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INTRODUCTION

The Academy for College and Career Exploration (ACCE) aims to help Baltimore high school youth develop a love of learning, a constructive direction for their lives and a belief in their own abilities to succeed by promoting academic success through the lens of the careers of the 21st Century.  This career exposure intensifies with each year of high school.  For 11th grade, ACCE offers students the opportunity to explore their career interest through the internship program.

ACCE’s internship program is designed to help students build knowledge, understanding and skills in the context of authentic work.  By making the learning process real, students are encouraged to take responsibility for their own learning and become inspired life long learners.  They are encouraged to learn about a career and ultimately grow and develop through the experience.

INTERNSHIP EXPERIENCE OVERVIEW

A successful internship requires that the student actively participates in an area of interest under the guidance of a workplace mentor. Different worksites will approach this differently; some mentors will work on site-specific skills with the goal of designing a project that showcases these workplace skills. Other mentors have the student work on an ongoing project at the worksite (either working with colleagues or on one part of the project individually). In general, the student will be expected to participate in most professional activities within the worksite. The internship may be in any professional area of interest, but the student must be involved in the activities related to the career field.

Internship students are not meant to only complete busy work, laboratory assistance, or office grunt work, though that may be part of the experience. As a non-monetary compensated worker, students should be exposed to career and work related information and should perform all relevant duties related to their chosen career. If relevant tasks include tasks such as record keeping, filing, data input, etc, they are expected to complete these duties to the extent that they should be members of the team; however, this should not be the sole daily activity. The end purpose of the internship experience is to expose the student to and provide active participation in the selected career field.

INTERNSHIP DETAILS

· The Internship program is a graduation requirement for Juniors at ACCE.

· Junior Interns report directly to the internship on Thursdays during the academic year for the business day (6 hours plus lunch). Internship may be located at cooperating businesses, non profit organizations or government offices.
· Specific internship hours are determined by the mentor and intern. The minimum requirement is six working hours and there is a maximum of nine working hours.

· Internships will take place over two 8-week sessions.

· Students are required to complete a minimum of 80 hours.

· Mentors may be one or more individuals within an organization who will take an active interest in the student’s growth and development as an intern.

· Students meet during internship seminar to reflect and learn about other intern experiences.
· The program culminates with the Internship Showcase on May 12, 2011; a final, personalized presentation made by the student to the ACCE community, mentors, and invited guests.

REQUIREMENTS OF THE INTERNSHIP

Internships are ideally planned for in the year before the experience. Students will design a unique project/internship based on the student’s interest, ability, and commitment. The projects are completed individually. Each internship experience must meet the following minimum requirements:

· Adherence to time-line/ due dates

· Survey of Interest & Application

· Learning Log – including:

· Letter of Contract Agreement

· Time Sheet documenting completion of required hours

· Journal entries answering weekly questions
· Journals need to be turned in every Friday after the Internship Session

· Reflection Paper

· Academic Paper

· Internship Showcase

· Assessment

· Mentor Evaluations

Survey of Interest & Application:

To help focus the internship, a survey is administered in sophomore year that requires that students begin the thought process about their internship. Students will also be expected to complete an internship application that requests background information, the student’s goals, possible worksite interests, and a brief summary of the student’s expectations of the internship.

Learning Log:

The Learning Log is a journal in which students record the weekly or daily aspects of the internship/ project. The log continues as a narrative of what is known or assumed about the topic as the learning progresses, followed by a personalized tracking of one’s involvement in the experience. Weekly log entries are completed according the assigned questions for that week. If a student is absent, the log should be completed during the following Thursday in addition to the assigned weekly log. It is signed by the mentor and submitted to the coordinator every Friday during the session. The log becomes a valuable reference for end-of-year assignments and reflection, as well as demonstrating learning and growth over the course of the year.

Letter of Contract Agreement:

Found in the Learning Log, agreements between student, mentor, school, parents, and outside facilitators are an important and necessary aspect of the Internship program. The Contract Agreement is initiated by the coordinator to confirm placement. It provides the details of the time and place of internship and is brought or sent to the mentor for signature. 

Reflection Paper:

In the 2-3 page Reflection Paper, the student reflects on their personal position on the entire internship process: research/ preparation, experience, growth, frustrations, and accomplishments.

Academic Paper:

Unlike the Reflection Paper, which is subjective in nature, the 3-5 page Academic Paper is an objective description/ analysis of knowledge gained of the course of the internship. Whatever the area of the internship – science, medicine, technology, business, humanities, or the arts – the Internship must result in the acquisition of new knowledge, which is demonstrated formally in a paper describing the internship organization and nature of the work accomplished. In addition to the back of the company and the duties performed, the paper should also include a general description of the profession and its function in society. A final component to the paper is a section devoted to research related to the discipline/ profession. 

These papers may be published on the Internet at http://accebaltimore.com.

Internship Showcase: 

This final presentation is the final requirement of the Internship experience. The presentation should be limited to 10 minutes or 15 PowerPoint slides. A question and answer period will follow the presentation. Presentations will be scheduled during mid-May and the audience may include mentors, parents, staff, administrators, and other ACCE students.

Student Assessment:

Performance is assessed every quarter (four times a year). Grades are based on: feedback from the mentor, consultation with the student, completion of learning logs, attendance, and Internship seminar participation. The final grade will also include evaluation of the Reflection Paper, Academic Paper, and the Internship Showcase presentation.

Time Sheet:

Each student must maintain an ACCE time sheet documenting his or her hours each week (found in the Learning Log section). The time sheet must be signed by the mentor and kept neatly in the Learning Log. The minimum graduation requirement for Juniors is 80 hours or 15 days of attendance with a minimum of six hours each day.

PROJECT DESCRIPTION

The internship project is a way for students to get personally involved in their interest area through hands-on learning.  The student, worksite mentor and internship coordinator brainstorm project ideas and create a project that meets the student’s interests and mentor’s needs.  Sometimes the student can be responsible for a part of a larger project that the mentor is working on. Often, successful projects are those that the mentor does not have time to complete, but the student can learn new skills and/or work responsibilities.

Students develop reasoning skills through their projects.  In addition to learning facts and terminology around their interest, students build planning and project management skills through this process.  Students learn to use their hands and minds to solve problems, assess situations, complete actual projects and then celebrate their accomplishments. Internship projects can happen at all different levels of depth depending on the needs and abilities of the student.  However, all projects should challenge the student.

PROJECT EXAMPLES
Priscilla’s Project – Priscilla found an internship with a physical therapist. Her mother had recently needed therapy on her hand, and Priscilla had developed an interest in helping others through physical therapy. While working at her internship, Priscilla learned that the clinic had many new patients with a condition called fibromyalgia. For her internship project, Priscilla created a series of informative brochures about fibromyalgia to give out to newly diagnosed patients. To do this work she consulted with her mentor to learn more about the condition, interviewed doctors, and talked with patients about the condition. At school, she researched the condition in the medical literature, and learned to use a software program to lay out the brochures. After many drafts, her brochures were printed and used at her internship site.
Ryan’s Project – Ryan had a passion for architecture and animals. He got an internship at the zoo with a landscape architect. His internship project was to design the Parma Wallaby exhibit. At his internship, he learned how to create blueprints, write like an architect, and design spaces. At school, he researched the ideal habitat of a Parma Wallaby, and learned about physical space requirements of the animals. At the end of his project he presented his design and research to the directors at the zoo.
EXPECTATIONS: STUDENTS AND MENTORS

Safety: Students and mentors share responsibility for taking precautions in working with equipment and materials to ensure the safety of the student and others at the work site.

Liability: During internship days, students are covered by the Baltimore City Public School System’s insurance policy since interns are involved in an off-site school activity during the school day.  To be covered, parents must sign permission slip for student to attend and be a part of the internship program. 
Plan of Action: The student and mentor(s) can jointly develop a written Plan of Action, specifying the proposed internship activities, project, process, and responsibilities. The Plan gives direction to the internship and serves as a basis for final evaluation. The Plan is a flexible document, open to continuous updates as the internship evolves over the course of the year.

EXPECTATIONS: MENTORS
Role: The role of the mentor is highly individualized. Successful mentor traits include:

· Involvement in the student’s project

· Personal investment in developing student’s general career skills and interests

· Willingness to serve as a role model in teaching the rituals, language, and expectations of the workplace and specifically the mentor’s profession

· Guidance of the student’s project and introduction to the professional standards and processes acceptable to the profession

· Commitment to developing the student’s skills, knowledge, and abilities

· Enthusiasm towards the career or profession

Mentorship is not restricted to one individual and may include any professional who is in a position to provide guidance to the student in her or her selection area of interest. Because mentors often have multiple responsibilities, some worksites implement a collaborative approach to mentorship. Colleagues may also provide a variety of learning experiences and perspectives that enrich the internship experience.

Mentor Profile: The main contact person from each company must complete a mentor profile prior to student placement at any internship worksite. This profile provides safety and emergency contact information necessary for our records.

Responsibility for Reporting Absence and/or Concerns: Mentors are requested to notify the school and Amanda Ellison, the internship coordinator, at 410-396-7607 or aellison@accebaltimore.com, if students are unexpectedly absent from their internship. Mentors should also notify Ms. Ellison if they will be unavailable or cannot otherwise ensure appropriate guidance and supervision of the student for that day. In such a case, the student is expected to report directly to school and sign in with the main office and Ms. Ellison.

Concerns about the student’s performance or ability to benefit from the internship experience should be discussed immediately with the coordinator. Mentors should also notify the coordinator if a student has repeated excused absences that may jeopardize his or her ability to successfully complete the internship requirements.

Evaluation & Communication: Occasionally, the coordinator assesses the student’s performance through on-site meetings with the mentor and by telephone or email contact. At the end of each quarter and at end of the program, the mentor evaluates the student’s participation and performance, using the Mentor Evaluation Form. This feedback is considered in the student’s quarterly and final grade.

EXPECTATIONS: STUDENTS

Attitude: The ACCE internship provides a unique learning experience, which is dependent on your positive attitude and self-motivation. Your internship requires commitment, integrity, and responsibility. Indicate what you can do and what you want to learn; ask questions, assess how you can contribute, and accept some routine and tedium as part of the internship process. In return, the internship provides you with opportunities to work directly with professionals in a chosen field of interest, gain valuable insights into that profession, and network with career professionals. However, how much you achieve depends on your initiative and motivation.

Attendance and Dependability: Your mentor has made a substantial commitment to you and ACCE and will provide you with the opportunities for personal and professional growth. Your punctuality and dependability demonstrate respect and appreciation of your mentor’s time and commitment. Regular weekly attendance during the academic year is required. Any excused absence must be reported directly to your mentor and to ACCE as soon as possible prior to the absence. 

Transportation: Transportation to and from the internship worksite is the responsibility of the student. Parental permission is required for either public or private transportation arrangements.

Appearance: Dress appropriately. Your mentor and their colleagues are the best examples of proper attire. Your appearance is a reflection of your judgment, self-respect, and professionalism. The self-discipline and confidence you demonstrate by care for your appearance is a basic indication that you have the maturity to take on responsibility in your professional environment. You represent both ACCE and yourself. Make your mentor proud to be associated with you. Generally jeans, large earrings, and bright colors are not acceptable in the workplace.
Learning Logs: You are required to keep a careful record of your internship activities in the notebook assigned for this purpose. It is your responsibility to share this log with your mentor and obtain his or her signature. You will also submit it to the coordinator for review.

Evaluation: In addition to regular attendance and satisfactory reports from your mentor, you are evaluated on the quality of your Reflection Paper and Academic Paper. The final requirement is a satisfactory performance at the Internship Showcase.

CREDIT POLICY

In order to attain credit towards graduation students must fulfill the internship requirement.  This includes personal responsibility, participation, and professionalism; as well as maintaining a log and completing a project.  The internship coordinator will use student and mentor evaluations, student participation, and the completion of the internship requirements to designate a grade.  Student assessment includes attendance.  Students must maintain a time sheet and complete the minimum hours to receive graduation credit.

Tips for a Successful Internship
1. Make sure that internships revolve around the student’s career and academic interests.

2. The internship experience should be varied and offer the intern a real sense of working in the field they are interested in exploring. Interns may vary departments within a larger company to experience the whole professional field.

3. The internship should offer duties applicable to a future career in a profession.

4. It is important that the worksite mentor work with the student and internship coordinator to develop a clear Plan of Action. The mentor and coordinator need to monitor the internship experience throughout the year and provide supervision/evaluation of the student’s work.

5. A well-developed Plan of Action benefits both the intern and the internship site.

6. An ideal internship requires responsibilities involving general workplace expectations and professional and academic skills.  Doing this expands the intern’s abilities and appreciation for the selected field. 

7. Job assignments may include a nominal amount of copying, typing, filing, etc. that is part of the typical staff person’s work.

8. Work responsibility should be at least 70% substantive.

9. Work assignments should enable the intern to see the “big picture.”  The intern should be able to relate these assignments to the overall functioning of the department. Students should experience a typical day, see the pros and cons of a career and gain some knowledge of the steps needed to follow a certain career path. 

10. Mentors should plan for when they are busy, late or not available.

The Academy for College and Career Exploration
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� Internship Description adapted from Bergen County Academies Senior Internship Program
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