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                  Internship Program Guidelines________

The Internship Program is planned, structured, and evaluated by the intern, internship

Coordinator/Professor, and internship Supervisor(s). Effective internships provide interns

with the opportunities to develop an understanding of the career area duties and responsibilities, terminology, environment, protocol, and other information that will enable interns to analyze and revise their meaningful future plans. There must be agreements, understandings, instruction, and orientation for all participants; coordination by the school; evaluation of each intern’s experience; and program analysis for future program improvements.

An eligible student who is accepted into the program is allowed to earn academic credit for the successful completion of a specified period of their off-campus internship. The Internship Program Committee at LHS oversees all activities associated with the Internship Program. 

The Internship Program Committee evaluates the program based off of the specific goals and objectives of the student(s). This will determine if the program is acceptable. An approved program would be one in which the Intern’s activities are directly related to his or her objectives. Upon successful completion of all internship activities, the committee would recommend the intern’s academic credit.

Internship Program Committee

This committee should consist of two to three Administrative staff (1-2 at the regional level and at least 1 from corporate) from LHS. All program policies are developed by the committee and approved by the department heads. It is the committee’s primary responsibility of evaluating the student’s internship program and progress towards objectives.  The final evaluation is based off supervisions, intern’s biweekly reports, final written report, observations, work-tasks assigned (i.e. proposals), and overall performance. More specific responsibilities are listed below:

1. Develop all forms that are required to conduct the operations of the Internship Program, including the Student’s Application Form and the Intern Final Evaluation Form.

2. Keep detailed records for all activities related to the Internship Program.   

3. Evaluate all proposed programs developed by the Intern in conjunction with the supervisor(s) on a timely basis/ Approve /disapprove programs. If approved, state the hours of academic credit to be awarded upon successful completion of the program. If disapproved. Provide reasons in writing to the Intern and the supervisor. 

4. Provide pertinent information (such as application deadlines and interview schedules) about the Internship Program to students and the faculty.   

Internship Coordinator and Supervisors
Internship sites should be carefully selected so that interns are placed in locations and situations that provide quality learning experiences compatible with the intern's meaningful future plan. The management of the cooperating internship site should appoint an internship site supervisor/mentor to provide continuing guidance, direction, and training for the intern. Internship site supervisors/mentors will communicate regularly with the internship coordinator and periodically evaluate the intern.

1. Meet with the Intern(s) monthly to review the aspects of the Internship Program. 
2. Responsible for collecting timesheets to monitor hours. 

3. Provide the Interns with a learning experience through a detailed work experience. 
4. Interview, select, and hire eligible Interns for employment.

5. Discuss the responsibilities and the objectives of the Internship Program with the students/intern and the Internship Program Committee.

6. Meet with the intern to develop the terms of the internship agreements and an outline of the program.

7. Encourage the intern to serve as a productive, thinking intern during the internship period.

Professional Development

Internship coordinators should experience continuing professional development.

Professional development experiences could include summer workshops and conferences,

college courses, teacher internships in business and industry, and other state and local staff

development offerings.

Program Duration

The school, in cooperation with the internship site organization, should determine the time

frame and duration of an internship. Options could include a block, semester, trimester,

during or after school hours, or summer internships. If a summer internship

period is planned, an internship coordinator must be available to supervise and coordinate

the program (in which case an extended contract may be necessary).
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