INTERNSHIP PROCEDURE
3/12/15
Student Name:  ___________________ 
ID # ________________



e-mail:  __________________________
phone: _______________

1. Student meets with counselor to determine feasibility of internship. 

Counselor approval: __________________________Date ______
2. Student meets with Mrs. Cole, (Career Development Coordinator) and obtains internship information.  Signature ________________________Date____
3. Student arranges for a certified staff sponsor:  


Signature:   _______________________________Date__________
4. Student interviews and accepts an internship position.
5. Student completes application and returns to  Mrs. Cole
Approval by Mrs. Cole __________________Date_________ 
6. If a schedule change is required, then student returns to counselor to complete this change /Signature ____________________Date_______
7. Student arranges a meeting between staff sponsor, business sponsor and intern.  Date: _______________    Time:  ________

Student agrees to do the following to receive credit for the internship:
· Student keeps a journal.
· Student keeps a time sheet.
· Student plans, completes and presents a project.
· Student evaluates the internship experience.
· Student completes the required hours as outlined in the internship manual.
· Student writes thank you letters to the business sponsor and staff sponsor.
