Dear Worksite Supervisor, 
Thank you so much for agreeing to have ________ as an intern for this semester. West Central’s Student Internship program has proven to be a powerful learning experience for all involved.  Your intern’s first day will be ________ and his/her last day will be ______.  Your intern is scheduled to be at the work site from __________.  If there are any problems with this time, please contact us.

The purpose of the Student Internship Program is to allow students to work side by side with a professional in a career of their choice for an extended amount of time.  All of the students in this program are seniors, have chosen this profession and job shadowed in this field, so they are serious about future planning.

Since students receive credit for this class and attendance is vital, they will need to discuss the best method of tracking attendance.  They have a teacher-created log that they can use, but if you prefer to have the students punch in and out at your site each day, please explain that process.   If the intern is absent because of illness or emergency, he/she is to call you that day ahead of the scheduled internship time. If the intern does not put in 90 minutes a day, HE/SHE WILL NOT RECEIVE CREDIT FOR THIS CLASS.  Please let us know early on if you are having issues with attendance and/or punctuality.

In addition to learning about his career at the job site every day, _______ will be researching and completing numerous career activities including job applications, resumes, cover letters, interviewing skills, communication, sexual harassment, ethics and more.   He/she will be asked to write a reflection paper about the experience, produce a brief video about her experience, conduct employee interviews at the worksite, spend one 8-hour day at your site sometime during the semester (preferably on one of our scheduled vacation days), and create a job description for the internship position, and share information with other students  at WCHS about the internship experience.
Again, we express our sincere thanks for working with us to help ______ on his career path.  We look forward to working with you!

Sincerely,


Kärin Renner





Bobbie Williams
WCHS Internship Supervisor



Career Link Coordinator/East Dakota Educational Coop
605.528.6236





605.367.7680
Karin.Renner@k12.sd.us



bwilliams@edec.org

