work

Speed

Care of Working Area

Job Learning

10
Very accurate and thorough
10
Very Fast
10
Very clean and orderly
10
Learns exceptionally well

9

9

9

9


8
Careful, rarely inadequate
8
Fast
8
Keeps area clean
8
Learns with ease

7

7

7

7


6
Usually accurate
6
Average

6
Average

6
Learns adequately

5

5

5

5


4
Careless
4
Slow
4
Careless

4
Learns with difficulty

3

3

3

3


2
Makes many errors

2
Very Slow
2
Very untidy
2
Little or no learning

1

1

1

1



Use of Working Time

Initiative


Use of Job Materials

Attendance

10
Very busy
10
Self-motivated
10
Very careful
10
Always prompt and 

9

9

9

9
  present when scheduled

8
Busy
8
Needs little direction
8
Above average
8
Seldom off – valid 

7

7

7

7
  reasons only

6
Average
6
Performs as instructed
6
Acceptable
6
Absent occasionally

5

5

5

5


4
Needs to improve
4
Not a self-starter
4
Careless

4
Above average absences

3

3

3

3


2
Very wasteful
2
Must always be told
2
Wasteful
2
Excessive absences

1

1
  what to do
1

1


            ATTITUDES TOWARD WORK

Attitude Toward Fellow Workers
Attitude Toward Superiors
Customer Contact

10
Very cooperative and friendly
10
Very respectful, helpful, accepts
10
Very courteous

9

9
   criticism
9


8
Cooperative and friendly
8
Respectful, helpful, accepts criticism
8
Pleasant and helpful

7

7

7


6
Cooperative
6
Average
6
Average

5

5

5


4
Has a negative attitude
4
Does not accept criticism
4
Needs improvement

3

3

3


2
Unable to get along
2
Disrespectful
2
Discourteous

1

1
  
1


Enthusiasm
Responsibility
Dress and Grooming

10
Very eager to learn
10
Accepts readily and handles well
10
Always good

9

9

9


8
Enjoys work
8
Accepts willingly
8
Most often good

7

7

7


6
Average
6
Accepts
6
Occasionally poor

5

5

5


4
Shows little interest in job
4
Needs to improve
4
Often poor and inappropriate

3

3

3


2
Does not seem to like work
2
Unsatisfactory
2
Always inappropriate

1

1
  
1


INTERNSHIP FOLLOW-UP INFORMATION

Name














Parent’s telephone number











Your telephone number (if different)










Telephone number of relative or friend (state relationship)







Parent’s address

FUTURE PLANS


Do you plan to work after completing the Internship course?  If so, do you plan to work:


Part-time

or 


Full-time


Do you plan to participate in some type of post secondary training?  If so, which path do you plan        to pursue:


Four-year college


Two-year college


Technical training


Military training


Apprenticeship program

INTERNSHIP STUDENT FOLLOW-UP SURVEY

Name














Current Status (check all that apply):


Employed



Full-time



Part-time


Post secondary training/education



Enrolled in four-year college



Enrolled in two-year college



Enrolled in vocational/technical college



Enrolled in apprenticeship program



Serving in the military


Unemployed and not pursuing post secondary training or education

INTERNSHIP FOLLOW-UP RECORDS


3 MONTHS
9 MONTHS
12 MONTHS


Employed
Post-Secondary
Unemployed

No School

Unemp

No School
Employed
Post-Secondary
Unemployed

No School

Unemployed

No School
Employed
Post-Secondary
Unemployed

No School

Unemployed

No School

STUDENT NAME
FT
PT
C
VT
App
Mil

FT
PT
C
VT
App
Mil

FT
PT
C
VT
App
Mil



























































































































































































































































































































































Self-Evaluation Standards for Internship Programs

Standard and Indicators
Fully
Partially
Not Met

Standard 1: A written mission statement reflects the philosophy and purpose of the Internship program.  This statement identifies the elements required to provide students with an integrated array of work-based learning experiences as a component of Career and Technical Education.

Indicator 1A: The Internship program provides students with opportunities for career research, instruction in both academic and occupational skills, and guidance in assuring that employment and education goals are being met.

Indicator 2A: The Internship program provides students with a planned program of occupational skill development and other employment experiences related to a chosen career focus area.

Indicator 1C: The Internship program provides integration of academic/vocational learning and of school/workplace experiences through planning and ongoing collaboration between educational institutions, employers, and other key organizations.

Indicator 1D: The Internship program facilitates collaboration among secondary and post secondary educators, administrative personnel, business and industry representatives, and advisory committee members who represent occupations in the career focus area.

Indicator 1E: The local school system supports the development of Internship opportunities, including providing adequate resources, that are congruent with the philosophy of the school system.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 2: The Internship program is compatible with state-level planning, local and state board of education policies, and accrediting standards.

Indicator 2A: Internship program personnel meet appropriate state requirements for the position.

Indicator 2B: Internship program personnel participate in selected professional, business/industry, and community organizations.

Indicator 2C: Internship program personnel participate in state-sponsored professional development programs to update professional and occupational knowledge and skills relative to the Internship program.

Indicator 2D: Internship program personnel participate in local, regional, and national professional development activities to update professional and occupational knowledge and skills relative to the Internship program.

Indicator 2E: Internship program personnel are assigned responsibility for coordinating activities of the employer and secondary school(s); academic and occupational instruction; and monitoring and evaluating program components.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 3: An active advisory committee assists with the design, development, implementation, administration, and evaluation of the program.

Indicator 3A: The Advisory committee for the Internship program, which may be a subcommittee of the general Career and Technical Education advisory committee, is composed of individuals in the career focus area, parents/guardians, administrators, counselors, secondary and post-secondary educators, Internship program personnel.

Indicator 3B: Planning for the Internship program by the advisory committee incorporates appropriate and timely information from demographic studies of the employment community, labor market projections, student interest and placement records, and student enrollment information.

Indicator 3C: The advisory committee for the Internship program meets on a regularly established basis to review implementation of the program.

Indicator 3D: The advisory committee for the Internship program assists with a regular evaluation of the program.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 4: Classroom curriculum and instruction for the Internship program is designed to meet the requirements necessary to prepare a student for post secondary education and/or employment, business ownership, and/or entrepreneurship ventures.

Indicator 4A: The organizational structure of the Internship program follows the state frameworks, is flexible enough to serve the diversified needs of students and business/industry, and is connected to academic and occupational courses.

Indicator 4B: The courses in the program of study for an Internship student are designed with an organizational plan that includes academic and occupational instruction.

Indicator 4C: Courses in an Internship student’s program of study are organized to provide the student with instruction in the knowledge, skills, and abilities needed to meet her/his future educational and employment goals.

Indicator 4D: Courses in an Internship student’s program of study are designed to facilitate a student’s integrated participation in the appropriate student organization.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 5: Occupational experience and instruction for Internship programs are designed to meet the requirements necessary to prepare a student for post/secondary education and/or employment.

Indicator 5A: Student enrollment in the Internship program is in accord with the student’s career aspiration and related work-based learning opportunities available in the community.

Indicator 5B: A written admission policy and procedures for enrolling students into the Internship program is utilized.

Indicator 5C: Internship personnel provide students and parents/guardians with an orientation to the Internship program prior to enrollment.

Indicator 5D: Internship sites utilized by the program are selected that provide occupational growth opportunities consistent with the student’s personal interests, occupational interests, and learning objectives.

Indicator 5E: Internship sites for students are in compliance with federal, state, and local labor laws.

Indicator 5F: Each student in the Internship program has an educational training agreement signed by the student, parents/guardians, educational institution, and the cooperating work-based learning site that describes the responsibilities of each entity.

Indicator 5G: Each student in the Internship program has an educational training plan that specifies a planned sequence of learning experiences and work-tasks correlated with the program of study.

Indicator 5H: The Internship personnel, the work-site supervisor, and the student cooperatively develop the methods used to document and assess attainment of learning objectives specified in the educational training plan.

Indicator 5I: Each student is evaluated on a regular basis by the work-site supervisor to assess attainment of competencies specified in the educational training plan.

Indicator 5J: Appropriate Internship program records (training agreement, training plan, evaluations, wage and hour records) are kept on file for each student.

Indicator 5K: Criteria for selecting and assigning work-site supervisors for each student are established and provided for Internship site employers.

Indicator 5L: Work-site supervisors are oriented through individual or group meetings regarding their responsibility to provide meaningful learning experiences for students.

Indicator 5M: Internship personnel make regular supervisory visits to the Internship site of the student.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 6: Internship education, as a component of Career and Technical Education, is articulated to post-secondary educational programs.

Indicator 6A: Internship competencies (knowledge, skills, and abilities as outlined in the educational training plan and program of study) are articulated to a post-secondary educational program in a career focus area.

Indicator 6B: Internship personnel will conduct regular follow-ups for all program completers that monitor their post-high school graduation progress.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 7: A marketing plan is integrated into the goals and objectives of the Internship program and is reactive to the changing needs of the students and the business/industry community.

Indicator 7A: A marketing plan for the Internship program is designed and implemented with the assistance of guidance staff, administration, students, parents/guardians, and employers and is maintained throughout the year.

Indicator 7B: Marketing and promotion efforts for the Internship program are focused on the needs, interests, and career goals of students and the business/industry community.
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Comments/Supporting Materials:

Standard and Indicators
Fully
Partially
Not Met

Standard 8: Evaluation of the Internship program is continuous and consistent with the mission statement.

Indicator 8A: An evaluation of the Internship program is conducted annually, with the assistance of the advisory committee, to ensure that the program is consistent with the mission statement.

Indicator 8B: Data from the evaluation of the Internship program is utilized for continuous improvement of the program.
(
(
(
(
(
(
(
(
(

Comments/Supporting Materials:
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