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	THE NEW YORK CITY DEPARTMENT OF EDUCATION
Office of Postsecondary Readiness
Work-Based Learning Resource Center
28-11 Queens Plaza North, Long Island City, NY 11101
718.391.8558 / WBLBOX@schools.nyc.gov
	SY:

Program:

JRC
Term:





Supplemental Internship Fund – Training Plan

All fields must be complete; form must be signed by all participants & both pages must be scanned and emailed to the WBLRC at WBLBOX@schools.nyc.gov
	Student Information
	Date Completed:
	April 18, 2014

	
	
	

	STUDENT:

	First Name:
	Student
	
	Middle Initial:
	
	Last Name:
	Sample

	School:
	Example HS
	
	Current Grade Level:
	12

	Field of Study:
	
	
	Expected Graduation date:
	6/2014

	WBL Coordinator:
	Debra Lesser
	
	OSIS #:
	

	
	
	
	
	


	Internship Provider Information

	WORKSITE:

	Worksite Address:
	Justice Resource Center
	
	Industry / Sector:
	Law-related education

	Number & Street:
	122 Amsterdam Avenue, Rm 504

	Borough:
	New York
	
	State:
	NY
	ZIP Code:
	10023

	
	
	
	
	
	
	


	INTERNSHIP PARAMETERS:

	Start Date:
	10/21/2013
	End Date:
	5/18/2014
	Projected Hours/Week:
	8

	School Providing Credit (yes/no):
	no
	Notes:
	

	
	
	
	
	
	


	SUPERVISOR:

	First Name:
	Debra 
	
	Last Name:
	Lesser

	Phone:
	212-580-5905
	
	Extension:
	n/a

	Fax:
	212-580-5918
	
	email:
	dlesser@schools.nyc.gov 

	
	
	
	
	


	Job Description and Information

	Job Title:
	Legal Education Intern

	Job Description:
	Duties include but are not limited to:

-Track Work-Based Learning internship placements, student interns and payment
-Complete Excel database of partner NYC MENTOR high schools 

-Research law firms in NYC and DC for expanding the JRC MENTOR program

-Write thank you notes to volunteer judges and court staff 

-Respond to phone calls from teachers and attorney coaches about high school Mock Trial competition
-Assist with organizing office files and educational materials 



	
	
	
	
	
	


Instructions for Completing the Learning Plan: Each CTE Internship must have a Learning Plan in place that includes:

1) Defined learning goals for the intern that cover both:
a. Technical Academic Skills / Content being taught in the student’s CTE Program

b. General Work Readiness / Interpersonal Skills such as “Organizes and Maintains Information,” “Participates as a Member as a Team,” or “Integrity / Honesty.” See page 3 for more information.
2) Specific Job Tasks available at the worksite that give the intern a chance to practice and improve those skills, and
3) Evidence or Outcomes that allow the student to demonstrate that the goals have been met or exceeded.

The template below is provided as an option. Many schools and programs develop forms for student Learning Plans that are specific to their students’ CTE field of study. Please feel free to attach that form instead.

	Learning Goals 

	Fundamental Law-Related Skills
	Related Job Tasks

	Evidence or Outcome


	4.4 Memorializing and Organizing Information in an Accessible Form 
	Update and maintain Excel database of NYC MENTOR high schools and their contact information
	Completed database used for contacting schools about law courses and MENTOR activities 

	10.3 Establishing Relationships that are Professional and Respectful
	Respond to phone calls from teachers and attorney coaches about high school Mock Trial competition
	Informed teachers and coaches with confidentiality and accuracy

	9.2 Developing Systems and Procedures to Ensure that Time, Effort, and Resources Are Allocated Efficiently
	Track Work-Based Learning internship placements, student interns and payment
	Supervisor is well-informed about program and colleagues understand the WBL duties

	10.3 Establishing Relationships that are Professional and Respectful
	Write thank you notes to volunteer judges and court staff
	Judges and court staff express appreciation and are willing to volunteer for the following year

	1.1 Identifying and Diagnosing the Problem
	Assist with organizing office files and educational materials
	Consistently volunteers to help around the office and can be relied on to work with others to complete projects 

	3.3 Understanding of the Process of Devising and Implementing a Coherent and Effective Research Design
	Research law firms in NYC and DC for expanding the JRC MENTOR program
	Wrote and revised multiple drafts based on feedback from supervisor; final draft is used for expanding program


	Supervisor / Student Agreement

	As an Intern, working under the auspices of the Work-Based Learning Resource Center, I agree to the following:

	1) To pass a company medical exam, drug screening, and fingerprinting, if required;

2) To commit to a non-interrupted internship;

3) To maintain excellent attendance and punctuality at the work site, and to call my work site supervisor if I am going to be late or absent;
	4) To dress professionally while at the work site;

5) To complete tasks assigned by my work site supervisor; to complete all assigned WBL projects;

6) To keep my own personal folder that contains check stubs, copies of my time sheets, WBL projects, task planners, and updated resume

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Student
	
	Date
	
	Host Supervisor/HR Rep
	
	Date

	
	


	DOE Confirmation

	Only those students who attend NYC Department of Education schools are permitted to participate in this program.  Students who have graduated or withdrawn from high school are not eligible.

	

	As a duly authorized representative of the Department of Education, I affirm that I have visited the internship worksite and that the host supervisor is familiar with the Internship Host Agreement, and can provide the educational experience described.

	

	
	
	
	
	

	Signature – WBL Coordinator
	
	School/Program
	
	Date
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