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Summer Internship Meeting
May 1, 2020

Ms. Mclver
Career Services Specialist
amciver@lcjvs.net



Housekeeping ltems

Meeting is being recorded

Tracking Attendance — make sure login name represents you
No Video

Mute Audio

Enter questions in chat



Congratulations!
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Agenda

* Finding a Job

 Criteria for Summer Jobs

* Job Coach

* Schedule

* Forms & Documents

* Summer Internship Kick-Off Event
* COVID-19 Resources
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Finding a job S e

* 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/
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Criteria for Summer Jobs Y -

* 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
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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
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MARCH
March 16
April 9

APRIL
April 24
April 10
April 30

MAY
May 1
May 15

May 22
By May 22

Summer Internship

schedule 2020

Applications and Job Coach Commitment Form distributed to lab instructors via teacher mailboxes.
Applications due to Career Services from instructors.

Summer Intern candidates announced.
Deadline for Job Coach applications.
Job Coach Meeting | 2:20pm via Zoom

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

DEADLINE FOR INTERNSHIP PLACEMENT - [except any that are already in process|
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 22" - 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!]

ULY
Middle of July

AUGUST
By August 21

August 28

SEPTEMBER

TBD

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.

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

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.

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

Summer Internship Celebration of Success - Lunch and recognition of interns.

Dates and activities that are hichlichted 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
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STJDENT TRAINING AGREEMENT
FOR JOB PLACEMENT & WORK-BASED

Surmemer Inie rrebdp

Early Job Facement |

F Oorms & D ocuments oo —
Training Agreement = ————

* Must be completed before s g et r o et
work begins E—— |

* Job Coach will provide your TR Il i M A e

1

training agreement e -
e Student, Parent/Guardian, ;

Student kb Title ) Stusent Wages

Shills flompetencles Learmed In The Carger Techalcal Lab (StudentLab Instracior)

Employer, Job Coach, Job : :
Coach’s Supervisor and Career ;' _
Services must sign . :

EMPLOYER COPY
Thb Tridisig Ageeemvnt 15 06 b 5and by Lorale Ty JYS ansdenis wiis are placed i johi or work-hsied lsarning aaperimces prisr io gradmden, sad relaisd
b thee iipdedl’ s @ ardei e bl programe Al puisdlees of the Fair |abar Siasdendi Aot will b Fallesrsd for siads oo mnder e apn of U8, AN porg bayeed wiad pis
vl bt gvverid Ry Workery' (U eenpmcaiise marsncs sad pald o sccerdande wiih 5l Gceral, siaie and lecal wape sed a3 repuiationa.

“The Lorada Ceaary Jedar Vocatoaal Lot Memia dedr sor Arcnivinas o she Basle g racs, colar, nasena asipia. roc furdldT or oge or &9 propqeer s’ acebaier,
awd prowides ey’ aocrie & i o Sooats aond etler desigaand jant prewps ©




Forms & Documents

Student Education Plan &

Safety Site Check Form

* Student Education Plan completed by
Job Coach and Student

e Student, Job Coach and Employer Signs

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

Summer Internship Program ‘?er
Student Education Plan

STUDENT FROGEAM

O  Student Learning Goals for Summer Internzhip s esvisiomed by the istern)
1)
1) |
I

o Learning Coal: for the Summer Tntern (s proposed by the TVS Job Cosch)
1)
I
Y

O  Strength: and Area: for Improvement

Sirenzihs Areas for Improvement

O Eeview Training Agresment, specifically in the areas of
= Career-Techmical Slall='"Competencies of Student Already Learned in Lab
= Career-Technical Skalls'Competencies To Be Learned on the Job

O  Eeview of Proper Payvment Method — taxes withheld and covered under
Worker':s Compensation

Student Siznature Date
Job Coach Siznature Diate
Employer Signature Date

A COPY GOES TO EMPLOYEER, JOB COACH AND CAREER SERVICES OFFICE




Forms & Documents

Hour and Wage Record
* Update throughout the summer
e 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

NAMNE:

LORAIN COUNTY JVS

HOUR AND WAGE RECORD

PROGRAM:

EMPLOYER:

DATE HIEED:

This completed form MUST be returned to Career Services at the Students debrief meeting in September!

Pay Period’
Check Diate

Check Number

Hours Worked This
Pay Period

Gross

Pay

Net Pay

TOTALS




Forms & Documents

LORAIN COUNTY JVS
EMPLOYER EVALUATION SHEET

Employer Evaluation Sheet —Page 1 ... ——

Drate: Time In- Time Chat:

e TW O evd | u at | ons w | I I b ecom p I Ete d PLEASE CHECK THE ITEM IN EACH CATEGORY THAT IS MOST DESCRIPTIVE OF THE ABOVE NAMED STUDENT

e Week of June 22"
* By August 21st

* May be done in-person or virtually

PUNCTUALITY

Always on ome (4)

Tisually oo time (3.5)

Owccasionally late; should improwe (2)
Frequently late (1)

PERSONAL APPEARANCE
HNeat; always appropriately and amractvely groomed (4)
Meat; nsually appropristely and atractively groomed (3.5)
MNeat; not always appropriately groomed, bt not wmtidy (2)
Owcasionally untidy (1)

SOCIAL ADAPTARILITY
Stimmilating, creative; has leadership ability (4)
Well-liked, friendly, cooperative (3.5)
Indifferent, lacks warnth; occasionally offends (2)
Orften defensive (1)

PLANNING, ORGANIZATION, EXECUTION OF WORK

Wrk is well-planned snd crganized (4)

Work is nsually carried through (3.5)
Some planning; does not take all facts into consideration (2)
Mo plan of work or organizaton demonsmated (1)

ATTITUDE TOWARD STPERVISTON
Seeks snggestions for mprovement (4)
Usually applies suzgestions offered (3.5)
Ienores suggestions for Improvement (2}
Fesentfl of suggestions; defensive (1)

QUALITY OF WOREM ANSHTP
Acoarate and efficient; fonctons mdependently or with Lirde supervision (4)
Acoarate and efficient; needs occasionzl supenvision (3.5)
Makes errors without commecting them: needs Traquent supervision ()
IMesds close sapervizion at all gmes (1)

INITIATIVE AND RESOURCEFULNESS
Demonsirates inifistive and resourcefilness (4)
Miederate resourcefnlness and inidasive (3.5)
Below average mitative and rescurcefilness (1)
Seldom demonstrates initistive and resowrcefulness (1)

VEREBAL AND WRITTEN COMMUNICATION SEILLS
Clear and concise; commmmicates well (4)
Clear and concise in most simations (3.5)
Able to express in acceptable terms, room for Improvement (2)
Expresses information poarly (1)

CIETOMEREMPLOYER SERVICE
Provides superior customer service mchudng fendliness,
responsivensss, helpfulness and resourcefiiness (4)
Usually provides good onstomer service (3.5)
Exhibits imited customer service skills (2)
Mesds frequent reminders to provide better quality service (1)



Forms & Documents

Grading Scale: (Final grade will be blended with the lah grade & desermined by lab insrueror)

A - Excellent, smedent is performing above expectations (33-34)

B - Above dverage, smdent can perform most assimuments with minimal supenvision (29-32)

Employer Evaluation Sheet- Page 2 .

* Signed by Student, Job Coach and T
Employer —

Printed Name & Title: Sigmarure:; Date:

- Safiyfrcrery, stadent can perform assisnments with Supervigon (26-28)

"'1

Unaceepiable Performance, student will be dismissad (0-21)

SupervisorAdentor Comments:

JVE Insrretor

Printed Name & Tile: Sigvarure; Dt

SupervizorMentor Commumis:

Srudens

Printed Name & Title: Siemarure; Date:

SupervizorMentor Comments:

Lorain Coumnty TW5 | 15181 State Foute 58 | Oberling OH 44074 | 440-774-1051 | Lgjvs.com



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
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FROBLEM SOLVING TIPS
-:::::;
P2 1f poss are excpersencing a protlens with pous supersor warkmlace mentor, plesse oesider these
opdons

o Call ouz joi pomch, 2k deern b Eelp you woels thooush your toeme
o Tealk o your supervisce diveztly
-:l-i
#ﬁ‘ﬁmmwapﬁﬂmiyﬁrmlﬂmmﬂzmm
o Talkto your saperrisooiob mentor
o Call ouz joi pomch, 2k deern b Eelp you woels thooush your toeme
.:--i
Fﬁ‘ﬁmmmam’ﬂmﬁ%?ﬂnmﬂniﬂml
Rorreedh oy il gl propuhoriatio wan oitio! rogeeodhwhi ol ingfor e e o
o Ui yoae peesonn] resourmes, Le, perents, peladves, Stends, medeioes, whe
o Do NOT ask llowr sxplopess for 2 rde veless absolutely pecessary
o Call pouz joi pomch, 2k deemn ba Eelp you woels thooush your toege — maaybe vour hors
1 could be charmed to pxoict 1n vour tymnediee ancpermnion peoblem,
u
?ﬁ‘ﬁmmwim'ﬂti the number of kours Tow e receiving, pleass consider
g oprions
o Talk o your saperrisoeob memmoe
o Call vour job pomch, 2sk deem bo kelp vou woel thmovsh your Sseme
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?ﬁ‘ﬁmmum{:;mumnﬂpﬁzgmﬂnﬁmmmﬂrpdm
A PEMEMERT — o st e st e a ey ciherie et e abbesiriahe s e wirkeld - 1e
federal 2abs looal, oodal semavity, o The oumenerthad v oee g covered soviar Wi
Caethosraiion 9 0ams o aortdoet conew
o Talk o your sapervison)ok mentor
1 o Call vous ol pomch, adk deem po kelp you woeks theowsh your txrge
u
Fﬁ‘ﬁmmmﬂuguﬁumﬂmummﬁjmmbmm
o Call the Carmer Sarmaas Cefice wt (440 Tr4-I001, Bt Z044E - lanve a messpre i no oee
answess, B LioTver will be ohecldeer mascpres pericdioally

FLEASE DO XNOT PEEL THERE IE IO ANSWER TO YOUR COOMNCERITS -
EOMEOHNEWILL BEEAVAILARLE TO HELP YOI AND THERE EHOULD EE OFTICTE TO
ADDREBE TOUR IBEUES



Kick-Off Event

Friday, May 15t 9-10:30am

* Mandatory for all Summer Interns
e ZoOom

e Guest Speakers

e Opportunity to ask questions
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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

oRANCOuy,
Questions?????

Ms. Mclver
Career Services Specialist
amciver@lcjvs.net



