
	Assignment
	Directions/Explanation
	Points

	Resume
	Update your resume.  I have to deliver it to my first meeting with your worksite supervisor.
	10

	Complete all 8 Proficiency Activities 
	Complete all activities and quizzes in your portfolio
	80 points for quizzes
Addt’l for other activities

	Complete e-mailed journals
	Keep your teacher up-to-date by choosing topics to respond to via e-mail.  This activity begins AFTER you start at the worksite and will occur about once every 2 weeks
	10 pts each time (approximately 80 total points)

	Interview 1 employee at your work site about his/her job. 
	Follow guidelines for writing up interview
	20

	Arrange for one 8-hour workday before the end of the semester. You must provide documentation of the day spent by having supervisor sign and date.
	Find out from your worksite supervisor when would be a good time to work a full 8 hours.  Make sure new duties are performed.  Let Mrs. Renner know before you work the 8-hour day.
Write a one page explanation of how your full day differed from your 90 minute block.
	20

	Final Project



	Prepare a BRIEF (2-3 pg) typed reflection paper or 3-5 minute video or a 10-slide PowerPoint of what you have learned while at your internship.  Include samples of work and/or pictures of you at work.  Describe in detail skills developed/learned.  Place this in your portfolio.  We have new video cameras available for your use in this program.
	50

	Type a job description for your internship.  Place this in your portfolio.
	Meet with your worksite supervisor and discuss duties and responsibilities that should be included in this job description.
	20

	Turn in the items listed on the right. These may be placed in the BACK of your skills portfolio.
	1.  Resume

2.  Documentation of 8-hour day.

3.  1 interview from job site                                       4.  Reflection paper or video
5.  Samples of work (if appropriate).

6.  Script from presentation or article for newsletter.

7.  Internship job description
	


