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Course Overview

Course Summary

The NYHS Internship Program will be both an experiential learning apprenticeship and an intensive academic study. Internship provides students with the opportunity to explore a particular career interest, develop important workplace competencies, apply academic knowledge, and grow in confidence and maturity.  At their sites, students should be encouraged to think toward an applied learning project that attempts to synthesize knowledge gained in and around the workplace.  The mentor and co-workers should expect to support and allot time for the student’s independent study and field-based research, in addition to his or her day-to-day tasks and responsibilities.

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 ecology.  

Essential Question 

What kind of career fits me best?

Standards Addressed

NYS CDOS 1.3 Analyze skills and abilities required in a career option and relate them to their own skills and abilities

NYS CDOS 2.2 Use academic knowledge and skills in an occupational context and demonstrate the application of these skills by using a variety of communication techniques

CDOS 3.1 Use a combination of techniques to read or listen to complex information and analyze what they hear or read; convey information confidently and coherently in written or oral form; and analyze and solve mathematical problems requiring use of multiple computational skills

CDOS 3.2 Demonstrate the ability to organize and process information and apply skills in new ways

CDOS 3.3 Demonstrate leadership skills in setting goals, monitoring progress and improving their performance

CDOS 3.5 Use technology to acquire, organize and communicate information by entering, modifying, retrieving and storing data

CDOS 3.7 Demonstrate an understanding of how systems performance relates to the goals, resources and functions of an organization

CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy

CDOS 4.5 Identify, organize, plan and allocate resources (e.g. financial, materials/facilities, human, time) in demonstrating the ability to mange their lives as learners, contributing family members, globally competititve workers, and self-sufficient individuals

CDOS 4.6 Exhibit interpersonal skills essential for success in the multinational business world, demonstrate basic leadership abilities/skills and function effectively as members of a work group or team

Assessments - Mastery Works

All seniors participating in internship will complete the following major assessments in order to receive credit for the course. These assessments will be considered “Mastery Works.” Each assessment must meet or exceed the standard set by the rubric in order to be considered “complete.” Students must continue to revise any assessment until it meets or exceeds the standard. The final deadline to complete all work will be the last day of class in June.

Cover Letter – Students create five separate cover letters for the five positions they are planning to apply to. Each cover letter should be based on a general template, with specific information about the position and relevant experience highlighted. Advisors grade each letter based on the Cover Letter Rubric.

Interview – Students interview for up to five positions at an Internship Fair. Site supervisor assesses each interviewee based on the Intern Interview Rubric. Students have up to five opportunities to interview and meet or exceed the standard.

Internship Blog - Students are required to keep a journal of their internship experience. At the end of each day, interns are given 15-20 minutes to write a journal entry detailing their experiences that day. This journal will be completed online in the form of a blog that students create and add to each day. Advisors will assess based on the Internship Blog Entry Rubric. Each entry must meet or exceed the standard in order to receive credit.

Co-Worker Interview – Students interview one or two of their coworkers as research for their Career Plan. 

Career Plan (Midterm Assessment) – Students conduct research, including a co-worker interview, to complete a Career Plan. This three-five page report will discuss a potential position at the intern’s site, and how one would go about getting the training to attain that position. The report should include a bibliography and internal citation. A Career Plan Rubric will be used to asses the report.

Project Proposal (Final Presentation) – Students demonstrate their understanding of the inner workings of their site and its unique needs by creating a proposal for a new project or initiative that they believe would improve the work of their site. Depending on the intern’s site, these proposals may take a variety of forms, but each intern’s proposal should be reflective of the needs of the site. Project proposals should include an analysis of the costs and benefits of the proposed project. Students are required to write a three-five page report and complete a Powerpoint presentation. Rubrics will be provided for assessment.

Site Visit(s) – Advisors visit each student intern at their site at least once during the semester to assess student understanding of workplace etiquette and other objectives. A rubric will be provided. 

Curriculum Map

Unit 1

	Unit Title
	Introduction to Internships

	Essential Question
	What are the advantages to completing an internship?

	Timeline
	1 week, December 1st? 

	Objectives: SWBAT
	· Identify some general advantages to completing an internship

· Create a list of personal reasons to do an internship

· list the requirements of the NYHS Senior Internship program

· summarize what is expected of NYHS Senior Interns

· summarize the support NYHS Senior Interns can expect to receive

· brainstorm a list of possible internships of interest

· anticipate and brainstorm solutions to possible problems

	Assessments
	contract

	Standards
	

	Resources Needed
	Student handouts/information regarding internship


Unit 2

	Unit Title
	Creating an Internship Blog

	Essential Question
	How can technology make communication more efficient? 

	Timeline
	2 weeks, December 10th through Dec 21st? 

	Objectives: SWBAT
	· Create a google account

· Create a blogger account

· Create a new post to their blogger account

· Post a digital photo to a blogger blog

· Create a link to another site

· Identify elements of polite, professional communication

· Discuss the difference between personal and professional communication

· Compare and contrast professional communications

· Evaluate reflections for effectiveness and professionalism

	Assessments
	[Christmas Break Assignment: Post responses to the following questions on your blog (two posts) – ]

	Standards
	CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy

	Resources Needed
	Laptops, internet access, technological support handbook (teacher training on blogger??)


Unit 3

	Unit Title
	Resumes and Cover Letters

	Essential Question
	How can best I present myself to potential employers? 

	Timeline
	2 weeks, Jan 1st through Jan 14th?  

	Objectives: SWBAT
	· select an internship experience from a list of choices

· Write a cover letter that is targeted to a specific internship

· Revise their resume to target specific internships

	Assessments
	Revised resume

Cover letter

	Standards
	CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy

	Resources Needed
	College Summit Navigators


Unit 4

	Unit Title
	Interview Skills

	Essential Question
	What are some strategies for effective interviewing? 

	Timeline
	1 week, middle of January???  

	Objectives: SWBAT
	· answer interview questions effectively

· Identify effective body language

· participate in mock interviews with a variety of people

· evaluate the effectiveness of an interviewee

	Assessments
	Interview Fair Performance-based assessment

	Standards
	CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy

	Resources Needed
	


Unit 5

	Unit Title
	Workplace Ettiquete

	Essential Question
	What are some strategies for effective interviewing? 

	Timeline
	2 weeks, Jan-Feb break??

	Objectives: SWBAT
	Phone

Email

Dress

Conflict resolution

	Assessments
	Test? Mock job-place performance? Supervisor feedback?? Site Visit

	Standards
	

	Resources Needed
	Overcoming Obstacles, Part III, Module 10, Lessons 1-5


Unit 6

	Unit Title
	Gathering Artifacts and conducting research

	Essential Question
	

	Timeline
	Feb?

	Objectives: SWBAT
	Performing research into corporations???

	Assessments
	

	Standards
	

	Resources Needed
	


Unit 7

	Unit Title
	Writing a career plan

	Essential Question
	

	Timeline
	March?

	Objectives: SWBAT
	Interview a co-worker about career trajectory

Research a career using library resources?

	Assessments
	Career Plan – choose one co-worker whose job seems interesting, do some research, write a career plan

	Standards
	

	Resources Needed
	Curriculum??? What Color is Your Parachute appendix has some nice samples.


Unit 8

	Unit Title
	Identifying areas for improvement and doing research (preparing for the final presentation)

	Essential Question
	

	Timeline
	April

	Objectives: SWBAT
	Performing research into corporations???

Conducting a cost/benefit analysis

	Assessments
	

	Standards
	

	Resources Needed
	


Unit 9

	Unit Title
	Writing a report for a business setting

	Essential Question
	

	Timeline
	May

	Objectives: SWBAT
	writing an executive summary

business writing

	Assessments
	Project Proposal

	Standards
	

	Resources Needed
	


Unit 10

	Unit Title
	Presentation Skills

	Essential Question
	

	Timeline
	June

	Objectives: SWBAT
	

	Assessments
	Presentation

Reflection

	Standards
	

	Resources Needed
	


Lesson Plans and Materials

The following outlines give suggestions for the implementation of the curriculum. Materials are either attached or URLs are given. Senior advisors are encouraged to adapt the lesson plan ideas presented here to their individual advisories needs. All students must meet all SWBATs, so lesson plan changes and adaptations should still be reflective of the objectives.

Unit 1

	Unit Title
	Introduction to Internships

	Essential Question
	What are the advantages to completing an internship?

	Timeline
	1 week, December 1st? 

	Objectives: SWBAT
	· list the requirements of the NYHS Senior Internship program

· summarize what is expected of NYHS Senior Interns

· summarize the support NYHS Senior Interns can expect to receive

· brainstorm a list of possible internships of interest

· anticipate and brainstorm solutions to possible problems

	Assessments
	contract

	Resources Needed
	Student handouts/information regarding internship


Materials for this Unit

Student Internship FAQ Handout (Jen/Sharon creates?)

Student Internship Contract (Jen/Sharon creates?? Sam has?)

What Color Is Your Parachute? For Teens Chapters 1-4 (Where are these books? Supposedly we have tons of copies SOMEWHERE)

Lesson Plan Ideas

SWBAT identify some general advantages to completing an internship

· College Summit Navigator, pags. 170-171???

· Have someone who is or has completed an internship speak to the class about their experience

SWBAT create a list of personal reasons to do an internship

· Free write about what you personally could learn from an internship
· What Color is Your Parachute? For Teens Chapter 1-4 has some interesting exercises to get kids thinking about their personal motivations

SWBAT list the requirements of the NYHS Senior Internship program

SWBAT summarize what is expected of NYHS Senior Interns

SWBAT summarize the support NYHS Senior Interns can expect to receive

· Read and discuss the FAQ handout

SWBAT brainstorm a list of possible internships of interest

· Do a free write: What are your career plans? What industries interest you? What about New York City interests you? What do you feel passionate about?

· Have students explore last year’s internship blog and look at the types of internships featured. (http://nyhsinternships.blogspot.com/)

· Hand out the list of internships from last year and have students rank their top 3 and bottom 3 choices, explaining why

· HIGH TECH: Have students create accounts at http://www.esportfolio.com/ESPORT/english/ and take some quizzes to figure out what sort of careers/internships they’d be good at. Or try http://www.myfuture.com/toolbox/workquizzes.html
· LOW TECH: Read and discuss What Color is Your Parachute? For Teens Chapters 1-4. Complete the activities as you go along.  

SWBAT anticipate and brainstorm solutions to possible problems

· Have a class discussion about fears and worries related to the internship program. Create a “parking lot” or chart with student questions and concerns. Then brainstorm how each could be solved. Type up those that can’t be solved and give to Sharon.

Unit 2

	Unit Title
	Creating an Internship Blog

	Essential Question
	How can technology make communication more efficient? 

	Timeline
	2 weeks, December 10th through Dec 21st? 

	Objectives: SWBAT
	· Create a google account

· Create a blogger account

· Create a new post to their blogger account

· Post a digital photo to a blogger blog

· Create a link to another site

· Identify elements of polite, professional communication

· Discuss the difference between personal and professional communication

· Compare and contrast professional communications

· Evaluate reflections for effectiveness and professionalism

	Assessments
	[Christmas Break Assignment: Post responses to the following questions on your blog (two posts) – ]

	Resources Needed
	Laptops, internet access, technological support handbook (teacher training on blogger??)


Resources for Teachers

If you don’t know anything about blogger or blogs in general, see Melissa, or read some of these materials. The best way to learn how to teach blogging is to create your own blog and play with it!!!

http://landmark-project.com/workshops/handouts/setting_up_blogger_account.pdf
http://blogger.psu.edu/help/manual
http://www.lane.k12.or.us/insttech/vtc/pdf_docs/BloggerBasics.pdf

Materials

Blogger Basics Handout http://www.lane.k12.or.us/insttech/vtc/pdf_docs/BloggerBasics.pdf
OR Blogger Basics Powerpoint

http://www.law.syr.edu/Pdfs/0BlogPPT.pdf
http://www.netsquirrel.com/powerpoint/powerpoint/blogging_101.swf
Lesson Plan Ideas

SWBAT Create a google account

SWBATCreate a blogger account

SWBAT Create a new post to their blogger account

Choose one of the powerpoint presentations above to edit, or create your own presentation. Walk kids through the process. Write down their logins and passwords (They WILL lose them). Have everyone edit their profile and post a “welcome” entry.

SWBAT identify elements of polite, professional communication

SWBAT discuss the difference between personal and professional communication

· Lead a discussion about the purpose of the blogs we will create. These are for professional, public reflection. ANYONE, including their teachers, parents, bosses, and college admissions officers can read these blogs. 

· Have kids read some humorous/semi-serious takes on blog etiquette. Discuss – what do these articles have in common? For our purposes, which guidelines should we follow? Try:

· http://www.bellaonline.com/articles/art1204.asp
· http://wardomatic.blogspot.com/2005/04/etiquette-for-blogging-nation.html
· Create a class-wide Professional Communication rubric. What are some indicators of a professional piece of writing? What are some things we don’t want to say/do in professional writing?

SWBAT Compare and contrast professional communications

SWBAT Evaluate reflections for effectiveness and professionalism

· Have kids evaluate the current NYHS internship blog for effectiveness and professionalism using the rubric you created above. 

· Have kids evaluate 3 other blogs about internships (have them search blogger for “internships”) and post their evaluations.

SWBAT Post a digital photo to a blogger blog

· Have kids post a photo of themselves or something else from the computer’s hard drive, using the “post photo” function on blogger.

· Have kids practice posting a photo from flickr by copying the photo’s static URL (try grabbing an image from the NYHS group pool)

· ADVANCED – have kids create flickr accounts and upload photos from a flash drive or from their digital cameras. Show them how to add them to their blogs (see melissa if you need help on this!)

SWBAT Create a link to another site

· Have kids create a link to one of the blogs they evaluated above in an entry that includes an explanation of their evaluation. Show them how this is done using the “link” button on the blogger toolbar.

· Have kids create a link to one of their classmates blogs, or to the nyharborschool website, or anything else!

Unit 3

	Unit Title
	Resumes and Cover Letters

	Essential Question
	How can best I present myself to potential employers? 

	Timeline
	2 weeks, Jan 1st through Jan 14th?  

	Objectives: SWBAT
	· select an internship experience from a list of choices

· Write a cover letter that is targeted to a specific internship

· Revise their resume to target specific internships

	Assessments
	Revised resume

Cover letter

	Standards
	CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy


Materials

College Summit Navigator, pgs

Overcoming Obstacles Curriculum, Module 8, Lesson 6, Session 2, Parts I and II

Cover Letter Rubric

Resume Rubric

Sample Cover Letters

Lesson Plan Ideas
SWBAT select an internship experience from a list of choices
· Refer kids back to the activities from Unit 1. What type of jobs are they interested in learning more about?

· Do a sort: print out the possible internship choices on slips of paper and have kids sort them into piles. Kids can create their own headings for the piles. Ideas might include: sort by industry (Fashion, Maritime, Education, etc), sort by job type (Office work, Computers, Physical, Outdoors, Medical, etc.), sort by skills needed (Interpersonal skills, math skills, etc). Have kids choose a handful of internship opportunities from the pile that best represents their interest (for example, if I’m interested in working outdoors, I’d choose from that pile).

· Do research: Have kids research the internships that sound interesting to them by looking at the company’s website and writing down pros and cons for each.

SWBAT write a cover letter that is targeted to a specific internship

· Overcoming Obstacles Lesson, “Cover Letters: Uncovering What is Special” and “Writing a Cover Letter” AND/OR Navigator, pgs. 

· create sentence starters and give them to the class

· read lots of sample cover letters to get a feel for the conventions of the genre. Make a poster listing what makes a good cover letter versus what ruins a cover letter.

· read and analyze sample cover letters for effectiveness. Grade samples using a rubric in pairs or small groups.

SWBAT revise their resume to target specific internships

· grade sample resumes using a rubric in pairs or small groups.

· peer edit student resumes using a rubric.

· Work as a whole class to write descriptive bullets for common resume items, such as the description for NYHS. 

· Do a cake walk. Write the names of common extracurricular activities at the top of chart paper, and have kids rotate around the room, writing descriptive bullets for them. For example, your headings might be, “Rowing Team” “Robotics” “National Honor Society”. After everyone has brainstormed their ideas, have kids take from the lists to update and flesh out their resumes.

Unit 4

	Unit Title
	Interview Skills

	Essential Question
	What are some strategies for effective interviewing? 

	Timeline
	1 week, middle of January???  INTERNSHIP FAIR IS FEB 5th

	Objectives: SWBAT
	· answer interview questions effectively

· Identify effective body language in an interview

· participate in mock interviews with a variety of people

· evaluate the effectiveness of an interviewee

	Assessments
	Interview Fair Performance-based assessment

	Standards
	CDOS 4.3 Prepare, maintain, interpret/analyze, and transmit/distribute information in a variety of formats while demonstrating the oral, non-verbal, and written communication skills essential for working in today’s international service/information/technological-based economy


Materials

Navigator, pgs.

Overcoming Obstacles Curriculum,  Part III, Module 9, Lessons 2-5

What Color is Your Parachute? For Teens, pages 115-126 

Interview Performance Rubric

Lesson Plan Ideas

SWBAT answer interview questions effectively

SWBAT Identify effective body language in an interview

Navigator, Overcoming Obstacles AND/OR What Color? all have tons of activities/readings

SWBAT participate in mock interviews with a variety of people

SWBAT evaluate the effectiveness of an interviewee
Create opportunities in class for mock interviews. Have students interview each other, bring in a scary adult (Nate? Murray) to do mock interviews, do a mock interview in front of the class. For each, have students evaluate each other using the rubric, and discuss evaluations.

Assessments and Rubrics

About Mastery Works

All seniors participating in internship will complete the following major assessments in order to receive credit for the course. These assessments will be considered “Mastery Works.” Each assessment must meet or exceed the standard set by the rubric in order to be considered “complete.” Students must continue to revise any assessment until it meets or exceeds the standard. The final deadline to complete all work will be the last day of class in June.

Senior Advisors may choose to edit these rubrics to reflect student input or differences in class focus. It is important that if changes are made to the rubrics, that they still reflect an assessment of the objectives for a given unit.

Mastery Work #1: Internship Blog Entry

Your Task: Create an entry in your Internship Blog, reflecting on your unique experience at your site. 

Requirements: Post a unique and thoughtful entry to your blog at the end of each work day (every Tuesday and Thursday). Be professional, thoughtful and reflective. Include a link, picture, or other imbedded media help explain your reflection.

Questions to consider:

· What did you see, hear or notice at the work site today? 

• Descriptions of what tasks were you assigned today? What did you complete? What are you still working on? 

• Descriptions of what were your co-workers doing today? 

• What are some things you found surprising, interesting, confusing, or exciting? 

• What tasks were difficult or annoying 

• What tasks were stimulating, motivating, or enjoyable 

• What questions do you have for your supervisor when returning to the site

· Analyze your work tasks. What was the long term purpose of the assigned tasks?

· What is the mission of your organization? How is your work helping support that mission?

· What new terms, concepts and skills did you develop or practice today?

Mastery Work #1: Internship Blog Entry Rubric

Your Task: Create an entry in your Internship Blog, reflecting on your unique experience at your site. For each criteria below, ensure that your Mastery Work either meets or exceeds the standard.

	Standard Criteria
	Exceeds (100)
	Meets (80)
	Below (55)

	Professional Presentation
	free from errors in spelling, punctuation and usage.

addresses a sensitive topic with respect.

fun and interesting to read
	has few errors, and no errors that impede comprehension.

uses a tone that is respectful and appropriate.

not deathly boring
	has errors that impede comprehension.

uses a tone that is disrespectful or inappropriate.

boring, dry, or completely unreadable

	Reflective Thought
	Reflection on big issues and long-term thinking is shown.

insightful and thoughtful, reflects on issues and ideas in an engaging way
	Reflection on simple issues and short-term thinking is shown.

shows some thought, reflects on some issues and ideas
	No reflection shown.

summarizes the day’s work only, or misses an opportunity for significant reflection.

	Connections
	makes clear connections between the work being done and the site’s mission, vision, or long-term plan.


	connects in some way to an entry from the past.
	makes no connections to site mission or past reflections.

	Technology
	includes a link, an image, or other media which enhances the reflection. 


	if present, links and images function 
	links or images are broken or not present


Mastery Work #2: Cover Letter

Your Task: Write a cover letter that expresses your interest in applying for a specific internship assignment. Be professional and direct. Include reasons why you are choosing that specific internship and reasons why you believe you would be a good fit for the organization.

Requirements: Write one original cover letter for each internship site to which you are applying. For each criteria below, ensure that your Mastery Work either meets or exceeds the standard.
Mastery Work #2: Cover Letter Rubric

	Standard Criteria
	Exceeds (100)
	Meets (80)
	Below (55)

	Professional Presentation
	free from errors in spelling, punctuation and usage.

highly professional and well-written

attention-getting and original
	has few errors, and no errors that impede comprehension.

uses a tone that is respectful and appropriate.

not deathly boring
	has errors that impede comprehension.

uses a tone that is disrespectful or inappropriate.

boring, dry, or completely unreadable

	Reasons, Details and Facts
	mentions the position and organization and tells why student is a good fit

highlights relevant experience from resume
	mentions the position and the organization

references resume
	generic; does not mention position or organization

does not reference resume

	Format and Conventions
	Addresses presented correctly in the heading

more than three paragraphs (Intro, body and conclusion)

salutation and closing are original and professional


	Addresses presented correctly in the heading

three paragraphs (Intro, body and conclusion)

has a salutation and closing
	Addresses not presented

less than three paragraphs

missing a salutation and closing


Mastery Work #3: Interview Performance

Your Task: Participate efficiently in an interview for the positions you are interested in.

Requirements: For each interview you participate in, the interviewer will complete this rubric and give it to your teacher. Your goal is to “meet the standard” for all of your interviews. For each criteria below, ensure that your Mastery Work either meets or exceeds the standard.
	Standard Criteria
	Exceeds (100)
	Meets (80)
	Below (55)

	Professional Presentation
	candidate is dressed for success

candidate is confident and prepared for interview
	candidate’s appearance is not distracting

candidate is prepared for interview


	candidate’s appearance is distracting or unacceptable

candidate seems unprepared for interview

	Self-Advocacy
	candidate responds effectively to questions posed

candidate highlights relevant experience from resume

candidate advocates for self as ideal fit for position
	candidate responds to questions posed

candidate references resume

candidate advocates for self
	candidate does not respond to questions posed

candidate does not reference resume

candidate does not demonstrate self-advocacy

	Non-verbal Communication
	candidate maintains eye contact with interviewer

candidate’s body language reflects confidence and poise
	candidate makes eye contact with interviewer

candidate’s body language reflects competence
	candidate does not make eye contact with interviewer

candidate’s body language reflects disinterest or apathy


Mastery Work #4: Site Visit

Your Task: Demonstrate to your advisor that you are working well in your internship position.

Requirements: Your advisor will visit you at your Internship site at least once this semester. Your advisor will rate your performance based on the below checklist.  For each criteria below, ensure that your work honestly falls in the range of 3-5 for the below criteria.

Site Visit 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: 
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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:

Site Visit Norms and Expectations

Advisors

1) Will make plans to visit each of his/her advisees on-site at least once during the semester

2) Will speak with the intern’s supervisor and the intern himself/herself in order to fill out the attached Site Visit Assessment Form
3) Will schedule further site visits if necessary to ensure that the intern meets at least a 3 on all criteria.
Students

1) Will prepare for the Advisor’s visit by gathering evidence of his/her work and performance for review

2) Will facilitate a face-to-face meeting with supervisor, advisor and intern to review performance
3) Will work to meet at least a 3 on all criteria
Supervisor

1) Will schedule time for a face-to-face meeting to review intern’s performance

Will comment honestly on the intern’s performance and areas for improvement

Mastery Work #5: Co-Worker Interview

Your Task: Identify a co-worker at your Internship site whose position or job interests you. Interview them to find out about their position, their responsibilities, and the path they took to gaining the position.

Requirements: You may select questions from the samples below or create your own. You must submit both a list of questions and a direct transcript of your interview to your advisor. You may choose to interview your coworker in person, and record the interview to transcribe later, or you may choose to interview your coworker over email and print their answers. Either way, it is important that you have direct, accurate quotations of your co-worker’s answers for use in a later report. It is not acceptable to simply summarize or take notes on your coworker’s answers.
Sample Co-Worker Interview Questions

1. What is your role at this organization?

2. How did you come to be employed here?

3. What is your educational background?

4. What do you enjoy most about your work?

5. What are the most challenging parts of your work here?

6. What are your relationships with your coworkers like?

7. What can you tell me about the history of this organization, from its inception to now?

8. How has the organization changed and developed during the time you have been here?

9. According to your perspective what are the accomplishments and successes of the organization as a whole?

10. What are the greatest challenges this organization faces?

11. What do you see as the future prospects of the organization?

12. Where is this organization headed?

13.  How do you see the organization’s work fitting in with the larger economy of NYC?

14. How has the organization adapted to the recent changes in the NYC economy?

15. What is your understanding of the term Sustainable Development?

16. How might this organization fit into the bigger picture of sustainable development in NYC?

17. How can individuals and businesses support public education in NYC?

18. What do you think are the biggest issues facing young people in the city?

19. What advice can you give for young people entering today’s economy?  Any tips on personal finance?

20. If you could change one thing about your career/work history, what would it be?

Mastery Work #5: Co-Worker Interview

Rubric

Your Task: Identify a co-worker at your Internship site whose position or job interests you. Interview them to find out about their position, their responsibilities, and the path they took to gaining the position. Provide your Advisor with a transcript of the interview and a list of questions. For each criteria below, ensure that your Mastery Work meets or exceeds the standard.
	Standard Criteria
	Exceeds (100)
	Meets (80)
	Below (55)

	Professional Presentation
	interview transcript is free from errors in punctuation, spelling or grammar

interview transcript presents a complete view of the direct, accurate answers of the co-worker to each question
	interview transcript has few errors which do not detract from its meaning

interview transcript presents a good view of the direct, accurate answers of the co-worker to each question


	interview transcript has many errors which hinder comprehension

interview transcript paraphrases/summarizes the co-worker or otherwise does not accurately represent his/her responses

	Interview Techniques
	questions chosen prior to the interview are open-ended and thoughtful, related to specific coworker and position

during interview, follow-up questions are asked to further understanding


	questions chosen prior to interview are related to specific coworker and position

during interview, follow-up questions are asked


	questions are not chosen prior to interview or are generic

no follow-ups, or follow-ups are weak.

	Usefulness of Information
	transcript represents a highly successful interview experience.

Coworker’s background and current position are covered in-depth; no follow-ups needed
	transcript represents a successful interview experience

Coworker’s background and current position are addressed but a few follow-ups may be needed
	transcript represents an unsuccessful interview experience

Coworker’s background and current position are unclear; interview needs to be revisited


Mastery Work #6: Career Plan

Your Task: Complete a career plan, following the format below, which identifies a possible path to a career goal. Use information and evidence from your coworker interview as well as other sources in your plan.

Requirements: You should choose a career goal that is related to one you are interested in AND related to your coworker interview. You must complete outside research to fill in all portions of the Career Plan checklist below.


Career Plan Checklist

You must include:

Facts and Figures at a glance:

· The specific career path you researched

· The name and age of the person you interviewed for this assignment

· The field or industry related to the career*

· The name of the organization which employs your coworker

· The degrees required/recommended for the position*

· Any special training outside of a college-setting that is required for the position*

· The total cost of the education and training required for this position* (include dollar amounts as well as time required)

· Salaries at all levels associated with the career path (entry-level, management, executive level, etc)

Narrative

· A summary of the position’s day-to-day duties and activities (What do you do?)

· A summary of your coworker’s past and present career path (How long have you been doing this work? How did you get into this work? What kind of training or education do you need for this?)

· An evaluation of the positive and negatives associated with the career path (What do you like about your job? What don’t you like about your job?)

· An examination of the possible future career paths one could take from this position (What do you see happening in the field in the next five to ten years? What is your ultimate career goal?)
· A summary of other thoughts or comments your coworker might have (Additional Comments).

Reflection

· A paragraph summarizing what you learned about this career path and how you think it might fit into your future career goals. Include information on what your next steps should be if you decide that this path is the right one for you.  

*may require outside research. Interview information might not be sufficient.

Mastery Work #6: Career Plan Rubric

Your Task: Complete a career plan which identifies a possible path to a career goal. Use information and evidence from your coworker interview as well as other sources in your plan.

Requirements: Follow the checklist and use the rubric below. Ensure that your Mastery Work meets or exceeds the below criteria in order to receive credit.

	Standard Criteria
	Exceeds (100)
	Meets (80)
	Below (55)

	Facts and Figures at a Glance
	Gives a clear, concise overview of the Career Path researched


	Gives an overview of the Career Path researched
	Gives an inaccurate or incomplete overview of the Career Path researched

	Narrative
	Uses information from the coworker interview and outside research to present a clear view of the career path (past, present and future) required of someone in the chosen position
	Uses information from the coworker interview and outside research to present a view of some aspects of the career path (past, present and/or future) but lacks clarity
	Uses information from an indeterminate source or presents a confused view of the career path

	Reflection
	Honestly and insightfully reflects on the student’s own path should they choose this career; clearly shares next steps and identifies areas for further exploration
	Reflects on the student’s own path should they choose this career; shares some ideas for what to do next
	Reflection is not personal or does not identify next steps

	Professional Presentation
	Tone of writing is professional and mindful of audience

No errors in spelling, punctuation, grammar or mechanics
	Tone of writing is professional

Errors do not detract from meaning
	Tone is inappropriate or unprofessional

Errors hinder comprehension


Mastery Work #7: Final Presentation

Your Task: Using all the materials generated this semester, create a final presentation summarizing your experience as an Intern.

Requirements: 

Content

Your presentation must address the following:
1) Describe the site  - what sort of organization is it? What is their mission? What type of work environment do they have? How would you describe the culture and the people who work there?

2) Describe your position – what sort of work were you responsible for? What kinds of skills did you bring to the position? What did you learn through completing your work tasks?

3) Personal Reflection – On a personal level, what will you take away from the internship experience? What have you learned about the industry/work environment? Do you believe internship to be a good way of learning about the world of work?
4) Analytical Reflection – For this part of your presentation, you must choose one of the following to complete based on evidence and outside research:

a) Create a job posting, using your organization’s format, for the position which you are leaving. What qualifications are necessary for success in the position? What type of person would be needed to replace you?

b) Discuss a conflict you experienced at your work site and how it was resolved. Use evidence from your blog or from your readings about conflict resolution to explain the effectiveness of the resolution. How might it have been resolved in a more positive way? In a more negative way?

c) Create a proposal for a new initiative or project you believe your organization would benefit from. Should a new after-school tutoring program be started? Should the organization cut back on office supply purchases? Create a budget and timeline for your project, and discuss the costs and benefits of your idea to the organization as a whole.

Format

Your presentation must have both verbal and written components. The verbal presentation must be at least seven minutes long and consist of at least 10 powerpoint slides. Your written presentation should be consist of your notes for each slide (what you plan to say outloud). On the day of your presentation, you should dress professionally and bring with you any artifacts or products you worked on while at your job site. These items should be presented in a binder with a cover and sections.

Supporting Materials
Your presentation must include:
Images – photographs should be taken by you or used with permission

Excerpts from your Internship Blog

Documents from the organization itself – a mission statement, an organizational plan, a budget, an annual report, meeting minutes – any of these are appropriate if they help you complete your presentation

Outside research – Websites from similar organizations, etc.

Roles and Responsibilities

Senior Intern

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. 

In exchange for mentoring, the student provides the business or organization with reliable service. The intern is expected to be prompt, to be at internship every day that he/she is scheduled, to inform the mentor in advance if he/she will be absent, to follow through on instructions, to show initiative, and to maintain a positive attitude. The intern is expected to use the internship as a learning experience, and to observe, ask questions, and complete extensive school assignments related to internship, such as co-worker interviews and site analyses.  Students cab be expected to assimilate a wide range of new vocabulary and workplace norms.   Interns should be eager to take on new responsibilities as their knowledge and comfort level increases.  Some interns will develop and undertake an applied learning project in the second semester of their internship program.  

Internship Coordiantor (Sharon Jacker)

The internship coordinator is the mentor’s contact person and liason at the New York Harbor School.  The coordinator is available to field any questions and handle any problems that may arise during the course of the internship. The coordinator will initiate and maintain regular contact with the mentor by telephone and/or email.  

Senior Advisor

Teach the Internship Curriculum to ensure the mastery of all listed objectives. At least two field visits will be made throughout the year by the coordinator as a means of observing and working alongside the intern in his or her day to day settings.  The site visits also allows the coordinator to confer with the mentor and the intern about the student's progress in fieldwork and seminar-related projects.

Site Supervisor

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.

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





2 = Performing below expectations 	5 = Superior performance 





3 = Acceptable performance 		6 = Not observed 














