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July 15, 2012
Dear Internship Supervisor:
Thank you so much for choosing to work with a Bayhill High School junior as a part of our Internship Program.  This program is an important rite of passage for our students, and you will now play an important role in their growth and development.  We appreciate your willingness and enthusiasm and hope that this is a rewarding and enjoyable experience for you.

There are some things that you should know that will help to make this an easy experience both for you and for your intern.  They are listed below:
1. Set up a regular weekly/monthly schedule:

· Students are expected to complete their eighty hours of supervised internship work over the course of the academic year (September – May).  These hours are to be completed after school, during school breaks, and on weekends.  Please help them out by working with them to set up a regular and consistent schedule.  
2.  Set up a system to keep track of student hours:
· Please have a set sign in and sign out log so that students can sign in when they arrive and out when they leave.  At the end of the year, students will ask you to verify their hours.  Having a record makes this an easy task.

3. Give students specific tasks and directions:

· Students are excited about gaining real work experience.  Help them to feel successful by providing specific and attainable goals.  Please check in with them regularly to ensure that they understand the directions you’ve given.
4. Call if you’re not sure:

· Jackie and I are here to help.  We want you to have a great time working with our students.  Please do not hesitate to contact us with any questions or concerns that might arise.  We are very happy and eager to help.
· Jackie Whitwill (510) 268-1500 x237; Rebecca Field (510) 268-1500 x239.
Thank you again for working with a Bayhill junior.  We look forward to a fun and productive year.

Best,
Rebecca Field





Jackie Whitwill

College Advisor & Vocational Coordinator
Internship Program

field@bayhillhs.org
Co-Director
