
	#
	Assignment
	Due Date
	Grade Type

On Job (50%), In School (35%), or Final (15%)

	Necessary Requirements

(See Assignment Section of Internship Manual for more detailed descriptions.)
	Grade

	1
	Required Signatures
	8/22
	No Grade- Mandatory to Participate
	Student and Parent Signatures
	

	2
	Updated Resume, Cover Letter, and Reference List
	8/19*
	On Job
	Add previous internships, comments may be made, corrections made and resubmitted until okayed by Mrs. Eick. *If your internship interview is the 2nd week of school (8/22-26), your updated resume, etc. is due the first Friday (8/19). If your internship interview is the 3rd week of school (8/29-9/2), your updated resume, etc. is due the second Friday (8/26).
	

	3
	Business Plan
	8/19*
	On Job
	2 parts- Three to five Goals/Activities of the Internship Experience, typed on the template available in the Internship Manual Online *Rough draft is due at the same time as your resume, reference list, and cover letter.  The final version with your site supervisor’s signature must be submitted ASAP.
	

	4
	Site Research Essay
	8/31*
	In School
	Two page minimum, double-spaced, 12 size font (New Times Roman),essay format with bibliography (Portfolios in the Internship Library must be used as a source if available.)  *At minimum, research for this essay should be completed PRIOR to your placement interview. 
	

	5
	Placement Interview Thank You Letter
	ASAP Post Inter-view
	On Job
	2 parts- 1) Rough draft written on a separate sheet of paper thanking your site supervisor for taking the time to interview you and expressing excitement for the upcoming internship (must be okayed by Mrs. Eick), and 2) Final draft handwritten on the AHS Internship stationery with an addressed envelope.
	

	6-9
	Timesheets
	ASAP
	On Job
	Timesheets are graded in hour sets (1-20, 21-40, 41-60, and 61-70).  Timesheets must be filled out by the student and signed by site supervisors.
	

	10
	In-school Evaluation #1
	9/19-9/23
	In School
	Surveys will be sent to interns via Survey Monkey on 9/19.  Surveys must be completed no later than 9/23.  Based on student performance and/or the site evaluation submitted by the site supervisor, a face-to-face meeting may be warranted.  If you are required to attend a face-to-face meeting, Mrs. Eick will contact you and schedule a time during the week of 9/26-30.
	

	11
	In-school Evaluation #2
	10/24-10/28
	In School
	Surveys will be sent to interns via Survey Monkey on 10/24.  Surveys must be completed no later than 10/28.  Based on student performance and/or the site evaluation submitted by the site supervisor, a face-to-face meeting may be warranted.  If you are required to attend a face-to-face meeting, Mrs. Eick will contact you and schedule a time during the week of 10/31-11/4.

	

	#
	Assignment
	Due Date
	Grade Type

On Job (50%), In School (35%), or Final (15%)
	Necessary Requirements

(See Assignment Section of Internship Manual for more detailed descriptions.)
	Grade

	12
	Internship Group Meeting
	12/1
	In School
	ALL interns are required to meet during 6th period on 12/1.  Please plan accordingly with your internship sites. 
	

	13
	Site Evaluation #1
	approx. 10/1
	On Job
	Site Supervisors will fill out and submit evaluations on your performance.  The evaluations will remain confidential. However, if specific advice is given for improvement, this information will be shared with you. 
	

	14
	Site Evaluation #2
	approx. 11/5
	On Job
	See Site Evaluation #1.
	

	15
	Site Evaluation #3
	approx. 12/13
	On Job
	See Site Evaluation #1.
	

	16
	Networking Interview #1
	9/26
	In School
	Typed, See Required Elements in Assignment Descriptions, template available on-line (Business card of interviewee must be included for credit.)
	

	17
	Networking Interview #2
	11/7
	In School
	See Networking Interview #1
	

	18
	Final Portfolio Outline
	12/5
	In School
	Typed, bulleted, outline that displays thesis statements for the five reflections required in the Final Portfolio along with list of evidence that will be included in Final Portfolio (Internship Final Portfolio Exemptions apply both Fall and Spring semesters)
	

	19
	Final Internship Thank You Letter
	ASAP Post Intern-ship
	On Job
	1) Rough draft written on a separate sheet of paper thanking your site supervisor for the internship (must be okayed by Mrs. Eick), 
2) Final draft handwritten on the AHS Internship stationery with an addressed envelope.
	

	20
	Final Portfolio
	Final Period
	Final
	See Required Elements and rubric in the Internship Manual (Internship Final Portfolio exemptions apply both Fall and Spring semesters)
	


General Assessment Guidelines
· All assignments must be submitted in the “In-Box” located on the shelf below the sign out sheets.
· Once assignments have been assessed they will be returned in your internship file folder
· All graded and old assignments should be filed in the “Archives” section and all graded timesheets must be filed in the “Timesheets” section of your Internship Notebook.
· Late Work Policy: Any assignments that require a site supervisor’s signature will not receive point deductions if turned in late.  All other assignments (excluding final presentations) can be turned in one week late for up to 75% of the original value of the assignment.  Beyond one week late, no credit will be given for late assignments.    

· Internship Final Portfolio Exemption: Seniors who have turned in all assignments, received satisfactory site evaluations, and have been able to maintain an “A” average throughout the semester will be allowed to exempt the final portfolio assignment.  This exemption rule applies to both fall and spring semesters.
