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Welcome!

Welcome to the B.H.S. Internship / Work Experience program!  Throughout the semester you will learn many valuable things both on and off the job.  We are continually pleased to have strong community support for our program and you help make it possible through your good work ethic, conduct, interest in the career area and strong communication skills.

I hope the following materials will help answer questions you may have and also streamline the distribution of forms and assignments.  I recommend that you purchase a planner or some sort of organization system to keep track of your hours, scheduled days and meeting times.

At any time, should questions or concerns arise, please feel free to contact me and we will schedule a time to meet.  Communication is the key to a successful experience.

I look forward to working with you this semester and with you continued success in your future plans!

Sincerely, 

Ms. Roeder

FAQ’s
What is the Internship Program?


The Internship Program is a school-business partnership that is designed to provide students an opportunity to prepare for their future by participating in an internship that links their interests and goals with experiences in the workplace.  Students “intern” on average 6 hours per week.  They must provide their own transportation to the host site.  Positions are unpaid.  No family member can be his or her direct supervisor.  
What is the Work Experience Program?


The Work Experience Program is similar to the Internship Program.  It is also a school-business partnership that assists students in workplace and soft skill development.  These positions may or may not relate to the student’s future career plans.  Students are employed on average of 12 hours per week.  They must provide their own transportation to the job site.  Positions are paid.  The student is required to have a job within the first five (5) days of the year. The program requires that each student work in a job where they average 12 hours per week.  No family member can be his or her direct supervisor.  
What are the benefits of Internships and Work Experiences?

Some benefits include networking with numerous people in the workplace: co-workers, supervisors, clients.  Others provide technical training on career related software, machines, and procedures.  The experience exposes you to common language used in the business, skills employers are looking for, background information on a variety of positions within the industry.  Remember you are forming a relationship with someone in your area of interest – what impression are you making?
When does my internship start?


Placements are coordinated through Ms. Roeder.  It is a lengthy process so have patience!  As soon as a placement is made – Ms. Roeder will provide you with the contact information of the business and any other relevant information.  Some businesses want to interview your first (generally an informational interview to find compatibility).  Our proposed start dates are as follows:


Fall:  

August 30-December 22

Spring: 
January 22- May 11
Once you have received the contact information, call the business person as soon as possible – they are waiting to hear from you.  It might be helpful to prepare a short script.  If you get their voice mail, speak clearly, leave your full name, phone number and reason for your call (you are an internship student at Bettendorf High School and have been given this contact information)
If given a “lead” on a job or internship, you need to follow-up ASAP (that day).  Failure to do so may result in a reduction in your overall grade.

How many hours do I intern for Internship?


On average, students must intern 6 hours per week.  All students are released 4th block Monday through Friday for this purpose, however, students and the host sites can arrange other hours as needed, if agreed upon.  We realize your activities are also important so be upfront with your host site.  They count on you to complete projects, so attendance is extremely important!  
How many hours do I need to work for Work Experience?


On average, students must work 12 hours per week. All students are released 4th block Monday through Friday for this purpose, however, students and the job sites can arrange other hours as needed, if agreed upon.  We realize your activities are also important so be upfront with your job site.  They count on you to complete projects, so attendance is extremely important!  

What should I wear to my Internship / Work Experience?
It is a good idea to check with the host site, as dress varies from business to business.  Unless otherwise told, jeans are NOT acceptable.  Observe and ask if in doubt, the host site will be happy to guide you.  If you have a uniform, be sure it is clean and pressed when you go to your site.
How should I address my internship host / co-workers?


It is always a good rule of thumb to error on the side of formality –address supervisory, co-workers, and staff as Ms., Mr., Lt., Captain, etc.  unless otherwise told to do so, then always address them formally in front of customers, clients, etc.

What do I need to do each week for a grade?

Each Monday a time and reflection Google Sheet is due.  This is a state requirement.   See the website for the Google link and directions.  Students must average 6 or 12 hours each week your grade will be reflective if you have less hours.
What else does my grade consist of?

· Each term, an evaluation form will be delivered to your supervisor.  It has a due date, and it is the student’s ultimate responsibility to return it by the due date. Typically, when notified by Ms. Roeder the evaluation forms have been sent,  it is a good idea to schedule a time to meet with the supervisor (you may need to come in earlier or stay later) and at that time you can discuss any areas you may want to improve upon.  The supervisor may fax, mail or allow you to deliver the form.  Late forms will be deducted points accordingly.
· Small assignments (Learning Modules), goal sheets, discussions are completed during the term. These are relatively easy but good to facilitate communication of your experiences.

· A final presentation slideshow will be presented during finals week (the second term).  It typically takes 2-3 class periods to complete.  Attendance is mandatory – this is an opportunity to share with your peers your experiences at your site.

What happens if I cannot attend my internship at the scheduled time?


It is expected that you notify the employer / internship host BEFORE your scheduled time.  Just as a job – a “no call, no show” may result in the immediate dismissal from the internship program and host site. 
Removal from the program will result in an “F” grade for the term.  Students need to pay special attention to this situation!

Procedures
It is necessary that all students in the Internship / Work Experience Program strictly observe certain procedures.  Those that do not comply with the rules of the school or the employer endanger their chances of remaining in the program the entire semester / year.

Your internship host / employer must be able to count on you!  The school has the responsibility of enrolling dependable students in the program.  The record you create for yourself in school and on the job will follow you long after high school graduation.

1) Punctuality

You are expected to report to class and your internship/work at the specified time you are 
scheduled.

2) Absences

You should not be late or ask for unnecessary time off during your scheduled internship/work hours except 
in cases of illness or emergency.

If you go to school, you are expected to go to your internship / work.  If you go to your internship/work site, you are expected to go to school.  This is a State of Iowa School-to-Work policy that must be observed.


Each internship host/employer and student will decide if the student is to report for work on the days 
school does not meet.  You should give your employer notice in advance of the days when school 
is not in session.
3) Honesty


Dishonesty on your part, including stealing and withholding truthful information may result in 
immediate dismissal from your sit/job and the program.

4) Reports


It is your responsibility to obtain, complete and turn in by the assigned due date, the reports and forms 
required by the school, the Coordinator and your employer.  Failure to turn in these sheets will affect 
the students’ grade and status in the program.

5) Appearance


You are expected to follow dress regulations set forth by your employer and coordinator.  
Remember that your appearance is a reflection of you as well as your employer and school.
6) Conduct


If you have release time from school to go to your internship, you are not to be in the school building 
without a pass or purpose.  Students are expected to leave the building and drive to work in an 
acceptable manner.  The school will assume no responsibility for you as you travel to and from your 
training station, or during any time off you may receive from your employer.  Students are expected to 
abide by all safety rules and regulations set forth by the employer and the coordinator.  Students will be 
required to follow Child Labor Laws of the State of Iowa.
7) Confidentiality


Students are expected to keep all matters of their place of employment / internship in strict confidence.
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THE TRAINING WILL BE PROVIDED IN ACCORDANCE WITH THE FOLLOWING CONDITIONS:
[image: image1]The Employer Agrees To:

1. Provide the intern with an average of 6 hours per week.

2. Follow state and federal child labor laws and provide a safe and hazard free work environment and closely supervise the student’s work.

3. Provide the trainee with a variety of work experiences in as many phases of operation as possible.

4. Evaluate the student’s performance on a quarterly basis.

5. Sign off on weekly time sheets, and relate any behavioral or attendance difficulties to the coordinator.

6. Notify the coordinator, if for some reason, the internship site no longer desires the student, so arrangements for removal can be made.

The Student Agrees To:

1. Complete all necessary paperwork and assignments and turn in on time (including time logs, evaluations.)

2. Provide his/her own transportation to and from the training station.

3. Work for the employer in order to receive training and experience.

4. Demonstrate an interest in the job and cooperate with all persons involved in the training.

5. Adhere to all rules and regulations of the business and school and act in an ethical manner at all times.

6. Notify Ms. Roeder, school attendance office and employer if he/she will be absent from school or work on any scheduled school/work day.

7. Develop the knowledge and skills necessary to become an effective employee of the business.

8. Attend and participate in all functions and activities the Internship class sponsors.

9. Satisfactorily complete a portfolio and research project during the term.

The Parent/Guardian Agrees To:

1. Share responsibility for school and job attendance.

2. Encourage the student to succeed in schoolwork and job performance.

3. Insure that the student fulfills responsibilities as specified in the training agreement.

4. Provide the internship student a direct supervisor who is not a family member, if the student is employed in a family owned business.

General Policies:

1. The teacher-coordinator will offer related instruction in school and coordinate on-the-job training.

2. If earnings are provided, the earnings of the cooperative students employed under a cooperative training agreement are exempt from both state and federal unemployment. Earnings do not have to be reported and unemployment compensation cannot be claimed by the student.

3. The Coordinator and/or employer reserve the right to withdraw the student from work with no course credit given under the following conditions:

a. The student is no longer enrolled in the Internship Program.

b. The student’s attendance, performance, or grades are unsatisfactory.

c. The policies or rules of the employer or the Internship Program are abused by the student.

It is the policy of the Bettendorf Community School District not to discriminate on the basis of sex, race, national origin, creed, age, marital status, or disability in its educational programs, activities, or employment policies.

___________________________________


__________________________________

(student signature)




(supervisor signature)

___________________________________


__________________________________

(parent/guardian signature)



(coordinator signature)


--Making Connections to our Future--
Student

_____________________________________________________

Company Name
_____________________________________________________

Company Address
_____________________________________________________

Phone/Email

_____________________________________________________

Evaluator

_________________________Date of Evaluation
_______________________     

Comments are encouraged after each section.  Please return by:  Thursday, March 13, 2008
Definitions:  
(4) Outstanding =   Intern is an outstanding worker that goes beyond what is required and

        is always looking to learn and improve as a student learner.



 (3) Good =  Student Intern does a good job of required task and is a positive learner.



 (2) Average = Student Intern does the required task with some supervision and gets along 





with fellow co-workers.



 (1) Poor = Student Intern needs supervision but shows and interest in improving.



 (0) Not Acceptable = Intern has a reliability or attendance problem and does not have an 

interest in the work.  The employee is unwilling to cooperate, learn, or improve at the work site.

Personal Qualities:


Circle One ( 0=low and 4=high)
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Not Acceptable
           Poor
         Average                 Good                Outstanding
 ____________________________________________________________________________________________________

ABILITY TO FOLLOW DIRECTIONS

COMMENTS:
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__________________________________________________________________________________________

INITIATIVE (Starting & Completing Tasks)

COMMENTS:




0
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4

__________________________________________________________________________________________

COOPERATION (Team Work)

COMMENTS:
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__________________________________________________________________________________________QUALITY OF WORK (Accuracy & Neatness)

COMMENTS:
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Not Acceptable
           Poor
         Average                 Good               Outstanding

__________________________________________________________________________________________ATTENDANCE & PUNCTUALITY

COMMENTS:




0
         1


2

3

4

_________________________________________________________________________________________COMMUNICATION SKILLS (Written & Verbal)

COMMENTS:
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1

2

3

4

__________________________________________________________________________________________

MANNERS (Tact, Friendliness, Courtesy)

COMMENTS:
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4

__________________________________________________________________________________________PERSONAL APPEARANCE
COMMENTS:
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__________________________________________________________________________________________

WILLINGNESS TO LEARN

COMMENTS:
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__________________________________________________________________________________________

ATTITUDE

COMMENTS:
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__________________________________________________________________________________________

HONESTY & TRUSTWORTHINESS

COMMENTS:
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__________________________________________________________________________________________

RESPONSE TO CRITICISM

COMMENTS:




0
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2

3

4

__________________________________________________________________________________________
1. What are the student intern’s major strengths?

2. In what areas has the student intern shown improvement?

3. In what areas of training and job performance should the student intern work to improve for future evaluations?

Evaluator Name (Please print) ______________________________________________

Evaluator Signature ___________________________________________  Date: __________________

BETTENDORF HIGH SCHOOL
INTERNSHIP / WORK EXPERIENCE

PROGRAM
Sample Blog Reflection Questions
1. What were the tasks you performed on the job this week?
2. What new knowledge or skill did you learn from your work?
3. What difficulties occurred on the job this week?  How did you handle?
4. What new skill or information could you use in performing your job better?
Use the following Workplace Skills and their descriptions to assist you in developing your WEEKLY reflection, 8-10 sentences on your blog.
Communication contributes to productive and harmonious relations between employees and

customers.

Aspects of the skill:

 listening and understanding

 speaking clearly and directly

 negotiating responsively

 reading and interpreting documentation

 writing for a target audience

 empathizing, respecting colleagues and customers

 using numeracy effectively

 using the needs of internal and external customers

 persuading effectively

 establishing and using networks

 being assertive

 sharing information

Teamwork contributes to productive working relationships and outcomes.

Aspects of the skill:

 working as an individual and a team member

 applying teamwork to a range of situations

 working with people of different ages, genders, races, religions or political persuasions

 coaching, mentoring and giving feedback

 knowing how to define a role as part of a team

 identifying the strengths of team members.
Problem-solving contributes to productive outcomes.

Aspects of the skill:

 solving problems in teams

 applying a range of strategies to problem-solving

 showing independence and initiative in identifying problems and solving them

 resolving customer concerns in relation to complex issues

 using mathematics including budgeting and financial management to solve problems

 developing creative, innovative, practical solutions.

Self-management contributes to employee satisfaction and growth.

Aspects of the skill:

 having a personal vision and goals

 taking responsibility

 evaluating and monitoring own performance

 having knowledge and confidence in own ideas and vision

 articulating own ideas and vision.

Planning and organizing contributes to employee satisfaction and growth.

Aspects of the skill:

 managing time and priorities

 planning the use of resources including time management

 being resourceful

 allocating people and other resources to tasks

 collecting, analyzing and organizing information

 identifying contingency plans

 adapting resource allocations to cope with contingencies

 participating in continuous improvement and planning processes

 developing a vision and a proactive plan to accompany it.

Technology knowledge contributes to effective execution of tasks.

Aspects of the skill:

 having a range of basic IT skills

 being willing to learn new IT skills

 having the  knowledge to apply technology

 operating equipment

 using IT to organize data.

Initiative and enterprise contributes to innovative outcomes.

Aspects of the skill:

 adapting to new situations including changing work conditions

 being creative

 generating a range of options

 translating ideas into action

 initiating innovative solutions.

Learning contributes to ongoing improvement and expansion in employees and company

operations and outcomes.

Aspects of the skill:

 managing own learning

 using a range of mediums to learn e.g. mentoring, peer support networking, IT courses

 having enthusiasm for ongoing learning

 being willing learn in any setting—on and off the job

 being open to new ideas and techniques

 being prepared to invest time and effort in learning new skills

 acknowledging the need to learn in order to accommodate change

 contributing to the learning community at the workplace

 applying learning to technical issues (e.g. learning about products) and people issues

(e.g. interpersonal and cultural aspects of work).

Safety and Health contributes to safe and healthy outcomes.

Aspects of the skill:

 apply Occupational Safety and Health standards

 follow correct procedures when using equipment

 maintain an orderly workplace environment

 apply safe working practices

 apply appropriate workplace food safety practices

 perform general cleaning duties

 use chemicals/sealants/adhesives under supervision.

Student Name: __________________________ DOB: _________ Age: _____ Counselor: _____________


Address: ________________________________________________________ Phone: _______________


Email: ________________________________ 





Training Site: ________________________________ Supervisor Name: __________________________


Address: ______________________________________________________ Phone: _________________


Email: ________________________________ Start date: _____________ Hourly Wage_unpaid___ 





Return to: Sarah Roeder, Internship Coordinator      			        sroeder@bettendorf.k12.ia.us


Bettendorf High School, 3333 18th Street, Bettendorf, IA 52722	        Phone   563-332-7001 x226


									        Fax   563-332-2326
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