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WHAT IS THE USD 232 

INTERNSHIP PROGRAM? 

The USD 232 Professional Studies Internship program 

provides students with the opportunity to gain real-world, 

hands-on work experience in professional work 

environments that relate to their academic individual plans 

of study and career interests, and prepares them for future 

jobs.  The program is also designated to provide employers 

an opportunity to guide and evaluate future talent. 
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1. Program Overview 

Program Goal:  

An internship is defined as a key hands-on professional learning experience where a student works at an off-campus 
placement for a company or organization in order to gain work experience. Traditionally, internships are offered at 
the college level, but in USD 232, we believe internships are the most valuable way to offer high school students a 
hands-on opportunity to explore a field of interest. They learn how their course of study applies to the real world and 
build up their resumes at an earlier age, making them stronger candidates for jobs after graduation. An internship can 
be an excellent and eye-opening way to decide if a certain field or major is in fact the right fit.  Our goal is for each 
student to have a meaningful work experience outside of the classroom that makes them more prepared for their 
future career. 
 

Program Description:  

All Senior students with a recommended 2.5 GPA or higher who have taken at least two CTE courses, and are on-track 
for graduation, have the opportunity to participate in a field internship as part of the Workplace 
Experience/Internship Elective course.  During first or second semester, students take an internship or work 
experience course which enables them to leave campus and apply their skills in an off-campus professional industry 
setting a few days per week. Internships can also be on campus if the business has provided a client-based project. 
Internships are usually 4-10 hours per week for 12-16 weeks but can be catered to business/industry need.  Interns 
are supported throughout the program by their Work-Based Learning Coordinator and are graded on hours worked, 
reflections, and most importantly, evaluations by their supervisors. Internships are typically unpaid, though paid 
internships are welcome. Students earn course credit for their experience, as well as gain valuable work experience to 
add to their resumes.  All applications are reviewed on a case-by-case basis by the WBL building team and WBL district 
coordinator. 
 

Student Intern Preparation:  

Most Senior students have taken two or more Career & Technical Education courses for their chosen industry 
Pathway, and so bring a unique set of technical skills as well as employability skills that can be applied in the 
workplace. Additionally, as part of the profession-based learning experience, students have had ample exposure to 
project-based team work, community and industry connections, presentations of learning, and off-campus 
experiences in the form of field trips and job shadows.   
 
USD 232 students are also proficient with various types of industry-specific technology (according to their pathway) 
and all students are well versed in Microsoft Office 365, Google applications, and social media. During all of the Career 
& Technical Education courses, our students participate in essential employability and workplace soft skills training 
such as: communication, collaboration, teamwork, entrepreneurial mindset, self-awareness, resilience, adaptability 
and professionalism. As a part of the Individual Plan of Study, each student creates a professional resume, cover 
letter, portfolio and online profile.  We feel our students are prepared to function as a valuable asset to a company in 
whichever work environment they intern. 
 

Internship Placements & Partnerships: 

USD 232 student interns can be placed into their field internships in one of two ways: (1) A student can seek out his or 
her own internship and apply, provided that the company or organization meets our criteria and registers with USD 
232 to complete all necessary paperwork to host an intern. (2) A student can also choose to interview for an 
internship with one of our industry or community partners who requests an intern. In this case, students will 
participate in an on-campus interview fair (TBD). 
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2. Internship Program Student Responsibilities & Checklist: 

Intern Responsibilities: 

▪ Wear appropriate business attire, based on the company’s dress code policy 

▪ Be professional when talking with your supervisor and other employees 

▪ Report to work on time 

▪ Be a good, active listener 

▪ Ask for and be receptive to feedback 

▪ Be open to instruction and advice 

▪ Ask questions and engage with your supervisor to gain knowledge about your job, company, industry, 
and professions of interest 

▪ Be a problem-solver 

▪ Support and collaborate with other team members 

▪ Be eager to learn and show initiative 

▪ Follow through on your commitments, completing projects within assigned timeframes 

▪ Present needs in an articulate way 

▪ Exhibit a professional attitude 

▪ Maintain confidentiality 

▪ Ask your supervisor to provide a recommendation and endorse you on LinkedIn at the end of your 
internship 

▪ Document your internship successes by developing an Internship Portfolio 

▪ Complete all assignments as a part of the WBL course requirements 

▪ Only use your cell phone for emergencies 
 

Intern Checklist: 

 Read the Internship Handbook 

 Have your resumé and cover letter reviewed by a USD 232 educator 

 Prepare a portfolio to highlight experience, skills and talents 

 Conduct research on target companies and industries 

 Polish your 30-second elevator pitch for short encounters with potential employers (Xello) 

 Identify three individuals to serve as references 

 Work on interview skills and practice responses to typical questions in a mock interview 

 Have a professional-sounding voice mail 

 Create your LinkedIn profile (Xello option) 

 Send thank you letters after each interview 

 Complete the USD 232 Internship Self-Appraisal Form during the last two weeks of your internship. Give 
your Supervisor/Mentor a copy of the form 

 Schedule a meeting with your Supervisor /Mentor for a performance review.  Give the USD 232 Work-
Based Coordinator a copy of the review 

 Ask your Supervisor/Mentor to write a recommendation for you on LinkedIn 

 Write thank you notes and send to your Supervisor/Mentor and other employees you worked with during 
your internship 
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3. Work-Based Learning (WBL) Contract 
 
Student Name: 

Current GPA:  

Current Grade Level:  

Email:  

Cell Phone Number:   

CTE Pathway:  

High School: 

Today’s Date:  

 

Parent Name:  

Email:  

Work Phone:  

Cell Phone:  

Home Phone:  

Today’s date: 

 

To participate in the program, all parties must agree to the following:  

Students will:  
 Abide by all school, employer and coordinator policies, including being on time, following directions and 

follow through on preparation and work/experience assignments.  

 Arrange for transportation to and from my experience. (Must have parental permission form signed.)  

 Carry out my experience in such a manner as to reflect positively upon the school and myself. 

 Complete the “Work-Based Learning Experience Work Log Record/Timesheet” and submit by 
deadline(s). 

 Understand that any performance review by the WBL Coordinator, along with other measures, will be 
used to determine my grade. 

 Agree that all matters of business are confidential and must be held in the strictest confidence. 

 Agree to observe work site rules of conduct, personal appearance and dress code. 

 Avoid conducting personal business at the training site. This includes personal telephone calls, texts and 
having visitors. 

 Understand that the school WBL Coordinator will consult with my adult mentor about school and work site 
absences and my ability to follow the two-week notification for conflicts and calling in.  

 Agree that I am required to attend all meetings, as well as maintain all required documentation.  

 Maintain 95% work site attendance per quarter, and failing to meet the minimum requirement, I may be 
placed on probationary status or terminated from the WBL Experience.  

 Agree that if for any reason I am suspended from the school, I will not be permitted to attend the WBL 
Experience during the time of suspension.  

 Agree to maintain average or above-average grades in all my classes.  

Parents and Guardians will:  

 Read and understand the student learner responsibilities.  

 Assist the student learner in providing transportation to and from the WBL Experience with adequate 
automobile insurance.  

 Support student learner expectations as listed in the above Student Agreement section.  
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School WBL Coordinator will:  

 Provide instruction to the student learner which includes expectations, evaluation procedure, documents 
used and grading process.  

 Assist student learner in the development of the WBL Personalized Learning Plan.  

 Assist student learner in the review of the WBL Personalized Learning Plan (this document).  

 Establish open lines of communication between all entities.  

 Oversee compliance of agreement by all entities.  

 Notify the student learner’s parents/guardian of progress.  

Work Site Supervisor/Mentor will:  

 Provide adequate orientation before the student learner begins assigned responsibilities.  

 Provide opportunities according to the appropriate learning goals for the student. 

 Discuss the WBL Agreement (this form) with the student and school coordinator. 

 Follow the WBL Agreement to ensure student learner has opportunities to demonstrate employability and 
technical skills. 

 Evaluate student learner and offer direction to enhance development.  

 

Verification 

We, the undersigned, give permission for the student to participate in the WBL experience. We 
verify the above information is correct and is consistent with federal and state guidelines for WBL 
experiences.  

Student:                                                     Date: 

Parent/Guardian:                                       Date: 

CTE Teacher:                                            Date: 

WBL Coordinator:                                      Date: 

Work Site Supervisor/Mentor:                    Date: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
 

   
 

7 

4. Work-Based Learning Experience Liability Agreement 
THIS AGREEMENT is made and entered into month and day and year ______________, by name of experience site 

(company/organization) and school name and/or school district name 

______________________________________________(school and/or district). 

WHEREAS, the parties desire to establish and implement the experience/Work-Based Learning experience. 
NOW, THEREFORE, it is mutually agreed as follows: 
1.      Company/organization will provide occupational and training experience as described in the Work-Based Learning: 
Personalized Learning Plan. The school will provide coordination and support for the students involved in this agreement. The 
school coordinator will meet and confer with the adult mentors who represent the company/organization during the hours as 
arranged to respond to requests from them as they work with student learners/interns. Duties will include, but not be limited to, 
evaluation, observation and counseling of the student. 
2.      The company/organization will advise the school coordinator of the skills that student learners will be expected to have prior 
to participation in the experience. The company/organization agrees to instruct student learners/interns with training on safety 
precautions and regulations related to the activities they will perform. Student learners/interns will abide by all rules and 
regulations of the school and the company/organization, which includes conduct and general appearance and basic expectations 
such as coming to work on time, staying on task, completing work assigned and getting along with fellow workers. 
3.      The company/organization will provide the learning situation, instructional materials and equipment necessary to provide a 
quality learning experience. 
4.      In the event of injury or accident, the company/organization will provide immediate emergency care based upon humanitarian 
considerations and will promptly report the incident to the school, which will immediately contact parents and complete school 
accident report forms just as if the incident had occurred on school property. Student learners/interns will be covered by district 
liability insurance while at the company/organization if they are not paid by the company/organization. If the student by the 
company/organization, then student learners/interns will be covered by the company/organization’s liability insurance. 
5.      The company/organization agrees to indemnify and hold harmless the district/school from any and all claims and losses 
resulting from the company/organization’s performance of this agreement. 
6.      The parties agree to comply with all laws, ordinances and regulations of governmental bodies applicable to the WBL 
experience, which include age restrictions on hours worked and task limitations. 
7.      The parties agree to cooperate in evaluation of the experience and the student learners/interns enrolled in the experience. 
8.      The company/organization and the school/district agree to instruct all students enrolled in the experience with respect to the 
confidential nature of all records and information. 
9.      If student learners/interns and/or the company/organization fail to follow this agreement, either party may request a revision 
of the WBL personalized learning plan. All parties will follow the revised WBL personalized learning plan to regain the quality status 
of the experience. 
10.    The terms of this agreement are effective from __________ to ___________ Additional dates and times may be contained in 
the attachment(s). Either party may cancel this agreement if the agreement is not followed as stated above and will take effect 
upon receiving written notice given at least three days prior to the stated cancellation date. This agreement may be amended by 
written mutual agreement of the parties. 
11.     The Provisions found in Contractual Provisions Attachment (Form DA-146a, Rev. 06-12), which is attached hereto, are hereby 
incorporated in this contract and made a part thereof. 
 

Student:   Date:   

  

Parent/guardian:   Date:   

   

WBL coordinator/CTE 

Teacher: 
  Date:   

  

Representing 

Company/Organization: 
  Date:   
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5. CONTRACTUAL PROVISIONS ATTACHMENT 

DA-146a Important: (Rev. 06-12)  
This form contains mandatory contract provisions and must be attached to or incorporated in all copies of any contractual agreement. If it is 
attached to the vendor/contractor's standard contract form, then that form must be altered to contain the following provision:  
"The Provisions found in Contractual Provisions Attachment (Form DA-146a, Rev. 06-12), which is attached hereto, are hereby incorporated 
in this contract and made a part thereof."  
The parties agree that the following provisions are hereby incorporated into the contract to which it is attached and made a part thereof, said 
contract being the _____ day of ____________________, 20_____.  
1. Terms Herein Controlling Provisions: It is expressly agreed that the terms of each and every provision in this attachment shall prevail 

and control over the terms of any other conflicting provision in any other document relating to and a part of the contract in which this 

attachment is incorporated. Any terms that conflict or could be interpreted to conflict with this attachment are nullified.  

2. Kansas Law and Venue: This contract shall be subject to, governed by, and construed according to the laws of the State of Kansas, and 

jurisdiction and venue of any suit in connection with this contract shall reside only in courts located in the State of Kansas.  
3. Termination Due To Lack Of Funding Appropriation: If, in the judgment of the Director of Accounts and Reports, Department of 

Administration, sufficient funds are not appropriated to continue the function performed in this agreement and for the payment of the charges 

hereunder, State may terminate this agreement at the end of its current fiscal year. State agrees to give written notice of termination to 

contractor at least 30 days prior to the end of its current fiscal year, and shall give such notice for a greater period prior to the end of such 

fiscal year as may be provided in this contract, except that such notice shall not be required prior to 90 days before the end of such fiscal 

year. Contractor shall have the right, at the end of such fiscal year, to take possession of any equipment provided State under the contract. 

State will pay to the contractor all regular contractual payments incurred through the end of such fiscal year, plus contractual charges 

incidental to the return of any such equipment. Upon termination of the agreement by State, title to any such equipment shall revert to 

contractor at the end of the State's current fiscal year. The termination of the contract pursuant to this paragraph shall not cause any penalty 

to be charged to the agency or the contractor.  
4. Disclaimer Of Liability: No provision of this contract will be given effect that attempts to require the State of Kansas or its agencies to 

defend, hold harmless, or indemnify any contractor or third party for any acts or omissions. The liability of the State of Kansas is defined 

under the Kansas Tort Claims Act (K.S.A. 75-6101 et seq.).  
5. Anti-Discrimination Clause: The contractor agrees: (a) to comply with the Kansas Act Against Discrimination (K.S.A. 44-1001 et seq.) 

and the Kansas Age Discrimination in Employment Act (K.S.A. 44-1111 et seq.) and the applicable provisions of the Americans With 

Disabilities Act (42 U.S.C. 12101 et seq.) (ADA) and to not discriminate against any person because of race, religion, color, sex, disability, 

national origin or ancestry, or age in the admission or access to, or treatment or employment in, its programs or activities; (b) to include in all 

solicitations or advertisements for employees, the phrase "equal opportunity employer"; (c) to comply with the reporting requirements set out 

at K.S.A. 44-1031 and K.S.A. 44-1116; (d) to include those provisions in every subcontract or purchase order so that they are binding upon 

such subcontractor or vendor; (e) that a failure to comply with the reporting requirements of (c) above or if the contractor is found guilty of any 

violation of such acts by the Kansas Human Rights Commission, such violation shall constitute a breach of contract and the contract may be 

cancelled, terminated or suspended, in whole or in part, by the contracting state agency or the Kansas Department of Administration; (f) if it is 

determined that the contractor has violated applicable provisions of ADA, such violation shall constitute a breach of contract and the contract 

may be cancelled, terminated or suspended, in whole or in part, by the contracting state agency or the Kansas Department of Administration. 

Contractor agrees to comply with all applicable state and federal anti-discrimination laws. The provisions of this paragraph number 5 (with the 

exception of those provisions relating to the ADA) are not applicable to a contractor who employs fewer than four employees during the term 

of such contract or whose contracts with the contracting State agency cumulatively total $5,000 or less during the fiscal year of such agency.  
6. Acceptance Of Contract: This contract shall not be considered accepted, approved or otherwise effective until the statutorily required 

approvals and certifications have been given.  
7. Arbitration, Damages, Warranties: Notwithstanding any language to the contrary, no interpretation of this contract shall find that the 

State or its agencies have agreed to binding arbitration, or the payment of damages or penalties. Further, the State of Kansas and its 

agencies do not agree to pay attorney fees, costs, or late payment charges beyond those available under the Kansas Prompt Payment Act 

(K.S.A. 75-6403), and no provision will be given effect that attempts to exclude, modify, disclaim or otherwise attempt to limit any damages 

available to the State of Kansas or its agencies at law, including but not limited to the implied warranties of merchantabili ty and fitness for a 

particular purpose.  
8. Representative's Authority To Contract: By signing this contract, the representative of the contractor thereby represents that such 

person is duly authorized by the contractor to execute this contract on behalf of the contractor and that the contractor agrees to be bound by 

the provisions thereof.  
9. Responsibility For Taxes: The State of Kansas and its agencies shall not be responsible for, nor indemnify a contractor for, any federal, 

state or local taxes which may be imposed or levied upon the subject matter of this contract.  
10. Insurance: The State of Kansas and its agencies shall not be required to purchase any insurance against loss or damage to property or 

any other subject matter relating to this contract, nor shall this contract require them to establish a "self-insurance" fund to protect against any 

such loss or damage. Subject to the provisions of the Kansas Tort Claims Act (K.S.A. 75-6101 et seq.), the contractor shall bear the risk of 

any loss or damage to any property in which the contractor holds title.  
11. Information: No provision of this contract shall be construed as limiting the Legislative Division of Post Audit from having 

access to information pursuant to K.S.A. 46-1101 et seq.  

12. “The Eleventh Amendment: is an inherent and incumbent protection with the State of Kansas and need not be reserved, but prudence 

requires the State to reiterate that nothing related to this contract shall be deemed a waiver of the Eleventh Amendment."  
13. Campaign Contributions / Lobbying: Funds provided through a grant award or contract shall not be given or received in exchange for 

the making of a campaign contribution. No part of the funds provided through this contract shall be used to influence or attempt to influence 

an officer or employee of any State of Kansas agency or a member of the Legislature regarding any pending legislation or the awarding, 

extension, continuation, renewal, amendment or modification of any government contract, grant, loan, or cooperative agreement. 
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6. WBL STUDENT TRANSPORTATION CONSENT/RELEASE 

There are times during the school year when activity/academic experiences will be held away from the 

school. Subject to Board Policy JGG, the School District may provide transportation, but there are times 

when students can benefit from other transportation options. 

Please review the transportation options listed below, check any that are acceptable for your student, sign 

the form, and have your student return the form to their counselor to be placed on file. 

I/We hereby give my/our student (Provide Full Legal Name):   ______________________    

(Please check all appropriate boxes.) 

❑  ride to and from activity/academic events on school authorized vehicles, 

❑  ride with his/her parent, 

❑  ride with an adult licensed driver, 

❑  ride with a sibling who is at least 16 years of age and a licensed driver, 

❑  ride with another participant who is a licensed driver and at least 16 years of age, or 

❑  my student is at least 16 years of age, is a licensed driver, and can drive himself/herself. 

 PLEASE PRINT THIS FORM & SIGN BELOW 

I/We understand that School District employees cannot supervise student participants except when 

they travel to and from events on school authorized vehicles. For valuable consideration, the receipt 

of which is hereby acknowledged, I/we knowingly and voluntarily release and forever discharge Unified 

School District No. 232 and the members of its Board of Education, its employees and agents from any 

and all liability, actions, lawsuits, claims, demands and expenses resulting, directly or indirectly, from 

loss of life, personal injuries, property damage, or other damage suffered by my/our student while 

traveling to or from activity/academic events by transportation other than a school authorized vehicle. 

 
Parents have responsibility to ensure that their student uses the mode of transportation authorized by 

the parent. This Consent may be revoked or modified in writing at any time. 

  
 
________________________________            ____________________________________ 
Parent/Guardian Signature                                Date 

 

 
________________________________            ____________________________________ 
Student Signature                                            Date 
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7. WBL Internship Program - How Interns Will Be Graded 

For the duration of the Internship Program, students will be graded in three major areas: (1) Collected 

Assignments, (2) Attendance, and (3) Professionalism i.e. Standard of Conduct. 

(1) Collected Assignments  
Assignment   Points Due Date 

□ WBL Internship Contract (signed by parent and 
student) 

REQUIRED Before program start date 

□ Intern Participation Agreement Form (with 
emergency info, signed by parent) 

REQUIRED 

 
 

Before program start date 
 

□ WBL Student Transportation Consent and 
Release Form (signed by student & parent) 

 

REQUIRED 

 
 

Before program start date 
 

□  WBL Experience Liability Agreement Form 
(signed by parent student and supervisor) 

REQUIRED 

 
 

Before program start date 
 

□ Internship Contact & Calendar Form  
(completed & signed by student and supervisor. 
Provided to school office) 

5 points 
 

 

□ Internship Time Card Sheet SIGNED (Due at the 
end of the month; Supervisor signs each week; 
shared electronically; assignment in Canvas) 

10 points (per 
timecard) 

 

□ Weekly Journal Reflections or Blogs on 
Internship Experience (CANVAS message 
board;  includes quarterly self-assessment)  

10 points 
weekly 

 

□ Video reflection as the last blog of the 

semester 

25 points  

□ Quarterly Supervisor Evaluation # 1 
(completed, signed by supervisor) Online 
evaluation 

50 points 
(teacher 
conference) 

 

□ FINAL Supervisor Evaluation # 2 (completed, 
signed by supervisor) Online evaluation 

50 points 
(teacher 
conference) 

 

□ Copy of Thank-You Letter to Internship 
Supervisor 

25 points  

□ Letter of Recommendation from Internship 
Supervisor 

25 points  

□ Internship Final Presentation & Portfolio 
Submission 

100 points  

 

 

(2) Attendance: 

A student’s attendance is essential to learning—learning that includes not only factual subject matter but also 
attendance habits, work habits, attitudes, and ideals. Doing the bare minimum expectations at the workplace 
and frequently being away from the job greatly diminishes the capabilities of the work team and the 
internship experience. Furthermore, every student contributes to every other team member; therefore, a 
student who is absent short-changes those who are present. Every absence, whether excused or not, 
interrupts the student’s understanding of the material being presented and weakens his/her interest in the 
continuing program. The primary responsibility for good attendance rests with the student and parent. Each 
individual internship, or each company that hosts an intern, has different expectations when it comes to what 
constitutes an excusable absence. A call from a parent, student, teacher, or coach does not guarantee 
the student will be excused. 
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7. WBL Internship Program - How Interns Will Be Graded (continued) 

 

The following are potential reasons for excusable absence:  
1. Personal illness. A physician’s note might be required for chronic absenteeism. 
2. Serious illness or death of a member of the family or close friend. 
3. Obligatory religious observance of the student’s own faith. 
4. Physician or dentist appointments that can be verified by appointment card. 
5. Court appearance that can be verified through court services’ officer. 
 
Participation in a school-approved activity with proper communication between the internship supervisor and 
intern can be arranged but not guaranteed based on the company policies.  Our businesses will consider 
you an employee, therefore, you must comply with their policies. 
 
A student who is absent from internship without an excusable reason, as outlined above, will be considered 
unexcused.  This will be verified through attendance logs and the site supervisor.  Unexcused absences can 
be cause for dismissal from the internship experience that can result in a failing grade and potential 
disciplinary consequences. 
 
 

(3) Intern Professionalism: 

You will represent your school district and your high school by participating in this internship.  Please always 

maintain professionalism.  Please read the following sections in this handbook detailing Internship Best 

Practices, Internship Checklist, and the creation of an Internship Portfolio. 
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8. INTERN STANDARD OF CONDUCT 

Student Internship Best Practices 

▪ Wear appropriate business attire, based on the company’s dress code policy 

▪ If provided a company ID badge, please follow company’s policy for badge display 

▪ Be professional when talking with your supervisor and other employees 

▪ Report to work on time and fulfill your shift 

▪ Be a good, active listener 

▪ Ask for and be receptive to feedback 

▪ Be open to instruction and advice 

▪ Ask questions and engage with your supervisor to gain knowledge about your job, company, industry, 
and professions of interest 

▪ Be a problem-solver 

▪ Support and collaborate with other team members 

▪ Be eager to learn and show initiative 

▪ Follow through on your commitments, completing projects within assigned timeframes 

▪ Present needs in an articulate way 

▪ Exhibit a professional attitude 

▪ Maintain confidentiality 

▪ Ask your supervisor to provide a recommendation and endorse you on LinkedIn at the end of your 
internship 

▪ Document your internship successes by developing an Internship Portfolio 

▪ Complete all assignments as a part of the WBL course requirements 

▪ Only use your cell phone for emergencies and follow company policy for headphones 
 
 

Internship Checklist 

 Read the Internship Handbook 

 Have your resumé and cover letter reviewed by a USD 232 educator 

 Prepare a portfolio to highlight experience, skills and talents 

 Conduct research on target companies and industries 

 Polish your 30-second elevator pitch for short encounters with potential employers 

 Identify three individuals to serve as references 

 Work on interview skills and practice responses to typical questions in a mock interview 

 Have a professional-sounding voice mail in case an employer calls, as well as an appropriate email 
address 

 Create your LinkedIn profile (Xello option) 

 Send thank you letters after each interview 

 Complete the USD 232 Internship Self-Appraisal Form during the last two weeks of your internship. Give 
your Supervisor/Mentor a copy of the form 

 Schedule a meeting with your Supervisor /Mentor for a performance review.  Give the USD 232 Work-
Based Coordinator a copy of the review 

 Ask your Supervisor/Mentor to write a recommendation for you on LinkedIn 
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 Write thank you notes and send to your Supervisor/Mentor and other employees you worked with during 
your internship 

 

Internship Portfolio  

Students will develop a portfolio of work accomplished during the internship experience. Your CTE Instructor 
or Work-Based Learning Coordinator can provide additional information on specific portfolio items you are 
required to complete.  

▪ Samples of work from your internship projects. 

▪ List of skills learned throughout internship. 

▪ Descriptions of individual and team projects. 

▪ Project photos, if applicable.  
▪ Networking Interview-conduct at least one interview with a professional (other than your supervisor) at the 

internship site. 

▪ Include the Journal/Blogs about your internship experience.  

▪ Update your resume and LinkedIn profile, include internship projects and new accomplishments.  
▪ Invite professionals you work with at your internship organization to connect with you on LinkedIn. 

▪ Ask your Supervisor to write a recommendation for you on LinkedIn.   

▪ Write your own recommendation letter for yourself reflecting on your skills and strengths. 
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9. CONTACT INFORMATION 

 Internship Contact Info Form 

This form is to be filled out by student and internship supervisor. Three copies should be made: one 

should be kept by student, one by supervisor, and one should be given to the instructor. Please print 

neatly. 

 

Student Intern Name:  

Student’s Phone(s):  

Student’s Email(s): 

 

Supervisor(s) Name(s):  

Supervisor(s) Title(s):  

Supervisor(s) Phone(s):  

Supervisor(s) Email(s): 

 

Business or organization providing internship:  

Address of internship site:  

 

Instructor’s Name:  

Instructor’s Title:  

Instructor’s Phone:    

Instructor’s E-mail: 

 

Counselor’s Name:    

Counselor’s Phone: 

Counselor’s Email:  
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10. WORK SCHEDULE & CALENDAR 

Internship Work Schedule / Calendar 

This form is to be filled out by student and internship supervisor. Three copies should be made: one should be 

kept by student, one by supervisor, and one should be given to the instructor. Please print neatly.  

Internship Actual Start Date: 

Actual End Date:  

Dress code: 

 

Work Schedule (Please fill in with hours on the appropriate days.) 

Mondays:    

Report Time: ________________________________  

Leave Time:__________________________________ 

Tuesdays:    

Report Time: ________________________________  

Leave Time:__________________________________ 

Wednesdays:   

Report Time: ______________________________  

Leave Time:_________________________________ 

Thursdays:       

Report Time: ______________________________  

Leave Time:_________________________________ 

Fridays:           

Report Time: ______________________________  

Leave Time:__________________________________ 

Please Note   

Internships for FALL SEMESTER may begin:                  and must complete by: 

Internships for SPRING SEMESTER may begin:             and must complete by: 

Academic Calendar 

See our district website:  https://www.usd232.org/domain/3703 

 

https://www.usd232.org/domain/3703
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11. LOG RECORD / TIMESHEET 

Internship Timesheet 

This timesheet is required for all out-of-school WBL experiences to document school minutes for the KSDE auditor. 

Student Name: 

Location of Internship:  

Complete and return to the school WBL Coordinator to indicate the work completed during the WBL experience at the 
due date indicated by the school WBL Coordinator. 

Date Location Time In Time Out Work 
Completed 

     

     

     

     

     

     

     

     

     

     

 

Additional comments to WBL Coordinator: 

 
 
 

 

Mentor/Supervisor Verification Statement & Signature 

I attest this work was performed and accurately recorded. 

Mentor Printed Name:                                                                                    

 Date: 

Mentor Signature:  
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12. EXAMPLE OF REFERENCE LETTER FORMAT 

Internship Supervisor Reference Letter Format 

At the end of the internship program, interns who feel they have performed admirably will request a letter 

of reference from their intern supervisors. See below for the recommended letter format. If a 

recommendation letter is not deserved, then supervisors are encouraged to write a Letter of Completion. 

[Please type recommendation letter on official company letterhead.] 

Dear Sir or Madam: 
The first paragraph of this reference letter template explains the connection to the student you are 
recommending, including: how you know them, why you are qualified to write a reference letter to 
comment on their character, and a description of the internship relationship you had with them. Example 

first paragraph beginning: “I have had the great pleasure of employing [student name] as a student intern 

here at [name of worksite] for the last several months.  As a volunteer community Internship Supervisor in 
Clairemont High School’s Internship Program, I have regularly observed [student] as they have learned the 
duties of [intern’s job description] ...” 
 
The second paragraph of this reference letter template contains information on the student’s transferable 
skills (qualities that employer's value) that you have observed in your student during the internship. Here 
you could discuss two or three skills that you have noticed your student excel in.  In discussing those skills, 
support statements with examples of how he or she demonstrated those attributes either in your presence 
or in activities/projects where you saw positive results. Be as concrete and detailed as possible.  Example 
second paragraph beginning: “[Student] is not only an excellent communicator, but also possesses a 
remarkable ability to navigate through complicated spreadsheets and databases…” 
 
The third paragraph of this reference letter template contains information on the character of the student 
you are writing about. Choose two to three specific qualities that you observed in your student. In 
discussing those qualities, support statements with examples of how he or she demonstrated those 
attributes either in your presence or in activities you know they have been involved in (consult their 
resume). Be as concrete and detailed as possible. Example third paragraph beginning: “During the course of 
his/her internship, I have found [student] to be energetic, honest, and future-driven…” 
 
The concluding paragraph of this reference letter template contains an offer to provide more information.  
Include a phone number within the paragraph, and end with a positive remark about student’s prospects.  
 
 
Sincerely,  

Supervisor Signature 

Supervisor  

Supervisor’s Title 
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13.LIGHTNING TALK PRESENTATION ASSIGNMENT OUTLINE 

 

Final Reflective Presentation on Internship Experience Assignment  

The following is the recommended outline for your final visual presentation (PowerPoint or 

Keynote) as a 5-10 minute “lightning talk” about your internship. 

 

MY INTERNSHIP EXPERIENCE 

 

1. My Job Position 

● What was your job description? 
● Who did you work with or under on a regular basis? 
● What did a typical day of work look like for you? What did you do? Please give examples, 
pictures, or screenshots. 
 

2. Accomplishments & Contributions 

● What types of projects or work did you do for the company/organization? 
● How did your contributions fit into the “big picture?” 
● What were you most proud of? 
 

3. What I Learned 

● Describe 3 concrete things you learned from this experience (specific skills, specific technology, 
something you learned about yourself, a mistake you learned from, etc.) 
 

4. Conclusion 

● Your overall feelings about your internship experience/ favorite things about it. 
● How will this experience affect your future? 
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14.SUPERVISOR EVALUATION 

INTERNSHIP PERFORMANCE EVALUATION (Online Survey) 

…………………………………………………………………………………………………………… 

If the company you are interning with does not have a Performance Evaluation to use at the end of your 

internship, your Work-Based Learning Coordinator will send your supervisor the following form. 
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