
Intern Ready!
Friday, November 18, 2022

bit.ly/InternReady_11_18_22



Increasing Intensity of Employer Engagement 



Invitation and Agenda 

https://drive.google.com/file/d/1m9khagtwZS5YOO-UYbbPDyFGVXAw8cW9/view?usp=sharing
https://docs.google.com/document/d/1URXUXERN9UK_w_u-2v53TZIzMAbA4k6mxgLlf_kQaC8/edit?usp=sharing


Email to attendees 



Prep email to educators

https://drive.google.com/file/d/17I5cDsNqriZc8cGNzkfVYNYtfejXcNVS/view?usp=sharing


Who’s here today?
VIA and GCAMP 

VALEES, secondary school educators, EdSystems 

Manufacturing, Engineering, Technology and Trades companies interested in 
having high school interns!



Why are we here?
● Because we are solutions focused educators and manufacturers that believe 

in the potential of high school students to become successful and valued 
members of the future workforce in the Fox River Valley area.

● To leave today with a high school intern job description, organizational chart, 
and orientation plan.

● To feel prepared to host a paid high school summer internship in 2023 with a 
commitment made by mid-January.

https://forms.gle/DRnaaMv8kgM2tKpJ6


16 and 17 year olds - Department of Labor 



CTE Educator, WBL Coordinators, Counselor



http://www.youtube.com/watch?v=1GSvzgrBKaM


Platform
● IL Internship Micro-Credential 

https://www.learningdesigned.org/content/internship-resources


http://www.youtube.com/watch?v=Pw15VdOnQDA


http://www.youtube.com/watch?v=Z_6N16l46pM


Intern Job Description
Illinois competency statements for secondary students:

Essential Employability Skills - page 6 - handout

Manufacturing, Engineering, Technology & Trades - page 7 - handout

https://www.isbe.net/Documents/EDS-PWRAReport.pdf
https://www.isbe.net/Documents/EDS-PWRAReport.pdf


Intern Job Description
Information to be included: 

Examples page 2

● Location
● A brief description of your company
● Intern duties and responsibilities
● Requirements and qualifications - a note on age requirements
● Rate of pay and other benefits
● Schedule and duration - see example from Perfection Servo

Get started! 

https://docs.google.com/document/d/1URXUXERN9UK_w_u-2v53TZIzMAbA4k6mxgLlf_kQaC8/edit?usp=sharing
https://drive.google.com/file/d/1clin94rgSF1dDBYUHNfSxW_Njbwmq8yh/view


CTE Educator, WBL Coordinators, Counselor



Business and Industry Teams



http://www.youtube.com/watch?v=ajbyXENzGQI


Organizational Chart
Why have an organizational chart for the intern?

● If the intern completes an activity early and you aren’t available, what should 
they do? 

● If they arrive and you're in a meeting, who can help them get started? 
● What if they decide to knock on your boss' door and ask him/her what they 

should be doing? 
● When they show up, will the secretary stare at them blankly and wonder who 

they are? 

Get started!



CTE Educator, WBL Coordinators, Counselor



http://www.youtube.com/watch?v=JQ6OkrH7d1s


Orientation Plan 
Orientation plan reflection questions - handout

Orientation plan example & template - handout

Tennessee Department of Education Internship Orientation Checklist - handout

Get started!

https://docs.google.com/document/d/1f3ohfL6leEOUm-tB2OziZGh-VVvQedkYJ4zksuegKfQ/edit?usp=sharing
https://docs.google.com/document/d/13nAASGZibdfQTYzAcg58RBrGz9v_7AKIwdTJJbqWLYo/edit?usp=sharing
https://www.tn.gov/content/dam/tn/education/ccte/wbl/wbl_internship_orientation_checklist.pdf


Grouping like industries



http://www.youtube.com/watch?v=3HYWsb-MreI


Summer 2023 High School Internship
Internship commitment form - priority commitment January 10, 2023, final commitments due 
February 10, 2023

VALEES will create one regional application for all internship opportunities 

Internship application opens for students - February 24, 2023

Internship applications due - March 17, 2023

Companies receive top 10 applicants for each position - April 1, 2023

Companies interview interns - month of April

Companies select intern and notify school and intern - May 15, 2023

Internships start - June 1, 2023

https://forms.gle/XW71dmhgEAndF9ma6


Intern Ready! 
Keys to success

● Organization, who’s coming, name tents, advanced communication
● Resources and examples
● Partnership with VIA and GCAMP and existing relationships 
● WIFI and bring your device 
● Giving time to complete tasks
● Strategic grouping
● Educators to circulate in the room
● Follow-up, follow-up, follow-up
● Call to action!

https://drive.google.com/drive/folders/1SM2pssxGXyggITGjFAbxKzfj8VDYbRzs?usp=sharing


Celebrate!



Microcredential application
Microcredential application

Code for fee waived: VALEES_MC  

https://www.learningdesigned.org/user/login?destination=/node/add/credential_registration%3Fcredential%3D12055

