SITE INFORMATION - for Internship

Student Name ______________________________________________         
 ID# ____________________

Student email_________________________________________________
Counselor _____________________     

How will you get to the work site? ___________________________________________

Any possible changes in work schedule, location, or supervisor must be cleared in advanced with Mrs. Gray.  Students must sign-out each day following school procedures.   

________________________________________

(student signature)

To parent/guardian:  Please sign to acknowledge you know the location and schedule of student’s work site. 

  ________________________________________

(parent/guardian signature)

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

Name of Business _________________________________________________________________

Street Address ____________________________________________________________________

City, State ____________________________________________  ZIP _____________

Business Telephone # __________________________________

Supervisor’s Name __________________________________________ Title________________________

Supervisor’s Telephone/Extension _________________________________  Supervisor’s Fax ______________________________

Supervisor’s Email (if available) ____________________________________________________________________

Brief description of student’s responsibilities at the internship site _____________________________________________________

__________________________________________________________________________________________________________
_________________________________________









(supervisor’s signature)

Interns must commit to a routine schedule throughout the semester.
Circle one and schedule accordingly:      

Single Period(5 hrs/wk)

Double Period (10 hrs/wk) 

Triple Period (15 hrs/wk)

	THIS TABLE TO BE COMPLETED DURING ORIENTATION WEEK IN AUGUST


	DAYS AND HOURS EXPECTED ON AT THE WORK SITE: 

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	Arrive Time
	
	
	
	
	

	Depart time 
	
	
	
	
	


As students search for appropriate sites keep the following in mind:

1. Work permits are required for students under the age of 18 years if the internship is paid.

2. Interns must be supervised by a responsible adult while working.

3. The site must have at least 2 full time adult employees.

4. Interns may not be in a business located in a private home.

5. Students may not intern for parents or immediate family. 

6. Site must be a safe environment to work.   Samples of what students may not do:

May Not - Routinely drive on the job 

May Not - Open or close business without adult supervision

May Not - Transport money, such as bank deposits

May Not - Do work requiring continuous manual lifting

May Not - Work in or around motor vehicles or with heavy equipment

To satisfy MCPS requirements and receive credit for an internship, the student must complete a minimum number of hours per semester at the internship site and seminars (225 hours per semester if registered for a triple period, 150 hours per semester if registered for a double period, and 75 hours if registered for a single period).  To receive credit, only time spent on the site is considered—time spent commuting to and from the site is not counted.  
