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INTERNSHIP OVERVIEW  
 WHAT IS AN INTERNSHIP? 

 
An internship is a well-defined short-term work that is field-based, or campus/community-based. 
This learning experience is designed to help you, the student, prepare for a chosen career field, or 
specific area of interest. You will be applying the skills you learned in your  classroom to a career 
experience. Typically, you will be working on projects while working alongside practicing 
professionals. 

 
An internship is not a part-time job. It is an extension of the Grand Prairie ISD Career and 
Technical Education Program. Most importantly, it is an opportunity for you, the intern, to 
increase your knowledge in a career choice by being challenged in a professional 
environment. Business, community, and not-for-profit leaders in a real-world setting will 
supervise you and complete weekly and semester evaluations based on your performance. 
These evaluations will be a direct correlation to your academic grades in CTE practicum 
courses. 

 
Grand Prairie ISD provides student transportation to and from all intern locations. Not only is 
this for the safety of our students, but also ensures all students are provided the valuable 
experience that internships offer. *Transportation updates for the 2020-2021 academic year will 
comply with newly outlined health and safety regulations provided by state and local 
authorities.  

 
HOW LONG IS THE INTERN EXPERIENCE? 

 
Most internships will be at least 50 hours and will vary by career pathway. You are expected to 
complete at least 50 hours over the time of your internship experience. Your commitment to the 
internship requires your flexibility in the work hour schedule. You may be scheduled during the 
school day or after school. 

 
COMPLETION OF THE INTERN EXPERIENCE 

 
At the end of the internship, you will integrate your internship experiences into academic 
projects, according to directives from your practicum advisor.  You will also complete the 
following: 

• Write a thank you letter to your internship supervisor 
• Submit an internship reflection essay based on your internship experience 
• Complete the Intern Program Evaluation 

 
INTERNSHIPS BENEFIT STUDENTS, TEACHERS, SCHOOLS, AND EMPLOYERS 

 
Students benefit from working and learning in a high-skill environment. They observe all 
aspects of the company's operations and discover how the knowledge they gain in high 
school is applied in the workplace.  
Teachers benefit from a better understanding of what current businesses and industry 
partners expect in highly qualified candidates and employees. By observing student interns, 
teachers can adjust curricula and instruction to the needs of the work site.  Educators and 
employers work together in preparing students for success in the workplace. 
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High schools benefit because they can assure students and parents that graduates will be well-prepared 
for postsecondary education and promising career opportunities. Partnering with the local employers, 
not-for-profits, and municipalities enables schools to connect scholars with career opportunities in 
numerous fields. 
Employers benefit from the strong, long-term relationships with local schools, which will produce, 
following post- secondary education, qualified job candidates for the companies. 

Other employer benefits: 

• Obtain assistance with project needs 

• Meet staffing needs 

• Base permanent hiring decisions on knowledge and observation of candidate's work 

• Increase awareness of your organization on campus to attract additional qualified 
full-time and internship candidates 
• Avoid a long-term budget commitment necessary for permanent hires 
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REQUIREMENTS 
 
 

The intern program is offered to qualified juniors and seniors attending High Schools in Grand Prairie ISD. 
 
 
 

STUDENT REQUIREMENTS: 
 

1. Your CTE teacher must recommend you. 
• Satisfactory classroom performance in your CTE program (80 or above in designated practicum 

verified from grade recorded prior to internship). 
• Satisfactory attendance (no more than 2 unexcused absences verified from records prior to 

internship). 
• Satisfactory classroom discipline. 

2. Complete, with parent/guardian signature, paperwork must be submitted prior to Internship: 
• Statement of Agreement for Student Interns 
• Medical Authorization 
• Training Plan (paid or unpaid) 
• Some Intern Providers may require additional signed paperwork, or pre-employment screenings. 
• Additional safety and procedures documentation as governed by state and local requirements  

3. Participate in Intern training as arranged by your CTE Practicum teacher. 
 

4. Develop a professional resume & participate in mock interviews. 
 

5. Attend job interviews dressed in a professional manner. 
 

6. Understand that this intern experience is for an academic grade in your CTE class and you must travel 
to and from intern locations on provided GPISD transportation. 

 
7. Send a Thank You note to your Intern Provider, submit a internship reflection essay, and prepare a 

presentation and evaluation as outlined by your CTE teacher at the completion of your intern 
experience. 

 
8. Maintain satisfactory academic grades and keep up with all course work and due dates during 

the internship. Intern related absences DO NOT extend coursework deadlines. 
 

9. Complete Intern Experience Reflection Essay in December and at the completion of your intern experience. 
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CONGRATULATIONS! YOU ARE AN INTERN! 
 
 

You have completed the requirements of the GPISD Career & Technology Education Intern Program. 
You have successfully completed the interview training and the mock interview. You have prepared 
your resume and interviewed for your intern position. You have been accepted as an intern with a 
company. Now, you need to plan and prepare for what will be expected of you in this intern 
experience. 

 
 
 

STRATEGIES FOR A SUCCESSFUL INTERN EXPERIENCE: 
 

Show your employer you are a good intern: 
Be on time and alert. 
Use your time efficiently, 

o Limit socializing with other co-workers. 
o Do not abuse your lunch hour and break time. 
o Do Not Gossip! 
o Follow the campus and company policies related to cell phone use and limitations  

Follow the dress code of the company or program.  Always be neat and clean.  
o Always adhere to Intern Provider Personal Protection Equipment (PPE) requirements. 

Learn as much as you can about the company. Look at the company's website. Ask questions. 
When you are unsure of something, be sure to ask your supervisor. 
Alert your employer or teacher of any potential problem. 

 
Go Above and Beyond: 

You will receive favorable reviews if you are willing to exceed your employer's expectations. 
 

Display Energy and Enthusiasm: 
Smile! 
Show enthusiasm, the most successful interns are those who display an upbeat attitude and a 
genuine interest in performing their role. 

 
Network: 

This is your opportunity to: 
Meet people who can assist you in your career choice. 
Learn what skills and education are necessary for this 
field. Absorb more information about this industry. 

 
Expand your Portfolio: 

Be sure to list your intern experience in your resume and/or your portfolio.  
List summaries of projects completed. 
List positive feedback from your employer. 

 
Show Appreciation: 

Upon completion of your intern experience, be sure to write a thank you note to the 
company and supervisor for giving you this opportunity. THIS IS REQUIRED as part of your 
academic grade earned during the internship. 
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WHAT CAN YOU EXPECT AS AN INTERN? 

 
 

1. Real work! 
Some amount of clerical work comes with any internship, but you will find good learning 
experiences related to your career pathway. 

 
2. The employer will give directions. 

Your employer will discuss the company's expectation in the beginning in order to avoid 
miscommunication. 

 
3. Expect feedback 

The employer will help you, the intern, by communicating with you. 
 

4. Company events 
You may be included in the daily life of the company 

 

5. What if I don't understand the task assigned to me? 
The company will work with you. Don't be afraid to ask questions. 

 

6. Who will assist me? 
The company will assign a staff member to mentor and guide you. 

 
7. Will I get paid? 

Most internships are un-paid. This activity is designed to assist you in determining your 
career path by giving you "real world" experience. If you exhibit successful work, many students 
have moved into part-time or full-time paid positions through their Internship experience. 

 
8. Will I get a grade on my report card based on this intern opportunity? 

Yes, your teacher and the intern coordinator will be in contact with your employer. Your 
performance on the job will determine your grade in your CTE course. 

 
9. Will Grand Prairie ISD be in contact with my employer and me? 

Yes, personnel from the district will visit you and your employer at your job site. 
If you need to contact the school, you may contact your CTE teacher or your internship coordinator.  

 
10. Will I be evaluated? 

Yes, see the evaluation form on the following page. Your employer will complete this and 
give it to school personnel.  Remember, this is a MAJOR part of your Practicum grade. 
 

11. How does COVID-19 impact my internship? 
• If the Internship Provider business location is closed, you will remain on / return 

to campus under the immediate supervision of your Practicum Teacher. 
• Masks, gloves and appropriate PPE will be provided for internships as required. 
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STUDENT EVALUATION 

Frequent evaluation of interns is necessary to see improvement in performance. In a training 
situation, it is essential for the student to receive feedback for growth to occur. 

 
Interns will be graded weekly by their performance in ten (10) competency areas. For each 
competency, a continuum of behavior descriptors (21st Century performance measures) expected at 
each level of performance is shown. This will aid in rating the student. It will help the student see 
where performance is necessary or provide positive feedback for excellent performance. 

 
The performance evaluation will be assigned a point value from 1 to 10 for each of the ten 
competencies under each week an intern is at the internship. Total points will not exceed 100. 

 
Grading Scale: Total Points 90-100 Student is Outstanding 
  80-89 Student Exceeds Expectations 
  70-79 Student Meets Expectations 
  60-69 Student Needs Improvement 
  0-59 Student is Unacceptable 

 

Performance Measures 
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INTERN POLICIES 
 
 

Professional Expectations & Appearance 
 

Students must adhere to the Intern Provider’s and GPISD policies while exhibiting a high level of professionalism, good 
judgment, and polite behavior at all times. Since the internship is an extension of the classroom, students must abide by 
classroom rules and the classroom discipline policy will apply while at the internship. 

 
If a uniform is required, the student must be dressed in full uniform when loading the bus. If not in full uniform, the 
student will not be allowed to go to internship that day and will be required to complete an alternate assignment due that 
same day with a maximum grade of 70%. If a student is out of internship dress code more than three times in the school 
year, the student will be removed from the internship and the classroom grade will be adjusted accordingly. 

 
Absences 

 

Students are expected to complete at least 50 hours of the internship experience each year. Absences should be at a 
minimum, and if a student accrues an excessive amount of absences from internship in the school year, they will be 
removed from the internship. Excessive is defined as more than 5 absences (excused and/or unexcused), school-related 
or personal, but some Intern Providers may allow less absences before removal. Absences may also be reflected in the 
practicum classroom grade. 

 
The student must email their Supervisor and Instructor in advance of any absence. The email communication is to be 
written in a professional manner with reason for absence explained. School-related absences must be emailed well in 
advance and no later than 24 hours prior to start of missed internship. Absences due to illness must be emailed no later 
than 8:00 a.m. on the day of the absence. For missed days due to illness, a doctor’s note may be required to return to 
work. For medical issues that may be affected by working in the Intern Provider environment, the student must provide 
a doctor’s note stating approval to work.  If a student is absent due to pandemic related health concerns, the student 
should notify the Practicum Teacher and the Intern Provider further for instruction. 

 
In the event of an absence, the student must contact the Instructor for make-up assignments within one school day of 
return to school after the Internship is missed. If no contact is made or assignment is not completed according to the 
teacher’s make-up work policy, the student will earn a zero for that day. 

 
Transportation 

 

School district policy from the GPISD Student Handbook will be followed during the bus, activity shuttle, or SUV ride to 
and from the Internship. Students are subject to guidelines of the Student Code of Conduct when they are on GPISD 
transportation. Any student who violates that code or the established rules of conduct while on school transportation may 
be denied transportation services and will be disciplined. 
The following rules will apply to student conduct on school transportation: 

1. Observe same conduct as in the classroom. 
2. Be courteous, use no profane language. Do not eat or drink on the bus, activity shuttle, or SUV. 
3. Keep the vehicle clean. 
4. Cooperate with the driver and any accompanying staff member. 
5. Do not use tobacco, illegal drugs, controlled substance or alcohol. 
6. Do not be destructive or deface any property. 
7. Stay in your seat and remain seated while the vehicle is moving. 
8. DO NOT put head, hands, arms or legs out of the window or hold any object out of the window or throw objects 

within or out of the vehicle, when in motion or when stopped, standing, or parked. 
9. Bus driver and other GPISD personnel are authorized to assign seats. 
10. Fasten seat belts – if seat belts are provided. 
11. All riders and driver must use the hand sanitizer entering and exiting the vehicle. 
12. All riders and driver must wear a mask. 
13. When students load they must fill the vehicle from the back to the front and when they exit they must unload 

from the front to the back. 



 
Statement of Agreement for Student Interns 

 

Student Name:   Career Pathway:   
 

Home Address:   City:   
 

State:   Zip Code:   Home Phone:   Cell Phone:   

 

Date of Birth:   
MM/DD/YR 

Student ID Number:  Graduation Year:   

           Student E-Mail Address that you check regularly:   
 

Emergency Contact Information 
 

Name:   

Relationship to Student:    

Phone Number:   

Health Insurance Company:  Policy Number:   
 

Physician’s Name:   Phone Number:   
 
 
 

As a member of the GPISD Student Intern program, I understand that: 
 

1. I am making a commitment to complete the courses outlined in the curriculum sequence and I am 
committed to complete my entire internship assignment. 

2. I must achieve and agree to the following requirements: 
A. Satisfactory completion of my CTE course work with a GPA of 3.0 
B. Must not acquire more than 2 unexcused absences 
C. No discipline/behavioral referrals while in my course 
D. Professional behavior towards teachers and all superiors while in the classroom 

and all outside activities 
E. Successful completion of the interview process and development of a 

professional resume 
F. Complete and turn in the Agreement for Student Interns, Medical 

Authorization, and Training Plan signed by you and your parent/guardian 
G. Ride to and from internship on GPISD transportation (I understand it is 

against GPISD policy to be picked up from internship by anyone other than 
GPISD transportation) 

H. If possible, a student will be given two good faith interview opportunities (If a 
student is not hired after the first interview, a second will be arranged with an 
alternate employer) as long as the student meets the above requirements 

3. Any current or past drug use or criminal conviction will jeopardize my placement 
4. By signing this agreement, my parent/guardian is giving their permission to take class trips and participate 

in field-based learning excursions 
5. I must report to the job site on time and appropriately dressed in business attire 
6. Once I receive my placement, I am responsible for tasks that are assigned to me. If I have a 

question about the appropriateness of a particular task, I will contact the Internship Coordinator. 
7. I must notify my practicum teacher at least a week in advance, or as soon as possible, if I have 

to miss my internship. 
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8. I will turn in a weekly timesheet to my practicum teacher. 
9. I must check in for attendance with my practicum teacher before I get on the intern bus. 
10. I will badge on and off the GPISD bus or activity shuttle with my GPISD badge every time. 
11. If I miss the intern bus, I will report back to my practicum class immediately and notify my 

practicum teacher. Failure to do so would lead to dismissal from the program at the CTE 
Coordinators discretion, and disciplinary action listed in the Grand Prairie ISD Student Handbook. 

12. This Internship opportunity is a result of the partnership between Grand Prairie ISD and the 
employment entity; therefore, I agree to follow all the Grand Prairie rules as well as policies and 
procedures outlined by the employer. I understand that failure to follow any rules or policies will 
result in termination at the employer’s discretion, dismissal from the program at the CTE 
Coordinator’s discretion, and disciplinary action listed in the Grand Prairie ISD Student 
Handbook. I also understand that termination will affect my academic grade in my CTE course. 
(You may receive a scoring of unacceptable for each week remaining for your internship 
assignment.) 

13. I understand that completion of my internship assignment is a requirement for completion of my 
program expectations at my high school, and if I am not eligible for an assignment with a 
business provider, municipality, or not-for-profit, and I have not been terminated from 
employment, I will be assigned an alternate internship program. 

14. I will adhere to the Grand Prairie ISD computer acceptable use policy at school and on the job site. 
15. I understand that during my participation in this program, I will be responsible for completing 

course work and will maintain contact with all of my teachers. 
16. Any questions or concerns I have about the Career and Technical Education Internship Program 

need to be directed to the instructor and CTE Coordinator. 
17. All students interning at a Medical facility must complete a Statement of Confidentiality, attend 

HIPPA training, and meet any other employer requirements prior to starting internship. 
 
 

Medical Authorization 
 

In order for your child to participate, The Medical Authorization Form must be completed. 
 

The parent or guardian of each student attending school related events hereby grants the sponsor or 
other persons in charge permission to obtain medical help if needed and releases the school and 
sponsor from liability for any occurrence in the relation to said activities. 

 

Photo Release 
 

I  Do or  Do Not give the school permission to publish my child’s photo in any publications. 
 
 
 

   

Student’s Signature Date  Parent’s Signature Date 

   

Instructor’s Signature Date  Coordinator’s Signature Date 
 
 
 
 
 

10 



Medical Authorization 
In order for your child to participate, this form that must be filled out and returned to his or her 
teacher before the day of the event. Should it be necessary for my child to have medical treatment 
while participating in the Internship program, I hereby give the Grand Prairie Independent School 
District and the workplace personnel permission to use their best judgment in obtaining medical 
service for my child. I give permission to the physician selected by the school district personnel to 
render whatever medical treatment he/she deems necessary and appropriate. Permission is also 
granted to release necessary emergency contact/medical history to the attending physician, or to 
the workplace, if needed. 

Student Name 

Address 

Date of Birth 

Home Phone 

Daytime Phone Contact Information for Parent/Guardian 

Contact, Other than Parent/Guardian Relation to Student Phone 

Family Doctor Phone 

Preferred Hospital Phone 

Does your child require any special accommodations because of medical limitations, disability, 
dietary constraints or other restrictions? Please explain. 

I hereby agree to all of the above authorizations and permissions. 

Signature of Parent/Guardian Date 
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Grade_________
Age __________
Sex: M___F____     Time of day related CTE class meets_________________

STUDENT_________________________________SOCIAL SECURITY NUMBER__________________________

SCHOOL DISTRICT___________________________ CAMPUS NAME___________________________________

TRAINING OBJECTIVE________________________ COMPANY NAME__________________________________

Career Cluster Focus          CTE Course title    PEIMS Code

The student agrees to diligently perform the work-based training experiences and conscientiously pursue the coordinated classroom course 
of study as outlined in the attached training plan. Work-based training experiences will be assigned by the training sponsor and performed 
according to the same company policies and regulations applicable to regular employees. The student agrees to take advantage of every 
opportunity to improve his or her efficiency, knowledge, and personal traits in order to pursue further education and enter the chosen 
occupation as a desirable employee.

The company and school are responsible for providing students with opportunities for training in the basic skills of an occupation and 
knowledge of related technical information. In order to provide a systematic plan for well-rounded training, a schedule of work-based  
training experiences and a parallel classroom course of study have been coordinated and agreed upon by the training sponsor and  
teacher-coordinator.

It is understood that the work-based training experiences will be unpaid. In order to qualify for an exemption from wage requirements, all sic 
of the following criteria must be met: 1) training, even though it includes actual operation of the facilities of the employer, is similar to that 
which would be given in a career-technology program; 2) training is for the benefit of the students; 3) the students do not displace regular 
employees, but work under their close observation; 4) the employer that provides the training derives no immediate advantages from the 
activities of the students, and on occasion operations may actually be impeded; 5) the students are not necessarily  entitled to a job at the 
conclusion of the training period; and 6) the employer and the students understand that the students are not entitled to wages for the time 
spent in training.

The training period begins the ________ day of _______________, 20____, and extends through ________________, ______.

There will be a probationary period of _______ days during which the interested parties may determine if the student has made a wise  
choice of an occupational training area, and if the training should be continued.

This plan may be terminated for just cause by either party without recourse.

Is the training objective listed considered to be a hazardous occupation by the U.S. Department of Labor, Employment Standards  
Administration and the Wage and Hour Division: YES_____ NO______

If Yes, any exemption(s) for student-learners or apprentices will apply as described in the Youth Employment Provisions for Nonagricultural 
Occupations Under the Fair Labor Standards Act - Child Labor Bulletin 101 or Child Labor Requirements in Agricultural Occupations - Child 
Labor Bulletin 102. Current information for exemptions is available from the U.S. Department of Labor in the Wage and Hour Division or the 
website at www.dol.gov/esa/whd listed in the Guides.

It is the policy of ____________________ School District not to discriminate on the basis of race, color, national origin, sex or handicap in its 
Career-Technology programs, services or activities as required by Title VI of the Civil Rights Act of 1964, as amended; Title IX of the 
Education Amendments of 1972; and Section 504 of the Rehabilitation Act of 1973, as amended.

Es norma de _______________________Distrito Escolar no discriminar por motivos de raza, color, origen national, sexo o impedimento, en 
sus programas, servicios o activades vocacionales, tal como lo requieren el Titulo VI de la Ley de Deprechos Civiles de 1964, según
enmienda; el Titulo IX de las Emmiendas en la Educación, de 1972, y la Sección 504 de la Ley de Rehabilitación de 1973, según enmienda.

SIGNATURE APPROVALS

(Student)                  Date    Training Sponsor/Supervisor  Date
  

(Parent or Guardian)                Date    CTE Practicum Teacher  Date
   
(Note: Each party to this agreement should receive a signed copy. Keep the original or a copy with the students permanent record, and for 
students with disabilities, the Individual Transition Plan.)

CTE Coordinator                       Date

TRAINING PLAN AGREEMENT
Unpaid Work-Based Instruction



Grade_________
Age __________
Sex: M___F____     Time of day related CTE class meets_________________

STUDENT_________________________________SOCIAL SECURITY NUMBER__________________________

SCHOOL DISTRICT___________________________ CAMPUS NAME___________________________________

TRAINING OBJECTIVE________________________ COMPANY NAME__________________________________

Career Cluster Focus                CTE Course title       PEIMS Code

The student agrees to diligently perform the work-based training experiences and conscientiously pursue the coordinated classroom course 
of study as outlined in the attached training plan. Work-based training experiences will be assigned by the training sponsor and performed 
according to the same company policies and regulations applicable to regular employees. The student agrees to take advantage of every 
opportunity to improve his or her efficiency, knowledge, and personal traits in order to pursue further education and enter the chosen 
occupation as a desirable employee.

The company and school are responsible for providing students with opportunities for training in the basic skills of an occupation and 
knowledge of related technical information. In order to provide a systematic plan for well-rounded training, a schedule of work-based  
training experiences and a parallel classroom course of study have been coordinated and agreed upon by the training sponsor and  
teacher-coordinator.

In addition to providing practical instruction, the training sponsor agrees to pay the student for the useful work done while undergoing  
training according to the following plan
1) The beginning wage will be $__________per__________for_____________hours per school week.
2. Periodically, the training sponsor and teacher-coordinator will jointly review the wages paid the student to determine a fair and equitable 
wage consistent with the student’s increased ability, prevailing economic conditions, and company policy.

The training period begins the ________ day of _______________, 20____, and extends through ________________, ______.

There will be a probationary period of _______ days during which the interested parties may determine if the student has made a wise  
choice of an occupational training area, and if the training should be continued.

This plan may be terminated for just cause by either party without recourse.

Is the training objective listed considered to be a hazardous occupation by the U.S. Department of Labor, Employment  
Standards Administration and the Wage and Hour Division: YES_____ NO______

If Yes, any exemption(s) for student-learners or apprentices will apply as described in the Youth Employment Provisions for  
Nonagricultural Occupations Under the Fair Labor Standards Act - Child Labor Bulletin 101 or Child Labor Requirements in  
Agricultural Occupations - Child Labor Bulletin 102. Current information for exemptions is available from the U.S.  
Department of Labor in the Wage and Hour Division or the website at www.dol.gov/esa/whd listed in the Guides.

It is the policy of ____________________ School District not to discriminate on the basis of race, color, national origin,  
sex or handicap in its Career-Technology programs, services or activities as required by Title VI of the Civil Rights Act of 1964, as 
amended; Title IX of the Education Amendments of 1972; and Section 504 of the Rehabilitation Act of 1973, as amended.

Es norma de _______________________Distrito Escolar no discriminar por motivos de raza, color, origen national,  
sexo o impedimento, en sus programas, servicios o activades vocacionales, tal como lo requieren el Titulo VI de la Ley de  
Deprechos Civiles de 1964, según enmienda; el Titulo IX de las Emmiendas en la Educación, de 1972, y la Sección 504  
de la Ley de Rehabilitación de 1973, según enmienda.

SIGNATURE APPROVALS

(Student)                  Date    Training Sponsor/Supervisor  Date
  

(Parent or Guardian)                Date    CTE Practicum Teacher  Date
   
(Note: Each party to this agreement should receive a signed copy. Keep the original or a copy with the students permanent record, and for 
students with disabilities, the Individual Transition Plan.)

CTE Coordinator                       Date

TRAINING PLAN AGREEMENT
Paid Work-Based Instruction



Description of Specific and Related Occupational Training

The occupational essential knowledge and skills listed below are provided as a convenience to promote quality standards in work-based training.
Additional space is available to add specific training opportunities not otherwise identified as essential knowledge and skills. NOTE: Occupational
training objectives having no state adopted essential knowledge and skills will require the training plans to be individually developed.

NOTE: The above should serve as a suggested format. Space allowances should be expanded to accommodate inclusion of appropriate infomation.

Essential Knowledge and Skills
for Training Objective Specific Related Study AssignmentsWork-Based

Instruction
Individualized
Class Study

Advanced Occupationally Specific
 Knowledge and Skills Specific Related Study AssignmentsWork-Based

Instruction
Individualized
Class Study
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Administrative Department Contacts 
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RESUMES 

 
Submitting your resume for review is the initial step in obtaining a new job. 

Since an employer's review of a resume almost always precedes an interview, it is critical that the 
information you wish to convey is properly constructed. 

 
The purpose of a resume is not to get the job, but to get the interview. 
You should consider the job interview to be like a locked room and your resume as a key to 

that room. Before you can enter this room, it must be unlocked. Many keys will be tried; 
only a few will unlock the door. 

Your GO Center, practicum teacher, and Xello account can all provide resources, 
guidance and counseling on matters of resumes and cover letter construction. 

Your library is also full of wonderful examples of resume writing resources. 
 

Xello is also an excellent resource: See www.gpisd.org for more information  
Your Username is the prefix `GP-` followed by your student ID (e.g. GP-123456) 
Your Password is your birth date (mmddyyyy) (e.g. August 25th, 1997 -- 08251997) 

 
 

Points to Consider 
 

• Keep your resume brief (1 page) 

• Use only 8 1/2" x 11" paper 

• Use white or off-white quality paper 

• Emphasize your skills and accomplishments, especially any certifications you have earned! 

• Do not use abbreviations 

• Arrange the resume so it is pleasing to the eye. 

• Avoid fancy fonts, exotic colored paper, photographs and graphics (unless you are applying for a 
graphic art position) 

• Clearly define your objective in straight-forward and professional language 

• Provide a summary of qualifications at the top using key words or phrases 

• Use clear concise bullet statements to describe your pertinent experience 

• List all related educational achievements or completed courses, starting with the most recent 

• List extra-curricular and after school activities as they relate to your career or leadership goals 

• Offer to provide professional and personal references, upon request, as a closing line 
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MOCK INTERVIEWS & SAMPLE QUESTIONS 
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Preparation 
THE INTERVIEW 

Preparation is the key to success. Preparation will help win the interview and will improve chances of a successful 
dialogue with meaningful communication. 

 
 

Points to Consider (Face-to-Face or Virtual) 
§ Gather all information and documents you may need for the interview. 
§ Bring extra copies of your resume, typed list of references and letters of 

recommendation. Bring school report cards and/or transcripts. 
§ Bring copies of any awards or 

certifications. You may want to 
bring work samples. 

§ Bring pen and pad for taking notes. 
§ Be aware of your surroundings (virtual) 
§ Minimize background noise/distractions (virtual) 

 
Research the job and the employer, industry, and any current job postings or corporate structure 
information you can find.  The more you know about the industry the better prepared you will be. 
Think about some standard interview questions and how you might respond. 

 
And . 

Personality - People hire people, not paper. The personality you display in your interview will greatly influence 
how people react to you. In an increasingly team-based work world, most employers are looking for people 
who will fit in and are flexible and adaptable. 

Attitude - For recent graduates and people with little experience, attitude may be the most important job 
qualification. Many employers have suggested they are willing to take a chance on someone who 
doesn't have skills but has a great attitude. 

Time - Get a good night's sleep before the interview and plan your travel to arrive in plenty of time. Present 
yourself no more than 15 minutes early. 

Appearance - Your appearance is one of the main avenues for expressing your personality and attitude. It is 
best to dress in a professional manner. 

 
Additional Tips 

Maintain good eye contact. 
Do not be a clock watcher. 
Do not discuss illegal or discriminatory subjects such as race, religion, 
etc. Be aware of nonverbal body language. 
Dress a step above what you would wear on the job. 
Ask for a business card in order to send a thank you note. 

 
After the Interview 

Write a thank you note to each person who interviewed you. Thank the employer for their time, restate your 
interest in the job, and remind them of your intent to follow-up. Mail the letter the day of the interview. 
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‘THANK YOU’ LETTER 
It is important that you send a thank you to anyone who assists you in your career development, including 
individuals who allow you to visit their company and especially managers who interview you for potential 
employment. ‘Thank you’ letters are critical in your career as well as a critical step in the interviewing 
process. It is important to send a thank you letter immediately after your meeting. 

 
Format for Thank You Letters 
Use formal letter formatting. The main body of your letter should be 2 -3 paragraphs and include three parts: 

Introduction - Express your appreciation for the time the person spent with you. Mention the time and place 
where you spoke with the individual. 
Body – Reiterate certain points discussed with the contact person, as appropriate to the discussion. 

Mention any important items you may have omitted. Ask any remaining questions you may 
have, and expand upon things mentioned during the discussion. 

Closing - In your conclusion, thank the individual again for their time and, if following an interview, 
reiterate your interest in the position. 

 
E-mail vs. Mail 
Thank-you letters can be typed and mailed, handwritten or e-mailed. Hard copy, typed letters are most formal 
and always appropriate. Handwritten letters are more personal and are most appropriate for brief notes to 
individuals who you’ve met briefly or who helped you along your job search. Do not send a handwritten note 
if you have illegible handwriting and be sure to use professional notecards or stationary. 

 
E-mail is now widely accepted as an appropriate way to send a thank you letter. However, it is important to 
write the e-mail in a formal, business tone; slang and casual greetings (e.g. “hey”) should be avoided. Sending 
an e-mail can be useful for getting your correspondence to an employer quickly. In this type of situation, a 
hard-copy letter might not arrive before a decision is reached. 

 
The content of an e-mail thank you is the same as a hard-copy letter. However, there are some important 
formatting differences. First, in an e-mail, your contact information should be placed below your name at the 
bottom of the e-mail. This is called a “signature block.” Further, you should not include the date in the body of 
the e-mail or the address of the person you are e-mailing. All emails should include a subject summarizing the 
email (for example “Thank You”). 
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JOB SUCCESS SKILLS 
Employer Expectations of the Intern 

 

• Positive attitude, do not carry negative feelings into your new workplace. 

• Time – Always be on time. 

• Good attendance - if you are going to be unavoidably late or out sick, ask your supervisor the proper 
method of informing them. 

• Follow all office rules, policies and procedures. 

• Listen and learn. 

Communication 
 

• Communicate with your mentor on a regular basis. 

• Be a team player. Be willing to help. Avoid the "know-it-all" attitude. 

• Ask for help when you need it. 

Personal 
 

• Have all personal appointments out of the way so that you need not ask for time off. 

• Be willing to learn new skills. 

• Be positive and upbeat with co-workers. 

• Be clean and well groomed. Avoid wearing strong perfumes or colognes. 

• Keep your personal life and problems at home. 

• Don't use the employer's equipment and time to do personal things. 

• Be patient with yourself and others. 

• Volunteer for projects and be eager to assist. 

• Accept criticism as constructive. Do not become defensive. 

• Always be friendly to coworkers, supervisors, clients, customers, and everyone in the work setting. 

• Treat everyone with courtesy and respect. 

• Keep your emotions under control. 

• Show appreciation. 
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WEEKLY INTERNSHIP TIME SHEET 
 

NAME: ____________________________ 
DATE: _____________________________ 
COMPANY: ________________________ 
PATHWAY: ________________________ 
 
TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
IN      
OUT      
TOTAL      

 
 

 
SUPERVISOR’S SIGNATURE: ____________________________________________________________________
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STUDENT INTERN EXPERIENCE 
 

REFLECTION ESSAY DISCUSSION POINTS 
COMPANY NAME: ___________________________ 
 

1. Do you consider this intern experience a success for you? Why? Share a memorable 
experience. 

 
 
 

2. Do you consider this intern experience a success for the company, municipality, or not-for-profit where you 
worked? Why? 

 
 
 

3. What were some of your responsibilities? 
 
 
 

4. How has working for this organization prepared you for the workforce? 
 
 
 

5. Were you sufficiently prepared for the Internship Program? 
 
 
 

6. Were you able to apply the knowledge gained in your CTE pathway to your internship 
experience? 

 
 
 

7. Were you able to communicate concerns and successes with the employer as needed? 
 
 
 

8. Have your experiences given you a foundation for completing your goals? 
 
 
 

9. What recommendations do you have to improve this program? 
 
 
 

10. Do we have your permission to quote your comments from this evaluation and publish them 
in our marketing materials? 

 
Name   

 

Signature   
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