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MHYC YouthBuild Internship Responsibilities and Expectations
The following bullet points are the expectations and responsibilities of the Internship Host and all YouthBuild Corpsmembers throughout the duration of the internship.  

Internship Host: 
· Internship Host agrees to provide adequate supervision to the interns(s) under this program.  In addition, the internship host agrees to identify at least one participating professional in the intern’s career interest field who will serve as their direct supervisor.  

· Internship Host understands that in exchange for training supervision, the internship host will be permitted to interview and select a participant for hire –or- if merited, recommend the termination of the participant if the work experience or participant behavior is unsatisfactory.

· Internship Host shall not discriminate against or harass any Corpsmember because of race, gender, sexual preference, national origin, religion, disability or any other unlawful reason.

· Internship Host certifies that the building, surroundings and working conditions for the student are in compliance with all applicable federal, state, local laws, codes and standards.

· In general, liability in the State of Colorado follows the vehicle making the party providing the transportation responsible for accidents and any subsequent injuries during transit of any participants.   For that reason the Worksite supervisors are advised to refrain from transporting participants in their personal vehicles. Usage of any vehicle owned or leased by Mile High Youth Corps falls under their insurance and responsibility.  While the YouthBuild Corpsmember is an active employee of Mile High Youth Corps (MHYC), she/he is covered by MHYC’s general liability and workers compensation insurance policies.
· Internship Host will verify and sign Corpsmembers time sheet weekly. 

· Internship Host supervisor will have one weekly contact with the MHYC internship coordinator either on-site or by phone. 

· Internship Host agrees to notify MHYC of any Corpsmember issues which arise within the same day the incident occurs. 

· Internship Host will conduct weekly evaluations on Corpsmembers performance. 

Intern: 

· Corpsmembers are expected to make the most of this internship opportunity by consistently arriving on time, coming back promptly from breaks, and working throughout the workday.  In addition, Corpsmembers are expected to be dressed properly for work at all times, and to adhere to all Mile High Youth Corps and “host” company policies. Corpsmembers must also demonstrate a strong work ethic while on the job. 
· It is the sole responsibility of the Corpsmember to communicate by phone or email ahead of time to YouthBuild AND their internship placement if they:

a. Cannot come into work for any reason – YOU MUST CALL IN!
b. Need to leave early for any reason.

c. Location change or schedule change of work site.  
d. Foresee any schedule changes. 
e. Any issues or concerns which may arise or make you unable to meet these   expectations. 
f. Need any days off (must be arranged in advance) 
· It is the responsibility of the Corpsmember to know who the worksite has identified as their direct supervisor.  In addition, the Corpsmember is responsible for working with the host supervisor to establish a good working and learning environment, e.g., being open to constructive criticism and maintaining a good attitude.    

· Corpsmembers are responsible for keeping a weekly journal that they will turn in via email to their internship coordinator.  Corpsmembers will also be expected to keep an accurate record of their time weekly.  This record must be verified and signed by host supervisor and will be recorded with the internship coordinator.  
· At all times you are expected to represent yourself, YouthBuild and MHYC in a positive and productive light. 

YouthBuild Internship Coordinator (Typically the Case Manager: Career Developer)
· YouthBuild internship coordinator will  provide general oversight of the internship

· Internship coordinator will review and sign completed weekly timesheet with the intern 
· It is the responsibility of the Internship Coordinator to coordinate and facilitate a weekly on-site evaluation of the internship. 
· Internship coordinator will communicate with host supervisor weekly (more if warranted) throughout the internship. 

· Internship Coordinator will promptly address concerns brought up by company, host, or Corpsmember. 
· Internship Coordinator will manage any behavior or discipline issues which arise. 
