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All participants in will attend Career Seminars.  The Seminars are held each Friday of the Internship from 8:30-12:30.  
Topics Include:
· Figuring out How to Get Along with your Supervisor

· Co-Workers: Do I really have to work with these people?

· Time Management and Scheduling:  Adjusting to your new schedule.

· Positive Attitude:  How do I stay enthusiastic when I am having a bad day?

· Initiative:  How much work am I really expected to do in a day?

· Habits:  Identifying unproductive habits and replacing them with healthy habits.
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Your Internship Site is:_____________________________________________________
Your Work Schedule is:____________________________________________________

Your Internship Begins on:____________ and Ends on:___________________________

Your 1st Evaluation will be during the week of:__________________________________

Your final Evaluation will be during the week of:________________________________
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Life is a JOURNEY… and you are on the ROAD!!
If you are reading this handbook, it means that you have completed CORE YouthBuild Programming and are preparing yourself for a career.    

One big step to becoming employable and convincing an employer that they want to hire YOU is successfully completing an Internship.  A career is a lot like the picture above.  Internships are a step in your career development that help you develop relationships with people who can help you get a job and eventually, help you advance your career.

So… what is an internship?

Internship:  any period of time during which a beginner acquires experience in an occupation, profession, or pursuit: She had a long internship before starting her own recording studio. 

Another definition:  any official or formal program to provide practical experience for beginners in an occupation or profession: an internship for management trainees. 
Internships can happen at different phases in one’s life: after high school/GED graduation; during and after college; and when you are looking to change careers.

You are receiving an internship for the following reasons:

1.   To practice newly acquired hard and soft job skills that you learned in YB.

2. To have an employment experience while being supported by the YouthBuild Program and a job coach.

3. To build your resume.

4. To show a potential employer that you have the attitude, skills, and abilities they are looking for in an employee (so you can prove yourself to get hired)

5. To find out what the job you are interested is REALLY like and have support to adjust to it.


You will be working with an employer who has chosen to work with the YouthBuild Program because they are looking for high quality employees.  Employers often hire the YouthBuild Interns that have successful evaluations.  As a YouthBuild intern, you represent the entire program at the company that you are working at.  You are expected to maintain a high level of professionalism- meaning exemplary attendance, dressing above the job, adhering to company rules, taking direction, and being self-motivated (asking what you should do next when you are done with a task).

You will experience many different work activities.  As with all jobs, some tasks you may love and others you may not.  It is important to try your best at all assignments.
The Employer/Your Supervisor has been told in the Worksite Agreement that they can expect these things from you:

1. The Intern will comply with Employer work norms and quality standards.
2. Be honest and responsible and work safely.
3. Accept and perform tasks as assigned, understanding that most jobs have some tasks you enjoy doing and some that you will not enjoy doing.
4. Accept and ask for instruction, guidance, and constructive feedback.
5. Follow all the rules and reasonable requests of my supervisors unless they ask you to do something that is dangerous or illegal.

   5.   Abide by YouthBuild Schenectady handbook expectations when at internship site.

6. Notify your Job Coach AND your Work Site Supervisor when you cannot be at work or will be late.  I will give as much notice as I can.
7. Avoid conflicts/arguments with employees.
8. Talk to my Job Coach and others about my job.

9. Communicate with YouthBuild program staff about any problems or conflicts and participate in problem solving as requested.

You will be assigned to a supervisor at your internship.  Your supervisor’s role is to give you assignments or tasks, guide you in completing them, and to monitor your work.  Your supervisor is also a Job Mentor- they are there to do more than a regular supervisor- they are there to teach you about the culture of the business, help you integrate with the other employees, and be there to help you problem solve work situations.
The Job Mentor/Supervisor has agreed to:

1. Inform you about company rules/regulations and exact responsibilities of his /her job.
2. Provide useful work activities that will engage the intern in contributing to the company’s daily operations.
3. Train the intern in skills necessary to complete assigned tasks, and when the opportunity arises and as timing permits, incorporate intern in supplementary training opportunities.
4. Provide adequate supervision to the intern, including guidance on work tasks, constructive feedback about job performance, and tracking internship hours and verifying them on intern’s timesheet.
5. Take all reasonable precautions to ensure the safety of the intern including provision of necessary protective equipment, safety training, not assigning highly dangerous tasks, and providing appropriate supervision.

6. Participate in regular review of intern ’s job performance with YouthBuild Program staff.

7. Communicate with YouthBuild program staff about any unsatisfactory job performance or conflicts with intern and participate in problem solving as needed.

Your job mentor is your MENTOR and  SUPERVISOR.  You will report to your supervisor at all times on the internship site.  He/She will work with you and inform you of your specific job duties, work site procedures, work site rules and regulations, and stress the importance of following directions.  If you have any questions or a task assigned is unclear, ask for clarification.  In case of accidents, emergencies, or other problems of a serious nature, tell your supervisor immediately.  

Your job coach will be one of the YouthBuild Program Staff assigned to make sure that you have a smooth transition to your internship.

Your Job Coach will be:_______________________________________________

The role of a job coach is to:

1. Assist the student in any way practical in working toward their career goals.
2. Help the student to work out transportation issues.
3. Monitor training and progress toward the goals established for the intern.
4. Help establish communication between the intern, work site, and program about success and needs.
5. Be available for crisis intervention.

6. Learn and analyze the work tasks.

7. Communicate often with the intern, program staff, and employer about progress toward goals.

8.  Help teach the student work related skills and habits.  

9. Encourage effective student and supervisor communication.


Your hours are ultimately determined by the employer.   YouthBuild staff make every attempt to schedule your internship from 9:30-3:30pm.  The Employer’s expectations overrule YouthBuild activities/holidays/program days off/ and events.  Your job coach will talk to your supervisor about any changes to your work schedule due to YouthBuild activities.

 It is your responsibility to be sure your timesheet is filled out and signed by you and your supervisor by Friday.
Your timesheet will be handed in by:________________________________________________________

(Your job coach needs to let you know if you will have to bring your timesheet in or if it will be picked up at your internship site).

You are expected to be at work every day you are scheduled.  Breaks are optional and should only be taken IF A SUPERVISOR instructs you to take one.  You will not be paid for any time missed or for lunch.

If you are going to be late or absent, you must make two phone calls before you are scheduled to report to work:

1.) Call the YouthBuild Staff assigned to coach you:________________________
2.) Call your Mentor/Supervisor at your Internship:________________________
Missing the bus, oversleeping, bad weather and faulty alarm clocks are not acceptable excuses for missing work.

Remember:  Dependability is the key quality employer’s look for in an employee.


Y

The purpose of written evaluations is to help you become the best worker possible through identifying what your strengths are and through talking about your challenges and developing ways to address them.  You will be provided with a copy of the evaluation during the first week of your internship so that you can know what exactly your supervisor will be discussing with you.
Written evaluations occur at week three and six of the internship.

After your supervisor completes a written evaluation, you will have a four way meeting with your Job Coach, Director of Job Placement , and your Supervisor.


Inappropriate work behavior will not be tolerated during the program.  Inappropriate behaviors include but are not limited to: use of cell phones on the job, foul language, abusing break/lunch schedules, not completing work assignments, using a discourteous  attitude toward supervisors, co-workers, and staff, etc.

The program follows a three-step corrective action policy:

1. Feedback

2. Verbal Warning

3. Written Warning

4. One day unpaid suspension

5. Dismissal from your position

Immediate dismissal from your position will occur with any of the following:


-    Using or selling drugs/alcohol

· Stealing or vandalizing property

· Physical violence/ Threat of physical violence
· Possession of a weapon on work site

Before you begin your internship, you will be asked to sign an Internship Agreement. 

This Agreement outlines what is expected of: Northeast Parent & Child Society/YouthBuild Schenectady; The Employer/ Your Supervisor; The YouthBuild Staff Person assigned to coach you and… You.

Each company you work at will have a set of policies that you must adhere to.  Company policies always come BEFORE YouthBuild policies.  As part of your internship, it is your responsibility to find out what the policies are and to follow them.  
The company you are working for will provide you will detailed information regarding:

(This list is representative of the types of things that the company you are interning at will review with you; it is not exhaustive).

· Dress Code

· Time and Attendance Expectations

· Computer and Phone Use

· Internet Use

· Security and Confidentiality

· Smoking
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You are going to have questions because you are new to the company and the job… it is OKAY.  


If you do not understand something, ASK.  Even if you are uncomfortable asking a lot of questions, go outside of your comfort zone.  It will pay off.








