Attendance Policy and Responsibililities
 for Senior Internships

· Interns are required to be at the worksite for 90 minutes four days/week.  Part of the grade for the experience is based on attendance.  Worksite supervisors will verify the time spent on the worksite.  In a regular 4-week month, interns will be at the worksite

                                        16 days X 90 minutes=1440 minutes=24 total hours
· During the 2008-09 academic year, all of early dismissal and PRIDE days fall on Wednesdays.  Adjusted schedules those days make it difficult to be on time for internships.  Therefore, interns will report to class EVERY Wednesday throughout the year and report to worksites Monday, Tuesday, Thursday and Friday. On Wednesdays, interns will utilize the 75-minute class period to complete proficiency activities and journals, engage in weekly group discussions about worksite experiences, and/or work on college and scholarship applications.
· Interns will need to discuss some method of tracking attendance with the worksite supervisor.  All hospital interns log in and out on a computer every day.  Some interns punch in and out on a timecard.  Some develop a calendar where they sign in and out each day (See next page).  Your attendance log needs to be turned in each month.  The hospital faxes me the hours.  Other worksites mail me the time cards.  Please have this discussion on the first day at the worksite.

· Under no circumstances should interns simply NOT go to the worksite.  Interns are considered employees of the business.  In most businesses, interns will be put on the schedule and treated as such.  If you are sick and stay home for the day, YOU MUST CALL your worksite supervisor to let him/her know you won’t be in. Take your cell phone with you on your initial worksite visit and ENTER YOUR SUPERVISOR’S PHONE NUMBER AS A NEW CONTACT!  You might also ask for an alternate number and/or e-mail address if you can’t reach the supervisor.   If you have school activities that create a conflict (away games, tournaments, etc.), put them on the schedule and be sure your worksite supervisor is aware.

· We had numerous bad weather days last year.  If school is cancelled for the day before the school day begins, YOU MUST CALL your worksite to let them know you won’t be in.  If school is called off during the day and weather conditions make for dangerous driving YOU  MUST CALL your worksite supervisor to let them know.  If you have an accident or run out of gas or get lost or are running late, CALL your worksite so they don’t worry.  I’ve had MANY calls when interns don’t show up when they’re supposed to be there.  The businesses sign a liability agreement that makes them responsible for you during the duration of your internship and if you don’t show up on time, they start to worry!
Continued on next page!

West Central High School Student Internship Attendance Log
 for September 2008

Name:_______________________
Position:_____________________

Please indicate absence or presence with a √

	Date
	Present
	Absent
	Reason

	Mon 9/8
	
	
	

	Tues 9/9
	
	
	

	Thurs 9/11
	
	
	

	Fri 9/12
	
	
	

	Mon 9/15
	
	
	

	Tues 9/16
	
	
	

	Thurs 9/18
	
	
	

	Fri 9/19
	
	
	

	Mon 9/22
	
	
	

	Tues 9/23
	
	
	

	Thurs 9/25
	
	
	

	Fri 9/26
	Will not report
	√


	Homecoming Activities

	Mon 9/29
	
	
	

	Tues 9/30
	
	
	


