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Student Forms 

These forms are given to students and kept on file for each student.  Some coordinators choose 
the binder method, requiring each student to provide a 3 ring binder prior to the start of school, 
while others will use a folder system. 

• Blank Training Plan – This form is given to students to complete for the 
coordinator.  They are to fill in duties and tasks they will complete at their work 
station. 

• Early Release Card Example (Blue Springs) – This is given to the students to show 
school personnel proof of early release for internship purposes.  Suggestion regarding 
this document is that if a student loses their card he or she should be required to 
purchase a new one.  Some coordinators charge up to $5.00 for a new card. 

• Hours Worked, Pay Records, Work Release Forms are all forms that students would 
complete on a weekly basis as part of their internship grade.  Examples included: 

o Hours Worked Example (Francis Howell) 
o Blank Payroll Record 
o Blank Work Release 

• Weekly Assignments Example – Summary of all assignments due at the end of the 
semester.  It also includes a weekly identifier that will state how many hours the 
student should be working according to instructor guidelines. 
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