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CAREER ACADEMY SUMMER INTERNSHIP PROGRAM
(CASIP)

RATIONALE FOR THE COURSE

This course is designed to provide academy students an opportunity to apply learned skill in the workplace.  Paid internships are provided in the student’s related field of study.
The student has the opportunity to explore career opportunities in both business and industry.  Emphasis will be placed on developing interpersonal skills, work ethics, relevant skills of the workplace and an understanding of the selected career field of study.
Verbal and written communication skills are reinforced in this course as the student completes his/her workplace experience.  

The participation in the field of study during the summer time gives a student time to be able to concentrate and focus on exploring opportunities in the workforce. This should take place during the summer between the junior and senior year as required and recommended by the National Academy Foundation guidelines.

CAREER ACADEMY SUMMER INTERNSHIP PROGRAM,

 CONTENT OUTLINE

(The student will be able to . . .)
Course Orientation

1. Explain the objectives of the Career Academy Summer Internship Program (CASIP).
2. Give reasons for the two components of the program:  instructional time and workplace experience.

3. Establish the required instructional and worksite hours necessary for successful completion of the internship.
4. Explain the basic content and organization of the Business Internship program to include:

a.   The knowledge, skills, and/or attitudes necessary for successful completion of the  internship program.

b. The responsibilities of the student, parent, teacher, and employer as it relates to participation in the internship program.

c. The necessary forms or regulations that must be considered and verified before beginning an internship.

d. The instructional component and on-the-job evaluation process.

Expectations of the Worksite
1.  Define and explain terms related to employment issues and expectations of employers.
 a. Labor laws
 b. Safety

 c. Confidentiality

 d. Ethical Behavior

 e. Sexual harassment

 f. Discrimination

2. Discuss job and course evaluations and their purpose.

    a. Logs

    b. Journals
    c. Performance Based Assessments

i. General Workplace Performance

1. attendance and punctuality
2. attitude

3. appropriate dress

4. compliance to rules

5. dependability

6. initiative

7. etiquette

8. business ethics

ii.Interpersonal Skills

1. communication

2. team work
3. human relations
4. judgment
5. customer service
iii. Job Assignment Performance

1. quality of work

2. quantity of work

3. job knowledge

4. task completion

     d. Examinations, Essays, Reports, Multimedia presentation
     e. Final Products/Demonstrations

3. Demonstrate an understanding of the SCANS Workplace Competency Skills.

    a..  Resources:  Identifies, organizes, plans, and allocates resources

    b. Interpersonal:  Works with others

    c.  Information:  Acquires and uses information

    d.  Systems:  understands complex inter-relationships

    e.  Technology:  Works with a variety of technologies

4. Develop worksite learning objectives based on the SCANS Workplace Competency Skills.

5.  Demonstrate an understanding of appropriate dress for employment.

6.  Review contractual agreements:

     a.  Work permits (as required by labor laws)

     b.  Student’s Agreement

     c. Parental permission, Medical Release, Insurance Statement

    d. Training Agreement
Job Seeking Skills
1. Compile all necessary personal documents needed for employment (social security      card, birth certificate, drivers license, evidence of insurance, etc.).

2. Complete a search for an internship site.

     a.  Identify and access resources for internship sites.

          i.  Personal Contacts

         ii.  Media

        iii.  Department of labor
        iv. Community Resources
         v. Professional Journals

        vi. Career Counselors
     b. Use resources to contact prospective internship employers

3. Create a resume
4. Write a letter of application

5. Complete a job application form

6. Demonstrate appropriate interview skills

7. Complete thank you notes following the interview

Successful Work Experience
1. Complete student worksite learning plan

     a. Determine expectations of the student at the worksite

     b. Design a program that is rigorous and relevant to the student’s career major.

     c  Bring into the experience “all aspects of the industry.”

     d.  Assign tasks student will perform.

     e.  Predict skills the student will need.

     f.  Review the work environment for the student.

     g. Identify and predict how work processes technology, and equipment will be used.

2.  Develop effective communication skills

     a. Exhibit appropriate greetings

     b. Demonstrate good body language and eye contact

     c. Use effective questioning techniques

     d. Demonstrate proper speech techniques and English usage

3. Apply problem-solving techniques

4. Exhibit appropriate telephone etiquette

5. Demonstrate effective interpersonal skills.

a. Co-workers

b. Management

6. Apply the use of team work skills

7. Exhibit an understanding of time management skills
Performance Evaluations

Instructor will:
1. Appraise worksite visitation

2. Review employer evaluation

    a. Successful performance appraisal

    b. Completion of work project or product

    c. Demonstration of skills

3. Grade school evaluation

    a. Demonstration of learning

       
 i. Sharing of learned skills

       
ii  Service learning

           iii. Exhibition

           iv. Demonstration

    b. Product outcomes      
 
i. PowerPoint or multimedia presentation    
            ii. Portfolio

4. Verify student internship evaluation

a. Self evaluations
      
 i. Reflect on facts you learned about work and about yourself

             ii. Evaluate how the experience influenced you


iii. Relate aspects of the internship 
    b. Internship site evaluation

         i. Rank the internship site for effectiveness and quality

        ii. Determine appropriateness of internship site

5. Write and deliver thank you notes
CERTIFICATION OF THE INSTRUCTOR

The instructor should have secondary business certification, Computer Science certification, Information Technology certification or any secondary certification.
CARNEGIE UNIT CREDIT

One Carnegie credit hour earned with the successful completion of 180 hours.
PREREQUISITES FOR THE COURSE

· Successful completion of academy-required curriculum

· Rules and regulations          

· Certain GPA 2.5

· National Academy Foundation guidelines

· Academy guidelines

· Meet internship criteria set by the individual academy
A PLAN FOR ASSESSING STUDENTS

The students will have:
· Performance evaluation
· Weekly employer evaluations

· Report cards

· End-of-the-session projects

· PowerPoint presentations/multimedia presentations
A PLAN FOR ASSESSING THE COURSE

· Survey forms provided to employers, students, parents, supervising teacher/instructor
· Evaluations submitted by employers, students, parents, and supervising teacher/instructor
· Survey results provided to the advisory board 
THE DATES OF IMPLEMENTATION

Summer months (June-August)
180 hours
