Executive Internship (Off-Campus/Co-op) and Voluntary Public Service (On-Campus Internship) Syllabus: 2019-2020
Instructor: Mrs. Jaime Combs      Email: Jaime.combs@stjohns.k12.fl.us
Text the code @nhsint2019 to 81010 for important text alerts!  All class announcements will be texted via remind and posted to Schoology.
Mrs. Combs is your instructor this year, and will be your point of contact for any questions or concerns.  If you have any questions or concerns, you can go to the front desk to ask to speak with Mrs. Combs, or you can email her at jaime.combs@stjohns.k12.fl.us
All Students will receive a grade for this course.  Grades will be based on these mandatory requirements:
Executive Internship (Off Campus/Co-op) Students
· Off Campus Interns/Co-op students must scan in/out DAILY using your Nease student ID at the front gate when leaving for your afternoon Executive Internship periods OR arriving to school after your morning Executive Internship periods.  Off Campus Internship students MUST have their Nease student ID every day in order to scan in/out. If you do not have your ID to scan in/out, you will have to buy one from the Media Center  (25% of quarter grade)
· Off Campus Interns are required to turn in supervisor evaluation forms AND pay stubs or official work schedules/timesheets MONTHLY (due the last Wednesday of each month). Supervisor forms can be printed from Mrs. Combs’ internship webpage or Schoology page, or picked up at the Internship Desk in the front office.  Students must staple the completed supervisor evaluation form to pay stubs, copies of official work schedules/timesheets, or written timesheets signed by a supervisor, and turn them in to the “Off Campus” paperwork box located at the Internship Station outside the front office. The paperwork box will be made available when monthly paperwork is due, the last Wednesday of each month (75% of quarter grade)
· Off Campus Interns must complete a midterm and final exam for this course

Voluntary Public Service (On Campus Internship) Students

· On Campus Interns must sign in/out DAILY at the Internship Station, located outside the front office, before going to your assigned on-campus internship location (25% of quarter grade)
· On Campus Interns must turn in a signed supervisor evaluation form, completed by the Nease staff member they are assigned to assist daily.  Supervisor forms can be printed from Mrs. Combs’ internship webpage or Schoology, or picked up at the Internship Desk in the front office.  On Campus Interns will turn the forms in to the “On Campus” paperwork box located at the Internship Desk in the front office. The paperwork box will be made available when monthly paperwork is due, the last Wednesday of each month (75% of quarter grade)
Information for Off-Campus Internship (Co-op) Students Only:

· Remember, you must work at least 5 hours per week, per period of school that you have assigned to Executive Internship classes.

· Off-Campus Interns will not be allowed to leave campus until the application packet is on file and has been notarized. You can find a notary at your local bank. Mrs. Combs will put a stamp on your ID when your paperwork is completed.
· If you lose your job, you must notify Mrs. Combs immediately, as you only have two weeks to find another job, or you will not be able to earn credit for that month’s work, which will seriously damage your course grade.  If you cannot find another job quickly, you will be reassigned to a course at Nease High School in order avoid getting an F in the Executive Internship class.  You may not leave campus if you do not have a legitimate job outside the school.  

· You will be required to turn in proof-of-work paperwork (in the form of copies of paystubs or official timesheets/work schedules) and a supervisor evaluation form each month. Supervisor forms are available on Mrs. Combs’ Executive Internship website, Schoology site, and at the Internship Desk in the front office. You will get a grade for the monthly paperwork assignments.  Please turn them in to the collection bin on the LAST WEDNESDAY of each month, located at the Internship Desk in the front office.  This is a requirement to remain an Off-Campus Intern. Once the last Wednesday of the month arrives, students will have five school days to turn in their supervisor form and paystubs/timesheets without any late penalty.  After the five school days, students will only be able to earn 85% late credit for each assignment.  The proof-of-work paperwork is a state requirement to earn credit in the course. Without it, a student will fail the course.
· Below are all the monthly paperwork due dates. You must turn in your paystubs/timesheets and supervisor evaluation forms on these dates to prove you worked your required hours (5 hours per week, per period of Executive Internship) for the month:  August 28th, September 25th, October 23rd, November 26th (the Tues before Thanksgiving Break), (none for Dec-exam instead), January 29th, February 26th, March 25th, April 29th, (none for May-exam instead)
· Off-Campus Interns will scan in/out each day at the front gate of the school.  Off-Campus interns MUST have their Nease student ID with them daily to scan out for the afternoons or scan in if Executive Internship courses are scheduled for the morning.  Failure to scan in/out every day will result in a 0% for that week’s scan in/out grade.  If a student continues to fail to scan in/out, he or she will be removed from the Executive Internship courses, no longer be allowed to leave during the school day, and will be assigned an on-campus class. Students are NEVER permitted to scan out earlier than the start of your first Executive Internship period, nor can you arrive late to an Academic class due to work, if your Executive Internship periods are in the morning. Any missed classes outside of your interning periods will be unexcused absences.  

· Off-Campus interns are not allowed to remain on campus during their Off Campus Executive Internship periods.  Students must leave campus for their designated periods, regardless of any after-school activities they attend.  If you have sports practice or rehearsal events after school, you are still required to leave Nease’s campus for any afternoon Executive Internship periods, and then you may return after the school day has ended.

Information for On-Campus Interns:

· On-Campus Interns will sign in/out each day at the Internship Station located outside Nease’s front office. Students are assigned internship locations; they cannot select their own.
· On the last Wednesday of each month, you must turn in a supervisor evaluation form, filled out by your assigned internship teacher.  Once the last Wednesday of the month arrives, students have five school days to turn in the supervisor evaluation form without any late penalty.  After those five school days, an on-campus intern can only earn 85% credit for their form.  Drop off your monthly supervisor form in the bin located in at the Internship Desk in the front office. Here are the due dates: August 28th, September 25th, October 23rd, November 26th (the Tues before Thanksgiving Break), (none for Dec-exam instead), January 29th, February 26th, March 25th, April 29th, (none for May-exam instead)
· If you fail to sign in, or sign in and do not report to your assigned internship location, you will be reported to the appropriate Dean for skipping and placed on probation for the remainder of the semester. Once placed on probation, dismissal from Internship is possible if you fail to follow the rules and guidelines for interning. 
· Behavior as an Intern: You are in the teacher’s classroom or in an office position to be helpful, this is an opportunity to learn how to work and follow directions. Please keep this in mind when making your behavior choices. You should be an exemplary student at all times. This includes being respectful to the teacher and the students who are learning, to any Nease staff members, or Nease guests. Think of your internship as a job.  If you make decisions at school which result in disciplinary action, you may lose the opportunity to continue in the on campus internship course, and will be switched to another available elective class.
· On-campus internship is entitled Voluntary Public Service for the first semester, and Peer Counseling for the second semester. 
Remember to sign up for Internship Course text alerts, which include important reminders about required paperwork deadlines. Text the code @nhsint2019 to 81010 for text alerts.
