Career Exploration 
Internship Program
Course Outline

The Career Exploration Internship Program is an internship experience based on the students’ career interest area.  You will be placed throughout the WNY area and will be responsible for your own transportation.  The student will complete a minimum of 54 hours at the placement and 27 hours of related classroom instruction.  
The student’s responsibility:

· Attend classes daily
· Maintain a regular schedule at the internship site and record hours on time sheets every two weeks. Have mentor sign sheets and bring them to the coordinator after completion

· Inform the coordinator and/or mentor as soon as possible when something occurs that may affect the internship

· Perform the assigned internship tasks to the best of their ability

· Maintain confidentiality whenever appropriate

· Conduct themselves in a business-like manner

In addition to the internship students will be required to complete a Business Education Employability Portfolio (BEEP).  A portion of the time spent in the classroom will give students an opportunity to complete their portfolio.  The portfolio is broken down into five major sections with correlating subcategories.  The sections are as follows:

Section I
Professional Profile

Section II
College-Prep and Workforce Competencies

Section III
Evaluations

Section IV
Career Explorations

Section V
Additional Information
Students will work to complete both a physical portfolio and an online portfolio (if time allows).  Prior to beginning the online portfolio students are required to have the BEEP Authorization form signed by a parent or guardian.  Upon completion of the BEEP portfolio, an independent reviewer will “interview and review” the portfolio.  Students will receive a “Certificate of Employability” if the reviewer determines the portfolio adequately meets all requirements.  (Note:  Students must have 95% attendance rate to be considered for the above mentioned certificate and no record of inappropriate citizenship.)  Students partaking in BEEP may also become eligible for nomination to receive a variety of scholarships ranging from $500 -$1000.       
We will sell pizza and pop after school on Tuesdays, Wednesdays and Thursdays.  Students will be required to volunteer (or be assigned to dates if there are no volunteers).      

Upon completion of both the internship and the portfolio, the student will receive one-half credit towards graduation requirements.    
MATERIALS NEEDED

· Working Papers
· Three ring-binder (for final portfolio)*
· Tab dividers*
· Sheet protectors*
*For a $15 fee these supplies can be provided
GRADING  
· Adequacy of completion of the 54 hour internship
· Final Project Evaluation (Career Research Paper)

· Mentor’s evaluation

· Internship coordinator’s evaluation

· Completion of the Business Education Employability Portfolio (Note:  It is not required the student be awarded the “Certificate of Employability” in order to pass the course however, a complete portfolio is required.)
· Attendance – poor attendance on the days you are scheduled for class will result in a decreased grade
· Fundraising Hours  

ANTICIPATED TIMELINE FOR THE SEMESTER

SEPTEMBER

· Explanation of Program

· Students Obtain Working Papers (or copy) if under 18

· Interview Techniques – “Dress for Success”

· Students Contact Internship Site Mentors

· Students Begin Internship

· Business Education Employability Portfolio – Contents

· BEEP – Register Users for Electronic Portfolio

· Complete a Job Application

· Begin Collecting Examples of Student’s Best Work, Awards, and Certificates

· Complete Weekly Journal Sheets (can be turned in every TWO WEEKS)

OCTOBER

· Assign Career Exploration Research Paper

· Complete  a Cover Letter, Resume and Follow-Up Letter
· Continue to Collect Examples of Student’s Best Work, Awards, and Certificates

· Complete Weekly Journal Sheets (can be turned in every TWO WEEKS)

NOVEMBER

· Complete a Personality Profile

· Work on Career Research Paper

· Self-Assessment of College Prep/Workforce Competencies (C-DOS & SCANS)

· Communication

· Working with Others

· Leadership and Management

· Career Development

· Complete Weekly Journal Sheets (can be turned in every TWO WEEKS)

· Continue to  Collect Examples of Student’s Best Work, Awards, and Certificates

DECEMBER

· Continue Competencies

· Career Development

· Problem Solving/Critical Thinking

· Gathering Information

· Learning and Self-Management

· Integrated Learning

JANUARY

· Submit Transcript of Grades/Course Summary

· Submit Citizenship and Attendance Forms

· Compile and Verify Career Consultations

· Collect Examples for 5th Section of Portfolio

· Complete and Submit Career Research Paper

· Complete Internship Hours

· Obtain Final Evaluation from Site Mentor

· Organize Portfolio for Presentation

· Final Evaluation from Internship Coordinator

· Thank you Letters to Mentors – Certificates of Appreciation

