TAG Internship

DEFINITION OF TERMS/EXPLANATION OF ASSIGNMENTS
Business Plan:  (see Appendix page 55-56)


Blueprint for experiences in which you want to participate at the business site.  (Instructions for completing this are included on the reverse side of the Business Plan Form.  Complete this with your supervisor at the internship site.)

Career Path: 

Your written description in the charting of your past and future career experiences.  (This is not the same plan as completed in Inside Link to the Outside World.)

STEP I.     
Describe what has already occurred in your life that initiated your career interest.  

STEP II.
List (three) experiences, which might enhance your career interests.

STEP III.
Develop a dream plan.  Specify where you hope to be with your career in the next 5, 10, 15, 25, and 30 years.  (Include plans for establishing activities after retirement.)

Evaluation Forms:  (see Appendix page 59)

Your business supervisor who evaluates your on-site performance completes evaluations.  Evaluation forms (top copy) are to be mailed to your teacher representative at the times indicated on the form. You are to give your supervisor four (4) stamped envelopes self-addressed to the teacher representative at your school along with the carbonized evaluation form.  Original Evaluation form(s) are to be filed at business site with supervisor who copies (and files) final Evaluation forms prior to mailing it to the Teacher Representative.

Site Research Essay:


1-2 page type, double-spaced 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 can include the internet or past interns at this site.  If information is not available the student can write a out the career field.)

Career Technology Table or Career Jargon Term List:


The student will either research 10 different types of technology and describe how and why it is used in their career field, or they will compose a list of 30 career-based jargon with definitions.

Final Presentation:  (PRESENTED WITHIN THE LAST TWO WEEKS OF SEMESTER)


This is your final exam grade.  A formal presentation using some type of technology (Power Point, transparency, video, etc.) which describes you, your internship experience, and the career in which you have been working.  The purpose of this exercise is to build your presentation and delivery skills; share with your audience about your internship; place in your portfolio for future reference.   It should include appropriate elements of:


Please make your presentation as professional as possible, and dress professionally.  Guests to be invited will include Principal and other school administrators, TAG coordinator Gifted Internship Career Advisor, and business supervisors.  (See Appendix page 57-58 for the Internship Presentation Rubric and Checklist used to grade this assignment.)
Informal Presentation:

A five-minute presentation to a general education or TAG class.  The presentation or discussion will be arranged with your teacher representative and must include:

· what your internship entailed 

· how the internship has affected your future (pros and cons)

· what your particular profession involves

· what were the benefits of this internship to you

· any other pertinent comments

The items discussed in the informal presentation should be included in your final presentation.

Internship Checklist:

Overview of your internship responsibilities during the term.  Each internship (first, second, third, fourth) has a checklist of student responsibilities.

· Weekly checklist (see Appendix page 40)

A record keeping of your assignments due on a weekly basis.

· Blank Schedule (see Appendix page 42)

A schedule to be posted at your placement site and with your teacher representative.

Internship Goals:


Three well-defined typed goals describing what you wish to gain personally from participating in this 
internship experience.

Journal: (12 point font, double-spaced, 1 full page)

Options #1: A personal written account of your work experience in response to questions as well as additional thoughts and comments about your week.

Option #2: Research a periodical, article, that pertains to your chosen career field and write a summary and reaction to its content.

Networking Questionnaire:  (see Appendix page 58)
A written documentation of meetings (interviews) you have arranged with professionals in careers that interest you.   Four (4) networking interviews are to be completed during the semester, two prior to midterm.  It is recommended that you complete approximately networking questionnaires throughout the semester.  (No friends or immediate family are considered eligible for this assignment.)
Personal Time Sheet Record:  (see Appendix page 44)
Carbonized records of time you have been at the work site.  Timesheets are completed by the intern, signed and dated by the internship site supervisor who retains original.  Intern returns weekly time sheet to teacher representative for initialing before adding to internship file in your school.

Placement Appointment/Interview:

The intern’s first appointment at the location of the internship site (set and accompanied by Gifted Internship Career Advisor).  The intern may consider this comparable to an interview, bringing a cover letter, three (3) copies of his/her resume and the preliminary business plan.  Student should dress appropriately; see chart on page 16.  (Generally, the placement appointment will be held the second and third week of the semester and will be for a period of approximately twenty to thirty minutes.)

Professional Correspondence:

The proper type of correspondence in the professional world can open doors for you to obtain an interview or leave you behind.  There are two types of correspondence surrounding an interview:  a cover letter to accompany your resume and thank you letters to be used at various times such as after an interview.

Cover letter:  The purpose of cover letter is to cause the recipient to want to read your resume and invite you for an interview.  It should be written as a letter of application or inquiry and include:


Three to four paragraphs

· Reason for writing - introduction of self, skills and qualifications
· “Selling” of yourself - relate to company needs
· Interest in position and advisement of follow-up within two weeks.


(See appendix)

Thank you letter: Be especially careful in composing thank you letters and make certain the Internship Representative approves your letter before mailing.  Thank you letters are custom made for each occasion and person.  The following are the primary situations in which you will be called upon to write some variation of a thank you letter:
· after a job interview

· after an informational interview with a network contact

· after accepting a job offer

· at the conclusion of your internship

The letter must follow appropriate format (see Appendix pages 46-49 for sample) and include:

· appreciation of the time invested by the employer

· exact reasons for choosing this specific professional field

· duties that brought you the most satisfaction

· how the internship impacted your college intentions

· a request for a letter of recommendation for future reference (NOTE: under special circumstances this may be omitted, discuss with your teacher representative should you find this necessary) 

Progress Appointments:


Sharing time for the intern to give feedback regarding on-site experiences and for the career advisor or teacher representative to discuss pertinent information.  The meetings will be held three times a semester.  Your appointment time will be assigned.  All assignments must be presented at these meetings.   Please see that the following items are in your work folder at appropriate times (teacher representative will grade at 6 weeks and at 12weeks) and bring your folder to this meeting for evaluation:

Interns who do not attend the in-class  evaluation appointments or who have not completed required assignments for the mid point check MUST REMAIN IN SCHOOL during the last period of the day until such assignments are completed and submitted to the teacher representative for approval through the Career Advisor.

