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2018 SUMMER YOUTH INTERNSHIP PROGRAM
STUDENT HANDBOOK ACKNOWLEDGEMENT
The 2017 Summer Youth Internship Program is designed to give students real-life experiences in the world
of work. During this time, students will take on the roles and responsibilities of a valued member of a
business organization. It is important that the student interns understand that dress, punctuality,
attendance, and behavior reflects upon themselves and their parents, teachers, school, and peers. Actions
speak louder than words and are remembered longer. As young professionals, it is important that the
impression left is bright, like a star.
The Internship involves two individuals to oversee the intern; an internship workplace supervisor and a
Miami-Dade County Public Schools (M-DCPS) Instructional Supervisor. The M-DCPS Instructional
Supervisor’s position is to oversee the internship, to visit interns and internship providers, and to assist in a
successful internship. This individual may or may not be the intern’s lead teacher, but is there to help with
the challenges that may arise. Please call or e-mail the M-DCPS Instructional Supervisor if there are any
questions or concerns.
This handbook has been developed to help you prepare and successfully complete the 2017 Summer Youth
Internship Program. It contains activities, suggestions, and resources to assist in the completion of weekly
assignments. It is the intern’s responsibility to read this handbook and understand what will be asked of
them. If there are any questions about assignments or activities, please discuss them with the MDCPS Instructional Supervisor.
Enjoy your summer internship experience and remember your supervisors are here to help and support. If
there are any questions, problems, concerns, or issues that arise, contact them for input and direction.
Remember the 3P’s: positive, polite and punctual. Good Luck.

I, _________________________ understand that it is my responsibility to read this handbook and clarify any items.
PRINT NAME
I further understand that I will be held accountable for all information contained in this handbook.

_____________________________________________________________________________
SIGNATURE
DATE
SCHOOL

Miami Dade County Public Schools
Department of Career & Technical Education
10151 NW 19th Ave
Miami, FL 33147
Phone 305-693-3030 Fax 305-696-9346

White: Schools of Choice Office
Intern

Pink: Student
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
Summer Youth Internship Program
Rules & Procedures

The internship is arguably the single most important component of a career academy. Students and parents
must recognize its importance and plan accordingly. All stakeholders (students, school staff and internship
providers) must be aware of and comply with non-negotiable rules and procedures.
Students
During the pre-internship, the student must:
• complete all requirements for eligibility including having student accident insurance and completing
the internship passport and the online internship preparation course;
• clarify any scheduling or transportation problems;
• accept the first position offered to him/her;
• call to cancel all subsequent interviews once an internship position has been accepted; and
• notify his/her lead teacher when hired.
During the internship, the student must:
• work the entire length of the internship (activities such as cheerleading camp, vacation, football
practice, etc., cannot be used as excuses for absences during the internship);
• report on the first and last day of the internship (an absence on the first or last day may be grounds
for withdrawal from all summer services programs);
• follow the schedule as assigned at the internship provider site (internship supervisors assign hours;
students may not have hours changed to suit their needs);
• complete all assignments (student intern receives high school credit and/or dual enrollment credit
for the internship);
• observe the Summer School Attendance Policy;
• make up any hours missed for stipend payment purposes; and
• complete a valid, Miami-Dade County Public Schools field trip form to participate in any activities
away from the internship site. (No out-of-county travel allowed without prior district authorization.)
School Site/District Staff
School Staff/District staff must:
• assist in internship recruitment;
• review the summer internship training program handbook with the interns prior to the end of the
regular school year (discussion of assignments, forms, breakfast information, etc., should be
thoroughly covered during this process);
• collect all required documents and submit to the district office electronically via Livebinder in a timely
manner;
• collect all required documents (hard copies) if student is eligible for dual enrollment through Miami
Dade College in a timely manner to the Department of Career & Technical Education; and
• notify the Department of Career & Technical Education office when the student is hired.
Internship Providers
Internship Providers must:
• have a signed Internship Provider, Instructional Supervisor, Student and Parent Responsibilities
Agreement on file with M-DCPS;
• complete the Internship Assessment of student intern and the program in a timely fashion, and
• have a signed Miami-Dade County Public Schools’ field trip form on file to take the intern off
premises, a signed Safety Agreement and Emergency Contact Form for each student intern.
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INTEGRATING INTO THE INTERNSHIP ENVIRONMENT
Do’s and Don’ts
Do: - be on time.
- be responsible.
- be dependable.
- be cooperative.
- be honest.
- be pleasant and polite.
- be alert coming and going to work.
- dress for success.
- be a team player

Don’t: - use street language.
- eat at your desk.
- use the Internet for personal
business without prior approval.
- check personal e-mails.
- chew gum.
- play personal music devices
while on the job.
- text on the job

Using the Telephone/Cellular Phone
•
•
•
•

Ask permission to use the telephone for personal calls.
If you are permitted to make personal calls, make them short.
Do not make any long distance personal calls.
Do not take or make personal calls from your cellular phone.

You and Your Internship Supervisor (at work site)
•
•
•
•
•
•
•
•
•

Make a note of your supervisors’ names and telephone number both Internship Supervisor and M-DCPS
Instructional Supervisor, in case of emergency.
If you are ill and cannot go to work, call your Internship Supervisor and the M-DCPS Department of
Career and Technical Education at 305-693-3030, as soon as possible.
If you become ill at work, notify your Internship Supervisor and ask permission to leave.
Listen carefully when instructions are given. If necessary, take notes. Ask questions when you do not
understand the instructions.
Follow instructions; do not improvise. There may be a reason why a job is done in a particular manner.
If you are directed to use equipment you are unfamiliar with, ask for instructions.
Do not risk injuring yourself or damaging the equipment.
The records you handle are confidential. Do not disclose information you may see.
Ask your internship supervisor if there is additional work if you feel underutilized.

Getting Along with Others
•
•
•
•

If a problem arises, try to solve it with your co-workers. If not, ask for assistance from your internship
supervisor and/or the M-DCPS Instructional Supervisor.
If you are given an assignment by more than one person, check with your internship supervisor as to
which task takes priority.
Pitch in and help when things are busy. Be willing to stay after work, however, stay alert and be safe.
Observe the individuals with whom you work. What characteristics do they have that will help you to
succeed? Work to develop them.
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WRITTEN ASSIGNMENT GUIDE
Every intern must submit all electronic or written assignments based on his or her experiences while
completing the internship training program. The assignments are an important program requirement.
Internship credit is granted to those students who submit ALL assignments.

Format:

Computer input using Times New Roman or Arial fonts, 12 point type, double-spaced. Weekly
assignments should be attached together and have heading which contains the week number,
student name, date, name of internship site, name of M-DCPS Instructional Supervisor, and school
name. Files will be uploaded to another online course during the summer internship.
Content:
The Internship Handbook contains an outline of the assignments that are required during the internship. It
is imperative that all assignments are completed in the manner outlined and on time. Failure to do so may
lead to withdrawal from the program.
Proofreading:
Be sure to proofread your assignments for spelling, grammar, and typographical errors before handing them
in to your M-DCPS Instructional Supervisor. Assignments will be evaluated for both content and format.
Questions/Concerns:
All questions and/or concerns should be addressed with the M-DCPS Instructional Supervisor.
Tips regarding e-mails:
When receiving an e-mail of importance, it is best to respond to the e-mail with a ‘thank you’. This will notify
the sender that receipt of e-mail is confirmed.
STUDENTS WILL BE UPLOADING ASSIGNMENTS TO AN ONLINE COURSE.
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INTERNSHIP ASSIGNMENTS
The internship assignments are designed to provide experience in and first-hand knowledge of the
workplace environment. Through these assignments, you will gain skills in the areas of interpersonal
relations, resources, company organization, and technology. These experiences will also help you to
determine your compatibility with a career path. All written assignments must be done on your own
time and must be typed. Complete sentences, proper grammar and punctuation are also essential. The
guidelines for written assignments can be found in the Introduction section of this handbook.

Internship Week, Assignment Theme and Due Date

WEEK 1

RESOURCES
(Thursday, June 28, 2018)

WEEK 2

PLANNING AHEAD
(Thursday, July 5, 2018)

WEEK 3

REFLECTION
(Thursday, July 12, 2018)

WEEK 4

ASSESSMENT
(Thursday, July 19, 2018)

WEEK 5

TECHNOLOGY
(Wednesday, July 25, 2018)
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WEEK 1-RESOURCES

After completing this assignment, you will become aware of goals and objectives of the internship, your job
responsibilities, how to develop your personal goals, the importance of time management.
Assignments:
1. Develop a list of personal goals & objectives that you would like to accomplish during your internship.
a. Set up a meeting time with your internship supervisor to discuss your goals, objectives, and
job responsibilities.
b. From that meeting, formulate a revised outline of realistic goals, objectives, and goal-related
activities as well as the anticipated timeline for completion.

2. Locate the Internship Assessment in the handbook. Review the performance factors.
➢ Explain to your internship work supervisor that the assessment process should be
completed by Week 3. Then, ask the following question and record your internship
supervisor’s responses.
▪ “What criteria will be used to evaluate my performance on the indicators on
the Internship Provider Internship Assessment?”
3. Complete and turn in the time sheet for Week 1. Remember to have your WORK internship
supervisor sign it.
4. If you will be receiving a grant stipend, your funds will be automatically deposited to your bank
account with the South Florida Educational Federal Credit Union with three deposits made to your
account during the internship training program depending on whether your hours and assignments
are turned in on a timely basis.
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WEEK 2- PLANNING AHEAD
As an intern, it is important to focus on priorities, goals, and objectives as well as plan ahead. This
knowledge will positively impact your work environment and relationships with co-workers as well as
supervisors. Detailed directions for the final assignment and an upload link are provided in the online
Internship course.
Assignments

1. Write or attach a document identifying the history, mission, and vision of the internship organization.
Detailed directions and how to submit document will be provided in the online Internship
course.

2. Begin taking/collecting photos for your PowerPoint/Photostory assignment that is due on Week 5.
3. Complete and turn in the time sheet for Week 2. Remember to have your WORK internship
supervisor sign it.
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WEEK 3- REFLECTIONS
Reflection allows an intern to consider the work he/she has provided to an organization and to better
understand their role within the organization. Having the time to reflect also gives you the opportunity for
personal growth when you can look within and see the skills that you have acquired through this internship.
Detailed directions and an upload link are provided in the online Internship course.
Assignments

1. Review the goals you expected to achieve during your internship with your supervisors and discuss
with them the goals you accomplished and explain why you feel achievement occurred. If your goals
were not achieved, clarify why you feel they were not reached.

2. Complete the Self-Evaluation Form and submit the form to your Instructional Supervisor in the online
Internship course. See course lesson for directions.

3. Complete and turn in the time sheet for Week 3. Remember to have your WORK intern supervisor
sign it.
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WEEK 4- ASSESSMENT
During the internship, you have encountered performance skills necessary for workers to function effectively
in high performance organizations that will be able to compete in a global economy.
These skills include problem-solving, reasoning, critical thinking, working in teams, allocation of resources,
interrelationships and systems, and the uses of information and technology.
Assignments
1. Review with your internship supervisor the Internship Provider Internship Assessment. Ask
him/her to talk to you about your performance during the internship and to complete the online
assessment.
2. Turn in the time sheet for Week 4. Remember to have your WORK internship supervisor sign it.
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WEEK 5-TECHNOLOGY
There are many benefits of using technology in the workplace. Technology can improve the up-to-date
information and communication resources, increase work performance, and provide a link to needed
resources. Detailed directions and an upload link are provided in the online Internship course.
Assignment
1. Your job task is to create a PowerPoint/PhotoStory presentation about your Internship experience.
You will be graded on the following:
a. PowerPoint/PhotoStory presentation: content, creativity, grammar and spelling, slide
transitions, clipart and photos
b. You may present this project to your colleagues in the junior class upon your return to
school. This presentation may serve as your first assignment in your senior Academy
class. Check with your lead teacher once school starts in August for submission and
presentation at your school.
CRITERIA:
❖ Minimum of 15 slides which should include a title and closing slide.
❖ Include a photo of your office, company, internship supervisor or co-workers and company logo.
❖ Content: title slide, history of organization, organization chart, duties and responsibilities,
recommendations to future interns, closing slide
❖ Narration: the presentation should be narrated and self-running.
❖ Internship Grading criteria:
➢ Format: In the online course, you will either upload an electronic copy, (you may need to
compress any photos to reduce the size of the file) or upload a link to a “cloud” storage site,
such as “Google, Onedrive, Dropbox, etc.” and send an invite to the Instructional
Supervisor in order to view the file (by email and through the online course message box.)
DUE DATE:
1. Final project for Internship credit deadline is Wednesday, July 25, 2018. Submit the project in the
online Internship course. See course lesson for directions.
2. Complete and turn in the time sheet for Week 5. Remember to have your WORK internship
supervisor sign it.
Note: Deadline for submitting FINAL assignments and documents will be given to interns at the beginning
of the internship. All documentation must be received by the Instructional Supervisor before the end of the
internship.
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INTERNSHIP ASSIGNMENT CHECK OFF*

Week 1 -RESOURCES
 Goals, Objectives, Goal-related Activities
 Timesheet

PERCENTAGE
10
5

Week 2 –PLANNING AHEAD
 Mission, Vision, and Company History
 Begin taking/collecting photos for PowerPoint/Photostory
 Timesheet

10
-5

Week 3 -REFLECTIONS
 Self-Evaluation Form
 Timesheet

10
5

Week 4 -ASSESSMENT
 Timesheet

5

Week 5 -TECHNOLOGY
 PowerPoint/Photostory
 Timesheet

45
5

Scale: A=100-90 percent
B=89-80 percent
C=79-70 percent
D=69-60 percent
F=59 percent or less
*The total percentage (50%) will be averaged in with the internship supervisor evaluations (50%) to
determine the final grade.
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Multimedia Presentation Project: Internship Power Point/Photo Story
Department of Career & Technical Education
CATEGORY 7
Requirements All requirements are

5

3

1

All requirements
are met.

One requirement
was not
completely met.

More than one
requirement was
not completely
met.

Content

Includes essential
knowledge about
the topic. Subject
knowledge
appears to be
good.
Makes good use of
font, color,
graphics, effects,
etc. to enhance
the presentation.

Includes essential
information about
the topic but there
are 1-2 factual
errors.

Content is minimal
OR there are
several factual
errors.

Makes use of font,
color, graphics,
effects, etc. but
occasionally these
detract from the
presentation
content.
Content is logically
organized for the
most part.

Use of font, color,
graphics, effects
etc. but these
often distract from
the presentation
content.

Four misspellings
and/or
grammatical
errors.

More than 4 errors
in spelling or
grammar.

Attractiveness

met and exceeded,
such as: minimum of
15 slides, including
title and closing slide;
photo and narration.
Covers topic in-depth
with details and
examples such as
history of
organization,
organization chart.
Makes excellent use
of font, color,
graphics, effects, etc.
to enhance the
presentation.

Organization

Content is well
organized using
headings or bulleted
lists to group related
material.

Mechanics

No misspellings or
grammatical errors.

Uses headings or
bulleted lists to
organize, but the
overall
organization of
topics flawed.
Three of fewer
misspellings
and/or mechanical
errors.

Legend: A=30-35, B=25-29, C=20-24, D=1-19, F=0
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There was no
clear or logical
organizational
structure, just lots
of facts.

Florida Department of Education
COURSE DESCRIPTION - GRADES 9-12
Subject Area:
Course Number:
Course Title:
Credit:

Experiential Education
8845139-AOHT/ 8815130 – AOF/ 0500300LS – AOIT/ 0500300LS – AOE
Hospitality Internship I/ Financial Internship I/ Executive Internship I (Leadership
Skills)
1.0 credit (high school)

A. Major concepts/content: The purpose of this course is to provide a practical introduction to the
work environment through direct contact with professionals in the community.
The content should include, but not be limited to, the following:
1. Discussion of professional job requirements
2. Building vocabulary appropriate to the area of professional interest
3. Development of decision-making skills
4. Development of personal and educational job-related skills
B. Special note: The nature of this program requires great flexibility in the duration of the course and
the number of contact hours. Student performance standards must be designed to meet the
uniqueness of the course.
C. Course Requirements: After successfully completing this course, the student will:
1. Describe educational, personal, and professional requirements of the profession.
2. Understand and use vocabulary appropriate to the profession.
3. Understand special needs unique to a particular profession.
4. Demonstrate knowledge of special technologies.
5. Read literature related to the profession.
6. Exhibit growth in functioning in the adult world and professional community.
7. Use appropriate decision-making techniques in exploring career possibilities.
8. Demonstrate appropriate responsible behavior in various situations.
9. Demonstrate application of academic skills in the performance of the internship responsibilities.
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Florida Department of Education
Internship Training Program
Dual Enrollment Credit – Miami Dade College

Statewide Course:

Internships/Practicums/Clinical Practice

MDC Course Number:

EGN 1949
Engineering (AOE)
HFT 1949
Hospitality Management (AOHT)
GEB 1949
General Business Finance (AOF)
CIS 1949
Computer Science & Computing Technologies (AOIT)
(Minimum 160 hour requirement)

Credit:

3 cr.

Course Descriptions:
Engineering: This is a capstone course designed for students majoring in engineering programs; students
will apply skills and knowledge that they have acquired through their program of study in a real-work
environment.
Hospitality Management: Practical application in a clinical setting of knowledge acquired in a classroom
related to lodging, restaurants, travel and tourism; individuals to perform marketing and management
functions and tasks in enterprises engaged in hospitality functions, including lodging services and related
event and convention services, food and beverage service, and travel and tourism.
General Business: Practical application in a clinical setting of knowledge acquired in the classroom related
to business or administrative policy, international business and finance, small business, social, legal political
and ethical environments of business.
Computer Science & Computing Technologies: This course is designed as a work experience for
students majoring in computer information systems programs. Student will apply their skills and knowledge
that they have acquired through their program of study in a real work environment.
Competencies:
Competencies will include but not be limited to knowledge of:
• Workplace goals and structure
• Relevant industry regulations
• Workplace practices and procedures
• Process control in an industrial workplace environment
• Specific skills-sets employed in an industrial workplace environment
• Workplace professionalism
Transfer Status: Not automatically transferable.
Students must meet the Miami Dade College dual enrollment eligibility requirement of having an
unweighted 3.0 GPA and certified as college ready in Reading and Writing by passing one of the following
tests: PERT, SAT/ACT, FCAT. Refer to the following link for testing cutoff requirements:
http://www.mdc.edu/main/testing/criteria/college_credit_certificate_programs.aspx#fcelptscores
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2018 SUMMER YOUTH INTERNSHIP PROGRAM
TIME SHEET*
Intern: _______________________________ Internship Site
WEEK #1

MON
6/25/18

FROM
TO
TOTAL
WEEK TOTAL
WEEK #2
MON
7/2/18
FROM
TO
TOTAL
WEEK TOTAL
WEEK #3
MON
7/9/18
FROM
TO
TOTAL
WEEK TOTAL
WEEK #4
MON
7/16/18
FROM
TO
TOTAL
WEEK TOTAL
WEEK #5
MON
7/23/18
FROM
TO
TOTAL
WEEK TOTAL

TUES
6/26/18

WED
6/27/18

THURS
6/28/18

FRI
6/29/18

SAT
6/30/18

SUN
7/1/18

SAT
7/7/18

SUN
7/8/18

SAT
7/14/18

SUN
7/15/18

SAT
7/21/18

SUN
7/22/18

SAT
7/28/18

MON
7/30/18

Internship Supervisor’s Signature

TUES
7/3/18

WED
7/4/18

THURS
7/5/18

FRI
7/6/18

Internship Supervisor’s Signature

TUES
7/10/18

WED
7/11/18

THURS
7/12/18

FRI
7/13/18

Internship Supervisor’s Signature

TUES
7/17/18

WED
7/18/18

THURS
7/19/18

FRI
7/20/18

Internship Supervisor’s Signature

TUES
7/24/18

WED
7/25/18

THURS
7/26/18

FRI
7/27/18

Internship Supervisor’s Signature

*This timesheet must be on file to receive credit. Timesheet must be e-mailed by the internship
supervisor every Wednesday, to students assigned Instructional Supervisor at
cteinternships@dadeschools.net .
The intern named above has successfully completed

hours of work.

Comments:
____________________________________________________________________________________
___________________________________________________________________________________

Student’s Signature:
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SUMMER YOUTH INTERNSHIP PROGRAM
SELF – EVALUATION
Student’s Name: _________________________________________________________________________
School Name: ___________________________________________________________________________
Internship Site: __________________________________________________________________________
The questions that follow ask you to evaluate your internship experience over the last five weeks. Your input in completing this
questionnaire will assist us in improving the existing program. Please turn this evaluation in to your Instructional Supervisor with
the assignment for week three.
I.

In what career field did you intern? ______________________________________________

Please use the following rating scale: Strongly Agree 4 • Agree 3 • Disagree 2 • Strongly Disagree 1

II.

Evaluate your work environment by writing in the space provided the number that best describes how you feel. Explain the
ration ale for any rating other then 4 or 3.
___ ___ 1. Employees in my department understood their job requirements and went about meeting them.
___ 2. I knew the requirements of my internship assignment.
___ 3. Employees in my department cooperated in order to get the job done.
___ 4. Care was taken to insure the work area was pleasant for the employees.
___ 5. My internship assignment gave me a feeling of personal accomplishment.
___ 6. I was able to use my talents and abilities in accomplishing my duties.

III.

Evaluate your internship supervisor by writing in the space provided the number that best describes his/her role. Explain the
rationale for any number other then 4 or 3.
___ 1. Ability to motivate employees
___ 2. Ability to delegate authority
___ 3. Ability to solve work-related problems
___ 4. Sense of fairness
___ 5. Ability to communicate effectively with employees
___ 6. Ability to be diplomatic and to provide performance feedback

IV.

Use the criteria below to evaluate the overall internship experience.
___ 1. How satisfied were you with the pre-placement process at your school?
___ 2. How satisfied are you that your internship assignment broadened your work-related knowledge?
___ 3. How satisfied were you with your opportunities to learn varied tasks within your department?
___ 4. How satisfied were you with the information/guidance you received from your Internship Supervisor?
___ 5. How satisfied were you with the guidance you received from your Instructional Supervisor?

V.

Taking everything into consideration, how satisfied were you with:
___ 1. Your internship assignment?
___ 2. Your work environment?
___ 3. The company you were assigned?
___ 4. The role of your Instructional Supervisor?
___ 5. The internship program?

(Continued on next page)
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Continued VI.

Answer the following questions:
What are the strengths of the program? ________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

What are the weaknesses of the program? _______________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

How can the program be improved? ____________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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The following Internship Assessment will be completed online by the
Internship Provider to evaluate the student intern’s performance.

19

The following Internship Assessment will be completed online in NAFTrack by the
Internship Provider to evaluate the NAF Academy student intern’s performance.

20
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Assessment will be submitted online
Employer’s Name (Please Print) __________________________ Signature __________________________ Date _____________
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2018
Summer Youth Internship
Program

Agreements & Forms
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GPA
2018 Summer Internship Check List
For each prepared academy student to be considered for placement in the 2018 Summer Youth
Internship Program this document needs to be completed. This form with. all documents must
be uploaded to the LiveBinder District Online Internship Folder.
Student Name: ______________________________________ ID #: _________________________
Email: _________________________________________ Telephone: ________________________
School: _____________________________

Academy: ___________________________________

Student Information Check-Off
The following documents must be completed and placed into LiveBinder folder by intern’s
teacher, in order for the student to be CONSIDERED for an internship
Forms

Included

Placement Information Form (if placed)
Resume
Summer School Registration Form
Emergency Student Data Card
Social Security Verification Form (proof that lead teacher has seen original
card)
Residency Information (INS Card) if applicable
Proof of School Accident Insurance
Field Trip Form
Media Release Form
Internship Passport (NAF Academy students only)
Internship Provider/Student & Parent Responsibility Form

will be distributed
and signed during
internship

Odysseyware Pre-Internship Completion Certificate
Proof of Credit Union Account at with Direct Deposit at South
Florida Educational Federal Credit Union (mailed or given to
student by credit union)
Other financial forms for setting up internship payments (TANF & W9)
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Do not upload to
livebinder

2018 SUMMER YOUTH INTERNSHIP PROGRAM
PLACEMENT INFORMATION
STUDENT’S NAME__________________________________ID #______________
SCHOOL NAME: ________________________________

GRADE: ___________

NAF ACADEMY: ______________________ LEAD TEACHER: ________________
The student must meet all eligibility requirements to be considered for program.

This student has been hired by the company below:
Company/Organization: _____________________________________________

Contact Person: ______________________________Title: _________________

Address: _________________________City: _______________Zip: __________

Phone: ________________________Email: ______________________________

Dates of Employment: ______________________________________________
Method of Payment:

 Company Payroll Full time____ or Part time____
 Summer Youth Internship Grant

Career and Technical Education
10151 NW 19 Avenue
Miami, FL 33147
For questions, please call 305-693-3005
**********************************************************************************************
For Office Use Only:
Supervisor Assigned:_______________________________________________
Cell Phone:________________________________________________________

25

26

27

Social Security Verification Form

Date________________
Name of Student – PRINT or type name exactly as printed on Social Security CARD
______________________________________________________
School Name ___________________________________________
The last 4 digits on card: ___________________

I, _______________________________, (print name) verify that the student listed above
has a social security card which I have seen. The card does not state that additional
documentation is needed for work, and therefore indicates that this student is eligible to
work.
__________________________________, Signature (person verifying card)

I am:
_____Student’s Parent or Guardian
_____ Guidance Counselor
_____ Teacher
_____ School Administrator
_____ M-DCPS District Staff
_____Other __________________________

DO NOT COPY OR SCAN SOCIAL SECURITY CARD

28

29

AUTHORIZATION FOR PHOTOGRAPHY/VIDEO

I, ________________________________________________, the parent or guardian of
_________________________________________ hereby authorize and give consent to
service providers and the staff of The Children’s Trust of Miami-Dade County, Career Source
South Florida, Miami Dade County, Royal Caribbean Cruise Ltd., JP Morgan Chase & Co. and
Miami Dade County Public Schools as follows:
I hereby:
 consent and authorize

or

 do not consent and authorize

the staff of The Children’s Trust of Miami-Dade County, Career Source South Florida, Miami
Dade County, Royal Caribbean Cruise Ltd., JP Morgan Chase & Co. and Miami Dade County
Public Schools to take/use still photographs, digital photographs, motion pictures, television
transmission, and/or videotaped recordings (hereinafter “Recordings”) of me, my children, or
my wards for educational, research, documentary, and public relations purposes.

________________________________
Signature of Parent or Guardian

________________________
Signature of Witness

_________________________________
Date

________________________
Date

Any such Recordings may reveal your identity through the image itself without any
compensation to you, your children or wards.
Any and all Recordings taken of you, your children or wards shall be the sole property of The
Children’s Trust.
With regard to the use of any Recordings taken of you, your children or wards, you hereby
waive any and all present and future claims you may have against The Children’s Trust of
Miami-Dade County, Career Source South Florida, Miami Dade County, Royal Caribbean
Cruise Ltd., JP Morgan Chase & Co. and Miami Dade County Public Schools their staff,
service providers, employees, agents, affiliates and Board members.
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AUTORIZACION PARA FOTOGRAFIA/VIDEO
Yo, __________________________________________, el padre o guardián del niño/a
_______________________________________ autorizo y doy por este medio consentimiento a los
proveedores de servicios y al personal de El Fidecomiso de los Niños (The Children's Trust) del condado
Miami-Dade, Career Source South Florida, Miami Dade County, Royal Caribbean Cruises Ltd., JP
Morgan Chase & Co. y Miami Dade County Public Schools como sigue:
 Otorgo permiso y autorizo

-o-

 No otorgo permiso ni autorizo

al personal de El Fidecomiso de los Niños (The Children's Trust) del condado Miami-Dade, Career Source
South Florida, Miami Dade County, Royal Caribbean Cruises Ltd., JP Morgan Chase & Co. y Miami Dade
County Public Schools a tomar y a usar fotografías corrientes, fotografías digitales, películas,
transmisiones de televisión, y/o a hacer grabaciones de mí, de mis niños, o de mis estancias con fines
educativos, de investigación, documentales, y con el propósito de relaciones públicas.

______________________________
Firma del Padre o Guardián

_______________________________
Firma del Testigo

______________________________
Fecha

_______________________________
Fecha

Cualquier grabación puede revelar su identidad a través de la imagen por sí misma, sin esperar ninguna
remuneración para usted, sus niños o sus estancias.
Cualquiera y todas las grabaciones tomadas de usted serán sólo propiedad del Fideicomiso de Los
Niños.
Con respecto al uso de cualquier grabación tomada de usted, de sus niños o de sus estancias, renuncia
por este medio a cualesquiera y a todas las demandas presentes y futuras que pueda tener contra El
Fidecomiso de los Niños (The Children's Trust) del condado Miami-Dade, Career Source South Florida,
Miami Dade County, Royal Caribbean Cruises Ltd., JP Morgan Chase & Co. y Miami Dade County Public
Schools su personal, los proveedores de servicios, empleados, agentes afiliados y miembros de La Junta
Directiva.
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OTORIZASYON POU DWA FOTOM/VIDEO
Mwen,

, paran oswa gadien
, bay òganizasyon kap rand sevis ak
anplwaye “The Children's Trust” nan arondisman Miami Dade, Career Source South Florida,
Miami Dade County, Royal Caribbean Cruises Ltd., JP Morgan Chase & Co. and Miami Dade
County Public Schools otorisasyon ak konsantman-m pou sak suiv la:
Mwen:
 dakò ak otorize

oswa

 pa dakò ak pa otorize

Bay anplwaye “The Children's Trust” nan arondisman Miami Dade, Career Source South
Florida, Miami Dade County, Royal Caribbean Cruises Ltd., JP Morgan Chase & Co. and Miami
Dade County Public Schools konsantman-m ak pemisyon-m pou yo ka pran foto-m, foto pititmwen ak tout fanmi-m ou byen foto digital, épi filmé pwogram televisyon ak/oswa imaj video
(yo rele “Anregistreman”) pou yo ka itilize yo nan nenpot ki kalite fòm pwomosyon kankou:
edukasyon, rechèch, dokumantè, sit intenet ou byen relasyon piblik ak réklam.

Signati Paran oswa Gadien

Signati devan Presans

Date

Date

Nenpot anregistreman ki bay idantite-w, san yo pa peye ni mwen, ni pitit mwen, ak ni lot
fanmi-m.
Nenpot ak tout enregistreman-m, de pitit mwen, ak fanmi-m ap toujou rete pwopriyete “The
Children's Trust” la.
Mwen renonse dwa-m pou m mande anplwaye “The Children's Trust” nan arondisman Miami
Dade, Career Source South Florida, Miami Dade County, Royal Caribbean Cruises Ltd., JP
Morgan Chase & Co. and Miami Dade County Public Schools ansam ak ajan li, anplwaye li,
sèvite li ak manb direkte nenpot reklamasyon sou itilizasyon anregistreman sa yo sou kelkswa
fòm.
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SAFETY AGREEMENT
(Ages 16 years and above)
This is to certify that: _____________________________________________________________,
A student-intern is enrolled in a Summer Youth Internship Program conducted by Miami-Dade County Public
Schools’ Department of Career and Technical Education. This student-intern will be assigned an internship
site under a written agreement in compliance with the Child Labor provision of the Fair Labor Standard Act,
Child Labor Bulletin No. 101, which provides:
That the work of the student-intern in the occupations declared particularly hazardous shall be incidental to
this internship under the direct and close supervision of a qualified and experienced person.
That signed copies of the written agreement shall be kept on file by the M-DCPS Instructional Supervisor.
The student-intern enrolled in this program will be under the supervision of the Instructional Supervisor who
is responsible to determine whether or not a specific internship assignment is hazardous.
The student-intern named above shall be given safety instruction by the M-DCPS Instructional Supervisor
and correlated by the internship supervisor at the internship site.
My signature below confirms that I have read the Safety Agreement and understand the conditions and
provisions contained therein.

Employer Name:

Signature:

_____________

Date: ________________________________________
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January 10, 2018

Dear Parent/Guardian:
Your child has been selected to participate in the 2018 Miami-Dade County Public Schools’ (M-DCPS) Summer Youth
Internship Program. M-DCPS’ Department of Career and Technical Education office and the South Florida Educational
Federal Credit Union (SFEFCU) have partnered to offer your child the opportunity to open a Credit Union Savings
Account. This will enable your child to have their internship compensation (stipend) automatically deposited into their
own savings account.
Once your child’s Savings Account has been established, he/she may visit any branch listed on the next page to make
deposits, withdrawals, or to apply for an ATM card. Your child can also benefit from other Credit Union products and
services, including:

•
•
•

A Student Checking Account (available only after a Savings Account has been opened)*
FREE ATM or Debit card (free withdrawals available at all Publix and CO-OP locations)
24/7 access to their accounts via Online Banking, Bank-by-Phone, eAlerts

We hope that this partnership helps your child achieve his/her savings goals. The Credit Union is a great place for
your child to begin his/her financial future because of higher dividends on savings accounts and offer lower loan rates
than most of their competitors. The South Florida Educational FCU has been helping educators and their families
achieve financial success since 1935, and are proud to provide a dependable financial resource for your children
today.
If you have any questions regarding products and services offered at the South Florida Educational FCU, please call
them at (305) 270-5250, visit their website at www.sfefcu.org/studentservices or visit one of their seven convenient
branch locations in Kendall, Miami Lakes, Downtown Miami, 27th Avenue, Miami Gardens, Homestead, or Palmetto
Bay.
Sincerely,

Name of Principal

*For Checking Account guidelines please visit https://www.sfefcu.org/accounts/studentchecking.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
Summer Youth Internship Program
Internship Provider, Instructional Supervisor, Student and Parent Responsibilities
Internship programs are planned to develop students academically, economically and socially. There are
responsibilities to the school, to the community and to the business sponsors that must be considered when accepting
students into these programs.
Internship Provider Responsibilities
The internship provider agrees to place the student intern in his/her business organization for the purpose of providing
workplace readiness experience. The internship will be under the supervision of a qualified supervisor. The work will
be performed under safe and hazard free conditions. The student will receive the same consideration given employees
with regard to safety, health, general working conditions, and other policies and procedures of the business. The
internship provider will adhere to all state and federal policies related to nondiscrimination in employment and
educational programs or activities with regards to race, gender, color, religion, ethnic or national origin, political beliefs,
marital status, age, sexual orientation, social and family background, linguistic preferences or disabilities. I understand
that the required dates of attendance will take place during the summer 2018 term and that NO vacation is allowed
during this time frame. The internship provider agrees to adopt a background screening process that is consistent with
M-DCPS guidelines at a minimum on the person(s) who will be supervising the student. The internship provider
understands and agrees that it is subject to all applicable federal and Florida laws and School Board policies relating
to the confidentiality of student records.
The Student agrees to comply with all requirements found in the Student Internship Handbook:
1. Adhere to rules and regulations of the business and act in an ethical matter.
2. Provide his/her own transportation to place of internship.
3. Inform the internship provider and the instructional supervisor in the event of illness or emergency that
prevents attendance;
4. Be in attendance and punctual on the job and for all specified meetings;
5. Not voluntarily quit/resign a job without previous authorization from the internship provider and the
instructional supervisor; and
6. Understand that the instructional supervisor is the recognized authority for making any adjustments or
changes in the internship program. This principle applies regardless of whether or not the student obtained
his/her own internship position.
The Instructional Supervisor agrees to:
1. Hold a minimum of two conferences with the internship provider to discuss the student’s progress;
2. Communicate with internship supervisor to resolve any interference that may occur between the internship
program and the company’s policies.
3. Counsel the student about the work-based learning experience.
The Parent (Guardian) agrees to:
1. Ensure that their child follows internship provider/school expectations of the program;
2. Support the policy of requiring the student to complete the length of the internship program. Internship
providers should not be put in a position of having to accommodate the vacation schedule of their intern’s
family.
3. Understand that the student is responsible for his/her own transportation;
4. Understand that Miami-Dade County, Miami-Dade County Public Schools (M-DCPS), CareerSource South
Florida, Royal Caribbean Cruise Lines, JPMorgan Chase, The Children’s Trust and/or the Foundation for
New Education Initiatives, Inc. will not be held liable in case of accident/injury on the way to and from
internship. Student must obtain M-DCPS Student Accident Insurance to be eligible for the program.
We, the undersigned, agree that we have read and understand the purpose and intent of the Internship Program
Responsibilities.
_________________________________________
Student
_________________________________________
Parent
_________________________________________
Instructional Supervisor
_________________________________________
Internship Provider Supervisor
_________________________________________
Lupe Ferran Diaz, Ph.D., Executive Director,

_______________________
Date
_______________________
Date
_______________________
Date
_______________________
Date
_______________________
Date

Department of Career and Technical Education
The School Board Attorney’s Office approved this agreement as to form and legal sufficiency
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