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Learning through Internship - Overview	
The Learning through Internships (LTI) program offers a myriad of career experiences for students developed jointly by the school and businesses in the context of a supported structured classroom environment. 

At the beginning of this course, students continue the discovery of their strengths, interests, values, and preferences related to a work experience that they have started in other courses at PHS or through their own personal self-discovery.  Students study specific careers and career paths as related to their personal interests and future goals.  Students develop soft skills that are important to employers prior to being placed in a work environment.  Students practice communication, problem solving, and teamwork all related to being on the job.  After the initial phase of the course is completed students meet with their mentor/partner business to discuss their specific internship experience.  While every internship experience is unique, all students are expected to make a contribution to the partner business and to connect what they are learning on the job with what they have learned in the classroom.
Learning through Internship – Outcomes and Goals
The goal of Perry Local School’s Learning through Internship course is to advance college/career-bound students’ academic, intellectual, technical, and personal skills though an authentic learning experience in which they have real world connections between school and work.  
By the end of the internship our hope is that you as a student intern will have:
· Linked your academic learning to practice through your internship
· Applied knowledge, skills, experience to a work environment
· Acquired new learning through challenging and meaningful activities
· Reflected on the content and process of the learning experience
· Advocated for your learning in alignment with internship goals
· Demonstrated professionalism in the workplace
· Built and maintained positive relationships in the workplace
· Demonstrated awareness of community and organizational issues
· Identified and clarified and or confirmed professional direction as it relates to their academic studies and future career paths
· Develop a better understanding of self, create self-discipline, maturity, and confidence
· Developed a strong networking/mentoring relationship




Skills for Living in the World
The Learning through Internship course is designed to prepare students to live, learn, and work in the 21st Century.  The four areas indicated the skills that will guide the modules, lessons, and experiences of the learning through internship course.  They will be embedded in the classroom and work place experiences students have.  The goals established by the mentor, student, and teacher will revolve around these guiding principles.

Ways of thinking
Creativity
Critical Thinking
Problem Solving
Decision Making
Risk Taking
Entrepreneurialism
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Skills for Living in the World
Citizenship and Global Awareness
Networking
Empathy
Adaptability
Time Management
Personal and Social Responsibility




Tools for Working
Information Technology
Communications Technology
Information Literacy 







Ways of Working
Communication
Collaboration
Relationship Building
Grit



















Building Meaningful 
Learning Through Internships Partnerships 
Mentors benefit from the strong, long-term relationships with local schools, which will produce qualified job candidates in the future.
Mentors benefit from the strong, long-term relationships with local schools, which will produce qualified job candidates in the future.
Teachers benefit from having a better understanding of what business and industry expect from new hires.  High Schools benefit because they can ensure students and parents that their graduate will be prepared for promising careers and post-secondary education opportunities.
Students benefit from learning in a high-skill environment.  They observe all aspects of the company’s operations and discover how the knowledge gained in high school programs is applied in the workplace.


Benefits of an Internship for an Intern 
Students benefit from learning in a high-skill environment.  They observe all aspects of the company’s operations and discover how the knowledge gained in high school programs is applied in the workplace. This is the essence of the connection that the Learning through Internship program requires students to make. 
Additional benefits to students: 
· [image: ]Opportunity to “try on” a career and gain work experience
· Confirm a career interest 
· Lead a student in a new direction 
· First step in building a resume
· Build work ethic and soft skills
· Networking 
· Provides confidence building and life skills
· Provide an education you rarely get in a classroom  

Expectations for Interns
Responsibilities of the Intern: While serving as an intern you are representing not just yourself but Perry High School, your fellow students, current, and future.  It is the expectation that all Perry High School students abide by the Student Code of Conduct and that students make it their goal to achieve excellence, pursue world class standards, and to be a self-directed learners in the work place. Whether a student does well or not at an internship site may have implications for the future.  
Students are governed by the employer’s employment policies, practices, procedures, dress code, and standards of conduct.  It is recommended that student interns obtain clarification regarding such matters from the employer when students begin their assignments.  As a student intern your business partner will evaluate you three times throughout the semester. Students must keep the teacher and their business mentor up to date at all times of his or her current email address and telephone number. 
Intern Attendance Expectations: 
• The intern confers with his/her mentor to establish a convenient time schedule.
Mentors and interns are asked to be flexible.  As situations change, schedules may need to be adjusted. All adjustments need to be clearly communicated to the mentor and to the teacher.  The schedule must indicate the days of the week and the hours that the intern is expected to be at the site. All interns need 5 hours per week at their site but hours may be adjusted depending on travel times. 

• Interns may not remain at their internship site after stated hours unless they have permission
from their mentor and parent/guardian. 

• Regular attendance and punctuality are critical. Interns should not miss scheduled days at their internship site, and should always arrive on time. If a scheduled day is missed due to a Perry Local Schools (PLS) excused absence, the intern must inform the mentor in a timely fashion.  Even though there is an excused absence the hours MUST be made up or the intern will lose credit for that week. 

· The intern understands that there will be penalty to the grade even if the intern is sick and cannot attend.  The intern should make every effort to make up those missed hours.  
· Use common sense in the case of a calamity day.  You can make up missed hours by attending your internship on any day not regularly scheduled. All make‐up hours must be scheduled with the approval of the mentor. The intern must notify the mentor prior to any absence or late arrival to their internship site. 

Failure to obtain the needed weekly hours will affect the intern’s grade as a portion of the intern’s final grade in the Learning through Internship course.  This course is based on the intern’s weekly X2VOL being approved and submitted to the teacher prior to pre-established deadlines.   Interns must turn in X2VOL weekly for both the summer and semester based programs. 

• During an extended illness or absence, the intern, mentor, and teacher may make alternative arrangements. Interns must notify program advisors of any changes in their schedule and/or outline of proposed internship activities.
· Hours can be “banked.” For example if you are approved by your mentor to do 2 extra hours week 3 of the grading period and then we have a snow day week four and you miss 2 hours you can apply the 2 hours from 3 to week 4.  This is handled on a case by case basis.  Mrs. Soeder keeps a weekly log of individual student hours and is aware of you “banked” hours based on your x2vol submissions.  Hours could not be banked from the first grading period an applied to the third grading period. This is smart to use if you know of an upcoming absence. 
• For the intern, experience, knowledge, and course credit(s) are benefits of the experience.
Paid internships can be arranged. Time spent at the internship site may not be counted as volunteer or community service hours, unless special arrangements are made to acquire those hours after the internship requirement is fulfilled.

*Perry Local Schools excused absences: Student illness, death in the family, observance of religious holiday, school sponsored event with prior approval by mentor.
X2Vol to record intern’s hours
• Interns must maintain x2vol web-based recording system throughout the Learning through Internship course whether this is for the summer or the semester based experience. Interns are responsible for recording their weekly at their placement site. X2vol is to be an accurate reflection of the days and hours spent at the internship site. It is the student’s responsibility to ensure that x2vol is completed prior to the predetermined deadline.  When using x2vol communicate with your mentor about the need to verify hours each week.  Failure to do submit x2vol prior to the deadline will result in 0 hours for the week.  This is factored into a student’s grade.  It is possible to fail the Learning through Internship course even though the work is done at school and on site if x2vol is not consistently signed and submitted prior to the deadline.  There are no late hours via x2vol accepted by the teacher.

Internship Requirements
Successful complete of the Pre-Internship Preparation period prior to starting your internship
Required Forms prior to starting the Internship (Learning Through Internship Partner Agreement, Waiver, Parent Agreement Form)
[bookmark: _GoBack]Understanding of and prepared to utilize the x2vol web based program for recording internship hours.  
In-Class and out of class assignments as outlined in syllabus and as assigned throughout the course (goal setting, self-exploration, Road Trip Nation, Informational Interviews, Interview Stream, Mock Interviews, Resume writing, Soft Skills exercises, Journal Assignments, Projects, and final presentation) All subject to change.
2-3 times Mentors will complete an Intern Evaluation
5 hours of completed work time at the internship work site per week during the internship phase of the course.  The teacher will inform you as to when your internship will begin and end this semester. 


Professional Workplace Expectations
You should be ready to conduct yourself in a professional manner.  This includes but is not limited to:
· Maintaining confidentiality regarding information accessed on any patient, clients, members, customers, employees, and products or services associated with the internship site
· Reporting to the internship on time
· Using appropriate written and oral expression in all interactions with school personnel, managers, business partners, mentors, supervisors, employees, the public, and clients
· Participating in any orientation or testing required by the internship site
· Observing all established safety and sanitation codes
· Engaging in a positive ethical legal behavior
· Accepting responsibility and accountability for decisions and actions taken while at the internship site. 
· Ensuring that all interactions with guests, patients, clients, members, customers, the public and fellow employees are conducted with dignity and respect toward every person.
Appropriate Attire:  You are encouraged to dress in a professional and appropriate manner commensurate with the business or organization with which you are matched.  There is no need to invest in a new wardrobe.  Whether you work behind the scenes or with the general public you represent Perry High School.  You are expected to discuss specific requirements of what you should wear with your supervisor early in your internship to avoid awkward situations. 
Social Media: It will be natural to want to share your internship experiences with others.  You are encouraged to carefully consider what you share publically.  Your statements on social media should not compromise the internship site, it’s mission, or this course.  You are a private citizen, you are now linked to a respected business and you are seen as a representative of the internship site by the outside world.  You are welcomed to ask your teacher or business mentor for advice before sharing information about your internship on social media. 
Personal Communication:  Your main responsibility is to work on assigned projects that will benefit the business partner agency and increase your knowledge and skills.  You should limit your use of technology for personal purposes.  This includes using your chrome book and cell phone for talking, texting, emailing, gaming, browsing, etc.   


Tips for Getting Started in your Internship
In the beginning of this experience you will mostly be observing and following the lead of your mentor.  This is a time for you to become familiar with the environment, your co-workers, and the workplace activities.  Work situations vary considerably; however, the following WHO, WHAT, HOW, WHERE, and WHEN questions suggest the types of information that will help you get oriented quickly.  In general it is wise to ASK when you are not clear on a procedure or who does what while at your internship.
You will complete assignments related to the company culture and you will conduct an analysis of the who, what, how, where, and when.  You will be asked to consider, What are the unwritten rules or codes of behavior?  What do you do if your expectations are not being met? 
Top Strategies for Making the Most of your Internship
1. Be an overachieving intern.  Think about “good student skills,” when it comes to your internship you want to apply these skills to your time in the workplace.  You are expected to show up when expected, use your time wisely, limit your socializing, use your lunch/break appropriately, and to avoid gossip.  If you’re an overachieving intern you are likely to be an over-achiever employee!
2. Go above and beyond.  It is expected that you will provide the standard services but whenever possible to go above and beyond expectations you should do so.  You will likely have a more favorable review and maybe even be considered for employment if you make it a habit to go above and beyond.  
3. Show your energy and enthusiasm.  Nothing brings a workplace “down” than someone who is negative and apathetic on a regular basis.  The opposite is true when working with someone who is eager and excited to get the job done.  
4. Network, network, network! You should strive to meet as many people as possible while at your internship.  You are encouraged to meet individuals from other departments who serve in various roles.  You will have specific assignments designed to learn more about the diverse roles within a given field.  It is the hope that by the end of this experience you won’t even know you are networking when you are networking, make it natural. 
5. Informational Interviews.  One assignment designed to learn more about those whom you work with is the informational interview.  This is not meant to be a time for you to ask for a job; rather, this is when you have a chance to learn about the many and varied career paths individuals take when getting started in a given field.
6. Gather Final Presentation Images.  Your final presentation will be a slide show that represents the highlights of your experience.  You will need photos to enhance your presentation.  Be sure to ask for permission before you take any items for this presentation or before you take any pictures.   At the end of this experience you should ask your mentor for a letter of recommendation.  This can be especially powerful for your future job search.  There are specific rules to follow when asking your mentor for such a letter and we will review those in class.


When and How do Mentors evaluate their Interns? 

Interns are to be evaluated 3 times during the semester. 

The teacher will send the mentor a link to the evaluation used to monitor an intern’s progress specifically related to his or her goals.  

Mentors will be given a window of time to complete the evaluation and submit to the teacher.  

The interns score on this evaluation will be used to assess the specific course objectives that connects to the intern’s goal.  

For more information, see the Goals and Measuring your Progress sections of the class website. 
Here is a link to the evaluation.   

These are the Power Objectives from the course objectives that correlate to the Goals that Interns must write and then monitor throughout the semester. Mentors are expected to provide some insights and expertise as students generate their goals for the internship experience. 
	Performance Objective #7 - Problem Solving

	Develop an increased level of self-efficacy and competency in a specific career field through thinking creatively, critically, and solving problems.

	Organize information as related to the new workplace environment through the interns focused observations.

	Creatively think and design the steps needed to solve problems at work.


	Performance Objective #8 -Problem Solving

	Solves authentic problems - identifies a sufficient number of plausible solutions to the problem, answer to the question, or approaches to meet the challenge. 

	Analyses with precision and accuracy, the relative effectiveness of proposed solutions or approaches. Can eliminate ineffective solutions or approaches.



	Performance Objective #10 - Collaboration and Relationship Building

	Demonstrate leadership skills in setting goals, monitoring progress, and improving their performance as they work to establish appropriate work relationships with others. Recognize potential contacts to enhance professional network.

	Cultivate relationships with contacts through timely communication and a professional demeanor.



	Performance Objective #11 - Integrated Learning

	Apply academic knowledge and skills and why they are relevant for the workplace. Research, interpret, analyze, and evaluate information and experiences related to academic knowledge. 

	Manage time when applying academic knowledge. Develop the personal attributes of a professional employee.




 Learning through Internship Program Evaluation
1. Do you consider this intern experience a success for the student, if so in what ways?


2. In what ways did this intern experience benefit your organization? 


3. What challenges did your organization experience during the internship?


4. Did you receive sufficient information regarding the Internship Program? 


5. Were you able to communicate concerns and successes with the Supervisor as needed?


6. What recommendations do you have to improve this program?


7. Can you suggest the name and address of another employer who may be interested in learning more about the Learning through Internship Class? 


 
____Yes _____NO      Perry Schools has permission to publish comments or quotes from this evaluation. 
 		          for Perry Schools marketing materials. 
 
 ____Yes _____NO    Perry Schools has permission to publish pictures of myself or my company for 
 		         Perry Schools marketing materials. 
 
  
NAME________________________________________________DATE________________ 
 
 NAME OF ORGANIZATION_____________________________________________________ 
 
 SIGNATURE________________________________________________________________ 
  
STUDENT INTERN(S) ___________________________________________________________ 
 Please fax to 440-259-3607 or email this form to the Director of Student Services and College & Career Readiness, Amy Harker, at harkera@perry-lake.org.



Learning through Internship and Business Partnership AGREEMENT
 
Thank you for providing the students of Perry High School with an opportunity to enhance their education through the internship program. 
 
Name of intern: ____________________________________________________________________________ 
Intern phone number:________________________ Number to text:__________________________________
Intern Email:_______________________________  Preferred way of communicate______________________

Name of company providing internship: __________________________________________________________ Address: ____________________________________________________________________________________ 
Mentor phone number:________________________ Number to text:___________________________________
Mentor Email:_______________________________  Preferred way of communicate_______________________
Company fax number (if applicable): _____________________________________________________________ 

• The internship will begin __________________ (date) and end ___________________(date). 
• The intern will work a 10-12 week time period with a minimum of ____ hours per week based on distance traveled. 
• The intern will be assigned a staff member to act as a mentor. 
• The intern will be assigned experiences that will assist the company and also allow the student various learning experiences. These planned experiences can become the intern’s goals for the internship. 
• The company agrees to complete an evaluation of the student three times throughout the course of the internship. 
• Professional dress and appropriate conduct is expected of the intern at all times. 
• The intern understands that failure to comply with company expectations will result in termination.  
• Any problems during the internship shall be referred to the student’s Internship Supervisor. 
• Perry High School personnel will visit the work site and be available for assistance. 
  
Business Partner Signature________________________________________Date____________ 
(This form needs to be completed and a copy kept on file with the Internship Supervisor) 
 
PERRY HIGH SCHOOL CONTACT INFORMATION:  
Rita Soeder, Internship Supervisor, soederr@perry-lake.org
440- 259-9320 (during the school day) 440-205-0019 (summer or after school hours) 






PERRY HIGH SCHOOL
Learning Through Internships
Waiver of Claims, Release of Liability and Covenant Not to Sue
I/We hereby request that                                         	[Name of Student] (hereinafter “the Student”) participate in the Perry High School Learning Through Internship Course. In exchange for the opportunity to participate in the Internship. I/We acknowledge that I/We have been informed about the nature of the Internship and the manner in which it will be conducted.  Having such knowledge, I/We sign this Waiver of Claims and Release of Liability and Covenant not to Sue:
 
1.     	This is a legally binding Waiver of Claims, Release of Liability and Covenant not to Sue made by and on behalf of the Student.
 
2.     	I/We understand that the Perry Local School District will not be providing, nor will be responsible in any way for the Student’s transportation for the Internship.  Instead each Student will be responsible for the Student’s transportation to and from the interviews and visits to appropriate agencies.  In this regard, I also understand and appreciate the significant dangers associated with the Student’s responsibility for providing his/her own transportation in relation to an Internship, and understand and agree that I/we have assumed all risks involved with transportation related to any facet of the Learning Through Internship Course.
 
4.     	I/We understand that while Perry High School personnel have made arrangements with many of the agencies/individuals participating in the Learning Through Internship Course to accept Perry High School Students for their individual internships, Perry Schools personnel will not be present for the Student’s participation in any of the activities the Student undertakes or participates in with the business, agency/assigned mentor.  I/We also understand that the business, agency, assigned mentors are not employees of the Perry Schools and have not been interviewed or had their backgrounds reviewed by the Perry Schools.  I/We understand that I/we may meet the agency’s personnel and discuss the agency’s programs and plans for the Student by contacting the service agency directly.  I/We, fully understand and agree that the District will not be responsible for or supervise the Student during any time he/she is away from the Perry High School, and specifically cannot be responsible for or supervise the Student with respect to his/her participation in the Learning through Internship Course while at a agency, meeting with an individual or during transportation to and from the meeting.
 
5.     	I/We understand that both the Perry Local School District and the agencies, individuals that are participating in the Learning Through Internship Course accept Perry High School Students with the express understanding that each participating Student will be covered by and will have signed this Waiver of Claims and Release of Liability and Covenant not to Sue, and in the absence of this Waiver of Claims and Release of Liability and Covenant not to Sue, neither the Perry Local School District nor the business agency would accept the Student for participation in the Learning Through Internship Course.
6.     	In consideration of the Student being permitted to take part in the Learning through Internship course, I/we do hereby release, waive, forever discharge and covenant not to sue the Perry Local School District Board of Education, its employees, administrators, board members, agents and insurers, [collectively “the District”], and the agencies, businesses and its employees, clergy, agents and insurers, [collectively “the Agency”] from and against any and all liability from harm, injury, damage, claims, demands, actions, causes of action, costs, and expenses of any nature which the Student may have or which may hereafter accrue to the Student, arising out of or related to any loss, damage or injury that may be sustained by the Student or by any property belonging to the Student in relation to his/her participation in the Learning through Internship course  or transportation to or from the Internship.  I/We understand and agree that this Waiver of Claims and Release of Liability and Covenant not to Sue covers liability, claims and actions caused entirely or in part by any acts or failures to act of the District or the Agency including but not limited to negligence, mistake, or failure to supervise while the Student is participating in the internship or traveling to or from the internship site.
 
7.     	I/We explicitly agree that the Student wishes to participate in the Learning through Internship Course  in accordance with the conditions imposed by this Waiver of Claims and Release of Liability and Covenant not to Sue and the undersigned understand and agree signing of this Waiver of Claims and Release of Liability and Covenant not to Sue is a condition of the Student’s participation in the Learning through Internship Course.
 
8.     	We, the undersigned, have carefully read this Waiver of Claims and Release of Liability and Covenant not to Sue and understand its contents and sign it of our own free will.
 
THIS DOCUMENT IS A RELEASE OF LEGAL RIGHTS.  CAREFULLY READ THE DOCUMENT AND BE CERTAIN YOU UNDERSTAND THIS RELEASE BEFORE SIGNING.
 
__________________________________            ____________________________________
Parent/Guardian Signature                                      	Student Signature
(Required for Students under 18)
 
__________________________________            ____________________________________
Parent/Guardian Name (Print)                                	Student Name (Print)
 
__________________________________       __________________________________________
Date                                                                        	Date
 
__________________________________
Parent/Guardian Signature  	
(Required for Students under 18)
 
_________________________________
Parent/Guardian Name (Print)   			_________________________________Date                                                    


Student Intern


School/ Teacher


Business Mentor
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