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Mission Statement

The New York Harbor School Internship Program seeks to place competent, well-prepared students in organizations where they will be treated as members of a team and consistently challenged with meaningful responsibilities.  We aim for every student to find an internship that is uniquely suited to his or her interests and skills.  The ideal internship is highly motivating and will foster career and character development for the student.  The Harbor School seeks a full array of internships reflective of the New York City economy, including but not restricted to those in maritime fields such as shipping and marine biology.  All Harbor interns will take a concurrent academic seminar in macroeconomics and public policy.  Through this seminar, interns will investigate their organization’s contemporary functions and historical background, using their site based research to build a contextual understanding for current economic conditions, including the obstacles for sustainable development in New York City waterfront communities.
Introduction

 High school internship programs have developed with a wide range of structures and approaches, some more intently organized than others.  The contemporary high school internship program, not to be confused with vocational training, has arisen out of the desire to provide a practical learning experience to teenagers who are often constrained by intensive academic programs and extra curricular activities.  The primary goal of the experience is to prepare teenagers for the career field of their choosing but most importantly, to engage them in the real world problem-solving and decision-making generally faced by all professionals on a daily basis.   

In setting out to build an internship program, a high school seeks to broaden its educational resource base.   The internship program attempts to provide a basic service to the community, in the form of intern work hours, while simultaneously asking the community for increased involvement and participation in the education of its young people.  The partnership formed between a high school and an internship employer creates a unique niche in which business, government and non profit communities intersect for the betterment of all.  

If these partnerships are to function at their highest potentials, a clear structure and explicit protocols are necessary.  The primary goal of both this handbook and the introductory training is to provide a comprehensive system of support and clear objectives for working with the intern and the school.  The Supervisor Handbook is intended to clarify guidelines and organizational structure for the program, which is by nature built on far reaching relationships between extremely busy professionals working in diverse sectors of the economy.  On the whole, we hope the handbook will better equip you the supervisor and all associated personnel to effectively manage and empower your high school intern.   Thank you for participating!  We hope you look forward to this exciting year to come!

Student Roles and Responsibilities
Since internships are arranged to allow inexperienced young people to participate in the world of adult work, the coordinator and supervisor expectations for them should be clearly spelled out. Although student interns may serve some of the functions of an entry-level employee, he or she is at the site for other than simply pragmatic, “bottom line” business purposes. Interns will be guided and educated in many aspects of the career field, and given the opportunity to experience practical applications of the academic and technical lessons they receive in the classroom. It is important for interns to reflect about the experiences and knowledge they acquire during their internship. At the same time, the tasks they perform will be rigorous and challenging, and they will be held accountable as responsible employees as well as inquisitive students. 

Orientation for the Intern 

Preparing the intern for this new experience begins with an orientation to the program. The student and her/his parents understand the workings of the program, including what is expected from them, and what they can expect from the school and the work site. The supervisor can expect that prior to actual placement, the student will have been trained on the following: 

• The length of the internship experience and the time commitment involved 

• The application requirements 

• The selection process 

• Safety requirements 

• Transportation requirements

· General Workplace Etiquette

• Pay expectations - unpaid

• Educational expectations and requirements 

• Work performance expectations and requirements 

• All due dates 

• The evaluation process, including consequences for non-performance 
Useful Documents:

· Application

· Program expectations (general)

· Work Plan Outline

· Evaluation Process

· Intern Code of Conduct and Internship Contract

Student Preparation

· resume

· cover letter

· application portfolio, including letters of recommendation, awards, and sample work

· interview preparation
The Coordinator’s Role

Initially, the internship coordinator is responsible for developing the partnerships that make an internship program mutually productive and satisfying for both student interns and worksite personnel.  The coordinator serves as the ongoing liaison and contact person for any internship related issues raised by organizational partners and their interns.  The coordinator will meet regularly with individual students in seminar to discuss progress and assess site-based work.  The NYHS coordinator will also develop and teach an economics and public policy curriculum that will be supplementary to the explicit internship and career development lessons occurring in the seminar.  Worksite supervisors are encouraged to contact the internship coordinator with any questions regarding the intern’s academic work and school based assignments.  See below for a full description of the academic seminar.  

The following is a list of the coordinator’s general and ongoing responsibilities in the NYHS Internship Program:

· Identifying, recruiting, and orienting employer partners  

· Promoting the program to teachers, students, and parents 

· Recruitment and preparation of students for employer partners to interview  

· Organizing the Student Worksite Learning Plan, and other program policies and procedures    

· Monitoring the progress of students and employers at the work site 

· Evaluating student interns  

· Working with teachers on curriculum to bolster the relevance of instruction as it pertains to internship,
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Employer Roles and Responsibilities

“Employers who mentor want to conduct both

mentoring and daily business operations really well.”

Most educators have heard businesspeople from their community complain about the quality of entry-level employees available to them. Generally the blame is placed on the American educational system. Internships provide an opportunity for employers to help solve the problem. It lets them join in a partnership with educators, working directly with teachers and students and playing a constructive role. 

The Interview/Matching Process 
To ensure successful matches, employers should provide clear and specific information about the position(s) available. See Request for Interns document at the end of this guide (Resources Section). The more information that is provided in a clear and organized manner, the better the likelihood of a successful match.  The Request for Interns form will then be studied by the Internship Coordinator, in conjunction with the student applications, to determine which students are most appropriate for interviews for which positions. 

By taking the time to answer such questions, the employer will wind up with students well matched to the positions available. This can make a huge difference in the success of the experience. Sometimes unwritten factors play a role, and need to be communicated in addition to the written description. Will this require a particularly intelligent student, or is the work basically routine? Someone particularly good at getting along with others, or is the work fairly solitary? Is a high level of responsibility or stress involved? Physical strength? Advanced computer skills? Endurance? Telephone skills? There are a host of factors that can be important, and the more that are recognized in advance the better the match is likely to be. Here are some more examples: 

• Where will the intern be working? Indoors or out? Standing or sitting? By themselves or with a team? 

• Will the intern be working with customers in a visible, front-line position? Consider communication skills, personality, and maturity. 

• How should the intern dress? Are uniforms required? Is appearance important? What standards are required? Consider hair, clothing, shoes, jewelry, and makeup. How about piercings? Hats? 

• Will the supervisor have time for training and feedback for the intern? How busy is this person? Does she or he have many other responsibilities, in which case the ability to learn quickly and work independently is important? 

• What expectations do you have of an intern? Are you viewing this as a learning position or a source of serious work production? 

As discussed in the section “Student Roles and Responsibilities,” students will often come to interviews or initial days on the job primed with questions about the work site and career experience. It may be useful for those who will be in contact with interns to look over this list, think about potential questions, and formulate at least some answers in advance. 

The Supervisor’s Role 

An important part of the internship program is teaching the attitudes and behaviors that employers are looking for in their workers, such as punctuality, teamwork, and conflict resolution. Although many organizations have such policies in place for their employees, it may be helpful for the student intern to have “common sense” workplace practices spelled out for them in order to avoid confusion. A sample “appropriate behavior” internship contract is included in the appendix of this handbook, and includes a variety of examples of appropriate workplace behavior, which may need to be emphasized for student employees. 

The site supervisor’s role is of utmost importance, as they are the main contact in the workplace. This responsibility can be both rewarding and challenging. In addition to being the primary contact for both the student and program coordinator, the supervisor will assign and explain projects and tasks, help the student develop good work habits, be a role model, and work with the coordinator to develop the work plan. Among the specific tasks usually required of the supervisor are: 

• Establishing work hours 

• Monitoring attendance 

• Ensuring compliance with workplace policies 

• Assigning work and monitoring performance 

• Providing training 

• Conducting performance evaluations 

• Providing encouragement and feedback 

• Helping the intern to feel comfortable with other employees 

• Establishing consequences if work or behavior is not up to par 

As the supervisor provides training to the intern, certain methods are useful. “Hands on” learning is usually the most effective. Giving the intern instruction, letting him or her practice, and reviewing performance is an effective approach. The more the task is repeated, the more likely the skills will be retained. The following steps work for most people: 

1. Preparation: 

a. Develop a training plan listing the tasks and skills required for the job 

b. Decide when and how training will be accomplished 

c. Decide who will conduct the training 

2. Telling/Showing 

a. Describe what should be done

b. Demonstrate how to do the task 

c. Ask questions, check for understanding 

3. Practice 

a. Allow the intern to practice the task

b. Correct errors 

c. Ask the intern to describe what they are doing 

4. Performance 




a. Allow the intern to work on his/her own 

b. Designate someone to provide assistance as needed 

c. Check frequently for progress 

d. Ask questions – require the intern to clarify 

e. Provide feedback on performance 

Careful supervision allows the supervisor or mentor to understand needs as they arise, and to correct problems. Over the course of the internship, you can move from the simple to the complex, and this should be reflected in the workplace training plan. Remember that these are student interns – a friendly, helpful attitude is the most effective way to help them learn. Keep in mind also that interns make mistakes; this is one of the ways in which students grow. 

Some problems student interns may have in adjusting to the workplace are predictable, as are effective means of helping them through the difficulty. These include: 

• Working below potential: Provide specific feedback on how performance can be improved. 

• Not meeting established standards: Review of standards, and guidance on how to meet them. 
• Carelessness or negligence: Feedback on consequences of actions. Reach agreement on the need to improve and indicators of improvement. 

• Hard to get along with: Training and feedback on the importance of working as part of a team. 

• Inappropriate appearance, moodiness, etc.: Training and feedback on standards of conduct. Reach agreement on the need to improve and indicators of change. 

• Performing well, or beyond expectations: Good performance should be commended. 

Student Orientation 

Adequate orientation to a new workplace is important for any employee. It is even more important for the intern, who may be experiencing his or her first exposure to the world of work. Not only does orientation help the intern adjust to this new position, it’s also his or her first impression – about the business organization in particular, and about working in general. Time should be made on the intern’s first day for an adequate introduction to the business as a whole, and the particular department(s) in which the intern will work. If the employer does have their own orientation procedure, it may be necessary to augment it to fit the particular needs of a student intern. This orientation should include: 

• A tour of the workplace 

• Company goals and purposes 

• An introduction to the supervisor and co-workers 

• Company rules and procedures 

• Standards of conduct 

• Work hours 

• Safety issues 

After an introduction to the organization, the intern should learn about the department in which he/she will be working. This is often conducted by the intern’s supervisor, and is a good time for the intern to meet the co-workers with whom she/he will be most closely affiliated. The supervisor should discuss how the department fits into the organization, the work the department does, and expectations particular to that department. This may also be an appropriate time for the supervisor to begin intern training. 

Perhaps the most important aspect of the orientation is a clearly outlined position description, and it is an important responsibility of the supervisor to clearly delineate these expectations in advance of the intern’s first day in the position. For the young employee, it is helpful to describe the internship in terms of the specific tasks and skills that should be mastered by the end of the internship. It is a good idea to put these tasks and skills in writing for the intern. They can then be used as a tool for supervising and evaluating the intern’s performance. 

For a more detailed look at the orientation process, see the Orientation Checklist included in the Appendix. 

The Biweekly Time Card

Interns will be required to submit official documentation of internship site hours worked once every two weeks.  The biweekly time card will provide the official record of the student’s semester hours in internship leading toward academic credit for graduation.  Each intern will be provided ample blank copies of NYHS Intern timecards.  The intern will ask the supervisor to sign the timecard and denote hours worked after every day spent at the work site.  On the final work day of a two week period the supervisor will be asked to write a brief summary of the intern’s progress, sharing highlights and critiquing the intern’s performance during the period.  All timecard entries should be typed or written in ink.  The time card must be submitted by the student to the internship coordinator on the final Friday of every two week period.  See Internship Calendar for all timecard due dates.

The Concurrent Seminar; 

Sustainable Development, Economics and Public Policy

The internship seminar is a two-semester class based in economics and public policy.  The seminar will also function as the internship support center.  As a means of preparing students for rigorous field placements, September’s curriculum will be largely focused on job readiness skills, career options, and workplace norms.  Before interviews, students will work in seminar to develop resumes, personal statements/cover letters, and a basic familiarity with the professional world.  Once internship begins, students will use seminar time to develop and exchange new perspectives and knowledge arising from their unique workplace experiences.  Each student intern will be required to keep an internship journal, conduct co-worker interviews, create a detailed organizational and economic analysis of their organization, and gather relevant data and artifacts for independent research.  Internship Seminar will also provide a space in which students discuss and examine everyday struggles and successes in the workplace.  

Course Overview

After graduating high school, our students are thrust into the real world, rapidly focused on getting a job, going to college, developing a career, sustaining oneself and a family, and eventually contributing productively to a community.  A young person entering today’s economy has access to a virtually unlimited range of career opportunities, but also faces unprecedented challenges resulting from changes brought on by Globalization, the loss of American manufacturing, and the continuing depletion and degradation of natural capital.  

Sustainable development is a framework to help understand and take advantage of these changes.  From the intimate questions of personal livelihood (“what do you want to be when you grow up”) to the collective process of determining our survival as a species, sustainable development provides a working set of principles and guidelines we can use to plan the kind of world in which we wish to live.  

At New York Harbor School, Sustainable Development is an economics and civics course. Course credit will be awarded upon successful completion of the two semester projects and all internship related responsibilities.  The course is concurrent with an 8-hour per week internship placement.  Every two weeks, each intern will hand in an internship timecard, which will serve as the official documentation for all fieldwork, including research.


Sustainable Development coursework will consist of four distinct areas of study:  

· Career Skills, 

· Personal Finance/ Microeconomics, 

· The Global Economy/ Macroeconomics, and 

· Waterfront Development in NYC/ Harbor School LRDP).  

The career skills section of the course will begin with the internship application process.  We’ll discuss and practice all aspects of job seeking and application in the modern world of work.  Students will develop a personal portfolio including a resume, cover letters, personal statement, and other credentials appropriate to a specific field of work.  Through the internship work experience, students will gain an in-depth understanding of a specific professional field and the inner workings of a business or nonprofit organization.  

The Personal Finance section will offer a foundation of practical information for personal economic success.  Students will learn basic microeconomic concepts useful for understanding and managing wages, savings, credit, investments, insurance, and taxes.  With the help of guest speakers and workshops with our local financial institutions, students will develop comprehensive financial literacy leading toward skills in asset building and small business management.

Global Macroeconomics will provide an introduction to the current global and national trends, including corporate Globalization, free trade/ neoliberalism, and emerging alternative systems.  We’ll study several examples of global economic power, including international banking systems, corporate control of natural resources, and labor struggles.  

Lastly and most importantly, the Waterfront Development component is our opportunity to do something practical with the knowledge gained throughout the course.  Beginning in February, students will begin an intensive study of the prospects for sustainable development within various New York City communities, including potential waterfront locations for the Harbor School.   Working in small groups, students will research a specific area of sustainable development, such as housing, health care, agriculture, education, business, and the arts.  After building expertise and focus in their chosen area, students will be charged with developing a proposal including specific recommendations for the City’s long-range development, and presenting this proposal to one of the 52 Community Boards.  

Topics and Essential Questions for Sustainable Development
	September
	Internship and Career Development
	How does one take full advantage of an unpaid internship; service learning vs. career development?

	October
	Microeconomics and Personal Finance
	What is economics; classical vs. ecological?  


	November
	Microeconomics and Personal Finance
	How do you manage personal finance wisely?

	December
	The Changing Economy of

New York City
	How has the New York City economy changed over the last 50 years and how are these changes reflected in the local community?

	January
	Citizenship and Community
	What are the primary civic responsibilities and requirements of citizenship – Is this Democracy or the illusion of participation?

	February
	Global Economy – An Intro to Macroeconomics
	What are the most important changes and trends taking place in the global economy?


	March
	Creating Sustainable Development in NYC
	What is sustainable development and how can the Harbor School’s LRDP and waterfront location serve as a model for sustainable development in NYC?

	April
	The Public Policy Process (Municipal)
	How does the public policy process work on the local, state and national level?  

	May 
	Community Board Proposals
	What are the best ways to get involved and gain influence in the public policy process?

	June
	Internship Closing and Assessment
	What have you learned from the internship experience and sustainable development proposal?  How have perspective on the economy changed


A basic microeconomics textbook will be used and students will be asked to apply textbook concepts to the examples gained through fieldwork.  For a detailed description of seminar curriculum, please request a curriculum outline for either economics or policy.  Primary units of study include:

· Career development and job skills: résumé writing, interview skills, time management, work ethic, etiquette, job responsibility, cooperation, communication, and conflict resolution

· Historical analysis of New York City, with a focus on waterfront development (1950-present)

· Introduction to Microeconomics, Introduction to Macroeconomics 

· Environmental policy and law on the local, federal, and international levels

· Internship-specific independent research and applied learning project
Seminar Assignments:

Keeping A Journal 

Students will be required to keep a journal of their internship experience. At the end of each day, students should write a journal entry detailing their experiences that day. This will be kept in the form of a personal log, as letters to the program coordinator or in a hard  bound notebook. Entries might include: 

• What the student saw, heard, and noticed at the work site 

• Descriptions of what the intern did 

• Descriptions of what the intern saw others doing 

• What the intern found surprising, interesting, confusing, or exciting 

• What tasks were difficult or annoying 

• What tasks were stimulating, motivating, or enjoyable 

• A question to ask the supervisor when returning to the site 

By putting quality time into the journal immediately after each day’s work, the student will be better able to track themes inherent in the work, and paths for future exploration. The journal should be a part of the student’s exit portfolio, and will aid in other aspects of the assessment process, such as developing work sample abstracts and a culminating presentation of their accomplishments. 

Some programs choose to use a “Daily Log” form, which guides the student’s journal keeping corresponding with educational and vocational competencies. A sample Daily Log is included in the Appendix. 

Co-worker Interviews

Periodically throughout the first and second semesters, interns will be asked to conduct coworker interviews, initially for the purpose of acquainting themselves with workplace norms and then later for research and data gathering.  The supervisor should be available to introduce and facilitate the practice of interviews to interested and available coworkers.  Interns will be prepared with a relevant list of interview questions and appropriate documentation tools for each interview.  Request for interviews should be initiated by the student and meeting times set up with at least two weeks advance notice to the coworker.  In depth information gathered in the interviews will be used to develop student research projects on the organization’s history and the future sustainable development within the organization.

Artifacts and data collection

Beginning in December, all interns will begin compiling data toward a comprehensive research project to be presented with the Internship Portfolio in late January.  Interns will be encouraged to consistently build their collection of information and artifacts on the organization and it specific fields of work.  Interns should be given access to wide range of technical, organizational, and historical information pertaining to the worksite.  If an organization has an onsite library, or otherwise accessible resource center, interns should be given explicit time during internship hours with which to peruse the materials.  

Semester Culminating Research Project

Towards the later half of the first semester, all interns will begin compiling their accumulated site based research and by January 21 be required to submit a five to seven page research paper detailing the unique background and current composition of their organization.  The research paper will consist of five basic components; 

· mission and vision of the organization, 

· historical development of the organization, 

· current means of carrying out the mission and vision of the organization/ organizational structure and personnel

· financial structure of the organization; operating costs, revenue, other publicly disclosed financial data

· LRDP and envisioned future of the organization

Semester Ending Portfolio and Research Paper Presentation

At the close of the first semester in the final week of January, all interns will be required to present a cumulative presentation of the internship experience and the completed site based research project.  The exhibitions will happen on three separate days in which all interns will have a 5-7 minute presentation to peers, parents, teachers, site supervisors, and community members.  Each supervisor and other associated coworkers will be invited and encouraged to attend the intern’s semester ending presentation.  The presentation is an opportunity for supervisors to experience first hand the learning and growth that has taken place over the course of the semester.  The Portfolio and Research Paper will provide a tangible assessment of the intern’s accomplishments and personal sense of mastery in his or her experience of the professional world. 

Sustainable Development Proposal and Community Board Presentation

New York Harbor School see itself as an integral player in the push for sustainable development now in New York City waterfront communities and beyond.  In order to better align with the mission and vision of NYHS as a model for ecological education and sustainable development, the school’s first graduating class will be asked to take an active role in the articulation of our Long Range Development Plan, including analysis of proposed waterfront locations and assessment of New York City’s status as a model for sustainability.  Throughout the course of the year, all Harbor seniors will be immersed in the language and framework of sustainable development, coming to understands the term as an interdisciplinary concept and set of principles used for assessing the quality of our physical infrastructure and determining the primary value and residual impact of development projects.

After two semesters of study in personal finance, basic macroeconomics, and public policy, all students will be asked to develop their own focused area of expertise in the realm of local and global sustainable development.  Possible focus areas include housing, education, healthcare, energy, transportation, food systems/agriculture, and finance.  Students will be given the task of compiling a database of relevant sources of information and resources pertaining to each area of study.  Sources will be used to develop a general understanding of the issues relating to each area.  With this general understanding of policy and practice, each student group will then be asked to assess the status of sustainable development in New York City and within individual boroughs and communities.  For example, a group focused on housing would compile sources from government agencies and private developers to assess the range of the city’s housing costs, quality of current development projects, and the scope of green building and construction practices occurring in the city.

The final component to this small group research will be an opportunity to present findings and make recommendations to local community boards.  Students will familiarize themselves with the intricacies of local public policy processes and find suitable channels for participation.  Ideally, each group will secure a five to seven minute slot on the agenda of a board’s monthly meeting.  Using a Power Point slide show and other media tools, each group will create a concise policy proposal with the intention of generating further action and advocacy toward sustainable development.  The experience of participating in local government with a goal of positively impacting (creating) development will provide Harbor students a lasting sense of accomplishment.  No matter the outcome, students will be given a rare and possibly life changing opportunity to influence an official body by articulating a youth voice, understanding, and vision for development - a phenomenon generally unheard of in mainstream society.  

We hope that all worksite supervisors will support the intern’s academic work to the highest extent possible.  Interns should be encouraged to discuss the concept of sustainable development with coworkers and extrapolate the ways in which it could apply to the specific mission and vision of the organization.  Interns should be eager to expand on sustainable development and seek out coworkers’ perspectives on their academic work.  Coworkers in turn should be curious and occasionally ask the student what is currently being study in the school based seminar and other classes as well.  

Appendix

Request for Interns

New York Harbor School Internship Program

Directions: Please provide detailed responses to the following prompts and questions.  Please type this information directly onto this document and email it as an attachment to nyhsinternships@gmail.com The information will be included in an ongoing database to be used by students in deciding to which organizations they will apply.  Thanks very much.  We’re looking forward to establishing a lasting working relationship between your organization and our school!
	1. Name of Organization:
	

	2. Telephone: 
	

	3. Fax Number:
	

	4. Full Address:
	

	5. Closest Subway Stops:
	

	6. Name and title of prospective mentor:
	

	7. Email address of mentor:
	

	8. Number of interns requested: 
	

	9. Description of Organization:


	

	10. Qualifications required for this internship position:
	

	11.  Duties and responsibilities of intern: How might an intern progress from entry-level work to more advanced duties and possible projects?  Please be as detailed as possible as this response will help greatly in matching your site with the appropriate students.
	

	12. What would the student learn while working with your organization?
	

	13. Do you have any questions about our internship program?
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Internship Contract

For the Intern:

I will arrive on time to internship.  I will have my time card signed by my mentor every day.  I will go to internship every day that I am scheduled, except in the case of emergency or illness.  In case of an emergency or illness, I will speak to my internship coordinator AND call my internship mentor no later than 10 AM/2 PM.  If I am absent from school, I will call the internship coordinator AND my mentor by 9 AM to inform them.  I will make up any days or hours I miss at my internship.  I will dress appropriately (business attire or Harbor shirt) for work.  I will approach work with a good attitude.  I will conduct myself appropriately at all times.  I will communicate with the internship coordinator and my mentor about any problems or difficulties that I have at internship.  I will work hard to use this internship opportunity as a learning experience.

__________________________________

__________________________


Intern’s Signature                                                          
Date

For the Mentor:


I will ensure that the intern lives up to his/her responsibility to this organization, and at the same time I will provide the intern with valuable experiences from which to learn.  I will promptly inform my intern’s NYHS internship coordinator of any problems, including any absences, tardiness, and conduct or attitude issues.  I will support the intern to complete any academic work related to the internship.  I will only sign time cards with the accurate dates and times already filled in.

___________________________________

___________________________


Mentor’s Signature




Date

For the Internship Coordinator:

I will offer support to the intern, communicate regularly with the internship mentor, and mediate any problems or difficulties that may arise.  I will support the intern in successfully completing all of the requirements of the academic seminar.

___________________________________

___________________________


Coordinator’s Signature




Date

Intern Standards of Conduct

I, ___________________________________, understand that as an intern at 

_______________________________________ I will be required to abide by the following 

standards of appropriate workplace conduct while I am on the job: 

• I will be punctual and conscientious in the fulfillment of my commitment and duties 

• I will accept supervision graciously 

• I will conduct myself in a dignified, courteous, and considerate manner. 

• I will take any problems, criticisms, or suggestions to my supervisor. 

• I will follow all company policies and procedures (dress code, safety training, etc.) 

• I will always knock on closed doors. 

• I will not chew gum or eat food while working. 

• I will not bring friends to the work site. 

• I will not accept tips. 

• I will always notify both Mr. Janis and my work supervisor if I am not able to report for work. 

• I will only work when and where assigned. 

• I will refrain from loud talking and laughing. 

• I will not use company phones for personal calls. 

• 

Interns are required to follow the same code of conduct as other members of the team. Always remember that you are representing our company to the public. 

Intern’s Signature

Signed: _________________________________________Date: _____________________

Supervisor’s Signature 

Signed: ________________________________________ Date: ______________________ 
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Two-Week Internship Attendance Timecard and Progress Note

Name of Intern:_______________________________    Date:__________

Internship Site:__________________________   Mentor:____________________

	DAY 
	DATE
	TIME IN:
	TIME OUT:
	TOTAL TIME:
	MENTOR’S SIGNATURE

	TUESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	Saturday or alternative days
	
	
	
	
	


*In the time columns please indicate if necessary:  ABS=absent, H=holiday, L=late

*All entries must be written in ink

	Please briefly describe any progress, challenges, or noteworthy events during this two week’s work with your intern :




Total hours worker during period     /    -     /     :          hrs.

**Timecard must be handed in by student each week in order to receive credit**

Orientation Checklist 

Intern: _________________________________________

Supervisor: ______________________________________

Time of Orientation:  ______________ Date ______________________

	I. Welcome and Introduction 

______ What it means to work at this company. 

II. Workplace Tour 

_____ Overall tour of facility 

_____ Tour of work area 

_____ Fire extinguishers, fire escapes, exits, evacuation routes 

_____ Introduction to staff 

III. Tour of Employee Facilities

_____ Rest Rooms 

_____ Parking 

_____ Lunch Room 

_____ Telephones 

_____ Storage for personal belongings 

IV. About the Company 

____ Discussion of company structure 

_____ Key people in the company 

_____ Type of business, products, services 

_____ Who our customers are 

_____ Other branches or divisions 

V. Department Specifics 

_____ Telephone number and address 

_____ Explanation of work schedule 

_____ Location of time clock/sign-in 

_____ Attendance requirements 

_____ Working w/ other depts./employees 

_____ Hours _____ Break times 

_____ Lunch time 

VI. Job Specific

 _____ Location of necessary supplies 

_____ How to use phone/office equipment 

_____ Job description 

_____ Training plan 

_____ Evaluation procedures 


	VII. Safety Training

 _____ Stairwell/fire exits 

_____ Fire extinguishers 

_____ Special hazards 

_____ Accident prevention 

VIII. Supervisor’s Expectations 

_____ Dress code (hair, clothing, jewelry) 

_____ Performance expectations 

_____ Company culture (team work, service, values, etc.) 

IX. Materials 

_____ Personnel handbook 

_____ Organizational chart 

_____ Telephone directory 

_____ Security procedures


 Work Site Learning Plan 

____________________________will permit  _________________________________________from 

The New York Harbor School to enter the workplace as an intern under the supervision of 

__________________________________ for the purpose of gaining knowledge and experience in 

the area of ___________________________________  for  approximately _____________hours a 

week/day. 

The following work site learning plan provides a description of each component of the work 

experience: 

Tasks student will perform: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills required: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work environment (schedule of rotation through major departments): 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work processes, technology, and equipment student will use or observe: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Safety precautions: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Dress code and behavior: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional comments: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Student’s Signature: ___________________________________ Date:  ___________________

Employer’s Signature: __________________________________ Date:  ___________________

Coordinator’s Signature: ________________________________ Date: ___________________

Parent’s Signature: ____________________________________ Date: ___________________

GUIDELINES FOR BUSINESS/INDUSTRY PARTICIPANTS 

1. Hands-on activities are the best. Students learn by doing. 

2. Give your student some sample job descriptors for yourself and others in your department. 

3. Remember that shyness or false bravado is often used as a defense mechanism; don't take it personally. 

4. Think of ways to have your student feel comfortable in a new and unfamiliar environment, e.g.: 

􀀀 Introduction to co-workers 

􀀀 Outline of how the first day will look 

􀀀 Location of restrooms 

5. Use your student’s name and make sure the student knows and remembers yours (supply your business card). 

6. Set up an activity that creates a sense of independence, e.g.: 

􀀀 Have the student make a phone call for you to set up an appointment or research a topic. 

􀀀 Allow the student to follow a piece of paperwork through its normal cycle in your department. 

􀀀 Set up a scavenger hunt that requires the student to go to several locations to get some information for you. 

7. Schedule a break for your student; eat lunch with them. 

8. Most of all, have fun! 

Daily Worksite Log / Journal
Name: _____________________________________________________ Date: _________________

Company: __________________________________________________ Date: _________________

At the end of each day, take a few minutes to reflect on and record what you have learned in response to the questions and statements here. The responses will help you develop your self-evaluation and portfolio. It is not necessary to respond to every statement or question every day, but you should be thorough in your completion of this form. 

1. What did you learn about yourself – your interests, aptitudes, strengths, and weaknesses? 

2. Describe the technology or equipment you used or observed being used. 

3. Give specific examples of mathematics or science concepts and skills you used or observed. 

4. Give an example of oral or written communication you used or observed being used. 

5. Describe a work activity you performed and the procedures you followed. 

6. Describe special instructions you received from your mentor or another employee. 

7. Describe any materials you had to read and interpret to complete an assigned work activity. 

8. Describe any initiative you took to learn something new. 

9. List a problem you solved or observed being solved, and tell how you or others arrived at a solution. 

10. Describe a meeting you attended, and list the decisions made or actions taken. What contributions did you make to the meeting? What happened as a result of the meeting? 

11. List something new you learned about the company and its opportunities for employees. 

NOTE: You can use your responses to this form to guide the development of your exit portfolio. 

Intern Assessment Form 

Intern’s Name: ______________________________________________________________

Name of Company or Organization:______________________________________________ 

Supervisor:_____________________________________________Date:_________________ 

Intern’s Position or Assignment:_________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Please use this scale to evaluate your intern’s performance in the following areas: 


1. General Workplace Performance 

Attendance………………………………………………………….. 
1 2 3 4 5 6 

Appropriate dress.…………………………………………………
1 2 3 4 5 6 

Attitude……………………………………………………………… 
1 2 3 4 5 6 

Work habits…………………………………………………………. 
1 2 3 4 5 6 

Acceptance of criticism…………………………………………. 
1 2 3 4 5 6 

Setting priorities…………………………………………………..
1 2 3 4 5 6 

Asks appropriate questions……………………………………
1 2 3 4 5 6 

Self-motivated………………………………………………………. 
1 2 3 4 5 6 

2. Specific Job Assignment Performance 

Sufficient knowledge to perform tasks……………………
1 2 3 4 5 6 

Analytical skills……………………………………………………… 
1 2 3 4 5 6 

Verbal skills………………………………………………………….. 
1 2 3 4 5 6 

Written skills…………………………………………………………. 
1 2 3 4 5 6 

Organizational skills…………………………………………………. 
1 2 3 4 5 6 

Technical skills………………………………………………………. 
1 2 3 4 5 6 

Meeting deadlines……………………………………………………. 
1 2 3 4 5 6 

Completing tasks…………………………………………………….. 
1 2 3 4 5 6 

3. Growth on the Job 

Development of new skills……………………………………………1 2 3 4 5 6 

Examples:___________________________________________________________ 

___________________________________________________________________ 

Knowledge of organization……………………………………………1 2 3 4 5 6 

Examples:__________________________________________________________ 

__________________________________________________________________ 

Contribution to the workplace…………………………………………1 2 3 4 5 6 

Examples:__________________________________________________________ 

___________________________________________________________________ 

4. Briefly comment on the following questions 

What do you consider the major strengths of this intern? 

What areas need improvement? 

Other comments, commendations, or recommendations: 

Student Internship Evaluation 

Name ___________________________________________________________ Date _____________

Contact person __________________________________________________

Job site ________________________________________________________

Instructions: Answer the following questions concerning your internship experience. Please circle the correct response. 

1. Were you able to participate in occupation(s) that interested you? 
YES NO 

2. Did you have sufficient time to train? 




YES NO 

3. Was there sufficient time at alternative work sites? 


YES NO 

4. Would you recommend this job site for other students? 

YES NO 

5. Are you still interested in this career field?



YES NO 

6. How did the internship relate to your previously expressed career interests? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

7. How was the internship helpful to you? _____________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

8. What did you like best about the internship?_________________________________ 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

9. What did you like least about the internship? ______ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

10. What educational and career plans/goals must you make to pursue this field? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

11. What are your overall feelings about the value of this internship? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

Student Self Evaluation 

Student’s Name: 







Date: 

Work Site: Supervisor: 

First, write three facts you learned: 

1. 

2. 

3. 

Describe your experience (use a separate sheet when necessary): 

1. How did this internship influence you? 

2. Would this site be beneficial for another student to visit or work? 

3. Rate your internship by checking the appropriate level: 

_____Excellent _____Above Average _____Average _____Below Average 

4. What grade would you give yourself for your performance at the internship? 

_____A _____B _____C _____D _____F 

What three facts prove you deserve this grade? 

A. 

B. 

C. 

5. What occurred during your internship that has relevance in your life? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

6. At what part of your internship job were you most effective? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
7. At what part of your internship job did you have the most trouble? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

8. What do you wish you had known prior to beginning your internship? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________

9. What is the most important thing you learned during your internship? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

10. Who was the most helpful/influential person you worked with at this company? 

(write her/him a thank you note!) 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

11. Final thoughts on your internship experience? ___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
__________________________________________________________________________

WORK-BASED LEARNING CONTRACT

Student Name_______________________________________________________ Birth Date ___________

Grade and Age ___________________________ 

Telephone __________________________

Address ____________________________________________________________________________________________ 

Name of Workplace________________________________________________________________________________

Name of Worksite Supervisor ____________________________________ Position ___________________________

Starting average number of hours per week in internship experience _____________ 

Responsibilities of the Student

I. The student  will keep regular attendance, both in school and at the worksite, and cannot work on any school day that he/she fails to attend school; he/she will notify the school and employer if unable to report. 

2. The student will show honesty, punctuality, courtesy, a cooperative attitude, proper health and grooming habits, good dress and a willingness to learn.

3. The student will consult the teacher/coordinator about any difficulties arising at the work site.

4. The student will conform to the rules and regulations of the work site.

5. The student will furnish the teacher/coordinator with all necessary information and complete all necessary reports and assignments.

Responsibilities of the Parent/Guardians

1. The parent/guardian(s) will encourage the student to effectively carry out duties and responsibilities.

2. The parent/guardian(s) will share the responsibility for the conduct of the student while enrolled in the internship.

3. The parent/guardian(s) will be responsible for the safety and conduct of the student while traveling to and from the school, the worksite and home.

Responsibilities of the Worksite Supervisor

1. The worksite supervisor will endeavor to employ the student for the agreed-upon number of hours each week for the entire internship.

2. The worksite supervisor will adhere to all federal and state regulations regarding employment, child labor laws, minimum wages and other applicable regulations.

3. The worksite supervisor will ensure that the student is afforded continual learning opportunities through their assignment.

4. The worksite supervisor will consult the teacher/coordinator about any difficulties arising at the worksite.

5. The worksite supervisor will review learning objectives and evaluate the student using the Work-Based Learning Plan and Evaluation.

6. The worksite supervisor will provide time for consultation with the teacher/coordinator concerning the student.

Responsibilities of the Teacher/Coordinator

1. The teacher/coordinator will see that the necessary related classroom instruction is provided to prepare the student for the internship experience.

2. The teacher/coordinator will make appointments to visit the site to consult with the site partner.

3. The teacher/coordinator will evaluate the student.

4. The teacher/coordinator will provide support and assistance to the site partner as requested.

5. The teacher/coordinator will communicate all pertinent information to site partner, student and parents/guardians.

This agreement may be terminated by mutual consent of the worksite supervisor and the teacher/coordinator. It is understood the parties participating in this agreement will not discriminate in employment opportunities on the basis of race, religion, color, sex, or national origin.

Student Signature _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  Date _______________

Worksite Supervisor Signature __________________________________________________ Date _______________

Parent/Guardian Signature _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ____ _ _ _ _ _ _  Date _______________

Teacher/Coordinator Signature _ _ _ _____________________________________________ Date _______________

NEW YORK CITY DEPARTMENT OF EDUCATION,


THE 	NEW YORK HARBOR SCHOOL INTERNSHIP PROGRAM


Principal, Nathan Dudley (718) 381-7100


Coordinator, Samuel Janis (917) 445-4784








1 = Needs more training or education 	4 = Above average performance 





2 = Performing below expectations 	5 = Superior performance 





3 = Acceptable performance 		6 = Not observed 
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