Copper Hills High School
CRITICAL WORKPLACE SKILLS/CTE INTERNSHIP
Marta Rae Diamond       martarae.diamond@jordandistrict.org
The Copper Hills High School Internship Program has the following purposes:

· Help students identify career options and have opportunities for career exploration.
· Help students relate learning in the classroom to the workplace.
· Gain valuable volunteer service hours.
· Gain useful work experience and network with others in their chosen career path.
The class is divided into three sections:

1. Intern preparation



(weeks 1-4)

2. Internship at job site/seminars


(weeks 5-16)

3. Presentation and Wrap Up


(weeks 17-19)

Class Attendance: (In class) 
· Attendance and punctuality are essential for a successful internship. 
· Students earn 25 points for each day of attendance. (15 points if a student is tardy) 
· Once placed on an internship, students are required to attend seminar dates listed on their calendars.
· Students may not miss scheduled class time to go to internship site. 
Internship Attendance:
· Students must intern one hour for every hour they are released from school.  This results in a minimum of three (3) hours per week at the internship site. (12 weeks X 3 = 36 hours minimum) 
· The days and hours per day will be worked out on an individual basis with your intern sponsor.

· It is up to you to notify them if you will be late or cannot make your scheduled time.  You need to treat this as a job.  Hours missed must be made up throughout the semester. 
·  Failure to adhere to these attendance procedures may result in the loss of credit and withdrawal from the work site and class.

Intern Preparation/Seminars

The Utah State Office of Education requires that all students receive classroom instruction before a student is placed in an internship site and during the internship experience.  Topics covered include: Job Application, Resume, Cover letter, Job interview, Dress for Success, Communication, Networking, Ethics, Career Exploration, Teamwork, Conflict Resolution, Labor Laws and Safety Regulations.
Presentations and Photos
Students will create a presentation about their career/internship.  Students in the internship class will be using photographs to document the internship.  Parents of students in this program give permission to use photos in presentations or on the school website.  No personal information will be shared or published. 
Forms
The following forms/assignments must be completed and returned before the internship begins:

· Student Training Agreement

· Activity Authorization Form
· Student Commitment

· Confidentiality Agreement
· Internship Safety Training

· Hazardous Training Agreement
· Resume

· Cover Letter

· Job Interview

· Professional Dress

Grading

First Quarter grades will be based on:

Second Quarter grades will be based on  

Attendance 
25 pts. per day



Seminar

50 pts. each 
Forms

100 pts.




Time Sheet

100 pts. each
Resume 
100 pts




Presentation

100 pts

Cover Letter
100 pts.




Journals

100 pts

Interview
100 pts.




Attendance                
25 pts. each day

Seminar          
 50 pts. each



Thank you note

 50 pts.
Time sheets
100 pts. each



Evaluation                  
100 pts.

Journals
100 pts.
 each




Grading Scale

94-100% A


82-82%   B-

69-67%   D+

93-90%   A-


79-77%   C+

66-63%   D

89-87%   B+


76-73%   C

62-60%   D-

86-83%   B


72-70%   C-

Below 60% F

Make-up and late work

-Students missing internship site days will need to make up hours at their workplace. 
-While students should make every effort to be in class, sometimes absences are unavoidable.  When a student is absent, and an assignment is due they will be given 5 school days after the return to school date to turn in any missed work for full credit.  After that time the assignment becomes late.  If you have trouble completing the work, contact me via email or you may see me before class on the day of your return. In cases of extended illness, it is the student‘s responsibility to make arrangements with the instructor if more time is needed. Late work is half-credit.

Teacher availability

I am available each morning from 7:05am – 7:30am in room 1132.  Students may contact me at martarae.diamond@jordandistrict.org or office phone 801-256-5338.
Expectations

Dress code:  Students will follow the CHHS dress code including no hats, tank tops, short shorts or revealing tops.  We will have several professional dress days where we talk about and model proper attire for the workforce.

Behavior:  In an effort to prepare students with proper work ethic skills, I expect each student to communicate using respect in language, tone of voice, and behavior.  I will personally talk to students if their behavior is inappropriate.  If the behavior continues I will involve the parent and deduct 20 daily attendance points.
EACH INTERN STUDENT MUST FOLLOW THE CRITERIA BELOW.  READ CAREFULLY

1. Intern students MUST have transportation available to get to and from their location.

2. Interns will have time in their school schedule AND time after school to complete the 3 hours per week requirement for the 12 week internship.  (too many extracurricular activities and outside jobs are difficult to work with)

3. If students have a job outside of school their work must be flexible and minimal.

4. Students will be asked to find a new class if they cannot fulfill the hourly requirement.

5. Students not attending the internship may be withdrawn without any warnings.

6. Students may not stay in the school building for any reason when you are released to go to your internship.  If you are picked up in the halls, classroom, parking lot, or on school grounds you are violating this contract and may be jeopardizing the privilege to be in the program.

7. Dress appropriate for the workplace and class.

Marta Rae Diamond 801-256-5338   martarae.diamond@jordandistrict.org
------------------------------------------------------------------------------------------------------------------------------

Critical Workplace Skills/CTE Internship
Please sign indicating that you have read and understand the course requirements. 
Student Name __________________________________
Student Signature ________________________________
Email _____________________________

Parent/Guardian Signature__________________________ 
Email ______________________________
