	[image: image1.jpg]Department of
Education

Denss it Wakatt Chascalr




	THE NEW YORK CITY DEPARTMENT OF EDUCATION
Office of Postsecondary Readiness
Work-Based Learning Resource Center
28-11 Queens Plaza North, Long Island City, NY 11101
718.391.8558 / WBLBOX@schools.nyc.gov
	Fall 2014




Supplemental Internship Fund – Training Plan
All information must be typed, all fields must be complete; form must be signed by all participants 
& pages 1 & 2 must be scanned and emailed to the WBLRC at WBLBOX@schools.nyc.gov
	Student Information

	

	STUDENT:

	First Name:
	
	
	Middle Initial:
	
	Last Name:
	

	School:
	
	
	Current Grade Level:
	

	CTE Field of Study:
	
	
	Expected Graduation date:
	

	WBL Coordinator:
	
	
	OSIS #:
	

	
	
	
	
	


Instructions for Completing the Training Plan: Each CTE Internship must have a Training Plan in place that includes:

1) Defined learning goals for the intern that cover both:

a. Technical Academic Skills / Content being taught in the student’s CTE Program

b. General Work Readiness / Interpersonal Skills such as “Organizes and Maintains Information,” “Participates as a Member as a Team,” or “Integrity / Honesty.” See page 3 for more information.

2) Specific Job Tasks available at the worksite that give the intern a chance to practice and improve those skills, and

3) Evidence or Outcomes that allow the student to demonstrate that the goals have been met or exceeded.

The template below is provided as an option. Many schools and programs develop forms for student Training Plans that are specific to their students’ CTE field of study. Please feel free to attach those forms instead.
	Learning Goals (Please include 3 of each)

	Technical / Academic Skills & Content
	Related Job Tasks
	Evidence or Outcomes

	
	
	

	
	
	

	
	
	

	
	
	

	Work Readiness / Interpersonal Skills
	Related Job Tasks
	Evidence or Outcomes

	
	
	

	
	
	

	
	
	


	Student Agreement

	

	As an Intern, working under the auspices of the Work-Based Learning Resource Center, I agree to the following:

	
	

	1) To commit to a non-interrupted internship;

2) To maintain excellent attendance and punctuality at the work site, and to call my work site supervisor if I am going to be late or absent;
	3) To dress professionally while at the work site;

4) To complete tasks assigned by my work site supervisor; to complete all assigned WBL projects;

5) To keep my own personal folder that contains check stubs, copies of my time sheets, WBL projects, task planners, and updated resume

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Signature – Student 
	
	Date
	
	Print Name – Student
	
	

	
	


	DOE Confirmation

	Only those students who attend NYC Department of Education schools are permitted to participate in this program.  Students who have graduated or withdrawn from high school are not eligible.

	

	As a duly authorized representative of the Department of Education, I affirm that I have visited the internship worksite and that the host supervisor, and/or worksite representative, has signed the Internship Host Agreement, and can provide the educational experience described.

	

	
	
	
	
	

	Signature – WBL Coordinator
	
	School/Program
	
	Date

	

	
	
	

	Print Name – WBL Coordinator
	
	


	Supervisor Agreement

	

	As a Supervisor, working in conjunction with the Work-Based Learning Resource Center of the DOE, I agree to the following:

	
	

	6) To allow only those students who have been cleared by the DOE’s HR Department to begin interning at the host site

7) To verify with the school’s WBL Coordinator each intern’s start date and end date 

8) To verify with the school’s WBL Coordinator the total number of hours to be worked by each student, and not to exceed those hours

9) To keep, maintain, and submit to the school’s WBL Coordinator attendance records for students on a timely basis according to the WBL week and pay schedule

	
	
	
	
	
	
	

	
	
	
	
	

	Signature – Host Supervisor/HR Rep
	
	Date
	
	Print Name – Host Supervisor/HR Rep

	
	


Learning Goals – Definitions
Do not mark on this page, it is only for reference.  Select 3 skills and enter them under 
“work readiness/Interpersonal skills” on the training plan

According to guidelines from New York State, Learning Goals for internships should include two kinds of skills /content:

· Technical or academic skills taught as part of the students’ CTE Programs that can be practiced and developed further in an authentic worksite. These skills should be identified in collaboration with the worksite.

· Career readiness / interpersonal skills, based on a State or Nationally-recognized framework such as the Federal SCANS Skills below, or similar. Professional associations also create similar lists specific to their industry.

For the three Work Readiness Goals, select several competencies below and add a level of competence that the student is expected to achieve during the internship. Job tasks can then be identified that allow the intern to achieve that goal.
	Competencies
	Foundation Skills

	Resources
	Basic Skills

	C1. Allocates Time
	F1. Reading

	C2. Allocates Money
	F2. Writing

	C3. Allocates Materials and Facility Resources
	F3. Arithmetic

	C4. Allocates Human Resources
	F4. Mathematics

	
	F5. Listening

	Information
	F6. Speaking

	C5. Acquires and Evaluates Information
	

	C6. Organizes and Maintains Information
	Thinking Skills

	C7. Interprets and Communicates Information
	F7. Creative Thinking

	C8. Uses Computers to Process Information
	F8. Decision Making

	
	F9. Problem Solving

	Interpersonal
	F10. Seeing Things in the Mind's Eye

	C9. Participates as a Member  of a Team
	F11. Knowing How to Learn

	C10. Teaches Others
	F12. Reasoning

	C11. Serves Clients/Customers
	

	C12. Exercises Leadership
	Personal Qualities

	C13. Negotiates to Arrive at a Decision
	F13. Responsibility

	C14. Works with Cultural Diversity
	F14. Self-Esteem

	
	F15. Sociability

	Systems
	F16. Self-Management

	C15. Understands Systems
	F17. Integrity/Honesty

	C16. Monitors and Corrects Performance
	

	C17. Improves or Designs Systems
	

	
	

	Technology
	

	C18. Selects Technology
	

	C19. Applies Technology to Task
	

	C20. Maintains and Troubleshoots Technology
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