MENTOR RESPONSIBILITIES

Placement

· Provide supervision by a responsible adult who is present while the intern is working.

· Discuss your expectations and the intern’s objectives for the internship with the intern.

· Introduce the intern to staff members.

· Designate and introduce an “alternative sponsor” to provide assistance in your absence.

· Allow reasonable accommodations in accordance with the Americans with Disabilities Act for students with disabilities.

Attendance


Maintain an accurate record of the intern’s attendance.


Call the MCPS internship coordinator if any of the following occur:


1.
Intern is absent without calling in or making prior arrangements.


2.
One unexcused absence (note to you due within three days of the absence).


3.
More than three excused absences during one grading period.


4.
Any attendance problem or other problem.

· Discuss expected hours on site and procedure expected when intern will be absent or late.
· Discuss days the intern will work considering school holidays, your holidays, school snow days and delayed openings.  Interns should not be expected to report for work on school snow days or when school is dismissed early for inclement weather.  The intern’s safety is our primary concern in these situations.

Assignments and Grades

· Review evaluation with intern at midterm and the end of the semester.
· Send evaluation to the MCPS internship coordinator twice during the semester.

Training

· Provide opportunities and guidance for the intern to participate in seminars or workshops including safety training if appropriate.

· Provide opportunities and guidance for the intern to perform varied tasks.

· Explain office dress code.

· Discuss need for confidentiality and professionalism.
· Give information on the office hierarchy, (organizational chart, telephone directory, etc.)

Transportation

· Arrange for security badges and parking permits, if necessary.

Safety and Insurance Regulations

· If appropriate, include intern in safety training.

· Maintain student emergency accident form.
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