Executive Internship Expectations for 2016-17
Teacher: Mrs. Jaime Combs      Email: Jaime.combs@stjohns.k12.fl.us
**In order to keep your requested Executive Internship period(s) for the 2016-17 school year, you MUST be employed by the first day of the 2016-17 school year.**
Mrs. Combs will be your point of contact for any questions or concerns.  The mandatory sign-in/out board is located directly outside of her office in Guidance. 
All Students will receive a grade for this course.  Grades will be based on these mandatory requirements:
· Signing in/out DAILY before going to your assigned on-campus internship location OR arriving from/leaving campus for your off-campus job

· Turning in your pay advice and/or signed timesheets from your supervisor MONTHLY (due the last Wednesday of each month)
· You will have a mid-term and end-of-year exam for this course

Information for Off Campus Work or Volunteer Internship Students Only:

· You will be required to turn in copies of your paychecks or timesheets once a month (the last Wednesday of each month). Should your job or volunteer status end, you must notify Mrs. Combs immediately, and you will be reassigned to a course at Nease High School if you can’t find another job within two weeks.  You may not leave campus if you do not have a legitimate job or volunteer position outside the school.  Remember, you must work at least 5 hours per week, per period of school that you miss for your Internship.
· Off Campus Interns will not be allowed to leave campus until the application packet is on file and has been notarized. 
· Off Campus Interns will sign in/out each day. Failure to sign in/out every day will result in a referral to the Dean.  If a student continues to fail to sign in/out, he or she will be removed from the internship courses, no longer be allowed to leave during the school day, and will be assigned an on-campus class.
· Once you have your Internship packet signed, notarized, and on file, you will be able to sign in/out for the classes you have assigned as intern periods.  At no time will you be excused from any other courses for your internship.  You may not leave school early or arrive any later than the designated course periods you have for Interning.  Any missed classes outside of your interning periods will be unexcused absences.
