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What is an Internship?
An internship is a work-based exploratory or preparatory opportunity for students to enhance classroom
learning through practical career-related work experience. Internships open the world of work to youth
and teach them the content, skills and attitudes needed to succeed in a work environment. Internships
provide an opportunity for the student to improve on industry skills acquired during their NCC program.
Internships can be paid or unpaid. Internships can be found in corporate and private businesses,
government agencies and non-profit organizations. All internships should have the primary goal of providing
students supervision and a chance to learn while contributing to the organization’s needs. The participating
students must work for an employer or agency for at least 10 hours per week and attend Northland Career
Center (NCC) every Friday during normal class hours. Students will earn credit after successful completion of
the internship.
A typical internship:
➢ includes developing intentional learning objective goals that are structured into the experience and
supervised by a professional with relevant and related background in the field
➢ promotes academic, career and/or personal development
➢ includes learning objectives, observation, reflection, and evaluation
➢ balances the intern’s learning goals with the organization’s needs
➢ may be part-time or full-time depending on the student availability
➢ involves industry related and soft skill (employability) development
➢ must be carefully monitored and evaluated by supervisor and NCC program instructor to earn credit
towards their NCC program
➢ attends NCC every Friday, unless prior notice with NCC program instructor
➢ clock in and out using T-Sheets for tracking internship hours/days
➢ provides adequate supervision in a reasonably safe environment with the necessary tools to
perform the learning goals agreed upon for the duration of the internship
➢ has a mentor at worksite that meets regularly with intern and communicates with NCC Instructor
An Internship is not:
➢ meant to replace an employee
➢ more than 20% busy work (e.g., filing, covering phone, errands)

Benefits of Hiring a High School Student Intern
One of the more significant advantages to providing internships is the opportunity to select and develop your
future talent. Employers see a return on their investment including increased visibility in their local, national
and international markets; improved employee productivity; and greater ability to create and retain a
talented workforce. Employers receive productive work furthering the mission and goals of their
organizations and are key partners in high school internships.

Student Intern Is Insured
The District School Board of Platte County R-3 School has a Basic Student Accident Insurance Policy with
Wright Specialty Insurance Company that covers all NCC student interns under a 24/7 - 365 day/year
accident plan while the student is participating in an internship. To view our policy, please contact the NCC
Assistant Director.
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Benefits for the Student Intern
Students are seeking opportunities that stimulate their interests and provide real-world experiences.
Students will learn about essential aspects of the world of work, the correlation between school skills and
work skills, and the components of success in the workplace.
A meaningful, purposeful internship program will result in the following for students:
➢ Students are motivated to be successful in school.
➢ Students increase their career preparedness and knowledge of the habits (skills and competencies)
of compensated work. Ultimately, youth understand their own interests and abilities as they relate
to the world of work.
➢ Students increase their skills to respond to the demands of the 21st century workforce and
economy. This includes navigating learning, life, and information technology; understanding
content knowledge and current topics; organizing and allocating resources; and working effectively
with others.
➢ Students demonstrate and improve on their industry skills obtained through their NCC program.
➢ Students build an understanding of themselves as lifelong learners and apply this to their future
education and careers.
➢ Students understand the relationship between work, personal income and lifelong earnings:
compensated internships reinforce the relevance of work in life.
➢ Students strengthen and improve their academic success with behaviors such as enhanced
motivation, attendance, and engagement in learning.

Employer Preparation
Prior to hiring an intern, an employer must understand how interns will fit within the company’s goals and
culture. Since organizations vary in age, size, industry, and product, so too will internship activities. It is
important to determine what kind of program will work best for you.
1. Research and determine the needs and capability of your organization. This can save substantial
time in making adjustments after you have already begun the internship program.
2. Determine what kinds of projects/work assignments do you foresee interns undertaking.
3. Determine what is the minimum experience required to complete projects/work assignments.
4. Determine what is the best time to hire the student intern in partnership with NCC Internship
program and how long the internship should last.
5. Determine the workspace available to support the intern(s).
6. Obtain Employee Buy-in. The most successful internship programs are those that have obtained the
buy-in of employees at all levels. Interns are most successful when they are seen as a welcome
addition to the team.
7. Develop a compensation plan for students. After determining if you are able to offer a paid or unpaid,
yet rewarded internship, the employer should develop a compensation plan. Putting together
documentation regarding the benefits of completing an internship will help facilitate the interviewing
and hiring process for the employer and the students.
8. Explain the Mission, Vision, and Values of the organization and structure for the intern to develop an
understanding of employee and supervisory relationships.
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Employer Preparation Continued
9. Create a position description. Intern employers are expected to provide work experiences that
are both challenging and educational. Creating a position description will ensure that all parties involved
have a clear understanding of the expectations of the intern. Many descriptions vary, depending on the
employer. The following list provides general information of what a description should contain but is not
all inclusive or definitive:
❖ A proper title
❖ A description of the organization and work environment
❖ A clear description of the position, general responsibilities, and learning objectives
❖ The necessary knowledge, skills, and abilities needed to be successful in the position
❖ Clarify start and end date of the internship (if applicable)
❖ Note if it is paid/unpaid
❖ Specify contact information to whom applications should be sent
10. Create a work plan. Programs that do not have a structured plan from the beginning create
opportunities for unclear expectations for the student and supervisor. This can lead to an internship
experience that lacks quality for both the student and the organization. Some suggestions for
maximizing the intern’s success and creating a training plan are as follows:
❖ Provide an orientation to the company and its culture
❖ Provide sufficient and appropriate training
❖ Assign projects that relate to the intern’s area of study
❖ Provide opportunities for interns to get involved with company activities
11. Include Human Resources Department in the internship work plan to insure that students
understand the role of HR in the organization.
12. Interns should have a supervisor and mentor committed to the professional development of others.
Determining day-to-day and week-to-week projects, work assignments, tasks, and responsibilities prior to
bringing your interns on-board will also help your intern become successful in his or her new role. This
may include a schedule and/or training plan that contains standing weekly appointments such as
supervisory and feedback sessions, documented projects, professional development and training
opportunities, etc. This person would contact NCC program instructor or Assistant Director with
concerns, comments, or suggestions. It is important that NCC develop a collaboration with its business
partners.
13. Fill the position. Once parameters for the internship have been identified and agreed upon, you are now
ready to begin recruiting for the position.
14. Execute the Internship. Once the student reports for the internship the first day should include:
❖ Review behavior/performance expectations
❖ Review learning objectives and discuss project assignments
❖ Go over student internship and employee forms and submittal dates
❖ Discuss training schedule (i.e., orientation, professional development sessions, etc.)
❖ Schedule times for supervision and mentor sessions (if not already scheduled)
❖ Look over the NCC Employability rubric to be completed every 3 weeks and returned to NCC.
❖ Provide opportunities for the intern to discuss their expectations
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15. As the internship progresses, employers may have noticed that they have under or overestimated the
capabilities of a student, or what can realistically be accomplished during the internship. It is a good
time to document the performance of the intern, assess their contributions, and reflect upon the
projects assigned to the students, the training received, and what could be done to improve the next
internship.
16. Provide feedback and follow-up to NCC.
❖ Open communication between NCC program instructor and business supervisor and/or
mentor to ensure that the intern is learning and meeting the needs of the employer.
❖ In order to ensure that you as an employer is satisfied with the intern and the program; you
will receive an internship survey to determine additional ways for the school to improve the
program and possibly help future students.
17. Conclude the internship.
There are various ways to conclude an internship. Often, how internships end depends
largely on the performance of the intern and whether or not other internships/jobs will be
available with your business in the future.
o Provide opportunities for all outstanding student/school paperwork to be
signed and filled out.
o Discuss future employment options with the student (if applicable).
o Hold exit interview with the intern to discuss the experience.
o
o

Complete NCC Exit Survey, which will be sent electronically.
Provide a letter of recommendation for the student (if applicable).

Student Preparation
In order for both the student and the employer to get the most out of the time spent together during the
internship, the student must possess a reasonable knowledge of their responsibilities and expectations.
Student must provide their own transportation to and from the internship site. It is expected that each
intern has completed the following responsibilities prior to beginning the internship.
1. NCC program instructor recommendation.
2. Students are eligible for an internship during the second semester of their senior year or fourth
quarter for 1st year seniors.
3. NCC CTE program and NCC English grade of B or better.
4. Attendance must be within NCC guidelines.
5. Agree to follow the NCC Citizenship Clause.
6. Research and knowledge of the business/employer discussed with instructor and NCC Assistant
Director.
7. Attendance of internship professional development training and orientation from NCC.
8. Submission of supporting documents and enrollment in T-Sheets attendance tracking.
9. Agree to attend NCC every Friday during internship.
10.Acceptance of placement tendered by internship provider.
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How do I get interns?
Interested business partners can fill out the business information form found on the Northland Career Center
(NCC) website at: northlandcareercenter.com. Students will receive information about potential job openings
from their program instructor and posted in the specific program classroom.
There are a lot of ways to get involved with NCC. An excellent way to see what students are learning is by
assisting with the program mock interviews or participating on a program advisory committee. Contact the
Assistant Director at NCC or program instructor directly if you and/or your company is interested in learning
more about opportunities to partner with NCC.
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Internship - Student Training Agreement
Insert name of company: ___________________________________________________________intends to employ
(name of student): ___________________________________________on this date: _________________________

as a (job title/description): __________________________________________Program: _______________________
for____________days per week: ________________hours per day, between the hours of ________AM ________PM
Student Street Address: ____________________________________________________________________________
Cell phone:  _______________________________Preferred Email: _________________________________________
Company Address: ________________________________________________________________________________
Supervisor Name: _______________________Cell Phone: ___________________ Email: _______________________
EMPLOYER RESPONSIBILITIES: The employer agrees to place the student in the work specified above for the purpose of providing
occupational experience of instructional value. The work activity will be under the supervision of a qualified supervisor and have
frequent open communication between student intern and NCC program instructor. The work will be performed under safe and
hazard-free conditions. The student will receive the same consideration given other employees with regard to safety, health and
general work conditions and other policies and procedures of the firm. The employer will adhere to all State and Federal
Regulations regarding employment, minimum wage, and will not discriminate in employment policies, educational programs or
activities for reasons of race, sex, color, religion, national origin, marital status, age or handicap. Supervisor will need to complete
an NCC Internship Employability Rubric to be submitted every 3 weeks during the internship.
TEACHER & NCC RESPONSIBILITIES: The teacher agrees to visit each student at the training station no less than one time per
grading period and will continue a close working relationship with the person to whom the student is responsible while on the job.
The teacher & NCC shall attempt to resolve any complaints through the cooperative efforts of all parties concerned. The teacher
will meet with the student's parents or guardian prior to the job placement and communicate as needed during the school year.
PARENT/GUARDIAN RESPONSIBILITIES: The parent or guardian agrees that the trainee may participate in an internship program.
Contact NCC program instructor if concerns or questions arise.
STUDENT RESPONSIBILITIES: The student agrees to follow rules and guidelines established by the school, employer and NCC
program instructor regarding hours of work, school attendance and procedures. When absent from school without a valid excuse,
the student should not be permitted to work. Student must document attendance in accordance with NCC guidelines and attend
NCC every Friday, unless prior notification with program instructor. The student must provide their own transportation to and
from the internship site and must maintain an average grade of at least a B or better in their CTE program and NCC English
coursework. The student needs to keep their CTE instructor and internship supervisor/mentor aware of any hardships or concerns.
Interns must complete Student Internship Evaluation and Reflection electronic form.
WE, THE UNDERSIGNED, have read this Training Agreement and understand the conditions and provisions contained therein.

Employer

Date

NCC Instructor

Date

Student

Date

Parent/Guardian

Date

Sending School Principal

Date

NCC Assistant Director

Date
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Student Internship Checklist
Date: ________________________________
Current resume
Program instructor recommendation
NCC program grade B or better
NCC English grade of B or better
Attendance within NCC guidelines
Approved internship site by NCC instructor
Attendance at NCC internship PD training
Approval from home high school Principal
Approval from parent/guardian
Approval from NCC Assistant Director
Read Student & Employer’s Guide to Internships
Sign up to use T-sheets
Agree to attend NCC every Friday
Agree to follow NCC Employability Standards
Agree to complete Student Internship Evaluation
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Student Name:

Descriptor:
Criteria:

Proficient/Meeting
Expectations
Exceptional/ Beyond (This is the target
to hit to be
Expectations
successful)
Strive to get
above the target

20

Internship:

18

Basic/Near or
Approaching
Expectations

15

Below
Expectations/
Needs
Improvement/
Lack of
willingness or
Effort

13

Attendance and
Punctuality
(Supports Standards
1.1, 1.2)

Work Ethic/Personal
Responsibility
(Supports Standards
3.1, 3.2,
3.3, 8.1, 8.2, 8.3)

Exceeds
Proficient - Always
expectations, will stay
on time.
late or come in early.

Exceptional work
ethic and personal
responsibility, always
goes above and
beyond expectations.

Attitude and
Willingness to
Learn/Leadersh
ip and
Teamwork
(Supports Standards
4.1, 4.2,
4.3, 7.1, 7.2, 7.3)

Exceptional attitude
and willingness to
learn. Goes above
and beyond when
demonstrating
leadership and
teamwork.

Critical Thinking
and Problem
Solving/
Organization and
Prioritizing
(Supports Standards
2.1, 2.2,
2.3, 5.1, 5.2, 5.3)

Demonstrates
exceptional problem
solving and critical
thinking skills, Seeks
additional tasks,
highly motivated and
organized.

Communication
(Supports Standards
6.1, 6.2,
6.3, 6.4)

Exceptional
communication both
verbal and written.
Goes above and
beyond expectations
when
communicating.

Proficient Always
demonstrates
excellent work
ethic and
personal
responsibility.

Proficient Attitude
and willingness to
learn. Meeting
expectations on
leadership and
teamwork.

Proficient
problem solving
and critical
thinking. Mostly
organized and
prioritizes work
with little
supervision &
direction.

Proficient
communication
skills with
supervisor and
others.

Occasionally late or
absent.

Often late and/or
has multiple
absences.

Approaching
Occasionally
expectations with work
demonstrates
ethic and personal
good work ethic
responsibility,
and personal
occasionally needs
responsibility
but
guidance and
needs redirection
supervision.
and monitoring.

Mostly has a positive
attitude, willingness to
learn, and leadership.
Approaching
expectations when
working with teams.

Sometimes makes
accurate, well
informed decisions.
Occasionally
disorganized and
needs help with
prioritizing work.

Approaching
expectations when
communicating to
supervisors and
others. Needs some
improvement on
communication skills
both verbal and
written.

Needs
improvement on
attitude and
willingness to
learn. Doesn't
initiate
leadership and
lacks effort
when working
with teams.

Unacceptable
Concerning
Behavior or
Attendance

11
Has unacceptable
attendance,
constantly late.

Does not
demonstrate good
work ethic and
personal
responsibility,
needs constant
supervision.

Has a poor attitude
and willingness to
learn. Never takes
on leadership roles
and is unwilling to
work with teams.

Needs
Rarely makes
improvement on
accurate,
problem solving
welland working
informed decisions.
through critical
Disorganized work
thinking, Needs
station and often
direction on
needs explanations
staying organized
of routine work.
and prioritizing.

Does not
always
effectively or
appropriately with
supervisor and
others.

SCORE

Needs constant
reminding to
contact
supervisor.

Please provide feedback on each criteria for
student while participating on internship:

Internship Supervisor Feedback

0

0

0

0

0

Supervisors Signature: _____________________________________ Date: _____________________

Northland Career Center

8/2019

Glossary
ACF

American Culinary Federation industry certified exam demonstrates skill,
knowledge and professionalism to the food service industry for Culinary Arts
students.

ACTE

Association for Career & Technical Education, a professional organization for
Directors and Instructors of Career and Technical Education, there is also a
Missouri affiliation – MOACTE.

ASE

Automotive Service Excellence is a professional certification that certifies
professionals and shops in the automotive repair and service industry taken by the
Diesel Technology students.

AWS

American Welding Society offers welding students the option of
several AWS Welder Performance Qualification tests based on the AWS D1.1
Structural Code standards, which are the exact same weld test they would be
taking for AWS Certification in the Industrial Welding program.

CDA

Child Development Associate is an industry recognized credential exam that
students in the Teaching Professions can achieve, preparing them to work with
children under the age of 5.

CNA

Certified Nurse Assistant is an industry recognized credential exam that Health
Science I students can achieve.

CPR

Cardiovascular Pulmonary Resuscitation is taught to Health Science I and Teaching
Professions students and cards issued through the American Heart Association.

CTE

Career and Technical Education - Northland Career Center is a CTE center serving
13 High Schools in the Northland of Kansas City.

CTSO

Career and Technical Student Organization which include SkillsUSA, FFA, FCCLA,
and NTHS are CTSO’s offered at Northland Career Center.

Employabilit
y Standards

Northland Career Center has created in partnership with our business partners to
develop employability standards used by all of NCC programs.

FCCLA

Family, Career and Community Leaders of America is a co-curricular organization
that aims to help youth with family bonds, careers, and participation in the
community that is offered to students in the Teaching Professions program.

HEAT

Heating Electrical A/C Technology is an industry credential for HVAC/R student to
prepare them to work in the HVAC/R field.

Industry
Certification
MOASK

A third party assessment developed by business organizations to demonstrate
knowledge of specific skills. Industry Certifications as used by Missouri
Department of Education are identified by the Missouri Workforce
Development Board as supporting the economic development of the state.
Agriculture Education has 15 different exams developed for Agricultural Education
students.
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MOLESK

Missouri Law Enforcement Skill Assessment taken by the Law Enforcement/CSI
students.

MT1

Manufacturing Technician Level 1 exam is an industry credential for Production
Technologies.

NATEF

National Automotive Technician Education Foundation (ASE) assessment of
technician training for the Diesel Technology students for Automotive Service
Excellence

NCC

Northland Career Center, 1801 Branch Street, Platte City MO 64079 is part of the
Platte County R-3 School District. NCC is a CTE school that has 12 programs with
embedded English and Math and emphasizes work ready soft skills and technical
skills for today’s workforce.

NCCER

National Center for Construction Education and Research for the Construction
Technology students.

NetPlus

TestOut network certification test for IT Professionals students.

NOCTI

National Occupational Competency Testing Institute is a test bank used for several
programs at Northland Career Center.

NTHS

National Technical Honor Society is a n honor society for outstanding career and
technical students of workforce vocational education institutions in the United
States.

OSHA 10

Occupational Safety and Health Association Test taken by various programs at
Northland Career Center.

PBL

Project Based Learning is a teaching method in which students gain knowledge and
skills by working collaboratively for an extended period of time to investigate and
respond to an authentic, engaging and complex question, problem, or challenge
and present to an authentic audience.

PCPro

TestOut computer repair training and certification test for students in the IT
Professionals program.

PCR3

Platte County R-3 School District, Dr. Mike Reik, Superintendent, 998 Platte Falls
Road, Platte City, MO 64079 816-858-5593

S/P2

Safety and Pollution Control Certification is the automotive industry standard for
online safety and pollution prevention training, with courses that provide the
knowledge and skills necessary for students/employees to complete their work
effectively, efficiently, and safely in the Diesel Technology program.

ServeSafe

Food and beverage safety certification that students enrolled in the Culinary Arts
program complete each year.

SkillsUSA

A national partnership of students, teachers and industry representatives working
together to ensure America has a skilled workforce. SkillsUSA is a national
membership organization serving high school students who are preparing for
careers in trade, health occupations and technical and skilled service occupations.
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TestOut

Industry IT computer/software program for IT Professional program

TSA

Technical Skill Attainment/Technical Student Assessment, used as an end of course
exam for programs in Career and Technical Education and NCC.

YDC

Youth Development Credential is an industry recognized credential exam that
students in the Teaching Profession can achieve, preparing them work with
children over the age of 5.

NCC Partnering Sending Schools
East Buchanan High School

Park Hill High School

Kearney High School

Park Hill South High School

Liberty High School

Platte County High School

Liberty North High School

Saint Pius X Catholic High School

North Kansas City High School

Smithville High School

Northland Christian High School

Staley High School

Oak Park High School

West Platte High School
Winnetonka High School
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