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OUR STUDENTS ARE 
LOOKING FOR THE 

FOLLOWING 
OPPORTUNITIES 

 

Accounting 
Aeronautics / Pilot 

Agriculture 
Art / Graphic Arts 
Auto Mechanics 

Business / Management 
Construction 
Cosmetology 

Culinary / Nutrition 
Dentist / Orthodontist 

Education 
Electrician 

Engineering 
Environmental / Quality Control 

Fine Arts 
Hospitality / Tourism 

Human Resources 
HVAC 

Information Technology 
Journalism 

Law Enforcement 
Fire Department 

Law Office / Attorney 
Machine Shop 
Manufacturing 

Marketing / Sales 
Medical – Nursing / Doctor 

Mortician 
Occupational Therapy 

Optometrist 
Pharmacy 

Physical Therapy 
Plumbing 

Psychology / Counseling 
Public Relations 

Radiology / Ultra-Sound Tech 
Veterinarian 

Welding 
 

 
 

INTERNSHIP 
SCHEDULE 

 

SESSION 1: 

8:10am -10:10am 

SESSION 2: 

10:30am-12:30pm 

SESSION 3: 

12:45pm-2:45pm 

SENIOR CAREER INTERNSHIP PROGRAM 

RESPONSIBILITIES AS AN EMPLOYER 
These students are seniors who are planning or considering a career 
in an area aligned to your business.  Please consider that they are 
students, not experienced workers with a knowledge-base in your 
field. They need to be taught.  
 

Students will come to your site during the session that best fits their 
schedule.  Please inform us if there are sessions that you are unable 
to accommodate an intern.  Students will come to your site during 
the time listed for an 8 week or 16 week period during the semester, 

depending what works best for both our interns and employers, 
and this is also based on the intern’s interest level in a specific field. 
 

We expect your staff to simply mentor them and provide them with 
direction to learn your field. Additionally you will be expected to 
keep daily attendance and do a simple 10 question Performance 
Review. 
 

If at any time you have ANY problem with our students, first speak 
to them as if they were your employee.  Be clear in expectations and 
correct them.   If you need a school employee to visit with you and 
the student, let me know – we will schedule that.  If you feel you 

cannot maintain the placement, let us know.  It will be made clear 
to our students that if the school has to pull them from a site, they 
will go into In-House placement at the high school and receive a 
zero for any incomplete work. 
 

OUR PROGRAM 
 

Our students will spend an entire week for 2 hours per day prior to 
coming to a work site. Junior Achievement will provide the 
curriculum that will cover soft skills and confidentiality. Our 
students and their parents will sign a statement that they 
understand confidentiality and the impact of sharing any 

information they gain from being at your site.   Student insurance 
will be provided by Junior Achievement. 
 

At the end of the internship, students will spend one more week 
with our staff completing a resume, journal entries from their 
experience and a reflective assignment.  
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SENIOR CAREER INTERNSHIP OVERVIEW 
 

We will meet with all juniors prior to their senior year to discuss their future plans.  Through past conversations with 

students we have discovered that many students do not know what their future plans will be.  Because of this our school 

is implementing several initiatives to increase awareness and equip our students to make informed decisions about their 

future.   One of the initiatives we are proposing is a Senior Career Internship Program.  Students will be working closely 

with local businesses in an internship capacity.  This program will be an important component of our Individual Career 

and Academic Pathways (ICAP). 

Current structure: 

 We will reach out to the local businesses with the help from the Pryor Chamber of Commerce and the Mid-

American Industrial Park. We highly encourage our prospective intern students to solicit their internships on 

their own.  This allows our local businesses to meet the prospective intern before committing to the program. 

 Seniors that are interested and as their schedule allows, will have a 2 hour block in their schedule to allow them 

to go to a local business.  We will have 3 different opportunities for students to enroll: 

o Session 1: 8:10am-10:10am  (allowing 20 minutes for travel, next class begins 10:30am) 

 Students have the opportunity for 5 class periods. 

 Students can participate in athletics. 

 Students can participate in an afternoon Northeast Tech program. 

o Session 2: 10:30am -12:30pm (allowing travel time to the site during Tiger Time and travel time for 

return 20 minutes, next class begins at 12:50pm). 

 Students have the opportunity for 5 class periods. 

 Students can participate in athletics and band. 

o Session 3: 12:45pm-2:45pm (allowing 25 minutes for travel time to site after 4th period) 

 Students have the opportunity for 4 class periods. 

 Students can participate in band. 

 Students can participate in a morning Northeast Tech program. 

 Students will receive a grade and elective credit for their time as an Intern. Grades will be calculated into the 

final grade point average for students. 

 Students will have academic work to complete and submit during their time as an Intern. They will also receive 

Performance Reviews by the business supervisor during the Internship.  These reviews will have a point value 

rubric and will be included in the student’s grade. 

 There is no pay for this Internship.  It is an educational opportunity to give a brief taste of different jobs and 

work settings. 

 All students will be required to complete a Senior Career Internship Orientation.  The orientation includes 

curriculum created by Junior Achievement.  Students will learn soft skills, the importance of attendance and 

arriving early for work, confidentiality and the grading requirements for this program.  

 By completing the Junior Achievement curriculum in orientation our students will be covered through the Junior 

Achievement insurance Policy (please see pages 12-30 for the policy and page 31 for the Certificate of Liability). 
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SENIOR CAREER INTERNSHIP OVERVIEW 
 

 

 They will typically be off campus (and must provide their own transportation) for 8-9 week periods, at the same 

time each day, other than when required school activities are scheduled.  We will work to provide each student 

with a minimum of two sessions in areas of interest.  By offering this class as a one or two semester option it 

allows us some flexibility in scheduling. See class options below. 

o One semester class: 

 Provide soft skills training for students 

 2 – 9 week Career Internship opportunities 

 1 – 18 week Career Internship opportunity 

 End of program project 

o Two semester class: 

 Provide soft skills training for students 

 4 – 9 week Career Internship opportunities 

 1 – 18 week Career Internship / 2 – 8 week Career Internship opportunities 

 2 – 18 week Career Internship opportunities 

 1 – 36 week Career Internship opportunity 

 End of program project 

 We will not be able to accommodate all seniors.  Some may have an area of interest that we have no 

corresponding business available for an Internship.  Some will have scheduling conflicts.  Some seniors may not 

be interested in this program. Every effort will be made to match our students who want to participate with local 

businesses.  For students wanting to participate in this program, it will be beneficial for them to solicit their 

internship on their own. 
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CLASS INFORMATION 
 

You have enrolled in the one semester class Senior Career Internship. This class utilizes classroom instruction and on-

site intern experience. Upon completion of this course you have a better understanding of employment soft skills and 

specific career options. 
 

Traditional letter-grades will be assigned for this class. They are based on: 

1. Work attendance and performance reviews 

2. Classroom performance during instructional time 

3. Weekly journals and a final project. 

Attendance/Participation 

It is extremely important that you consistently attend the work site to which you are assigned. Not only is your learning 

and experience affected, but the job site has committed to mentor you – and they are depending on you! You are 

responsible for calling your work site supervisor and informing them of your absence. The work site will maintain 

attendance records reported to the high school registrar. They will indicate each day if you are present/absent, tardy, or 

leave early. Attendance is worth 200 points each semester. When you miss, you cannot participate and points will be 

deducted from your participation points. The only exception is a school activity – those approved by the office will not 

be counted against you. Extra credit may be available to replace those points, dependent upon school approval. YOU 

are responsible for getting to your work site – no excuses! Lack of transportation IS NOT an excuse for absence in your 

assigned internship. If any special circumstances exist, please talk to me individually.  

 

Classroom performance 

The first few days of this course will be in a classroom on the Pryor campus. During that time, you will have a few 

assignments. Once you are working at a site, you will have a weekly journal to maintain and turn-in for grades. Failure 

to complete this journal will result in you receiving a failing grade in the course. An end-of-the-year project will also be 

required, reflecting on your semester. There will be 6 journal entries worth 25 points each.  Total points for journal 

entries will be worth 150 points. 

 

Performance reviews  

During this course, you will be observed while working at a specified job site and evaluated according to your 

performance. You will be given feedback on all observations through a Performance Review, approximately every three 

to four weeks. You should act professionally and as an eager-to-learn employee at all times. You should interact with 

co-workers and your supervisor in a mature manner, always treating others with dignity and respect. You should follow 

the work instructions given to you by your mentor. Your time on site is intended to provide you with a learning 

experience and the employer with additional staff. It is not a time for you to study, read/write notes, socially visit with 

others, etc.  Each Performance Review is worth 50 points. 

 

Final project 

A final project is a reflection project, worth 100 points. It will be submitted through Pryor Public Schools Naviance Family 

Connection website.  Specifics of what are included in the project will be given to each student the first week of school. 

 

Get ready! You are entering a very unusual high school class that will give you many ideas for the future!!! 
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STUDENT INOFRMATION QUESTIONAIRRE 

Complete this form ONLY if you want to participate in a Senior Career Internship. 

Name____________________________________________________________    When will you be 18? _______________________________   

Cell phone___________________________________________________     Do you have your own transportation?  Yes ___  No ___ 

Will you be attending NTC?     If so, when?   Morning ____   Afternoon ____    Program _________________________________ 

Will you be in any activities that require you to be there before or after school, such as band, athletics, academic team, etc.? 

If so, LIST ALL _______________________________________________________________________________________________ 

___________________________________________________________________________________________________________________________ 

Will you be enrolled in RSU concurrent classes?  Yes ____   No ____   How many hours? _______   Enrolled yet? _________ 

Are you requesting to be in an Internship for:      Single semester _____       Two semesters _____   

The following are a few careers opportunities that we have identified in our local area: 

 Pharmacy  Public Relations    Dentist / Orthodontist 

 Education / Teaching / Speech Path Information Technology   Law Enforcement / Fire Department 

 Veterinarian    Optometrist    Business office / Mgr / Owner 

 Art / Graphic Arts   Machine shop    Law office / Attorney 

 Physical therapy   Engineering    Electrician 

 Radiology / Ultra sound tech  Mortician    Psychology / Counseling 

 Plumbing    Pilot     HVAC  

 Fine Arts     Accounting    Journalism 

 Construction    Agriculture    Culinary arts / Nutritionist 

 Welding     Auto mechanic    Medical-Nursing / Doctor  

 Hospitality / Tourism   Manufacturing    Occupational Therapy  

 Environmental / Quality Control  Human Resources    Marketing / Sales  
 

Please list in order of importance four careers of interest to you.  You may list others that may not be on this list. 

1. __________________________________________________ 3.      ________    

2.                                                                     4.       ________   

Completing this form means that you are interested in participating in an internship, typically off campus, for career 

information and work experience. 

_________________________________________________________   ________________________________________________________ 

Student Signature     Date  Parent Signature (required if under 18)                  Date 

 

School Info Only 

 Credits: __________  Classes Needed: ________________________________________________________________________________  

    

 Date/Initial ___________________________________________________         OK for Intern:  No ___    1 sem ___    2 sem ___  
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STUDENT PLACEMENT NOTIFICATION 
 

Employer         Dates of Internship _____________________________  

Contact        Contact email       

Student       Time     Interest    

I am so appreciative of your support of our new Senior Career Internship! One of the difficult things in a high school is 

to offer truly relevant, career experiences for our soon-to-be graduates. You are helping us fill that gap!  

 These students are seniors who are planning or considering a career in an area aligned to your business. Do remember that 

they are students, not experienced workers with a knowledge-base in your field. They need to be taught. Please work with 

them in their area of interest. 

 They began the semester by spending a few days with our staff and local business people trained through Junior Achievement, 

going over soft skills and guidelines for this program. If you have ideas or topics for us to review with students, please let me 

know. 

 You should feel free to have students and/or parents to complete any paperwork from your site that is necessary, in addition 

to what we’ve done 

 We intensively covered confidentiality, including the student and their parents signing a statement that they understand 

confidentiality and the impact of sharing any information they gain from being on your premises.  

 Students will come to your sites during the time listed for each student, for about seven–eight weeks, same time each day, 

unless there is a school activity here that interferes. Please visit with your Intern to work out their specific time. I will be glad 

to meet with the Intern or both of you to set that up. 

 You should expect the student to be on site every assigned day. There are times that school events may require our students 

to miss their Intern time. The student will inform you of those days. You do not have to worry about keeping that straight. 

You keep attendance on the enclosed form and return it to us. We will review each absence to determine the student’s status. 

 Your staff simply mentor them, keep track of attendance, and do a simple 10 question Performance Review. 

 This is a non-paid Internship. You may also choose to pay them for time they agree to work beyond school hours, which are 

8:10am-3:20pm. At the end of the session, you may choose to provide the intern with a small gift or honorarium. That is 

completely at the site’s discretion, but not expected. 

 I would hope the students would spend the majority of their time learning the intricacies of your business in some capacity. 

The more they are hands-on, the more meaningful this experience will be. These young people will be out in the real world 

in just a few months 

 If you or your staff have ANY problem with our students, first speak to them, as if they were your employee. Be clear in 

expectations and correct them. If you need a school employee to visit with you and the student, let me know – we will 

schedule that. If you feel you cannot maintain the placement of a student, contact David Day at the numbers/email above. 

Students are VERY aware that if we have to pull them from a site, they will go into In-House Placement on our campus and 

receive a zero for any work incomplete 

 

We want this to be a positive experience for you and a learning experience for our students! We will make this as 

convenient for you as possible! Please let me know if there is anything I can do to assist you. We have so many great 

students in our district! Thank you for taking them “under your wing” and helping them see career options! Call/text/email 

me anytime!! 

Sincerely, 

 

David Day 
College & Career Coordinator 
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PARENT LETTER 
Dear Parent/Guardian: 

I am writing to provide you with some information regarding our Senior Career Internship Program. 

In speaking with many of our seniors, we have discovered that many of them are unsure of their future career 

plans after graduation.  Because of this, we have begun a new program to provide some of our seniors with an 

Internship, working in an area of interest during the school day. We met with seniors in the spring to discuss 

the possibility of this opportunity and to discover what their interests were. Based upon these meetings we have 

structured a program as follows: 

 Seniors who are interested and as schedules allow, will have a 2 hour block in their schedule to allow 

them to go to a work place. This will begin at either 8:10am, 10:30am or 12:45pm.  

 Students will receive a grade and elective credit for their time as an Intern. Grades will be calculated 

into the final grade point average for students.  

 They will typically be off campus (and must provide their own transportation) for 8-9 weeks, at the same 

time each day, other than when required school activities are scheduled. We will work to provide each 

student with two sessions in areas of interest. 

 Students will have academic work to do and turn-in during their time as an Intern. They will be 

responsible for creating a professional resume. They will also receive Performance Reviews by the 

business supervisor during their Internship. These Reviews will have a point value and be included in 

the student’s grade. (students have been given the grading criteria for this class) 

 There is no pay for this Internship. It is an educational opportunity to give students a brief taste of 

different jobs and work settings. 
 

You are receiving this Parental Release (on the back) because your child is enrolled in the Senior Career 

Internship Program.  

Also, know that I still need many sites to place our students! If you know of employers who would participate in 

providing a site for our students to learn about a career option, please ask them to email me. If you have 

questions, please email me. We will continue to seek ways to provide the very best for our students! 

Sincerely, 

 

David Day 
College & Career Coordinator 
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PARENTAL RELEASE 
 

I, the parent/guardian of ________________________________, give consent for him/her to enroll in the one-semester 

class Senior Career Internship at Pryor High School. This class is calculated into each student’s grade point 

average, as elective credit for a letter grade. I understand that this class, an unpaid internship, will consist of 

classroom attendance and assignments as well as attendance as an Intern at a specific job site or sites. These 

sites will primarily be off campus and independent of the school district. This does not in any way alter the 

district policies related to truancy and attendance and breaking these policies will result in disciplinary action. 

Additionally, I understand that my student will be in contact with various employees and job tasks at these sites. 

High school students have been taught about and will be expected to maintain strict confidentiality, as to any 

information they learn about the employers, their employees and their business. Failure to maintain 

confidentiality may result in academic and legal issues for the student. Transportation is the responsibility of the 

student and lack of transportation does not constitute an excused absence. The student maintains responsibility 

for other academic classes, whether at Pryor, concurrent enrollment or at NTC, including being on time for those 

classes. Any materials or supplies required by the Intern site is the responsibility and property of the student. 

Should a student be asked to leave a work site, they will be placed in In-School Detention for the remainder of 

that session and all incomplete work will be calculated as a zero in the student’s final grade in this course. 

By signing below, you give authorization to Pryor Public Schools to take pictures/video or interviews 

to be used in the classroom, appear in news releases, in training presentations, on the internet and 

other publications approved by the school district. 

Should questions arise, I, the parent/guardian will contact Mr. David Day, Pryor Public Schools (918) 825-2340, 

dayd@pryorschools.org.  

 

________________________________________  _________________________ 
Student’s Signature     Date 

 

________________________________________  _________________________ 
Parent’s Signature     Date
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CONFIDENTIALITY AGREEMENT 
 

I. Purpose:  The purpose of this Confidentiality Agreement is to protect the identity and privacy of our clients.  

Staff and interns at ______________________________________________ may encounter personal and sensitive 

information about clients.  Therefore, it is very important to refrain from disclosing any information to third 

parties about our clients to avoid causing them harm. 

 

II. Confidential Information: Confidential client information should never be discussed in the presence of third 

parties, except under the Terms outlined below.  Any files and/or documents containing confidential 

information should never be shared or released to third parties, except under the Terms outlined below.  

Confidential information includes, but is not limited, the following: 
 

1. Identifying information about the client, including name, address or phone number; 

2. Information relating to the client’s family; 

3. Information about the client’s case; 

4. Any other information that would identify the client or potentially place the client and/or family members at 

risk. 
 

III. Terms:  By signing this Confidentiality Agreement, you agree to the highest ethical standards and to abide 

by the following provisions: 
 

1. All communications between the cooperating business staff, interns, and clients are confidential. 

2. The staff or intern shall not disclose confidential information to a third party without the client’s express 

consent to release such information. 

3. The staff or intern shall not disclose confidential information to a third party without the cooperating business’ 

knowledge and consent. 

4. I understand that as an intern or volunteer, I have a duty to keep client information confidential throughout 

my term as a staff member or intern as well as after my employment or volunteer status ends. 

5. I understand that my failure to abide by the terms of this Confidentiality Agreement may result in the 

termination of my participation as a staff or intern at the cooperating business. 

I, _______________________________________________ (print name), have read the above Confidentiality Agreement 

and understand its terms and my responsibilities as an intern. 

 

_____________________________ 
Signature of Staff or Intern 

 

 

_____________________________      ____________ 
Signature of Supervisor        Date 
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GRADING POLICY 
 

The grading policy for the Senior Career Internship Program will be as followed: 

GRADING POLICY 9 WEEK PROGRAM 18 WEEK PROGRAM 36 WEEK PROGRAM 

ATTENDANCE 200 points 400 points 
800 points                                                                         

(400 per semester) 

JOURNAL 
ENTRIES 

150 points 300 points 
600 points                                                                         

(300 per semester) 

STUDENT 
PERFORMANCE 

REVIEW 
50 points 100 points 200 points                                                           

(done twice by employer) 

FINAL PROJECT 200 points 400 points 
400 points                                                        

(done at the end of the 1st semester) 

PRESENTATION     400 points                                                                
(done at the end of the 2nd semester) 

TOTAL POINTS 600 points 1200 points 2400 points 

    

ATTENDANCE DEDUCTIONS   

No Show / No Call 10% deduction  

No Show / With Call 8% deduction  

Tardy / No Call 6% deduction  

Tardy / With Call  4% deduction  

 

After an intern has had 3 attendance reductions it is recommended that the employer inform the school 

of the issues and the student and a school staff member will have a face-to-face meeting to discuss the 

issues at hand. 
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JOURNAL ENTRIES 
 

You are now participating in Senior Career Internship. A big part of your grade in this one semester class is journal 

entries, to be completed during your internship.  Each journal entry should be completed within our Google 

Classroom Site.  There will be 6 journal entries for each nine week period.  Journal entries will be assigned about 

every 1 or 2 weeks.  Grades will be based on the thoroughness of each response to the specific topic.  Be certain 

to address each question asked in each journal entry.  The total point value for your Journal Entries is 150 points. 

ALL JOURNAL ENTRIES ARE TO BE A PARAGRAPH, AT LEAST FIVE (5) FULL SENTENCES.  Below are some examples 

of journal entries, this may change based on your placement as an intern.   

Journal Entry #1 

Tell about your first week as an Intern. Be specific about your initial experience. What made it easy? 

What was difficult? 

Journal Entry #2 

Tell about the company where you are an intern. What is their business? What do they produce or 

do? Who are their consumers? How many employees are on-site? How long have they been in 

business? Do they have sites other than where you are working? What else can you tell about 

them? 

Journal Entry #3 

Interview the front office person at your site. Who is that? Ask them what their job is, how they 

manage the different tasks, the most difficult part of their job, where did they learn the skills 

necessary for  

Journal Entry #4 

Tell about something new that you have learned – a specific skill in your area, a social skill, 

something you didn’t know before this internship. 

Journal Entry #5 

Describe the different technology and how it is used at your company. If this includes social media, 

describe that. Be very specific. 

Journal Entry #6 

Interview your supervisor. What training or education did they have before taking their current 

position? How long have they been with this company? What previous experience did they have 

in the same area? When hiring for this company, what do they look for in a resume or application? 

What advice would they give you, should you choose to go into this field after graduation? 
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FINAL PROJECT 

 
This final project is intended to demonstrate what you have learned throughout this semester.  It is worth 100 

points of your final grade and the due date will be posted within the Google Classroom site. Please follow the 

guidelines below when completing this project.  For students doing a 36 week internship, a presentation must 

be completed at the end of the second semester. 

1. REFERENCES (resume): Add two employers to your resume that you could use as a reference.  

Include their name, name and address of the business, position, email and a phone number. 
 

2. WORK EXPERIENCE (resume): Add your work experience to your resume.  For “Position Title” put 

Senior Career Internship.  Add organization, location, start date, end date, average hours per week, 

grade participated, and a brief description. 
 

3. TASKS (journal): In detail explain 8 tasks that you did while at these sites.  Include at least 2 pictures 

of you performing two of these 8 tasks.  

(Label this file as TASKS YOUR NAME) 
 

4. SKILLS (journal): At the beginning of the class we discussed soft skills. In detail tell about three soft 

skills that you used or learned while an Intern. Then think of five other skills you learned, whether 

work skills, social skills, coping skills, whatever.  

(Label this file as SKILLS YOUR NAME) 
 

5. PROS/CONS (journal): List three positive aspects about each of the sites, and explain why you chose 

them.  Then, list three negative aspects about each of the sites, and explain why you chose them. 

You should have 6 items per site.  

(Label this file as PROSCONS YOUR NAME) 
 

6. HIGH SCHOOL (journal): List two high school classes that were helpful for you in these internships 

and explain why. Then list two classes that you wish you had taken in high school, and explain why. 

You are about to graduate!  Lastly, what would you do differently in high school?   

(Label this file as HIGH SCHOOL YOUR NAME) 
 

7. FIT (journal): A good “fit” is important at a work site. In detail explain what made you think you were 

a good fit or not a good fit at these companies? (Label this file as FIT – YOUR NAME) 
 

8. FUTURE (journal): Explain how this Internship Program has changed your outlook on your future 

career and/or academic plans?  

(Label this file as FUTURE YOUR NAME) 
 

9. PICTURE (journal): Have someone take a picture of you at the business sign of the site where you 

did your internship.  Upload the picture(s) in your journal.  

(Label this file as PICTURES YOUR NAME) 
 

10. STUDENT SITE ASSESSMENT (journal):  Complete the Student Site Assessment and upload the 

document to your journal.   

(Label this file as SSA YOUR NAME) 



 

PRYOR PUBLIC SCHOOLS 
SENIOR CAREER INTERNSHIP PROGRAM 

David Day, College & Career Coordinator P.O. Box 548 (918) 825-2340 (school) 

dayd@pryorschools.org Pryor, OK 74362 (405) 328-1194 (cell) 

 

14 
 

STUDENT PERFORMANCE REVIEW 

 
Intern’s Name        Date      

Business      Supervisor        

 

Based on your observations, rank this Intern in the following areas: 

5=Excellent      4=Above Average      3=Average      2=Below Average     1=Poor       0=Negligent 

           5   4   3   2   1   0 

 

1.  Promptness – on time, ready to work    ___ ___ ___ ___ ___ ___ 
 

2.  Responsibility – maturity, appropriate dress, trustworthy 

     discretion       ___ ___ ___ ___ ___ ___ 
 

3.  Communication – listens and speaks clearly and appropriately ___ ___ ___ ___ ___ ___ 
 

4.  Interaction – treats others with respect, confidential  ___ ___ ___ ___ ___ ___ 
 

5.  Initiation – intuitively grasps tasks and begins promptly,   

     genuinely eager to learn     ___ ___ ___ ___ ___ ___ 

6.  Cooperation – works well with others, team player  ___ ___ ___ ___ ___ ___ 
 

7.  Independence – follows instruction, with minimal assistance ___ ___ ___ ___ ___ ___ 
 

8.  Accepts constructive criticism – adjusts as needed  ___ ___ ___ ___ ___ ___ 
 

9.  Productive – completes tasks, organized, meets job 

     objectives       ___ ___ ___ ___ ___ ___ 
 

10. General attitude – pleasant addition to the business  ___ ___ ___ ___ ___ ___ 

 

                  Total number of points (maximum 50) __________ 

 

Comments:      _______       

               

                

 

                
Supervisor’s Signature                                                                                                                            Student Intern’s Signature 
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EMPLOYER PROGRAM ASSESSMENT 
 

Business/Site:    __________         Date:     _______________ 

 

Assessment completed by:  ___________________________________ ___________________________ _______________ 

 

This is new to us! We have tried to provide preparation for the student and support both the business and the 

student in recent weeks. Thinking of the over-all program, not any specific student, please provide us with 

information that will help us as we work to improve our program, understanding that we must structure for 

high school students, around their required school schedule, and serve as an opportunity to learn 

vocational/career skills. But we want it to be meaningful for you! 

 

Based on your observations,  rank the Internship Program in the following areas: 

  

5=Strongly Agree      4=Agree      3=Neutral      2=Disagree     1=Strongly Disagree 

 

              5  4  3  2  1 

Work site – I feel our site has vocational opportunities for Interns   ___ ___ ___ ___ ___
  

Supervision – Our staff is willing to provide needed instruction to Interns  ___ ___ ___ ___ ___ 
 

Communication – I knew how to communicate with the school, if needed  ___ ___ ___ ___ ___ 
 

Growth opportunity – We feel comfortable providing students with feedback 

on their strengths and areas of need       ___ ___ ___ ___ ___ 
 

Mentorship – The Internship program is helpful in providing my business with  

a youth mentorship opportunity       ___ ___ ___ ___ ___ 
 

General impression – This Internship has value for our local workforce  ___ ___ ___ ___ ___ 

    

List any vocational skills needed or suggestions to improve the Senior Career Internship Program: 

___________________________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________ 

 

Any additional comments: 

___________________________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________ 

 

Thank you so much for your involvement in the Senior Career Internship Program!!! 
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STUDENT SITE ASSESSMENT 
 

Intern’s Name    _________________    Date      

 

Business/Site    __________   Supervisor       

 

Area(s) of Career Interest ____________________________________ ___________________________ _______________ 

 

Based on your experience, rank the Internship Site in the following areas: 

  

5=Strongly Agree      4=Agree      3=Neutral      2=Disagree     1=Strongly Disagree 
 

              5  4  3  2  1 
     

Work site – I knew where to park, check-in, report, etc.    ___ ___ ___ ___ ___
  

Supervision – I knew who I to go to when I had questions    ___ ___ ___ ___ ___ 
 

Communication – I felt I could talk to the employer about this field   ___ ___ ___ ___ ___ 
 

Interaction – Others at the site were appropriately interactive with me  ___ ___ ___ ___ ___ 
 

Growth opportunity – The employer talked to me about what I did well and 

the things I needed to do to improve      ___ ___ ___ ___ ___ 
 

Mentorship – The employer gave me advice on how to improve in the job/field  ___ ___ ___ ___ ___ 
 

Independence – I feel I was encouraged to learn and work independently at 

this site          ___ ___ ___ ___ ___ 
 

General impression – This Internship site helped me to know what I want 

or don’t want to do as a career       ___ ___ ___ ___ ___ 

    

Two things that made this a good Internship site are: 

1. ____________________________________________________________________________________________________________________ 

2. ____________________________________________________________________________________________________________________ 

 

Two things that would have improved my experience at this site are: 

1. ____________________________________________________________________________________________________________________ 

2. ____________________________________________________________________________________________________________________ 
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  PAGE # 

16) PREMIUMIS AND INFORMATION 

 CARRIERS 

 PREMIUM 

 CERTIFICATES OF INSURANCE 

17) PROGRAM INSURAQNCE COVERAGE 

18) OVERNIGHT STAYS 

19) GENERAL AND UMBRELLA LIABILITY 

20) ADDITIONAL COVERAGE FEATURES 

 EXAMPLES 

21) DIRECTORS AND OFFICERS INSURANCE 

22) HIRED/NON-OWNED EXCESS AUTOMOBILE LIABILITY 

 EXAMPLES 

23) CRIME 

 EXAMPLES 

24) MEDIA 

25) JUNIOR ACHIEVEMENT ACCIDENT INSURANCE 

 EXAMPLES 

27) CLAIM AND INCIDENT REPORTING 

 EXAMPLES 

28) CERIFICATE OF LIABILITY INSURANCE 
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