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Introduction creative employment opportunities

Internships are important for any job seeker — including individuals with disabilities. Because the term
“internship” is universal, employers understand the concept and often look for internships on resumes. They
provide an opportunity for a job seeker to “test drive” a job to see if they enjoy the ride. In addition, intern-
ships allow an employer to “try on” a potential employee.

Internships are a unique opportunity to learn about what a job seeker wants to do and what they do not want to
do. Often when someone starts working at their “ideal” job, they realize it is not so ideal for them after all. Not
all internships work out — but that does not mean they are not successful. We learn from all our experiences —
the good, bad and even the ugly!

All internships teach soft job skills, and every employer is looking for employees with soft job skills (which is
why behavioral interviewing and testing is so prevalent today). Most employers rank interpersonal skills, com-
munication, intuitive, and teamwork above technical aptitude. There is no better way for job seekers to learn
these skills than to jump into a real work environment.

Description

The following is a description for establishing an internship process. There should be two identical binders
made containing the sections outlined below. One binder should be kept at the business and one binder
should be kept in the office. Depending on the internship, these sections may include more or less infor-
mation; and more sections may be added as needed.

Tip: It is important to customize the information to the specific business and intern.

Part One

Partnership Agreement. This agreement can be individualized based on the arrangement with the business and
intern. At a minimum, the Partnership Agreement should include roles and responsibilities of both the business
partner and agency. The agreement provided in this binder is an example that can be used for future partner-
ships.

Tip: Include agency’s Insurance Liability with the specific business listed under “Certificate Holder”
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Part Two creative employment opportunities

Site Assessment. The sample included in this binder includes the information that should be gathered when
conducting a business site assessment. With each business, the different sections may include more or less
information depending on the needs of potential interns, environment, job analysis, staffing, etc.

Tip: Be sure to include workplace culture information!

Part Three

Intern Criteria and Job Description. This section is critically important and should include the specific quali-
ties the business is looking for in their interns and/or employees. The job description could be the standard
description the business uses for current employees in that position OR it could be a customized job descrip-
tion the agency develops with the business for the internship position.

Tip: When customizing a job description, be sure to look at the current and future needs of the business and
match them with the interests of the potential intern.

Part Four

Application and Interview Process. The application process should be individualized based on the business
and intern. Depending on the business agreement, the application used by the business can be utilized OR the
agency may need to create an application specific to the internship. The interview process should also be indi-
vidualized based on the business agreement and intern. When formulating this section, keep in mind the job
seekers with whom you are working to ensure that their interests and talents are highlighted.

Tip: Bringing the potential intern to the business for a job shadow is a good idea to include as part of the
interview. A hands on interview, photos or video clips of the potential intern are also good tools to use.

Part Five

Orientation and Training. Depending on the business agreement, think about the following questions: 1) Will
the intern go through the orientation that hired employees go through or will there be an individualized orien-
tation for the intern? (This determination might depend on the assets and barriers of the specific intern)

2) Will there be an agreed upon amount of time for training that is or is not included in the length of the intern-
ship?
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3) Who will do the training? Ideally, the business should conduct as much of the orientation and training as
possible with the agency staff on the side providing support as needed.

Tip: Support does not only apply to the intern but also to co-workers and supervisors. This is a great time to
provide education and training to the business staff as well and begin to identify potential “natural” sup-
ports on the job.

Part Six

Evaluation Process. What sets this experience apart from others is the data collection and performance evalua-
tions throughout the internship. The evaluation process is designed to help determine the intern’s strengths and
areas of need, and to determine if the job, work tasks, work environment are a good match for the intern (i.e.,
Is the intern making progress in learning the job duties? Does the intern enjoy the tasks begin performed? Is
the work environment/culture suitable for the intern?). Provided in this guide are general evaluations that
should be used at the mid-point (usually around 20 hours) and again at the end (usually around 40 hours) of
the internship. It is not uncommon for internships to be extended and additional evaluations should be con-
ducted. Depending on the business, it might be more appropriate to adapt the evaluation tool or use the busi-
nesses evaluation process.

Tip: At the end of the internship, a final Internship Evaluation Report should be completed by agency staff
to summarize all the evaluations and guide plans for future job development.

Part Seven
Handbook. Please include the business’s employee handbook so that all agency staff have access to it.

Tip: It is helpful to go through the company’s employee handbook with the intern so they understand what
the expectations are of employees at this particular business.

Part Eight

More sections may be needed to cover any miscellaneous information that is specific to the business and/or the
intern.

Tip: An important addition would be to obtain a letter of recommendation from the employer to include in
the job seeker’s employment portfolio.
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Internship Program

Business Partner Agreement creative employment opportunities

[Agency Name] is excited to partner with in providing our
pre-screened candidates the opportunity to expand their skill sets while serving the needs of your business. As
an Internship Program Business Partner, your business is promoting work place diversity and equity by
providing a series of community work based training experiences for our job seekers.

In order to ensure that our partnership with you is successful, we will provide the following services:

[Agency Name] will conduct an Internship Site Assessment.

2. [Agency Name] staff will provide on the job and ongoing support for both your business and our
candidate during the duration of an internship.

[Agency Name] will assist your business in developing a series of internship opportunities.

4. [Agency Name] will assist interns in following the interview and orientation guidelines as
determined with

As an Internship Program Business Partner you agree to:

1. Provide [Agency Name] a business liaison, who will serve as our primary point of contact in coor-
dinating the internships.

Provide opportunities for [Agency Name] staff to complete an Internship Site Assessment.
Interview prospective internship candidates.

Work with [Agency Name] staff on continued development of internship opportunities.

Al

Complete an Internship Evaluation at the midpoint and completion of internship experiences. This
feedback will allow [Agency Name] staff to continually assess our partnership in order to foster
continued success for your business and future interns.

6. Assist intern with completing and submitting time sheet to [Agency Name] at end of each pay
period.

CEO is a program of TransCen, Inc.
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Miscellaneous Internship Program Agreements: creative employment opportunities

1. Internships will not exceed a total of 45 days or a total of 40 hours, unless agreed upon by all
parties.

2. Wages will be paid by [Agency Name], who will also be responsible for liability insurance.

This agreement does not require that the intern be hired or imply in any way that the intern will
obtain permanent employment through

4. An internship may be terminated by any participating parties at any point.

The intern works through [Agency Name], and is not an employee of
[Business Name and/or Agency Name].

Company Representative Signature and Title Date

Company Representative Signature and Title Date
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Revolutionizing workforce diversity

creative employment opportunities

Part Three
Intern Criteria and Job Description. This section will include the specific qualities that the business is looking

for in their interns and/or employees. The job description could be the standard description of the position
used by the business OR it could be a customized job description that [Agency Name] developed with the
business for the internship position.

Example Part Three

Desired Intern Characteristics:

A e

Strong verbal skills

Able to stand for long periods of time

Comfortable interacting with multiple people at one time
Able to lift 25 pounds

Ability to have flexible schedule

Internship Job Description:

Include the business job description OR formulate the internship job description based on what was discussed
with the business. It may be required that [Agency Name] will need to add information to the job description
in regard to specific days the intern needs to work, background, etc. Be sure to include:

1.

The job summary (including any specific days/hours the intern will have to work)

2. Work Environment
3.
4
5

Essential Duties and Responsibilities

. Knowledge, Skills and Abilities

. Physical Requirements

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com

©OCreative Employment Opportunities, Inc. 2012
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Revolutionizing workforce diversity

creative employment opportunities
Part Four

The internship program strives to prepare people for a permanent position, therefore the application and inter-
view process (if possible) should be the same or similar to the businesses’ current process.

Here is an example of the process:

Application and Interview Process

1. The candidate will complete an application and return it to the business with a [Agency Name]
staff business card attached. This will alert the business’s staff that this application is for an
intern position.

2. [Agency Name] staff will follow up via email to give the business a heads up about the
application.

3. The business will follow up with [Agency Name] for a detailed discussion of the prospective
intern.

4. A phone interview may be conducted.

5. A face to face interview with the intern, [Agency Name] staff and business will be conducted.
This would be followed with a discussion of the specific work schedule and completion of any
necessary paperwork if the business is willing to move forward with intern.

Sample Application:
Information
Name Birth date

Address

City State Zip Code

Telephone E-Mail

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com

©OCreative Employment Opportunities, Inc. 2012
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Work History

Revolutionizing workforce diversity

creative employment opportunities

Employer

Dates Worked

Duties

Reason for Leaving

CEO is a program of TransCen, Inc.

www.transcen.org/www.ceomke.com
©OCreative Employment Opportunities, Inc. 2012
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Revolutionizing workforce diversity

creative employment opportunities

Education

Name of School Major/Course of Study Grade completed, degree, certificate
References (non-family)

Name Years Known Relationship Contact Information

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com

©OCreative Employment Opportunities, Inc. 2012
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Revolutionizing workforce diversity

creative employment opportunities
What are your career goals?

Why are you interested in interning at [name business]

Additional Comments:

For office use only

Date Sent: Date Received
Notes:

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com
©OCreative Employment Opportunities, Inc. 2012
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Revolutionizing workforce diversity

creative employment opportunities
Part Five

Orientation and Training. Depending on the business agreement, think about the following questions: 1) Will
the intern go through the orientation that hired employees go through or will there be an individualized orien-
tation for the intern? (This determination might depend on the assets and barriers of the specific intern). 2)
Will there be an agreed upon amount of time for training that is or is not included in the length of the intern-
ship? 3) Who will do the training? Ideally, the business should conduct as much of the orientation and train-
ing as possible with the agency staff on the side providing support as needed

Example Part 5

Orientation/Training Example:

1. For this business, the intern will go through the same orientation as any other employee. This orientation
takes place every third Thursday from 4-7pm. It is important that a job coach accompany the intern. It is
recommended that interns start the Monday following their orientation.

2. The orientation is given by John Doe.

Interns will be considered “in training” for the first 6 hours on the job. It is preferable to split this up into
two-three hour shifts during non peak times: e.g. 9am-noon during a Monday-Friday.

4. Training will be provided by the manager on duty. It is important for the job coach to be present 100% of
the time during the training period.

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com

©OCreative Employment Opportunities, Inc. 2012
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Internship Performance Evaluation

Revolutionizing workforce diversity

) . Creative employment opportunities
Creative Employment Opportunities,

Intern’s Name: Worksite:
Date: 20 hr. review 40 hr. review
Performance Rating: Always  Most of the time Some of the time  Never
4 3 2 1 N/A
1. Dependability
a. Attendance is consistent 4 3 2 1 N/A
b. Arrives to work on time 4 3 2 1 N/A
c. Returns from lunch or break on time 4 3 2 1 N/A
d. Notifies supervisor of iliness/absence 4 3 2 1 N/A
2. Personal Appearance
a. General appearance is neat and clean 4 2 1 N/A
b. Seems to care about appearance 4 3 1 N/A
c. Dress is acceptable for type of work 4 2 1 N/A
3. Relationship with Supervisor
a. Listens to Instructions 4 3 2 1 N/A
b. Follows through on instructions/training 4 3 2 1 N/A
c. Accepts constructive criticism 4 3 2 1 N/A
d. Works adequately with reasonable 4 3 2 1 N/A

amount of supervision in comparison to

other employees
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4. Quality of Work
a. Is able to perform all tasks in job description
b. Asks questions when s/he does not
understand

5. Quantity of Work
a. After adequate training, works at speed
comparable to other employees
b. Is able to work at an acceptable pace
throughout work shift.

6. Initiative
a. Keeps busy between assignments or when
not directly supervised
b. Asks for additional work when completed
with assigned tasks

7. Customer Service
a. Friendly and courteous to customers
b. Friendly and courteous to co-workers

8. Overall, how would you rate this

Intern’s performance?

Revolutionizing workforce diversity

creative employment opportunities

4 3 2 1
4 3 2 1
4 3 2 1
4 3 2 1
4 3 2 1
4 3 2 1
4 1
1
Excellent Good Fair Needs
Improvement
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9. Based on this rating, what areas of the intern’s performance could be improved upon?

10. Based on this rating, what are the strengths of this intern?

11. Additional Comments:

Supervisor Signature Date

Intern Signature Date

CEO Staff Signature Date

Outcome:

Continue Internship: YES NO N/A (End of Internship)

Letter of Recommendation: YES NO

Other:

CEO is a program of TransCen, Inc.
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Intern Name:
Address:
Phone: ( )

Date of Birth:

Parent/Guardian:

Counselor:

Host Company:

Revolutionizing workforce diversity

Agency Internship Evaluation
Cover Sheet

creative employment opportunities

SS#:

Phone/Email:

Phone/Email:

Department(s):
Supervisor(s):

Start Date:

Internship Days/Hours:

End Date:

Sunday

Monday

Tuesday Wednesday Thursday Friday

Saturday

Job Duties (list/describe):

Employment History (past internships, employment, volunteer experiences):

Interests/Preferences:

CEO is a program of TransCen, Inc.
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Current Financial Status (describe benefits which may be affected by employment; e.g., SSI, SSDI):

Transportation:

Health Status (medication, sensory, communication, personal care needs):

CEO is a program of TransCen, Inc.
www.transcen.org/www.ceomke.com
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Internship Overview : -
Evaluate & comment on each work competency listed. Creéative employment opportunities
Combine with supervisor’s evaluation to develop recommendations.

Recommendations
Attendance/Punctuality: 4 13 |2 1
Hygiene: 4 13 |2 1
Response to supervision (from supervisor, co-workers, evaluator): 4 13 |2 1
Ability to follow directions (verbal, written, demonstration, from whom): 4 3 2 1
Tolerance for re-instruction/constructive feedback: 4 13 |2 1
Endurance/Stamina: 4 13 2 1
Ability to meet productivity requirements: 4 13 |2 1
Ability to meet quality requirements: 4 13 |2 1
Independent/Interdependent work ability (completing tasks, asking for assistance): 4 13 |2 1
Communication (with supervisor, co-workers, customers): 4 3 2 1
Initiative: 4 13 2 1
Motivation to work: 4 13 2 1

Learning Style (Logical/Mathematical; Visual/Spatial; Bodily/Kinesthetic; Musical; Interpersonal; Intrapersonal):

Adaptations/Special equipment needed:

Strengths displayed during internship:

Areas of need displayed during internship:

(extend work experience, additional work experiences, type of employment, work culture, environment, etc.)

Intern Signature Date

Evaluator Signature Date

CEO is a program of TransCen, Inc.
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. . Revolutionizing workforce diversity
Sample Agency Internship Evaluation

Cover Sheet

Intern Name:  Bryce Johwson

Address: 123 Spring Street Swwumerville; WI 55555

creative employment opportunities

Phone: (414) 555-1212 SS#: 333-11-5555

Date of Birth: August 15, 1998

Parent/Guardian: Sheila & Chad Johwson Phone/Email:  soume /scj@google.comv
Counselor: George Smithv Phone/Email:  414-555-4321
geo@google.com

Host Company: Walgreens

Department(s): General stocking & photo-

Supervisor(s): Mawk Chovag (Patti Londow - co-worker)

Start Date: ~ 03/01/12 End Date: 04/15/12

Internship Days/Hours:

Job Duties (list/describe): Face items o shelves; stock new items that avrive (putting new
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1-4pmv 1-4pmv 1-4pmv 1-4pmv 1-4pmv 1-4pm

tems forwowd), assisting invphoto-lab- (processing photos), customer service

Employment History (past internships, employment, volunteer experiences):

Pengey Spices - wawehouse - 11/1/11 to-12/15/11

Joy Cleanery - sorting lawndry & recycling hangers - 1/15/12 - 2/15/12
Volunteers at the local food pantry every Satwrday (has downe this for 3 years)

Interests/Preferences:

Enjoys being around people, but working ow his oww

Prefers activities that requive movement (e.g., bothv stonding and sitting)

Hobbies include riding his bike; Special Olympics (bowling & track), and listening to-
nmusic (country)

CEO is a program of TransCen, Inc.
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Current Financial Status (describe benefits which may be affected by employment; e.g., SSI, SSDI):

Bryce cuwrently receives SSI - av Benefity Analysis will be completed to- identify the inm-
pact his earnings wil hawe ov his benefity and possible work incentives that con be
used to- support hivw o av job- longer term.

Transportation:
Bryce currently rides his bike to- most activities. He did take the bus to-Pengey Spices
but is not able to-trawvsfer (so-av divect bus route would be okay).

Health Status (medication, sensory, communication, personal care needs):

Bryce wears glasses; but doesnw't like to-weowr them and needs to-be reminded. He also-
needs to-be reminded to- clean his glasses from time to-time. Bryce conumumnicates ver -
bally inv 2 -3 word phwrases/sentences. When he iy under stress, it can be difficidt to- unv-
devstand Bryce. If asked to-“say it differently”, Bryce will rephwase his question or
conmunent. Bryce takes Ritalin to-help him focus.

CEO is a program of TransCen, Inc.
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Sample Internship Overview  creative employment opportunities
Evaluate & comment on each work competency listed.

Combine with supervisor’s evaluation to develop recommendations.

Ratings: 4=Excellent 3=Good 2=Fair 1=Needs Improvement

Attendance/Punctuality: Bryce was always 10 mivuites eanly to-wovk and had no-ab- [@) [3 |2 |1

(98]
[\
—_—

Hygiene: Other than reminding Bryce to- cleawn his glasses before his shift, his
hygiene was appropriate for the work exwironment

Response to supervision (from supervisor, co-workers, evaluator): Bryce listened well to-his co- 4 @ 2 1
workers when they gave him new tasks to-complete. He had difficulty asking
for new tasks when he finished and did not take the initiative to- “find’” tasks
to-do-

Ability to follow directions (verbal, written, demonstration, from whom): Bryce followed direc- 4102 |1
tions best when the task was demonstrated by his supervisor or co-worker
ond paived withv verbal instructions.

Tolerance for re-instruction/constructive feedback: Bryce tolerated feedback well if it was 4 @ 2 |1
brief - too-much talking distracted him. If he needed re-instruction ow com-
pleting a tousk, it was best to- show him and wse limited words .

Endurance/Stamina: Bryce has great enduwrance and stamino - he wovked his 3
howr shift every day and did not seem tived or wawrn out after work.

(98]
\S)
—_

Ability to meet productivity requirements: Bryce often would exceed the productivity re- (@ |3 |2 |1
quirementy - often finishing hig stocking awnv howr before his shift ended. This
is where initiative in finding new tasks to-do-or asking his supervisorv/co-
workers for move duties would have helped his performance.

Ability to meet quality requirements: Bryce did what he was told and did the job-well. 4 13| |1
However he did not find tasks to- do-on his own withv regourd, to-keeping the
store cleaw or facing the items o the shelves.

Independent/Interdependent work ability (completing tasks, asking for assistance): Bryce was very 4 13 @ 1
independent - sometimes too- independent. He did not ask for assistoance
when he needed it (e.g., finding aw itenm onv the shelf for stocking - he woulds
keep walking around the store - and oftenv walk past the itesn several times).

Communication (with supervisor, co-workers, customers): Bryce conmuwmunicated withv his co- 4 |3 @ 1
workers and supervisors only when they spoke to-him. Bryce did not initiate
conwersation or ask questions when he did not understand o assigrnment.
He was friendly to-customers, but would not initiate (e.g. asking if they
needed help or saying hello) and would wait for customers to-approach hin.

CEO is a program of TransCen, Inc.
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Initiative: This is o aweau for Bryce to-improve on. Once completed with avtask, |4 |3 |2 O
he would wander awound the storve and did not take the initiative to-find
other tasks to-do- (ewg:, he could always face items o the shelves but would
wait to-be told to-do- s0).

Motivation to work: Bryce is very motivated to-work - he stated that he enjoyed A3 12 |1
this internship because he liked being around people. He also-enjoyed get-
ting his paycheck every 2 weeks!

Learning Style (Logical/Mathematical; Visual/Spatial; Bodily/Kinesthetic; Musical; Interpersonal; Intrapersonal):

Bodily -Kinesthetic and Intrapersonal - Bryce likes to-process informatiow provided to-hinmv
for 2-3 minutes before trying it out on his own.

Adaptations/Special equipment needed: An iPod touch might be helpful to- remind Bryce of other tosks
he could be working on whew he finishes o assigrament from his supervisor. He could be
taught that once he finishes av job; he should look at his iPod touch for other duties to-works
o

Strengths displayed during internship: Once Bryce leawrns the job; he is very efficient. He followed divec-
tions well and has great staumina o the job. Bryce was very productive on the job- meeting ov
exceeding the productivity expectations.

Areas of need displayed during internship: Taking initiative and asking for assistance awe the biggest
areas to-work on. Another awrea to-work o would be initiating conumunication with super -
visor, co-workers and customers.

Recommendations
(extend work experience, additional work experiences, type of employment, work culture, environment, etc.)

Of the 3 work experiences Bryce completed; he liked Walgreens the best. He enjoyed the
work evwironment (his co-workers and the customers) and tasks (sitting to-price
items, stonding and walking, working withv customers). Arvemployment portfolio-that
includes the employer evaluations and letters of recommendation along withphotos
of Bryce doing the vawious jobs will be put together. Bryce couw then go-out withy his
Employment Consultant to-talk with businesses about his work and what he woulds
like to-do-. Working in awv evwivonment withv v vawiety of tasks and interactions would
be the best for Bryce:

Bry ce]a[msan 4/20/12
Intern Signafure Date
Belinda Stmmons 4/20/12

I 1 doze Qo ot Pt
Tvargator—orgiatarc TatC
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