f
\ J C Expectations for Youth Internship

Welcome to a new and exciting experience — the Out Of School Youth Internship Program.
In order to ensure that you make the most of your internship experience, we ask that you abide

by the following rules.

1. I'will attend an interview and an orientation meeting (with Internship Coordinator and Site
Supervisor) to determine suitability and company expectations before starting my intern-
ship.

2. 1 will attend two (2) workshops hosted by YJC staff which focus on employer expecta-
tions, interviewing skills, resume building, informational interviewing, etc. One of the two
workshops must be completed prior to being placed in an internship and the other can be

completed during the internship.

3. I will communicate with my career advisor every 2 weeks to discuss my progress in the
internship. | will also participate in a mid-point evaluation meeting after 100 work experi-

ence hours are completed.

4. | will consult my career advisor if | need help communicating my needs or concerns to my

site supervisor. | will address any conflicts that arise in a meeting with all parties.

5. I will arrive at the job site 5 minutes early to make sure | am on time for work. Chronic

lateness (more than 2 tardies) is grounds for internship termination.

6. | understand that if | do not show up for work and do not notify my site supervisor and

career advisor that this is grounds for dismissal and my internship will be terminated.

7. lunderstand that | am only permitted two (2) excused absences during my internship and
no more than two days. | must contact my supervisor as early as possible if | cannot

come to work that day (at least two hours prior to my scheduled time).

8. 1 will refrain from using my cell phone during work hours and will keep it off or on vi-

brate (until break or the end of shift).

9. | will adhere to the dress code of my internship site and utilize clothing referrals if needed

for additional professional attire.

10. I will abide by the rules and regulations established at my internship site.
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11.

12.

13.

14.

15.

| understand that | am a representative of the YJC and must demonstrate
professionalism at all times at my internship site. This means that | will take initiative
to find work when a task is completed by asking my supervisor what | can do next. |

will not take extra breaks or wait to be told what to do.

| understand that | will not receive pay if | call in sick and do not work. | will only receive

pay for the hours that | actually work.

I understand that my timesheet must be filled out completely in order to be processed.

The site supervisor must initial and sign off on hours for the intern to be paid.

I will fax my timesheet on the last day of the two-week pay period by 3 PM to my
internship coordinator/career advisor. | will call and notify my advisor before | fax it and

| understand that if it is late, my paycheck may not be received on time.

I will pick up my check and sign for it the week following the end of the pay period. |
understand that my Career Advisor will contact me as soon as the check is ready for
pick-up. | will not make repeated calls to my Career Advisor to inquire about check

status.

| have read and understand the expectations detailed here. | agree to abide by them in
order to stay active in the Out of School Youth’s Internship Program.

Intern Signature Date

Property of the Youth Job Center of Evanston, Inc.
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