Important Things to Know during your Internship Experience

· You must call Ms. Shore if you are absent from your internship.   If I do not answer, leave a message with your first & last name and the date.  I am responsible for you whereabouts during your internship time, and I also am responsible for doing daily attendance.

· You are responsible for letting your mentor know if you are going to be absent for any reason.

· You must sign in the Internship Book, in the school office or pass room when you arrive from your internship site (if other than 4th period).

· You must sign out in the Internship Book, in the school office or pass room before leaving to go to your internship site (if other than 1st period).

· 1st Period Interns:  If you do not go to your internship site, for any reason (doctor appointment, car trouble, sick, etc.), you must sign in the office or pass room and get a late note.  Do not sign in the Internship Notebook.
· 4th Period Interns:  If you do not go to your internship, for any reason (doctor appointment, car trouble, sick, etc.), you need to sign out in the school’s sign out book, in the main office, not in the Internship Notebook.  Just like you would if you where leaving school early from any other class.

· If your school is on homeroom schedule and you miss homeroom, you are responsible for talking to that teacher and letting them know why you were out and to get any missed information.  

· If the school system is on a delay, as of result of inclement weather, you still are responsible for going to your internship site.  If we are on Early Release Schedule, you are still responsible for going to your internship. (We still have all 4 class periods, they are just shorter) If you are not at your internship site, I cannot count you present.  If you choose not to go, call Ms. Shore.

· Interns must keep a daily journal.  Journals and Mentor Evaluation are due on the dates listed on the sheet in your notebook.   Points will be deducted for each day they are late!!  There are NO EXCEPTIONS!

            Refer to Due Date sheet.  If you not do turn in the journal, you will fail!

· As part of your Internship grade, you must present an Exit Project and a Portfolio.  (Details will be in you Internship Notebook)

· Dress Appropriately!! -  You may need to wear something different to your internship site than you wear to school.  NO GUM!

· If your high school is under a “lock-down” or a “stand-by lock-down” and you know it before you leave you internship site, STAY AT YOUR INTERNSHIP SITE until notified.  DO NOT leave your internship site and return to school. (This is for students other than 4th period interns that go home after their internship).

· If your school is under a “lock-down” or “stand-by lock-down”, STAY AT YOUR HIGH SCHOOL.  DO NOT LEAVE TO GO TO YOUR INTERNSHIP. (This is for students other than 1st period interns that go straight to their internship site from home).

· If you have any questions or concerns, please call me.  My phone # is 
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