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What is a CTE Internship?
A CTE Internship is a type of Work Based Learning (WBL) experience that allows students to develop their professional skills to enhance their employability.   A CTE Internship is the final course in the sequence of courses of an approved CTE program. The CTE Internship provides CTE students an opportunity to engage in learning through participation in a structured work experience that involves the application of previously developed technical skills and practical application.  This experience uses training agreements and plans to outline what students are expected to learn and demonstrate at the worksite.  

Who is eligible to participate in the CTE Internship?
Students who are classified as seniors (12th grade) and at least 16 years of age are eligible to participate.  Students in internships must have completed the second year course or be concurrently enrolled in the second year course. The CTE Internship must be directly related to the CTE program in which the credit is earned.  Students must work at their internship a minimum of 60 documented hours per semester to earn ½ credit per semester (120 hours a year for 1 credit).

What records are required for each student?
Internship coordinator must have the following on file: 
*Student Application		*Training Agreement	*Training Plan	
*Wages/hour report 		*Visitation notes/reports 	*Employer/mentor evaluation reports 
*Journal/Diary

What are the responsibilities of the teachers assigned to supervise the CTE Intern?
· Maintain any valid CTE teaching certificate 
· Comply with all labor laws 
· Educate employers/mentors about program technical standards and the student learning objectives 
· Identify, research, contact and develop safe industry-based student work sites 
· Develop each student’s Training Plan and Training Agreement and secure signatures 
· Evaluate students in cooperation with employers/mentor 
· Maintain appropriate work hours documentation 
· Work collaboratively with CTE Program teachers 
· Verify that student placements are in compliance with the program technical standards 
· Ensure that all “registered” Internship students have placement within 4 weeks of the start of the school year.  

What are the responsibilities of the Program Teacher?
The teacher must:
· Develop a selection process to identify internship participants 
· Work collaboratively with teacher assigned to supervise interns, if other than program teacher 
· Verify that all student placements are in compliance with the program technical standards 




CTE Internship Packet



Student Name:   
Date of Birth:                   
Age:  
Home Address:               
City:      
Zip Code:   
Student Cell Phone:    
Student School E-mail:  
Parent/Guardian Name:   
Parent/Guardian Phone Number:               

Program Placement Criteria Statements.
· A WBL PLACEMENT IS A PRIVILEGE NOT A RIGHT.
· A placed student will adhere to all state and federal laws pertaining to youth employment and exemptions.
· A placed student will adhere to all WBL site company rules, policies, and safety requirements while participating in the program.
· A placed student will adhere to all district/school WBL program paperwork requirements, including the timely submission of logs, safety forms, and work assignments (in class and worksite).
· A placed student will conduct themselves in a professional manner while at the worksite.
· A placed student will arrive on time and will contact immediately her/his WBL instructor/coordinator and WBL site supervisor if it is determined that a timely arrival or absence will occur.
· A placed student will secure her/his own transportation to the approved WBL site company location.
· A placed student may not be supervised by a company and/or site supervisor who is related to the student. 
By signing this application, I confirm that I will agree to the above placement criteria statements, and that I will complete and submit the following as part of the pre-placement requirements: 
· Placement application questions 
· A WBL placement reference letter (teacher, counselor, or current job supervisor)
· Employer/Mentor conducted interview (if requested)		


Student Name: 	Signature: 	Date:	


Parent/Guardian Name: 	Signature: 	Date:	




Student Applicant Responses 
        
1. My CTE Program of Study and/or Specialized Pathway. (Please be specific.) 



2. By participating in an internship, I hope to… (complete the statement)  
	


3. By participating in an internship, I believe it will impact my academic and career goals in the following manner… (complete the statement) 



4. I believe that I will contribute to my internship worksite in the following ways:  



5. What does Workplace professionalism mean to you?  (Use complete sentences.)























Work Based Learning Student Information




Student Name:   
Date of Birth:                   
Age:  
Home Address:               
City:       
Zip Code: 
Parent Phone:    
Cell Phone:  
Student School E-mail:  
Business Partner Employer-Mentor Name:   
Business Partner Company:  
Business Partner Phone:        
E-Mail:

For the Work Based Learning Program to be fully effective, it is mandatory that certain rules and regulations be followed.  The student, his/her Parent/Guardian, the Teacher-Coordinator and the Business Partner Employer-Mentor must agree to fulfill the following responsibilities.

Student/Learner recognizes that the Work Based Learning experiences will contribute to his/her career objectives and agrees to the following:
1. Understands there is no guaranteed or assigned workplace.
2. Accepts responsibility for providing transportation to and from the workplace. 
3. Abide by the rules, regulations, policies and procedures of the workplace, the ___________ High School District, and the Work Based Learning Program.
4. Understands that once a position is accepted, a commitment has been made to the Business Partner Employer-Mentor.  It is expected that the student-learner will be at the Business Partner Company for the length of the Work Based Learning.
5. Responsible to be at the workplace every scheduled day at the appointed time.
6. Follow the directions of the Business Partner Employer/Mentor.
7. Do nothing intentionally to disrupt the normal routine of the workplace.
8. Exercise confidentiality and respect with regard to information gained at Business Partner Company and Business Partner staff with regard to the Work Based Learning program, teacher-coordinator, or student-learner.
9. Be prompt and accurate in completing all required assignments, forms and reports for the Work Based Learning program, the teacher-coordinator, and the Business Partner Employer-Mentor.
10. Agrees to demonstrate courtesy, a cooperative attitude, appropriate dress, and a willingness to learn.  Behavior to the contrary may lead to dismissal from the Work Based Learning Program and/or the Business Partner Company.
11. Understands that any breach of trust, professionalism or ethical behavior (i.e. any evidence of dishonesty with money, merchandise, time or effort) may result in dismissal from the Work Based Learning Program and/or the workplace.
12. Agrees to communicate with the Business Partner Employer-Mentor and the Teacher-Coordinator at all times.
The Parent/Guardian agrees to:
1. Commit to support the student, Business Partner Employer/Mentor, and Work Based Learning Program.
2. Participation of the student-learner in the Work Based Learning Program and will encourage the student-learner to effectively carry out duties and responsibilities both in the classroom and at the training site.
3. Contact the Teacher-Coordinator regarding all questions/concerns pertaining to the Business Partner Mentor experience.
4. Accepts responsibility for providing transportation to and from the workplace. 

The Employer/Mentor agrees to:
1. Abide by Federal, State, and Local regulations regarding employment, job duties and the provisions of an equal opportunity employer.
2. Understand and enforce Child Labor Laws (DOL 579.50 subpart E) regarding occupations particularly for the employment of minors between the ages of 16 and 18 of age order, and the exceptions to the order for non-agricultural work.
3. The work of the student-learner in the occupation declared particularly hazardous shall be incidental to the training and such work shall be intermittent and for short periods of time, and under the direct and close supervision of a qualified and experienced person.
4. Provide applicable general safety guidelines to the work environment.
5. Understanding the status of the student while in training shall be that of student-learner; however, work standards expected of the student-learner will be the same as those expected of other beginning workers.
6. Function as a training site and as such an employer-mentor will be assigned to the student-learner.  This employer-mentor will be allowed time to work with the student-learner so that this Work Based Learning will be a viable educational experience.
7. Provide a variety of related experiences for the student-learner consistent with his or her career/occupational competencies.
8. Follow the training plan (a schedule of organized and progressive work experiences) to be performed at the training site.
9. Understand that once a position is accepted, a commitment has been made to the student-learner.  It is expected that the student-learner will be at the Business Partner Company for the duration of the Work Based Learning unless a serious situation arises or prior arrangements have been made.
10. Exercise confidentiality in regard to information gained during the Work Based Learning program. 
11. Assist in the evaluation of the student-learner.
12. Contact the Teacher-Coordinator if any problems arise regarding the student-learner.
13. Work with Teacher-Coordinator to mutually agree to transfer or withdraw the student-learner when he/she deems such actions to be in the best interest of those concerned.
Teacher/Coordinator agrees to:
1. Ensure the enrollment of the student-learner is in a state-approved Career and Technical Education Work Based Learning Program.
2. Provide related classroom instruction, including safety instruction (especially for hazardous occupations), and make provisions for the student-learner to receive additional workplace readiness instruction.
3. Periodically observe the student-learner on the job and to visit with the Business Partner Employer-Mentor in order to aid in the student-learner’s development.
4. Consult with the Business Partner Employer-Mentor in the evaluation of the student-learner.
By signing below each party agrees to the terms of this agreement and the rules, regulations and provisions of the Work Based Learning Program.  Failure to comply with this agreement in whole or part, may result in the dismissal of the student from the Work Based Learning program, disciplinary action, possible failure of course and/or loss of credit.


			
Student-Learner	Date	Parent/Guardian	Date



			
Business Partner Employer-Mentor	Date	Teacher-Coordinator	Date



Original:  Teacher-Coordinator; Copies to:  Student-Learner, Parent/Guardian, Business Partner Employer-Mentor


		Work Based Learning Training Agreement




Purpose of the Training Plan:
The Training Plan is a mutually agreed upon guide among the Employer/Mentor, the Student and Teacher/Coordinator as the targeted progression of skills to be obtained by the Student on the training site by the conclusion of the CTE Internship experience. The minimal State Standards (including State Professional Standards and State CTE Program Standards) listed are to be addressed according to the agreed upon training plan. The student’s career goal will be used as the focus for the development of the training plan. Progress checks will be conducted quarterly. 


Student Name:  

Employer/Mentor:  

Employer/Mentor Company:  

Teacher/Coordinator:  

Student Career Goal #1:  To obtain a CTE Internship experience in the field of my CTE program.

Student Career Goal #2:  

CTE Program of Study:  

CTE Program Courses Complete & Dates of Enrollment:
	Course Name
	Dates of Enrollment
	
	

	
	

	
	



CTE Program Courses in Progress & Dates of Enrollment:
	Course Name
	Dates of Enrollment
	
	

	
	










	CTE Program Standards
Select the six CTE program standards that best relate to your internship responsibilities.
	Goal Date
	Date Achieved
	Employee Mentor Initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Professional Standards
	Goal Date
	Date Achieved
	Employer Mentor Initials

	Complex Communication – Employs complex communication skills in a manner that adds to organizational productivity
	
	
	

	Collaboration – Collaborates, in person and virtually, to complete tasks aimed at organizational goals.
	
	
	

	Thinking and Innovation – Integrates expertise in technical knowledge and skills with thinking and reasoning strategies to create, innovate, and devise solutions 
	
	
	

	Professionalism – Conducts oneself in a professional manner appropriate to organizational expectations
	
	
	

	Initiative and Self-Direction – Exercises initiative and self-direction
	
	
	

	Intergenerational Cross-Cultural Competence – Interacts effectively with different cultures and generations to achieve organizational mission, goals and objectives 
	
	
	

	Organizational Culture – Functions effectively within an organizational culture 
	
	
	

	Legal and Ethical Practices – Observes laws, rules and ethical practices
	
	
	

	Financial Practices – Applies knowledge of finances for the profitability and viability of the organization 
	
	
	







	
Employer/Mentor Goals
Identify at least 3 goals with your employer/mentor.  Goals can include specific job functions
	Goal Date
	Date Achieved
	Employee Mentor Initials

	For example:  Read company philosophy and/or mission statement
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Student Goals
Identify at least 3 goals that include skill sets leading to career goal
	Goal Date
	Date Achieved
	Employee Mentor Initials

	Obtain a CTE Internship experience in my career choice
	
	
	

	Complete the required hours for my CTE Internship experience
	
	
	

	Receive a recommendation letter from my employer/mentor
	
	
	

	

	
	
	

	

	
	
	

	

	
	
	




Employer/Mentor:								Date:
Student:  									Date:
Teacher/Coordinator:							Date:



Internship Training Plan




Parent and Student Transportation Verification 
Student and parent(s)/guardian(s) accept responsibility for the safety and welfare of the student while actively involved at this internship placement. Please note that during the student’s internship time, they will not be in class.  Some students will complete their internship hours during their scheduled class time and other will complete their hours after school and/or on the weekends.  This flextime schedule means the student will be released and should not be on campus.  Parents are also acknowledging approval of the transportation arrangements as described here. 


TO your internship from school: 

Please describe what arrangements you have made for travelling TO your internship location from the High School Campus on school days:
FROM your internship: 


By signing this document, parents are also giving permission to their student to leave campus for internship purposes only.


We understand that the __________ School District and Administration assumes no responsibility when a student travels in a private vehicle.  



__________________________________             _______________________________________
Print Student Name				         Student Signature                     		Date



__________________________________             _______________________________________





Print Parent Name 				         Parent Signature                         		 Date

	Professional Skills
	Novice
	Proficient
	Expert/Leader
	Please check appropriate rating for each workplace standard using the indicators below:  
Novice:  Executes basic skills and performs entry level work
Proficient:  Demonstrates knowledge and skills of a successful employee.  
Expert/Leader:  Demonstrates knowledge and skills of an exemplar employee.    

	1.0 COMPLEX COMMUNICATION: Employs complex communication skills in a manner that adds to organizational productivity.
	
	
	
	Uses communication style appropriate to audience and situation.
Communicates effectively in a diverse work environment.
Exercises competence in using technology.


	2.0 COLLABORATION: Collaborates, in person and virtually, to complete tasks aimed at organizational goals.
	
	
	
	Respects contributions of others
Build team relationships and takes on role responsibility
Manages information with sensitivity


	3.0 THINKING AND INNOVATION: Integrates expertise in technical knowledge and skills with thinking and reasoning strategies to create, innovate, and devise solutions.
	
	
	
	Uses resources to define a problem and takes action.  
Evaluates self and maintains an attitude of openness. 
Creates/innovates to improve workplace productivity.  


	4.0 PROFESSIONALISM: Conducts oneself in a professional manner appropriate to organizational expectations.
	
	
	
	Manages time in accordance with organizational expectations.
Represents organization and performs work with a positive manner.  
Manages resources to benefit the organization.


	5.0 INITIATIVE AND SELF-DIRECTION: Exercises initiative and self-direction in the workplace.
	
	
	
	Functions independently within the organizational structure.
Builds learning relationships while cooperating with colleagues.  
Adjusts to change and applies new resources.  


	6.0 INTERGENERATIONAL AND CROSS-CULTURAL COMPETENCE: Interacts effectively with different cultures and generations to achieve organizational mission, goals and objectives.
	
	
	
	Selects from technological and non-technological methods/tools to communicate across generations
Relies upon the wisdom and experience of others to accomplish work
Uses relevant intergenerational and cross-cultural communication

	7.0 ORGANIZATIONAL CULTURE: Functions effectively within an organizational culture.
	
	
	
	Fits work performance to the organizational structure
Works in a manner that reflects organizational values 
Performs work that advances organizational growth and success.


	8.0 LEGAL AND ETHICAL PRACTICES: Observes laws, rules, and ethical practices in the workplace.
	
	
	
	Respects the organization’s physical and intellectual property and adheres to policies /procedures.  
Demonstrates loyalty to the organization, its mission, and resources
Takes responsibility for one’s actions in the workplace.


	9.0 FINANCIAL PRACTICES: Applies knowledge of finances for the profitability and viability of the organization.
	
	
	
	Acts prudently with organizational resources
Articulates financial goals and strategies of the organization. 
Relates work performance to company profitability.


	NOTES



















 Student Performance Evaluation



Using Team Assignments, the following prompts can be used to help student reflections for their diary/journal requirement.  A weekly assignment is recommended.

Directions for the students.  
Please answer the question in paragraph form with 5-7 sentences using correct grammar and punctuation.
	Week
	Prompt for Reflection

	1
	What do you hope to accomplish in this internship?  What are your specific goals?

	2
	What are your expectations for this experience?

	3
	What are your initial reactions to your first few days?  What are you looking forward to?  Is there anything you are disappointed about?

	4
	What new skills or experiences have you learned this week? (Be Specific!)

	5
	Create two short-term goals and two long-term goals you want to accomplish by the end of your senior year. How will participating in the CTE Internship program assist you in accomplishing your goals?

	6
	What is going to be your biggest challenge in this internship?

	7
	Do you feel like you fit in to the organization? Why or why not?

	8
	What makes you feel best when you are making progress toward a significant personal goal? List three things that help you make progress.

	9
	Now that you have spent time at your internship, have you noticed the difference in dress code from your internship site and your school? What is the dress code at your internship site and has that been an adjustment for you?

	10
	What goals have you met so far?  What goals do you still need to meet?  Have you changed any of your goals?

	11
	How has your perception of the internship/organization changed since you started the internship?

	12
	What steps have you taken to address the challenges and disappointments that you identified in your early journal entries?

	13
	What is surprising about the internship?

	14
	How have you contributed to the organization?

	15
	What have you learned from your supervisor about motivating and/or managing employees?

	16
	What have you learned from the routine parts of the internship?

	17
	What do you think are your strongest attributes as an intern?

	18
	Have you been able to build a rapport with other people in the organization? If so, how did you do so? Does this come easily for you? Why or why not?

	19
	In what ways do you feel like you can improve your performance?

	20
	Have you experienced any bad days or disappointments on the job? How did you react? Would you react differently next time? How so?

	21
	Is your personality a fit for this organization?  Do you notice particular personality types working in this industry?

	22
	How are you accomplishing your goals for this experience?

	23
	What are you learning about yourself through this experience?

	24
	Were your expectations for this experience realistic?  Why or why not?

	25
	What have been your biggest successes so far in this internship? 

	26
	How have you changed as a result of this experience?

	27
	What have you done that you didn’t ever think you would ever be able to do?

	28
	What is the most important thing that your organization does?

	29
	What changes would you make if you had the chance to do this over again?

	30
	What would you do differently in this organization if you were the boss/owner?

	31
	How would you describe your work style based on your behavior at this internship?

	32
	How are you different than you were when you started this experience?

	33
	How has your experience so far strengthened or diminished your resolve to pursue this career?

	34
	What did you learn from your challenges in this experience?

	35
	How do you want your supervisor to remember you?

	36
	What recommendations would you give to other students doing an internship at this location?

	37
	What have you learned from your colleagues during this experience?

	38
	What would you say to convince a skeptical student to pursue his or her own internship experience? 




 Student Journal Prompts



Student Information
Student Name:         
Visit Date:    
Visit #: 
Program of Study:   
Campus Name: 
WBL Teacher:  
Employer/Mentor Information

Employer Name:    
Phone:  
Address:  
Supervisor:       
Phone:  
Supervisor Email Address: 

Placement Information

Start Date:      
Expected End Date:  
Student Placement Duties - High-Level:  



Use the following checklist to capture observations and identify key questions to ask during the monitoring visit. Some activities and interactions can be observed directly, while others may require specific questions to the supervisor, other company employees, and the student. 

Overall, a monitoring visit should serve to achieve the following goals: 
· Observe and confirm that the worksite provides a physically safe and culturally supportive environment for student learning
· Support the employer in reinforcing the student’s technical and employability knowledge and skills through work-related assignments
· Support the employer in addressing any work professionalism concerns with the student
· Celebrate student accomplishments and successes and document evidence of the student’s technical and employability knowledge and skills growth 
· Identify opportunities for continued student technical and employability knowledge and skills growth while in the WBL placement
· Build professional relationships with the company that can lead to future placement opportunities

	Other goals specific to this visit (list here): 

	







Physical Environment: 
· Is the student’s physical worksite environment safe and clean? 
· Has the student been provided the necessary resources, supports, and equipment to complete assigned tasks?
· Is the student’s work location near other employees? 
· Is the student’s work location near the worksite supervisor for easy access to support? 
	Notes: 

	












Cultural Environment: 
· Does the worksite reflect appropriate professionalism for the student?
· Is the student viewed as a member of the company?
· Does the student interact and communicate well with employees? 
· Does the student interact and communicate well with the worksite supervisor?
· Is the student given multiple opportunities to observe various jobs/roles in the company?
· Is the student treated with professionalism by employees of the company?

	Notes: 

	









Learning Environment: 
· Has the student been given or has been identified a task/problem to resolve that reflects their program and that reinforces and stretches their learned knowledge and skills? 
· Can the student articulate what tasks have been assigned to them by describing what they are and how they impact the company?
	Notes: 

	What regular, ongoing responsibilities has the student been assigned?









DRAFT

DRAFT

Visit Monitoring Checklist 
 



Student Performance: 
· Does the supervisor confirm that the student regularly arrives on-time? 
· Does the supervisor confirm that the student regularly is dressed professionally?  
· Does the supervisor confirm that the student regularly demonstrates proper hygiene?
· Does the student demonstrate a professional attitude and etiquette?
· Does the supervisor confirm that the student completes work on-time? 
· Does the supervisor confirm that the completed work is to desired specifications?
· Does the student independently ask questions when assigned tasks are unclear? 
· Does the student demonstrate an appropriate amount of independence in completing assigned tasks?
· Does the student appear to have confidence in their ability to complete assigned tasks to supervisor’s satisfaction?
Notes: 


Employer Feedback:
· Is the employer and supervisor generally satisfied with the student’s performance and contributions?
· Are there technical knowledge/skills and/or employability skills that the student needs to strengthen?
· Is the placement experience viewed positively by the company, worksite supervisor, other employees?
· Are there work professionalism concerns the employer has with the student?

Notes:
What additional supports are needed by the employer/supervisor to ensure the placement experience is successful for the company and for the student?

