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Community Internship
Mentor Handbook

Dear Mentors,

Welcome to AF Amistad High’s Summer Program Internship program! We are delighted that you have agreed to host scholars at your work site for the summer. The experiences and insights that you have to offer in the professional world are invaluable for our scholars. AF Amistad High is a college preparatory institution and your generous contribution of time and energy gives students real world examples and role models concerning the benefits of an excellent education. 

We hope that this summer is mutually beneficial for you, our host and our scholars. We want your participation in this program to have limitless positive returns and for you to feel fully supported this summer as you work with our scholars. It is our hope that this handbook will serve as a quick reference for any questions that you might have over the course of the summer. Please do not hesitate to reach out at any point—no question is too small!

It is because of people like you that our scholars will ultimately reach their goals. Many schools can provide good classes—but it’s the people in the community who come together to support our children that really make the difference between a good education and a great education. 
Most sincerely, 
MaryAnn Holland
Co-Director, College Office
Important Contact Information:

MaryAnn Holland: Co-Director, College Office
Cell Phone: (719) 964-3263
maryannholland@achievementfirst.org
Mailing Address

AF Amistad High School
49 Prince Street
New Haven, CT
06519
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Mission Statement

AF Amistad High School’s Summer Programs seek to place competent, well-prepared students in organizations where they will be treated as members of a team and consistently challenged with meaningful responsibilities.  We aim for every student to find an internship that is uniquely suited to his or her interests and skills.  The ideal internship is highly motivating and will foster career and character development for the student.  
Introduction

 High school internship programs have developed with a wide range of structures and approaches, some more intently organized than others.  The contemporary high school internship program, not to be confused with vocational training, has arisen out of the desire to provide a practical learning experience to teenagers who are often constrained by intensive academic programs and extracurricular activities.  The primary goal of the experience is to prepare teenagers for the career field of their choosing but most importantly, to engage them in the real world problem-solving and decision-making generally faced by all professionals on a daily basis.   

In setting out to build an internship program, a high school seeks to broaden its educational resource base.   The internship program attempts to provide a basic service to the community, in the form of intern work hours, while simultaneously asking the community for increased involvement and participation in the education of its young people.  The partnership formed between a high school and an internship employer creates a unique niche in which business, government and nonprofit communities intersect for the betterment of all.  

If these partnerships are to function at their highest potentials, a clear structure and explicit protocols are necessary.  The primary goal of both this handbook is to provide a comprehensive system of support and clear objectives for working with the intern and the school.  The Mentor Handbook is intended to clarify guidelines and organizational structure for the program, which is by nature built on far reaching relationships between extremely busy professionals working in diverse sectors of the economy.  On the whole, we hope the handbook will better equip you, the mentor, and all associated personnel to effectively manage and empower your high school intern.   Thank you for participating!  We hope you look forward to this exciting summer!

Student Roles and Responsibilities
Since internships are arranged to allow inexperienced young people to participate in the world of adult work, the coordinator and supervisor expectations for interns should be clearly spelled out. Although student interns may serve some of the functions of an entry-level employee, he or she is at the site for other than simply pragmatic, “bottom line” business purposes. Interns will be guided and educated in many aspects of the career field, and given the opportunity to experience practical applications of the academic and technical lessons they receive in the classroom. It is important for interns to reflect about the experiences and knowledge they acquire during their internship. At the same time, the tasks they perform will be rigorous and challenging, and they will be held accountable as responsible employees as well as inquisitive students. 

Employer Roles and Responsibilities

Most educators have heard businesspeople from their community complain about the quality of entry-level employees available to them. Generally, the blame is placed on the American educational system. Internships provide an opportunity for employers to help solve the problem. It lets them join in a partnership with educators, working directly with teachers and students and playing a constructive role.

The Supervisor’s Role 
An important part of the internship program is teaching the attitudes and behaviors that employers are looking for in their workers, such as punctuality, teamwork, and conflict resolution. Although many organizations have such policies in place for their employees, it may be helpful for the student intern to have “common sense” workplace practices spelled out for them in order to avoid confusion. A sample “appropriate behavior” internship contract is included in this handbook, and includes a variety of examples of appropriate workplace behavior, which may need to be emphasized for student employees. 

The site supervisor’s role is of utmost importance, as they are the main contact in the workplace. This responsibility can be both rewarding and challenging. In addition to being the primary contact for both the student and school-based program coordinator, the supervisor will assign and explain projects and tasks, help the student develop good work habits, be a role model, and work with the coordinator to develop the work plan. Among the specific tasks usually required of the supervisor are: 

• Establishing work hours 

• Monitoring attendance 

• Ensuring compliance with workplace policies 

• Assigning work and monitoring performance 

• Providing training 

• Conducting performance evaluations 

• Providing encouragement and feedback 

• Helping the intern to feel comfortable with other employees 

• Establishing consequences if work or behavior is not up to par 
Communicating with the school based program coordinator if any issues arise.
As the supervisor provides training to the intern, certain methods are useful. “Hands on” learning is usually the most effective way to work with high school students. Giving the intern instruction, letting him or her practice, and reviewing performance is an effective approach. The more the task is repeated, the more likely the skills will be retained. The following steps work for most people: 

1. Preparation: 

a. Develop a training plan listing the tasks and skills required for the job 

b. Decide when and how training will be accomplished 

c. Decide who will conduct the training 

2. Telling/Showing 

a. Describe what should be done

b. Demonstrate how to do the task 

c. Ask questions, check for understanding 

3. Practice 

a. Allow the intern to practice the task

b. Correct errors 

c. Ask the intern to describe what they are doing 

4. Performance 




a. Allow the intern to work on his/her own 

b. Designate someone to provide assistance as needed 

c. Check frequently for progress 

d. Ask questions – require the intern to clarify 

e. Provide feedback on performance 

Careful supervision allows the mentor to understand needs as they arise, and to correct problems. Over the course of the internship, you can move from the simple to the complex, and this should be reflected in the workplace training plan. Remember that these are student interns – a friendly, helpful attitude is the most effective way to help them learn. Keep in mind also that interns make mistakes; this is one of the ways in which students grow. 

Some problems student interns may have in adjusting to the workplace are predictable, as are effective means of helping them through the difficulty. These include: 

• Working below potential: Provide specific feedback on how performance can be improved. 

• Not meeting established standards: Review of standards, and guidance on how to meet them, reach out to school-based program coordinator. 
• Carelessness or negligence: Feedback on consequences of actions. Reach agreement on the need to improve and indicators of improvement. 

• Hard to get along with: Training and feedback on the importance of working as part of a team. 

• Inappropriate appearance, moodiness, etc.: Training and feedback on standards of conduct. Reach agreement on the need to improve and indicators of change. 

• Performing well, or beyond expectations: Good performance should be commended. 

Student Orientation 

Adequate orientation to a new workplace is important for any employee. It is even more important for the intern, who may be experiencing his or her first exposure to the world of work. Not only does orientation help the intern adjust to this new position, it’s also his or her first impression – about the business organization in particular, and about working in general. Time should be made on the intern’s first day for an adequate introduction to the business as a whole, and the particular department(s) in which the intern will work. If the employer does have their own orientation procedure, it may be necessary to augment it to fit the particular needs of a student intern. This orientation should include: 

• A tour of the workplace 

• Company goals and purposes 

• An introduction to the supervisor and co-workers 

• Company rules and procedures 

• Standards of conduct 

• Work hours 

• Safety issues 

After an introduction to the organization, the intern should learn about the department in which he/she will be working. This is often conducted by the intern’s supervisor, and is a good time for the intern to meet the co-workers with whom she/he will be most closely affiliated. The supervisor should discuss how the department fits into the organization, the work the department does, and expectations particular to that department. This may also be an appropriate time for the supervisor to begin intern training. 

Perhaps the most important aspect of the orientation is a clearly outlined position description or project plan for the intenr, and it is an important responsibility of the supervisor to clearly delineate these expectations in advance of the intern’s first day in the position. For the young employee, it is helpful to describe the internship in terms of the specific tasks and skills that should be mastered by the end of the internship. It is a good idea to put these tasks and skills in writing for the intern. They can then be used as a tool for supervising and evaluating the intern’s performance. 

Internship Contract

For the Intern:

I will arrive on time to internship.  I will have my time card signed by my mentor every day.  I will go to my internship every day that I am scheduled, except in the case of emergency or illness.  In case of an emergency or illness, I will speak to my internship coordinator AND call my internship supervisor no later than 10 AM/2 PM.  If I am absent from work, I will call the internship coordinator AND my mentor by 9 AM to inform them.  I will make up any days or hours I miss at my internship.  I will dress appropriately for work.  I will approach work with a positive attitude.  I will conduct myself appropriately at all times.  I will communicate with the internship coordinator and my mentor about any problems or difficulties that I have at the internship.  I will work hard to use this internship opportunity as a learning experience.

__________________________________

__________________________


Intern’s Signature                                                          
Date

For the Mentor:


I will ensure that the intern lives up to his/her responsibility to this organization, and at the same time I will provide the intern with valuable experiences from which to learn.  I will promptly inform my intern’s AFAHS internship coordinator of any problems, including any absences, tardiness, and conduct or attitude issues.  I will support the intern to complete any academic work related to the internship.  I will only sign time cards with the accurate dates and times already filled in.

___________________________________

___________________________


Mentor’s Signature




Date

Intern Standards of Conduct

I, ___________________________________, understand that as an intern at 

_______________________________________ I will be required to abide by the following 

standards of appropriate workplace conduct while I am on the job: 

• I will be punctual and conscientious in the fulfillment of my commitment and duties 

• I will accept supervision graciously 

• I will conduct myself in a dignified, courteous, and considerate manner. 

• I will take any problems, criticisms, or suggestions to my supervisor. 

• I will follow all company policies and procedures (dress code, safety training, etc.) 

• I will always knock on closed doors. 

• I will not chew gum or eat food while working. 

• I will not bring friends to the work site. 

• I will not accept tips. 

• I will always notify both my school and work supervisor if I am not able to report for work. 

• I will only work when and where assigned. 

• I will refrain from loud talking and laughing. 

• I will not use company phones for personal calls. 
I will not use my cell phone at work.
Interns are required to follow the same code of conduct as other members of the team. Always remember that you are representing our company to the public. 

Intern’s Signature

Signed: _________________________________________Date: _____________________

Supervisor’s Signature 

Signed: ________________________________________ Date: ______________________ 

Work Site Learning Plan 

____________________________will permit  _______________________________________from 

AF Amistad High School to enter the workplace as an intern under the supervision of 

__________________________________ for the purpose of gaining knowledge and experience in 

the area of ___________________________________  for  approximately _____________hours a 

week/day.  The following work site learning plan provides a description of each component of the work experience: 

Tasks student will perform: 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills required: 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Work environment (schedule of rotation through major departments): 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work processes, technology, and equipment student will use or observe: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________
Safety precautions: 

______________________________________________________________________________________________________________

Dress code and behavior: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional comments: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Student’s Signature: ___________________________________ Date:  ___________________

Employer’s Signature: __________________________________ Date:  ___________________

Coordinator’s Signature: ________________________________ Date: ___________________

Parent’s Signature: ____________________________________ Date: __________________

Guidelines for Business/Industry Participants
1. Hands-on activities are the best. Students learn by doing. 

2. Give your student some sample job descriptors for yourself and others in your department. 

3. Remember that shyness or false bravado is often used as a defense mechanism; don't take it personally. 

4. Think of ways to have your student feel comfortable in a new and unfamiliar environment, e.g.: 

􀀀 Introduction to co-workers 

􀀀 Outline of how the first day will look 

􀀀 Location of restrooms 

5. Use your student’s name and make sure the student knows and remembers yours (supply your business card). 

6. Set up an activity that creates a sense of independence, e.g.: 

􀀀 Have the student make a phone call for you to set up an appointment or research a topic. 

􀀀 Allow the student to follow a piece of paperwork through its normal cycle in your department. 

􀀀 Set up a scavenger hunt that requires the student to go to several locations to get some information for you. 

7. Schedule a break for your student; eat lunch with them. 

8. Most of all, have fun! 

Intern Assessment Form 

Intern’s Name: ______________________________________________________________

Name of Company or Organization:______________________________________________ 

Supervisor:_____________________________________________Date:_________________ 

Intern’s Position or Assignment:_________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Please use this scale to evaluate your intern’s performance in the following areas: 


1. General Workplace Performance 

Attendance………………………………………………………….. 
1 2 3 4 5 6 

Appropriate dress.…………………………………………………
1 2 3 4 5 6 

Attitude……………………………………………………………… 
1 2 3 4 5 6 

Work habits…………………………………………………………. 
1 2 3 4 5 6 

Acceptance of criticism…………………………………………. 
1 2 3 4 5 6 

Setting priorities…………………………………………………..
1 2 3 4 5 6 

Asks appropriate questions……………………………………
1 2 3 4 5 6 

Self-motivated………………………………………………………. 
1 2 3 4 5 6 

2. Specific Job Assignment Performance 

Sufficient knowledge to perform tasks…………………………
1 2 3 4 5 6 

Analytical skills……………………………………………………… 
1 2 3 4 5 6 

Verbal skills………………………………………………………….. 
1 2 3 4 5 6 

Written skills…………………………………………………………. 
1 2 3 4 5 6 

Organizational skills…………………………………………………. 
1 2 3 4 5 6 

Technical skills………………………………………………………. 
1 2 3 4 5 6 

Meeting deadlines……………………………………………………. 1 2 3 4 5 6 

Completing tasks…………………………………………………….. 
1 2 3 4 5 6 

3. Growth on the Job 

Development of new skills……………………………………………1 2 3 4 5 6 

Examples:___________________________________________________________ 

______________________________________________________________
Knowledge of organization……………………………………………1 2 3 4 5 6 

Examples:__________________________________________________________ 

_____________________________________________________________ 

Contribution to the workplace…………………………………………1 2 3 4 5 6 

Examples:__________________________________________________________ 

_____________________________________________________________
4. Briefly comment on the following questions 

What do you consider the major strengths of this intern? 

What areas need improvement? 

Other comments, commendations, or recommendations: 

 Student Self Evaluation 

Student’s Name: 







Date: 

Work Site: Supervisor: 

First, write three facts you learned: 

1. 

2. 

3. 

Describe your experience (use a separate sheet when necessary): 

1. How did this internship influence you? 

2. Would this site be beneficial for another student to visit or work? 

3. Rate your internship by checking the appropriate level: 

_____Excellent _____Above Average _____Average _____Below Average 

4. What grade would you give yourself for your performance at the internship? 

_____A _____B _____C _____D _____F 

What three facts prove you deserve this grade? (Please write in complete sentences)
A. 

B. 

C. 

5. What occurred during your internship that has relevance in your life? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

6. At what part of your internship job were you most effective? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
7. At what part of your internship job did you have the most trouble? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

8. What do you wish you had known prior to beginning your internship? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________
9. What is the most important thing you learned during your internship? 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 

10. Who was the most helpful/influential person you worked with at this company? 

(write her/him a thank you note!) 

___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
11. Final thoughts on your internship experience? ___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
Summer Reflection Journal
Name: _____________________________________________________ Date: _________________

Company: __________________________________________________ Date: _________________

At the end of each day, take a few minutes to reflect on and record what you have learned in response to the questions and statements here. The responses will help you develop your self-evaluation and portfolio. It is not necessary to respond to every statement or question every day, but you should be thorough in your completion of this form. Each entry in your journal should be 10-15 sentences long. Be as specific as possible—this is information you’ll want when you are writing your college admission essays!
1. What did you learn about yourself – your interests, aptitudes, strengths, and weaknesses? 

2. Describe the technology or equipment you used or observed being used. 

3. Give specific examples of mathematics or science concepts and skills you used or observed. 

4. Give an example of oral or written communication you used or observed being used. 

5. Describe a work activity you performed and the procedures you followed. 

6. Describe special instructions you received from your mentor or another employee. 

7. Describe any materials you had to read and interpret to complete an assigned work activity. 

8. Describe any initiative you took to learn something new. 

9. List a problem you solved or observed being solved, and tell how you or others arrived at a solution. 

10. Describe a meeting you attended, and list the decisions made or actions taken. What contributions did you make to the meeting? What happened as a result of the meeting? 

11. List something new you learned about the company and its opportunities for employees. 

NOTE: You can use your responses to this form to guide the development of your exit portfolio
1 = Needs more training or education 	4 = Above average performance 





2 = Performing below expectations 	5 = Superior performance 





3 = Acceptable performance 		6 = Not observed 
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