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:

0 Hours Worked Example (Francis Howell)
o Blank Payroll Record
0 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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MARKETING INTERNSHIP TRAINING PLAN

STUDENT TRAINEE DATE
TRAINING STATION RATED BY
5=Excellent 4=Above Average 3=Average 2=Below Average 1=Poor
LEARNING EXPERIENCES EVALUATION BY PERIOD
1st 2nd 3rd 4th
L.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
Percentage that you would give the student at this time %
(last given %)
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Francis Howell Marketing Work Program

Hours Worked Record

Actual Total
For the Hours Hours Money
Week of: Scheduled Hours Worked Worked Earmed
Sun. Mon. Tues. Wed. Thurs. Fri. Sat.

Note: Credit is determined by Semester: 'z unit of credit for 160 hours per semester
1 unit of credit for 320 hours per semester
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PAYROLL RECORD

Grading
Training Station
Name Period Year
PAY PERIOD Total | Hourly | Overtime | Gross DEDUCTIONS Net Net Pay
From To Hours | Rate Rate Pay Fed. Tax | FICA | Medicare | Mo. Tax Other Pay to Date
0 0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
TOTALS 0 0 0 0 0 0 0 0 0 0]
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Student's Name:

Training Station: Position:

Supervisor/Manager:

Total Daily School Attendance
Day Date Hours on the Job Hours (circle one)
Mon 8/24 1o YES OR NO
Tues 8/25 B fo YES OR NO
Wed 8/26 1o YES OR NO
Thur 8/27 _ to YES OR NO
Fri 8/28 ___ to YES OR NO
Sat 8/29 _ to No School
Sun 8/30 ___ to No School
Total hours this
week
Your hourly wage
here x $
Total week's
earnings = 3

Record your on-the-job experiences during the week by describing your on-the-job responsibilities
and interactions with fellow employees, supervisors, and customers. ldentify accomplishments
(new and/or improved performance of job and human relations skills) that you feel good about as
well as concerns and problems that you may have had this week.

Explain the role of your business (workstation) in our society. In other words,how does your
business serve our society?
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Marketing Internship Weekly Assignments (subject to change)

Week Date Assignment Work Hours
1 | Aug 28 Notebooks: Forms, Weekly Report (WR) 1 1
ASSNG #1: Study of My Job DUE 9/18 credit | credit
2 | Sept. 4 WR / Excel Spreadsheet — Payroll Record (PR) 15 25
ASSNG #1: Study of My Job DUE 9/18
3 | Sept. 11 WR /PR 30 50
4 | Sept. 18 WR /PR
ASSNG #1: Study of My Job DUE 45 75
ASSNG #2: Communicating DUE 10/2
5 | Sept. 25 WR / PR/ Payroll Record Check 60 100
6 | Oct. 2 WR /PR
ASSNG #2: Communicating DUE 75 125
ASSNG #3: Scheduling DUE 10/16
7 | Oct, 9 WR /PR 90 150
ASSNG #3: Scheduling DUE 10/16
8 | Oct. 16 WR /PR
ASSNG #3: Scheduling DUE 105 175
ASSNG #4: Networking DUE 11/6
9 | Oct. 23 WR /PR 120 200
10 | Oct. 30 WR / PR / Payroll Record Check 135 225
11 | Nov. 6 WR /PR
ASSNG #4: Networking DUE 150 250
ASSNG #5: Interview DUE 12/4
12 | Nov. 13 WR /PR
165 275
ASSNG #5: Interview DUE 12/4
13 | Nov. 20 WR / PR / Thanksgiving Activity 180 300
14 | Nov. 27 WR /PR 195 325
15 | Dec. 4 WR /PR
ASSNG #5: Interview DUE 210 s
16 | Dec. 11 Semester Conference 225 375
17 | Dec. 18 Semester Final 240 400
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