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FULTON COUNTY SCHOOLS

GIFTED INTERNSHIP - INTRODUCTION & WELCOME TO STUDENTS


Welcome to the Gifted Internship Program for Gifted Students of Fulton County Schools.   This program is the result of the combined effort of the education system and the professional business community.   It is designed to provide our high school juniors and seniors with an in-depth view into career areas of their choice. The Fulton County School System is dedicated to a philosophy of service to students, staff, and business community.  The Gifted Internship Program is designed to provide students with basic career awareness and exploration.  Students are given assistance in developing skills to become confident leaders.


We will match you with professionals in a career area of interest. The Gifted Internship Career Advisor works cooperatively with Teacher Representatives who assist in implementing the Gifted Internship Program at each high school. By participating during the last class period, or two class periods, you will engage in professional occupational experiences for elective credit on a non- paid basis.

Because the Gifted Internship Program is dual in nature since the interns acquire knowledge of careers and provide services to the business community, there are benefits for both the business community and the student intern.



Students benefit by:

·  experiencing firsthand the realities involved in a particular profession

· deciding and planning their future on the basis of facts gained from experience



Business community benefits by:

· observations, questions and comments of interns

· creative ideas developed by interns on projects at business sites

· mentoring of future professionals



Fair Labor Standards Act exemption:  

Students in the Gifted Internship Program are not paid; therefore, they are exempted under the regulations of the Fair Labor Standards Act.  Such exemption is based upon the assumption that

· Both the intern and internship site are aware from the outset that no salary is involved in the program, and there is joint agreement to participate on that basis.

· The intern will not be displacing existing paid staff.

· The intern’s work will not result in economic gain for the business site.  

This protects the intern from being misused as a clerk, messenger, or in 
  other roles which do not contribute to the overall performance objectives of the program and for which high school students should be paid.

FULTON COUNTY SCHOOLS

GIFTED INTERNSHIP PROGRAM

DESCRIPTION:

Gifted Career Internship (11th and 12th Grades only)

Students have the opportunity to gain experience and insight about the business world, which will help them make decisions about their career goals.  This is available through the gifted program with the voluntary cooperation of businesses throughout the metropolitan Atlanta area.  A Gifted Career Internship Advisor places and directs each participating student.


Students are assigned to work with professionals in a field, which they are considering as a career.  This requires that they leave school for one or two periods a day, and counts as either one or two of their regular courses during a term.   Students receive no pay for their on-site experience but do earn a grade for the course.  
PURPOSE:

The Gifted Internship Program is designed to provide Talented and Gifted students the opportunity to explore potential career interest by working with professionals in the real world.  In this experience, the students are better equipped to make accurate decisions for further education and life career choices.

PREREQUISITES AND QUALIFICATIONS FOR PARTICIPATION IN THE PROGRAM:

1. Active status within TAG.

2. Satisfactory completion of Inside Link to the Outside World Seminar.

3. Recommendation of TAG teacher.

· TAG student must be in good standing.  This means student has been successfully participating in program offerings, maintained grades of "C" and above in all academic course work, is not on probation nor has there been a pattern of being on and off probation.

· Student has demonstrated good attendance, no excessive absences.

· Student has demonstrated a level of responsibility.

4. Acceptable interview with Fulton County Gifted Internship Career Advisor.

STUDENT LEARNING GOALS:

The primary goal is to develop an awareness of one’s potential in society.  The student will acquire first-hand experience and understanding of career interest in order to make an educated decision on future career goals and educational needs. Students will develop goals as shown on the Business Plan in cooperation with the site supervisor.

FULTON COUNTY SCHOOLS

Gifted Internship Hours

The following are the number of onsite hours required for Gifted Internship.

	TERM  -  SEMESTER
	HOURS

	REGULAR (One Period)
	70

	DOUBLE (Two Periods)
	140


A Gifted Internship includes class time hours and hours on site.  During the class time at the beginning of the term there is

· a review and extension of some elements from “Inside Link to the Outside World” 

· a study of this Internship Manual with students' responsibilities

· other assignments to be completed (Please see Internship Assignment Checklist and Timeline)
At the end of the term there is

· time in class for reflection with observations of different professional situations

· portfolios will be compiled and submitted by each intern
FULTON COUNTY SCHOOLS

Attendance Procedures
1st Two Weeks of the Semester:

· All interns will remain in school during the first two weeks of the semester.  The interns will complete required assignments that prepare the student for his or her upcoming internship.
· The supervising TAG teacher has the right to allow select students to leave early during the school day and begin signing out procedures before the end of the first two weeks of the semester.

· Generally, double interns will only be required to stay one period during the school day and 2nd, 3rd, and 4th interns will be allowed to start signing out by the second week.  The supervising teacher has the right to keep students as long he or she deems necessary. 

Weeks 3 through 16 of the Semester:
· Interns will report to his or her internship site during the fourteen weeks in the middle of the semester. 

· All interns must sign in or out every day.  Signing out is necessary for legal records and daily attendance.  Any student who does not sign in or out for the day will be marked absent.

· The supervising teacher has the right to keep students at school if they are missing work or have received inadequate evaluations from their internship site. 

Last Two Weeks of the Semester:

· All interns will remain in school during the last two weeks of the semester.  The interns will be working on their final portfolios.

· The supervising TAG teacher has the right to allow select students to leave early during the school day and continue signing out during the last two weeks.

· Final portfolios will be due during the interns’ final period.

WHAT BUSINESSES EXPECT

Companies view sharing their professionals’ time as a contribution to the community.  It is important that you recognize this opportunity and utilize each moment you are able to spend with the business professionals at your internship site.  Businesses repeatedly relay to us that interns who have realistic expectations, show interest, initiative, and persevere are those who benefit the most from their internship.  The business community has identified (as the key trait of working successfully in the work environment) a highly motivated self-starter with the ability to get along with people.


Leaders in the business world recognize that you have displayed above average talents and abilities in the academic area because of your involvement in the TAG program; however, you are not yet an accomplished or experienced professional.  Please recognize you are primarily observing, and gaining supervised practical experience.    If you are assigned a task such as filing, be sure to take the initiative and read what you are asked to file or copy.  Do not be afraid to ask questions and request new responsibilities.  Businesses are observing how you perform tasks and your willingness to participate in the operational aspect of the professional environment. 

WHAT STUDENTS EXPECT


Students, please recognize that your attitude toward the internship opportunity will affect your overall satisfaction and performance.  The Gifted Internship Program allows students to observe and participate in first-hand activities in the professional work arena.  Internships provide career exploration and offer an opportunity for you to evaluate your performance in the business community.  


Therefore, it is vitally important for you to be actively involved and show interest in every aspect of the internship process.

Positive Internship Behaviors:

· Asking Questions 

· Sharing Constructive Ideas about the Internship Site (within reason; remember you are an intern)

· Requesting more Responsibilities

· Dressing Professionally 
Negative Internship Behaviors:

· Being Shy or Withdrawn

· Talking or Texting on you Cell Phone (This is inappropriate and unprofessional!)
· Dressing Too Casually or Inappropriately

· Criticizing the Internship Site, Internship Supervisor, School, etc.
DEFINITION OF TERMS/EXPLANATION OF ASSIGNMENTS

Business Plan:

The Business Plan acts as a contract between the intern and his or her site supervisor.  The intern should formulate three to five reasonable goals of activities the intern wishes to experience during the internship.  The business plan will be shared with the internship site supervisor either during the placement interview or during the firsts few weeks of the internship.  Site supervisors are able to amend business plans and/or add additional goals, but the business plan will need to eventually sign the final draft.  Interns are required to show the TAG Teacher Representative a rough draft of the Business Plan and the final version, with the site supervisor’s signature will need to be submitted as soon as possible. The template for the Business Plan is available in the appendix of this manual or on the AHS TAG website.
In-school Evaluations:


The intern will complete two online surveys sent by the TAG Teacher Representative throughout the fourteen work weeks in the middle of the semester.  The survey will address topics including: internship activities, hours completed, and a general reflection of the internship experience.  If warranted, interns may also be required to attend a face-to-face meeting with the TAG Teacher Representative.  During this meeting, the teacher and intern will discuss the intern’s site evaluation(s), assignment(s), grade, etc.  The intern should bring his or her internship materials and dress casually.  The TAG Teacher Representative will notify the interns who need to attend a face-to-face meeting and provide a date and time for the meeting.
Site Evaluations:

The internship site supervisors will evaluate the interns’ on-site performance on three occasions during the fourteen work weeks in the middle of the semester.  Interns will be evaluated on the following factors: attendance, punctuality, professional dress, initiative, motivation, respectfulness, and workplace interaction.  Site evaluations will be sent to the site supervisors via email.  Results of the evaluation will be shared with the intern when appropriate.  Students do NOT need to do anything for the site evaluations; the TAG Teacher Representative will send the evaluations and collect responses.     

Site Research Essay:


The intern will research and compose a typed, double-spaced, two page minimum essay which includes the following information:



1- Location and Name of Internship Site



2- History and Purpose of Internship Site



3- Name, Title, Responsibilities, and Level of Education for Site Supervisor

(Sources should include the internet or portfolios from past interns of the site (required if available).  If information is not available, the student can write about the career field.)

Remember- copy and pasting off the internet is plagiarism.  If caught doing so, the intern will receive a grade of ZERO and be considered for academic dishonesty referral.

Final Portfolio:  (DUE AT INTERNSHIP EXAM FINAL PERIOD)


The internship final grade consists of a portfolio and constitutes 15% of the overall grade.  Interns can review the explanation and rubric of this portfolio in the appendix of this manual.  Interns should keep in mind that this portfolio will be added to the AHS portfolio library and will be viewed by future interns. 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. 

Networking Interviews:
 The intern will interview a professional at the internship site or from an outside site of career interest.  The intern will transcribe the professional’s answers.  The final draft must be edited and typed.  The template for the Networking Interview is available in the appendix of this manual or on the AHS TAG website.
Internship Timesheets:
Timesheets are recorded by the intern and signed by the internship site supervisor.  Timesheets are graded in hour sets (1-20, 21-40, 41-60, and 61-70).  Timesheets should be submitted when the intern reaches these hour benchmarks (20, 40, 60, and 70).  The template for timesheets is available in the appendix of this manual or on the AHS TAG website.
Placement Interview:

The intern’s first appointment at the location of the internship site is scheduled by and accompanied by Gifted Internship Career Advisor.  The intern may consider this comparable to an interview and he or she is required to bring a cover letter, three (3) copies of his/her resume, and three (3) copies the preliminary Business Plan.  Student should dress professionally in formal business attire.  (Generally, the placement appointment will be held the second and third week of the semester and will be approximately thirty minutes in length.)

Professional Correspondence:

There are two types of professional correspondence involved in an interview:  a cover letter to accompany your resume and a thank you letter to be used after an interview.

Cover letter:  The purpose of cover letter is to establish the intern or applicant’s reason for contact (objective) and to encourage the recipient (site supervisor) to read your resume.  Cover letters typically include:

· Objective and Introduction of Self, Skills, and Qualifications
· “Selling” of Yourself by Relating to Company Needs
· Interest in Position and Company/Organization
Thank you letter:  Interns will handwrite a letter expressing gratitude to the site supervisor.  The intern’s TAG Teacher Representative will review and edit a rough draft of the thank you letter before the final draft is written and mailed.  The following are the two situations in which interns will be called upon to write a thank you letter:
·   after placement interview

·   at the conclusion of the internship                                                                                                                                                                  

FULTON COUNTY SCHOOLS
Gifted Program Services- High School Contract

Name  __________________________________________   HR _______   Lunch ________   School ______________
   Sem/Yr _______________________
TAG Course Title  GIFTED CAREER INTERNSHIP   
Period(s) _______  
TAG Teachers: Mrs. Eick      



# Internship 1   2   3   4
	Check One:

__X_ Internship      ____ Other Course


	Goal Statement:  To gain an awareness and understanding of careers through on site experiences and assigned coursework; to evaluate career interests and values.

	Content Areas:

____ Soc. St.        ____ Lang. Arts

____ Science        ____ Foreign Lang. 

____ Computer    ____ Fine/Perf. Arts

____ Math            ____Car. Tech


	Obj.#

1

2

3


	Course Objectives:  As a result of participating in this study the student will be able to:

Identify and investigate careers of interest.

Develop research skills for selection of careers that match interests and values.

Participate in on-site experiences with a selected professional.



	Learner Goal:

____ To develop skills for independent 

         learning.

____ To generate new ideas and products 

         original to learner.

_X__ To develop higher order and critical

           thinking skills.

_X_  To develop advanced 

         communication skills.

Contacts:  Daily

Signatures:
Date: ____________________________

Student:  _________________________

Teacher Representative: _____________

Career Advisor:  ___________________

Other:  ___________________________
	Obj.#

1,3

1,3

1,3

1,2,3

1,3

1,3

1,2,3

1,2

1,2,3

1,3

2


	Activities/Products:  The student will

Complete hours and assignments as detailed in Internship Manual:

In School Assignments (20% of Grade)
· Site Research Essay

· In-school Evaluations and Group Meeting (3)
· Networking Interviews (2)

· Final Portfolio Outline

On Job Assignments (65% of Grade)
· Updated Resume, Reference List, and Cover Letter

· Signed Business Plan

· Placement Interview

· Thank You Letters (2)

· Timesheets (4)

· Site Evaluations (3)

Final Portfolio (15% of Grade)

TOTAL                                                                                         
Grading Scale:  100-90 – A; 80-89 – B; 79-70 – C; 69-0 – F
	Date Due

 
	Date Complete


	%age of Grade


	Teacher Evaluation

	Resources:

Gifted Program Services:  Internship Manual

	
	
	

	
	Final Evaluation:_____


	Talented and Gifted (TAG) Georgia Professional Standard Elements

	ACS 1 

The student uses written, spoken, and technological media to convey new learning or challenge existing ideas. 


	ACS 9 
9. The student maintains a journal or log for self-reflection and/or self-evaluation. 


	ARS 11 
The student applies ethical standards to research and analyses. 


	HO/CTS 1 
The student asks probing, insightful, and relevant questions. 



	ACS 2 

The student produces written and/or oral work that is complex, purposeful, and organized, includes relevant supporting examples and manipulation of language. 


	ARS 1 
The student uses a variety of print and non-print resources to investigate a topic of interest. 


	CPS 2 
The student designs, applies, evaluates, and adapts a variety of innovative strategies to when problem solving (e.g., recognizes problems, defines problems, identifies possible solutions, selects optimal solution, implements solution, and evaluates solution). 


	HO/CTS 11 
The student draws conclusions based upon relevant information while discarding irrelevant information. 



	ACS 3 
The student creates products and/or presentations that synthesize information from diverse sources and communicate expertise to a variety of authentic audiences. 


	ARS 2 
The student formulates original and appropriate questions to test the limits of an existing body of knowledge. 


	CPS 4 
The student demonstrates skills in fluency and flexibility to solve problems or create new products. 


	HO/CTS 14 
The student identifies and illustrates basic principles and the foundational concepts that are central to understanding the essence of a field of study. 



	ACS 4 
The student uses a variety of multi-media and innovative technology to create illustrations, models, charts, tables, and graphs as tools for communication. 


	ARS 4 
The student selects appropriate research tools and methodologies (e.g., historical, descriptive, developmental, case, field, correlation, action, survey, interview) to conduct scientific investigations. 


	CPS 5 
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The student develops original ideas, presentations, or products through synthesis and evaluation. 



	ACS 5 
The student applies interviewing techniques for a variety of purposes. 


	ARS 6 
The student develops and uses systematic procedures for recording and organizing information. 


	CPS 8 
The student tolerates ambiguity when solving problems. 




TAG CAREER INTERNSHIP

Syllabus

Description:  A TAG Career Internship is an elective designed to prepare students for the realities of a particular profession.  Each student is placed with a professional in a career area of his/her choice.  The TAG Internship Career Advisor, Business Site Supervisor, and the TAG Teacher Representative work with the student in completing a successful internship.

Materials:  Internship Manual, Gifted Program Services, Fulton County Schools
Contract:  Each student will sign a contract at the beginning of the semester, which will outline the goals, objectives, activities, and products for the internship.  

Grading:  Grading is based upon assignments and the of the intern’s quality of school and on-the-job performance.  The following scale will be applied to the final grade.  Detailed descriptions of assignments are available in the manual and on the assignment checklist which will be provided for each intern.
Percentage of grade determined by on-the-job performance





65%
Percentage of grade determined by in-school performance & final 


35%
Make-up Work:  Any student who is absent from class the day an assignment is due must turn in the assignment the first day he/she returns to class.  Consistent with the Fulton County make-up policy (found in the Student Handbook), a student must make arrangements to make up any missed work within the time frame of an excused absence.  A student may make up work within the time frame of an unexcused absence and receive maximum grade of 75.

Conferences:  Each student participating in an internship will work closely with the teacher representative as well as the professionals at the business site.  The student and the teacher representative will communicate and meet periodically throughout the semester to discuss the student’s progress at the internship site and with internship assignments.
Expectations of Students:  Students are representatives of their school as well as Fulton County Schools; thus, exemplary behavior in school and at the business site is expected at all times.  Each student must

· Abide by the internship dress code during the initial interview and throughout the internship.

· Be prompt for all internship appointments, phone in advance whenever emergencies occur that may cause delay or absence.
· Maintain a cooperative attitude and demonstrate initiative with the TAG Teacher Representative and at the Business Site Supervisor.

· Appropriately relay information to the TAG Teacher Representative on all aspects of internship throughout the semester on a timely basis, sign out daily in TAG room, and promptly submit all assignments to the TAG Teacher Representative at your school
Recovery:  Any student who is failing the course is eligible for recovery on failed assignments.  A student will be notified of a failing grade when it is returned to him/her.  The student then has three school days to notify the TAG Teacher Representative in writing that he/she would like the opportunity for recovery.  The teacher representative will determine the method of and timeframe for recovery.  Recovery will be tied to the course objectives.  If a student successfully completes recovery, his/her grade on the assignment will reflect a passing score of 70.  Termination at the internship site is considered if Site Evaluations are unsatisfactory or in school assignments have not been completed in a professional and timely manner.  Recovery for these assignments must take place on the school premises.
Honor Violations: Cheating will be handled as stipulated in the local school Student Handbook.  Examples of honor violations in the internship program include, but are not limited to: forgery of signatures, miscalculation of time on time sheets, lying to the TAG Teacher Representative, the Career Internship Advisor, or the Business Site Supervisor, and plagiarizing written assignments.  In compliance with the school board policy, if the intern commits and honor code violation the grade will be a zero for the assignment and the student’s name will be turned over to the school administration.
I have read, understand and agree to abide by the internship policies stated above.

                             _______________________________________






Intern’s Name (Printed)








_______________________________________






Intern’s Signature


I have read and understand the internship policies stated above and have signed the parental consent letter allowing my child to participate in the Gifted Internship Program.

_______________________________________






Parent/Guardian's Name (Printed)







_______________________________________





Parent/Guardian's Signature

Gifted Internship Student Dress Code

The first appearance you make is very important. Conservative attire accommodates most business atmospheres appropriately is the dress code for an intern.  Conservative dress includes the following:

	FEMALES
	MALES

	
	

	Acceptable 
	Acceptable

	· Skirt (knee length or longer)
· Conservative shirt or blouse

· Conservative dress

· Suit

· Dress with jacket

· Dress slacks with jacket

· Dress shoes (polished, closed-toe)
	· Conservative dress shirt  (white or light color)

· Tie (required)

· Dress slacks and coat

· Suit

· Shoes and dress socks 



	
	

	Unacceptable 
	Unacceptable 

	· Jeans, shorts, or jogging attire

· T - shirt/low-cut, tight or revealing blouse

· Skirt or dress of inappropriate length

· Sneakers or Sandals
	· Jeans, shorts, or jogging attire

· No socks

· Sneakers or Sandals
· Earring (s)

· T – shirt

	
	


Some sites will require a uniform of scrubs or an embroidered shirt.  Students will have to purchase these items and wear them throughout their internship.
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The bottom portion of this letter must be completed and returned prior to your on-site 
placement appointment.

FULTON COUNTY BOARD OF EDUCATION

TALENTED AND GIFTED PROGRAM - INTERNSHIP PROGRAM

786 Cleveland Avenue, S.W.

Atlanta, GA 30315

Phone: 404-763-6811

Dear Parents:

This is to officially notify you of your son’s or daughter’s involvement in the Talented and Gifted Department’s Internship Program.

Students enrolled in the TAG program may elect to register for one or two courses of internship during any semester of their 
junior and/or senior year.

Interns have the opportunity to further their career awareness in a particular field and develop their selected career path while 
gaining academic credit.  This program requires interns to leave their home school the last one or two periods of the day 
to travel to the business site where they have been placed in an internship for the semester.

Atlanta’s business community continues to remain supportive in providing these non-paid internships, allowing the interns 
to experience a pragmatic and challenging first-hand view of the professional world of work.

Thank you for your cooperation and interest in this extended day Gifted Career Internship Program in which your son/daughter has chosen to 
participate.

                                                                      Sincerely,

                                                                      Tracey Eick
                                                                      TAG Internship Teacher Representative
Students will be signing out of school for internship.  Each student has an internship manual and calendar of their schedule on 
file with the business and at school.  We encourage you to become familiar with this information.

PLEASE SIGN INDICATING THAT YOU HAVE READ THE ABOVE LETTER AND RETURN IMMEDIATELY IN 
ORDER FOR YOUR SON/DAUGHTER TO PARTICIPATE IN THE INTERNSHIP PROGRAM.

Student’s Name (Printed)____________________________________ Phone Number _________________________

Student Email Address ___________________________________________________________________________

Student’s Signature ______________________________________________ Date ___________________________

Parent’s Name (Printed)____________________________________ Phone Number _________________________

Parent Email Address ___________________________________________________________________________

Parent’s Signature ______________________________________________ Date ___________________________

TAG Teacher Representative Name:  
Tracey Eick 
    Home School: 
Alpharetta High School
TAG Teacher Representative Signature _____________________________ Date ___________________________ 
Fulton County Public Schools
Talented and Gifted High School Internship Program
Alpharetta High School, 3595 Webb Bridge Road, Alpharetta, GA 30005
PARENTAL INFORMED CONSENT, AGREEMENT, RELEASE, WAIVER OF LIABILITY, AND ASSUMPTION OF RISK FOR MINORS (UNDER 18)

I, (print first and last name) ____________________________________________________________, parent/legal guardian of student 
(print first and last name)







, hereby give permission for my 
son/daughter to participate in the TAG Internship Program sponsored by Fulton County Public Schools.

My son/daughter is placed at the following internship site _____________________________________________________.(please print)

I hereby authorize the following conditions:

1. 
To allow my son/daughter to participate in off-campus internship activities.

2. 
To allow my son/daughter to travel to the off-campus internship site.

3.
To obtain and authorize emergency medical treatment for my son/daughter.   

I hereby agree to the following conditions:

1.  
I agree to be personally responsible for any related medical expenses. 

2. 
I hereby release Fulton County Public Schools, its employees, the internship site, __________________________________ , and its employees of any and all liability. 

3.
Agree that my child is responsible for his/her own transportation to and from the placement site and to any work-related functions away from the internship site.  The placement site may be located in various locations away from campus.  A safe commute is my child’s sole responsibility and expense.
4.
Agree that prior to participating, my child will inspect the placement site’s facilities, equipment and areas to be used, and, if he/she believes any of them are unsafe, will immediately advise the person supervising the activity, facility, or area.

5.
Acknowledge that I fully understand that my child’s participation may involve risk of injury or death, including economic loss which may result not only from my child’s own actions, inactions, or negligence, but also from the actions, inactions, or negligence of others, the condition of the facilities, equipment, or areas where the event or activity is being conducted, or this type of event or activity.
6.
Agree for my child to maintain Health Insurance at my or his/her own expense that covers his/her person while a student and while participating in this program. 

7.
Assume any and all risks of personal injuries to my child, including medical or hospital bills, permanent or partial disability, death, and damage to my or his/her own property, caused by or arising from my child’s participation in the internship program.

8.
Covenant not to sue or present any claim for personal injury, property damage, or wrongful death of my child against Fulton 


County Public Schools, its officers, agents or employees or ______________________________________(internship site), its officers, agents and employees.

9. 
Warrant that my child is in good health and to the best of his/her knowledge has no physical condition that would prevent him/her from participating in this event or activity;

.

INFORMED CONSENT, AGREEMENT, RELEASE, WAIVER OF LIABILITY, AND ASSUMPTION OF RISK

MY SIGNATURE ON THIS DOCUMENT RELEASES FULTON COUNTY PUBLIC SCHOOLS AND 

_________________________________________ (INTERNSHIP SITE) FROM LIABILITY FOR MY CHILD’S PERSONAL INJURY, WRONGFUL DEATH, AND PROPERTY DAMAGE ARISING FROM HIS/HER PARTICIPATION IN THIS ACTIVITY.  I HAVE READ THIS DOCUMENT, UNDERSTAND THAT I HAVE WAIVED THE RIGHTS DESCRIBED ABOVE BY SIGNING IT, AND I SIGN IT VOLUNTARILY.
_______________________________________

_______________________________________


PARENT/GUARDIAN NAME (PRINT)



PARENT/GUARDIAN SIGNATURE

DATE


_______________________________________

_______________________________________


STUDENT SIGNATURE


DATE

STUDENT CONTACT PHONE AND EMAIL


AHS TAG Internship 

Rules & Ethics Contract

1) You shall never be late, or too early, to your job site 

(5-10 minutes early is perfect).

2) You shall always dress appropriately and professionally.

3) You shall never fraternize with colleagues from the jobsite outside of work without expressed permission from Ms. Brown/Drummond and/or Ms. Andrews/Eick.

4) You shall always drive safely to the job site, and then to home.
5) You shall leave your cell phone in your car or at home; it is not appropriate to have a cell phone at your internship.
6) You shall call at least a day in advance (24 hrs.) if you are sick or if there is a family emergency and therefore cannot make it to your jobsite.

7) You shall not call in sick because you are behind in your class work.

8) You shall address your colleagues and site supervisor as Mr. _______  , Ms. _________ , Sir, or Ma'am even if they ask you to call them by something else.

9) You shall always turn in your internship assignments on time and sign out everyday!

10) You shall live by your business plan and consistently strive to meet your internship goals.

11) You shall always inform your parents and Ms. Andrews/Eick of any changes in the arrangement at your job site.    

Remember you are not only representing the TAG Internship Program, but also Alpharetta High School, Fulton County Schools, and every student your age!  The continuation of this program rests on the quality of your performance.  Always be ethical and professional.  

(If you have a question about whether a situation at your job site is ethical, then ask your parents, 
Ms. Andrews/Eick or Ms. Brown/Drummond for advice.  Remember, we are your support team.)
_______________________________________ (Student Signature)
_____________(Date)

Alpharetta High School
TIME SHEET
TAG Internship Program
Intern Name:  
Week (Circle One) 
1   2   3   4   5   6   7   8   9   10   11   12   13   14  

Internship Site:  
Site Supervisor:  

	Day
	Date
	Start Time
	End Time
	Total Hrs.
	Comments

	Sunday
	
	
	
	
	

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	Saturday
	
	
	
	
	


Total Hours for the Week: ____________ Total Hours for the Semester: ______________
Site Supervisor Signature: 
Date: 

Intern Name:  
Week (Circle One) 
1   2   3   4   5   6   7   8   9   10   11   12   13   14  

Internship Site:  
Site Supervisor:  
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FULTON COUNTY SCHOOLS

GIFTED INTERNSHIP

NETWORKING QUESTIONNAIRE

GOAL:   TO LEARN ABOUT DIFFERENT CAREERS  AND FUTURE OPTIONS  THROUGH COMPLETING FOUR PERSONAL INTERVIEWS.
**Create a list of 10 questions to be used in your interview in addition to those listed below.  







NO. 1    





NO. 2

            






DATE______




DATE______


OCCUPATION________________________________________________________________

PERSON   ITERVIEWED/OBSERVED __________________________________________

COMPANY/AGENCY/INSTITUTION___________________________________________

Name at least five things this person is required to do in his/her job.

1.____________________________________________________________________________

2.____________________________________________________________________________

3.____________________________________________________________________________

4.____________________________________________________________________________

5.____________________________________________________________________________

Describe the training or education needed for this job.

What is a typical day or week like? 

How many hours per day or week does he/she have to work?

What particular duties does he/she find most enjoyable?

What particular aspect of his/her job is liked least?

If you observed this person working, what did you find most interesting about the job?

Question 1:

Question 2:

Question 3:

Question 4:

Question 5:

Question 6:

Question 7:

Question 8:

Question 9:

Question 10:

After interviewing or observing this person would you say your interest in this job is: (check one)


_____ high


_____ medium


_____ low

Other comments:

Fulton County Board of Education Gifted Program Services

Internship Program

Business Plan
Student Name (printed) ________________________________________________________________________                                                               

Student Signature X ______________________________________________________ Date _____/_____/_____

Internship Site Name __________________________________________________________________________                                                                     



   

Site Supervisor Name (printed) __________________________________________________________________                                                                         

 Site Supervisor’s Signature X ______________________________________________ Date _____/_____/_____

The plan is to be completed by the intern and the supervising professional assuring the plan design is mutually beneficial:

 
Part A-(To be completed by the Intern prior to placement interview):

List and provide a short description of special interests / objectives that you would like to be addressed or developed in the internship:

   1. 

   2.

   3.
   4.

   5.

      Part B: (To be completed by the Student and Site Supervisor if desired):
Additional items other than those in Part A should be completed with your site supervisor by the end of the second week of working at the site.

3.

     4.


     5.

TAG Internship Final Portfolio
Alpharetta High School

Purpose of Internship Portfolio:

The TAG Internship portfolio is the culminating graded experience for your internship.  Its purpose is to provide evidence of and reflection on your growth over the course of your internship.  You will compile evidence in five major areas called “standards.”
The Five Standards of the TAG Internship Program:
1) Increased Knowledge of the Career Field

2) Improved Communication Skills

3) Increased Internship Initiative and Responsibility

4) Networking with Professionals

5) Impact of Internship on Future School and Career Decisions

Portfolio Requirements:

For each standard, you will provide a 250-400 word reflection explaining how you have demonstrated mastery of that skill through personal and professional growth experiences during the internship.  You will reflect on your development, incorporating anecdotes and examples experienced during the internship, at school, or in the community.  As part of your reflection, you will provide two physical examples of evidence demonstrating each standard.  You will incorporate explanations of your two pieces of evidence in the reflection for each standard.  The complete portfolio will therefore include five reflections and ten pieces of evidence. (Please see the Internship Portfolio Rubric for more clarification.)

Portfolio Grade:

The internship portfolio serves as the final grade for your semester-long internship and replaces a final exam.  The final exam grade constitutes 15% of the overall internship grade.
You will be required to submit two copies of your internship portfolio:

1) Copy (in binder) for the portfolio library

2) Copy for grading and comments

Portfolio Components:
Title Page:

1) Student Name

2) Location of Internship

3) Semester and Year

Table of Contents: 

The table of contents must contain clear divisions and page numbers for each standard and its accompanying evidence.  You may use dividers to designate sections.

Reflections:

1) 250-400 word narratives that explains your mastery of each internship standard

2) Evidence should support your explanation of your personal qualities and on-the-job experiences.  Remember, you are not simply explaining the evidence you provide; you are using the evidence as supporting details for your accomplishments during your internship.

3) While not focusing entirely on discussing and explaining your evidence, you must explain why each piece was chosen.
4) Reflections should be double-spaced, in 12-point font, with one inch margins.
Evidence:

1) Two pieces of evidence per standard 

2) Label for each piece of evidence (Each piece of evidence must be labeled with a one-line description typed at the bottom of each page. Example:  Evidence 1.2 Authored Research:  Mundo Hispánico Article, 10/1/08)

Grammar, Organization, and Visual Interest:
15% of the portfolio grade will be based on grammar, organization, and visual interest.  You should carefully edit all components submitted in the portfolio.  Grammar and spelling errors will be taken into account and will adversely affect the final grade.  The organization of your portfolio should be very clean, with clear distinctions between one component and the next.  Individual components should be easy to locate and identify.  In regard to visual interest, you are strongly encouraged to use pictures of your job site and other suitable graphics (i.e. graphs, logos, sketches, etc.).  Please do not “overkill” with the use of too many pictures; more does not equal better.  Bring an editing eye to the visuals you use.  Make your portfolio stylish and professional. 

Evidence Rules: You must include a minimum of two and a maximum of four pieces of evidence per standard.  You can only use one type of evidence per standard and one type of evidence twice in the entire portfolio.  
Examples of Evidence: You are encouraged to develop an alternate form of evidence if you wish.  The following list provides suggestions, not rules.

1) Standard: Increased Knowledge of the Career Field

· On-job research data and/or a student-authored piece based on research

· Schematics or blueprints

· Pictures of models/prototypes created by intern

· Graphic designs created by intern

· Order fulfillment documentation

· Photo-essay or collage with captions

· Labeled diagram explaining a process

· Standard(s) from an academic area fulfilled via an activity at the job site
2) Standard: Improved Communication Skills

· Correspondence with professional, i.e. email conversation (must have permission and signature from recipient of email)

· Agenda for a meeting authored or partially authored by the intern 

· Notes from a meeting authored or partially authored by the intern

· Article, brief, or press release authored or partially authored by the intern

· Example of technical writing (i.e., directions, manual, how-to guide, etc.) authored or partially authored by the intern 

· Power Point slides used in presentation authored or partially authored by the intern

· Jargon List ( career specific terminology learned during the duration of the internship with definitions generated by student with examples and/or context from the job site)

· Photo-essay or collage with captions

· Labeled diagram explaining a process at the job site that involves communication skills used at the jobsite

· Standard(s) from an academic area fulfilled via an activity at the job site (emphasis on communication skills)
3) Standard: Increased Internship Initiative and Responsibility

· Description of duties and responsibilities at the beginning of the internship and how they evolved by the end of internship

· Case study highlighting evidence that the intern’s input enacted change, modifications, or improvements to job site (You may use this type of evidence twice for this standard if desired.) 

· Examples of career skills learned in either Inside Link to the Outside World or the Internship Program which aided the intern in successfully fulfilling a goal outside of school. (i.e. securing next semester’s internship, getting hired for a job, filling out college applications, etc.)

· Email/Letter/Correspondence from your site supervisor, a colleague, or a customer/client that expresses gratitude for a job well done or initiative taken at the internship site 

· Photo essay or collage with captions

4) Standard: Networking with Professionals

· Networking Interview (best evidence from binder)

· List of tips, advice, or suggestions from a professional on how to succeed in the career field

· 5 Business Cards (Copied) from professionals in the career field of your internship (The business cards must be from different job sites/locations.)  If chosen professionals do not have business cards, please see Mrs. Eick for alternate examples of evidence.
· Short biography, with citation, of a professor at a university or college you wish to attend.  Choose a professor that you plan on networking with upon the launch of you college career.  Describe your goals for networking with this individual.

· Examples of networking with professionals which aided the intern in successfully fulfilling a goal outside of school. (i.e., securing next semester’s internship, getting hired for a job, filling our college applications, etc.)

· Photo-essay or collage with captions

5) Standard: Impact of Internship on Future School and Career Decisions

· Proposed college, major, minor (if applicable), and course schedule for first semester of college

· Compare three colleges on the following points: strengths of your chosen major, costs of college tuition and fees, geographic location; and your choice of one other area of comparison (i.e., quality of life, teaching staff, ranking)

· Provide a job outlook for your chosen career field upon graduation; research and display statistics in an easy-to-read format; providing citation of sources

· Photo-essay or collage with captions
TAG Internship Portfolio Rubric

	Portfolio Component
	Level Of Mastery- Excellent
	Level Of Mastery- Above Average
	Level Of Mastery- Average
	Level Of Mastery- Below Average
	Level Of Mastery- Insufficient
	Points Earned

	Title Page
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Table of Contents
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Standard 1 Reflection
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 1.1
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 1.2
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Standard 2 Reflection
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 2.1
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 2.2
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Standard 3 Reflection
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 3.1
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 3.2
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Standard 4 Reflection
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 4.1
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 4.2
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Standard 5 Reflection
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 5.1
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Evidence 5.2
	5 points
	4 points
	3 points
	2 points
	1 point
	

	Grammar, Organization, and Visual Interest
	15 points
	12 points
	8 points
	5 points
	3 point
	

	Comments:


	Final Grade:




ACS = Advanced Communication Skills


ARS = Advanced Research Skills


CPS= Creative Thinking & Creative Problem Solving Skills


HO/CTS = Higher Order Critical Thinking Skills
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