
Summer Internship Meeting 
May 1, 2020 

Ms. McIver
Career Services Specialist

amciver@lcjvs.net



Housekeeping Items  

• Meeting is being recorded

• Tracking Attendance – make sure login name represents you

• No Video

• Mute Audio

• Enter questions in chat 



Congratulations!



Agenda 

• Finding a Job

• Criteria for Summer Jobs

• Job Coach

• Schedule 

• Forms & Documents

• Summer Internship Kick-Off Event 

• COVID-19 Resources



Finding a job 

• Resources
• JVS Job Board https://www.lcjvs.com/protected/JobPostingSearch.aspx

• Ohio Means Jobs https://jobseeker.ohiomeansjobs.monster.com

• Indeed, Snag a Job and other job boards

• Lab Instructor

• Friends & Family

• JVS Career Services-schedule a meeting 

Do not use Craig’s List!

https://www.lcjvs.com/protected/JobPostingSearch.aspx
https://jobseeker.ohiomeansjobs.monster.com/


Criteria for Summer Jobs

• Must be related to your JVS program

• Paid jobs must be documented by paystubs

• A job you’re currently working at will qualify, if it meets the other 
criteria



Job Coach

• Each Summer Intern will have a Job Coach—JVS Staff Member, typically lab 
instructor

• Job Coaches help support Interns:
• Finding a job

• Forms

• Questions and challenges during internship

• Employer Evaluations—feedback on areas intern is doing well in and areas where the 
intern needs to improve



Summer Internship 

Schedule 2020 
MARCH 
March 16 Applications and Job Coach Commitment Form distributed to lab instructors via teacher mailboxes. 
April 9 Applications due to Career Services from instructors. 
 

APRIL 
April 24 Summer Intern candidates announced. 
April 10 Deadline for Job Coach applications. 
April 30 Job Coach Meeting | 2:20pm via Zoom  
 

MAY 
May 1 Intern Meeting | 8:45 - 9:30am via Zoom   
May 15  Student Workshops via Zoom | 9:00am - 10:30am 

  
May 22 DEADLINE FOR INTERNSHIP PLACEMENT - [except any that are already in process] 
By May 22  Educational Plan & Safety Site Check and Training Agreement to be turned in prior to Year End 

Check Out. 
o Needs to take place by May 22nd - after school hours 
o Educational Plan needs to be complete, discussed with and signed by student prior to internship, 

and an emphasis made that this is NOT JUST a summer job! 
o Emphasis on: Training Agreement being accurate and complete, Student’s strengths & 

weaknesses being discussed, learning goals/skills obtained through summer experience, 
legitimate payment method, and Safety Site Check. 



 

JUNE 
Week of June 22  FIRST Site Visit [Contact with intern and employer is mandatory-may be completed virtually!] 

o Review of Intern pay stub is required to ensure taxes are being withheld. 
o Coach the Student - is the student being a responsible employee? Is everything going well? 
o Competency Check - is the employer living up to the Training Agreement? 
o Complete Employer Evaluation Form-indicate date/time & include all necessary signatures. 

 

JULY 
Middle of July    Group Connection Virtual Meeting [Copy of Intern pay stub will be required]  

o Group meeting with interns is to check on their progress. Date and time to be determined by Job 
Coach. Meeting will be conducted virtually via Zoom or other similar platform.  

o Take notes at the meeting, including a list of students who attended 
 

AUGUST 
By August 21    SECOND Site Visit needs to be completed. [Contact with intern and employer is mandatory-may be 

completed virtually!] 
o Evaluation of the process, suggestions for improvement, opportunities for senior employment. 
o Complete Employer Evaluation Form-indicate date/time & include all necessary signatures. 

 

August 28 Paperwork from job coaches turned into Career Services. (Including; Wage and Hour Form and 
Report Card) 

 

SEPTEMBER 
TBD    Summer Internship Celebration of Success - Lunch and recognition of interns. 
 
Dates and activities that are highlighted in yellow are items the student/intern must attend during the school year. 



Forms & Documents 

All forms are on the JVS Website:
 High School
 Forms and Documents
 Summer Internship 2020



Forms & Documents

Training Agreement
• Must be completed before 

work begins

• Job Coach will provide your 
training agreement

• Student, Parent/Guardian, 
Employer, Job Coach, Job 
Coach’s Supervisor and Career 
Services must sign



Forms & Documents

Student Education Plan & 

Safety Site Check Form
• Student Education Plan completed by 

Job Coach and Student

• Student, Job Coach and Employer Signs

• Safety Site Check completed by Job 
Coach along with employer at 
employment location 



Forms & Documents

Hour and Wage Record 
• Update throughout the summer
• Submit at end of August/

beginning of September, when 
school resumes

• Interns must complete at least 
180 work hours to successfully 
complete the program (120 hours 
for COS interns)

• Gross Pay-before taxes and other 
items are deducted 

• Net Pay-after taxes and other 
items are deducted 



Forms & Documents 

Employer Evaluation Sheet –Page 1

• Two evaluations will be completed
• Week of June 22nd

• By August 21st  

• May be done in-person or virtually



Forms & Documents 

Employer Evaluation Sheet- Page 2

• Signed by Student, Job Coach and 
Employer



Forms & Documents

• Problem Solving Tips
• If you’re having problems with 

your supervisor or workplace 
mentor

• If you’re experiencing 
problems with your fellow 
employees

• Please do not feel there is no 
answer to your concerns-
someone will be available to 
help you and there should be 
options to address your issues



Kick-Off Event 

Friday, May 15th 9-10:30am

• Mandatory for all Summer Interns

• Zoom 

• Guest Speakers

• Opportunity to ask questions



COVID-19 Resources 

• Information for employees and employers

https://coronavirus.ohio.gov/wps/portal/gov/covid-19/home

Safety of JVS students and staff is the top priority!

https://coronavirus.ohio.gov/wps/portal/gov/covid-19/home


Questions?????

Ms. McIver
Career Services Specialist

amciver@lcjvs.net


